ASME [CA Connect

Quick Reference Guide

How to Submit Your Audit Availability

Learn how to submit your availability windows for a certification audit. You must
already have an ASME.org account and CA Connect Admin Role access, and you

must have already submitted an application. To create an ASME.org Account,
please review the “Log In to CA Connect” guide.

1. Navigate to the CA Connect home page.
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2. Click"Track progress or start new applications" to find your application in progress.
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3. Click"View Details" on your active application.
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4. Click "Provide Availability" or the "View Details" button.
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of Use Privacy Policy Contact Us Communication Preferences © 6 The American Society of Mechanical Engineers. All Rights Reserved

AYou are required to provide three availability windows that are at least 90 days in the future from the current
date. Each window must be a minimum of three (3) full days. The system does not take into account any holidays,
so be sure to allow enough time when providing your dates. A

5. For Availability Window 1, click the "Available From" field to provide the start of your availability window.

® Invoices Availability Time Windows

B Applications
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6. Select a start date from the calendar at least 90 days away from the current date.

B Applications
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7. Clickthe "Available To" field. Select an end date at least 3 days later than the start date from the calendar.
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8. Ifthere are any additional details about those availability dates you'd like to provide, you can optionally add
them to the "Notes" field.

@ Mnvoices Availability Time Windows

B Applications

Change Requests P "
® 9e Reg Availability Window 1
Support »
* Avallable From * Available To
A Contact Us Oct 19, 2026 & Oct 23, 2026 =}
4 Guides & Video
Availability Window 2
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Notes
Availability Window 3
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Nov 2, 2026 & Nov 6, 2026 &
Notes

9. Repeat the previous steps for the other availability windows.

10. Move to the Travel Logistics section.

11. Click the "Airport Name" field and add the name of your closest airport. If you have multiple airports, you can
add them to the "Additional Transportation Details" field below.

[ [3

Nov 2, 2026 = Nov 6, 2026

Notes.

| Travel Logistics Information
s
Provide travel details to help audit team members plan their visit. As the applicant, you are responsible for the audit tean's travel expenses.

Alrport Code

*Hotel Name

Hotel Address

Recommended Transportation
* Transportation Type

Additional Transportation Detalls
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12. Click the "Airport Code" field and add the three-letter IATA airport code.

[:[3

Nov 2, 2026 & Nov 6, 2026

Notes.

| Travel Logistics Information
s
Provide travel details to help audit team members plan their visit. As the applicant, you are responsible for the audit tean's travel expenses.

Nearest Airport

* Alrport Name Alrport Code

Recommended Hotel
*Hotel Name

Hotel Address

Recommended Transportation
*Transportation Type

Additional Transportation Detalls

13. Add your recommended hotel and optionally the hotel address. If you have more than one, you can add them
to the "Additional Transportation Details" field below.

l Travel Logistics Information
S
Provide travel details to help audit team members plan their visit. As the applicant, you are responsible for the audit team'’s travel expenses.

Nearest Airport
* Airport Name Airport Code

San Diego International SAN

€Commended Hotel
* Hotel Name

Marriott Marquis Waterfront

Hotel Address

Recommended Transportation
* Transportation Type

Additional Transportation Details

Travel Expense Responsibility
As the applicant, you are responsible for covering the audit team’s travel expenses, including airfare, accommodation, ground transportation, and meals,

Accurate travel information helps minimize costs and ensures efficient scheduling.
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14. Click the "Recommended Transportation" dropdown.

l Travel Logistics Information

Provide travel details to help audit team members plan their visit. As the applicant, you are responsible for the audit team’s travel expenses.

Nearest Airport
* Airport Name Airport Code

San Diego International SAN
Recommended Hotel
* Hotel Name

Marriott Marquis Waterfront

Hotel Address

Recommended mpegiation

* Transportatios

Additional Transpor®¥

o Travel Expense Responsibility
As the applicant, you are responsible for covering the audit team’s travel expenses, including airfare, accommodation, ground transportation, and meals,
Accurate travel information helps minimize costs and ensures efficient scheduling.

15. Select the best transportation option from the airport to the hotel. If you have more than one, you can add
them to the "Additional Transportation Details" field below.

Travel Logistics Information
Provide travel details to help audit team members plan their visit. As the applicant, you are responsible for the audit team'’s travel expenses.

A

Nearest Airport
* Airport Name Airport Code

San Diego International SAN

Recommended Hotel
* Hotel Name

Marriott Marquis Waterfront
Hotel Address

Recommended Transportation
* Transportation Type

Hotel Shuttle

Rental Car

[ = {( )
Rcesrare N

Public Transit

Walking

Other
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16. Once you have entered all the information, click "Submit Availability"

Nearest Airport
* Airport Name Airport Code

San Diego International SAN

Recommended Hotel

* Hotel Name
Marriott Marquis Waterfront

Hotel Address

Recommended Transportation

* Transportation Type

Taxi v

Additional Transportation Details

Travel Expense Responsibility
As the applicant, you are responsible for covering the audit team's travel expenses, including airfare, accommodation, ground transportation, and meals.
Accurate travel information helps minimize costs and ensures efficient scheduling.

17. You have now submitted your availability. Your AlA (if selected) and the ASME Scheduling team will be notified
by email that you have provided your availability windows.
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18. You will be able to see who has confirmed their availability to overlap with your provided windows. Once all
parties have confirmed, you will be notified by email to proceed with your application.
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@ ASME Scheduing Team
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19. This screen will update once all parties have confirmed.

ASME ca connect

Welcome!
Jinny Mou
CURRENT WORKSPACE ° ° ° o
3 Testcac 2 v
H ompery; AR

Scope Codebooks Scheduling

Go To ASMEORG [ Sign Out

CA Connect A

e Team Management

£ Certfications

Scheduling in Progress
D Invokes Were coordinating availabiity with all required participants to schedule your certification audit activities.

B Appications

Current Status
=] ﬂ Scheduling requires avallablity confirmation from all required parties before we can finalize audit dates. Well notify you as soon as all  Seheduling Coontination i Progress.
participants have responded.
Support A
3 Contact Us
4 Guides & Videc Application © 6818378705 Certification Type Bov
Submitted Date

October 16,2026  Estimated Schedulng Within 57 business days

Avallabiity Checkdist

Schedulng Coordination hn Frogress

° Your Availability

Availabiity has been received and recorded.

Submitted
AlA Availabiity
Avatabiity has been received and recorded

Subrritted
ASME Scheduling Team
Avaiablity has been received and recorded

Submitted

o You'll Be Notified

Welll send you a notification through the portal and via email as soon as all participants have confirmed their avalabiity and the audit schedule is finsiized. No action
is required from you at this time.
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20. You will need to confirm your proposed audit dates and ensure the audit team will have access to the
equipment and facility that is being certified.

Welcome!
Jinny Mou
CURRENT WORKSPACE ° ° °

333 TestCA Company2 v
o Scope Codebooks AIA Scheduling

CA Connect A

. Team Management

Audit Date Conﬁ?mation Required

Please review and confirm the proposed on-site audit dates

® Certifications

] Apy
cn

% Appication D 6818378705 Certfication Type BV

A oo in Progress

M Contact Us Conpary SICA Company2  Status -

4 Guides & Video

Proposed Audit Dates

February 8, 2027 February 12, 2027

Assigned Audit Team

Team assignment pending
Pre-Audit Preparation Requirements
& Guaity Manual and Procedures

Ensure all quality documentation is current and accessiole

Q Equipment
Prepa

& ey Personnel Avaiability
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21. Once the visit has been scheduled, you will receive an email confirmation and the application will update, and
include your assigned audit team.

A%ME CA Connect Go To ASMEORG [+ Sign Out

Welcome!
Jinny Mot
CURRENT WORKSPACE ° a a
o

ses
233 TestCA Company2 v
o . Scope Codebooks AIA Scheduling

CA Connect ~

On-site Visit Scheduled

Your on-site audit has been confirmed and all parties have been notified. Please review the details below.

B Applications.

§ Confirmed Audit Date Al Parties Confirmed
B Change Rec
Support A Start Date End Date
February 8, 2027 February 12, 2027
@ Contact Us
4 Guides & Video
Visit Details
Location Information Program Information
O NLee's Application 1D 6818378705
Bloomington, IL 61701-3834
USA
Submitted Date October 16. 2026
Certification Type BPV
Audit Type Not avallable
Duration 5 days
Lead Auditor Not available

&, Assigned Audit Team

Jinny Mou

Customer Representative

> Notifications Sent

° Your Team ASME Scheduling Team AlA
Your team has been notified. The ASME Scheduling Team has The AIA has been notified
been notified.

. Preparation & Next Steps
Your team will receive detailed preparation tasks and documentation requirements in the coming days. These will appear in your Service Engagement dashboard,

v Documentation Review . Team Coordination
Gather all required quaiity-system and program evidence before the Confirm participating team members are available for the full
visit start date. scheduled window.
. Facility Preparation 7 Pre-Audit Checklist
Ensure site access, safety requirements, and required escorts are Complete the pre-audit checklist that will be provided in your task
arranged, inbox

& Back to Dashboard
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