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1. Introduction 
The CA Connect system is used for managing the ASME Conformity Assessment certification 

and accreditation process.  CA Connect has been replaced with a new and improved system 

that provides a more encouraging user experience.  The new system introduces an 

improved approach for online submission and processing of applications and documents.  It 

makes it easier for Users to navigate through the system and track the status of the 

certification/accreditation processes. It supports all browsers and desktops and offers 

quicker system response time. 

 

2. Access CA Connect 
To access the system, open your web browser and type caconnect.asme.org.  

 

 
Figure 1 - Access CA Connect 

3. Customer Login 
Enter your email address registered in CA Connect on the User Login page then click on 
the Continue button.  You will be prompted to enter your password.  Enter your password 
then click on the Log In button.  Upon login, you will be directed to the Company 

Dashboard – Applications/Certificates. 
 

 
Figure 2 - Login 
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Figure 3 - Change Your Password 

Figure 4 - Forgot Your Password 

4. Change Your Password 
Enter your email address registered in CA Connect on the User Login page then click on 
the Change your password link.  Enter your current password, the new password, 

and re-enter the new password in the Confirm New Password textbox. When done, click 
on the Change Password button.  

 

 
 

 

5. Forgot your Password 
Enter your email address registered in CA Connect on the User Login page then click on 
the Forgot your password link.  Click on the Reset Password button. 
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You will receive a message on the User Login window to Please check your email account 
for your new password.  Go to your email account to retrieve your temporary password to 

access CA Connect.  Return to CA Connect and click on the Continue button. You will be 
asked to re-enter your email address. After entering your email address, the User Login 
window will be display.  Enter the temporary password that was sent to you by email, then 

enter your new password.  When done, click on the Change Password button.  You will be 
directed to the Contact Information Page. 
 

      
Figure 5 - Forgot Your Password (cont.) 

6. Registering a New Contact 
Enter the Contact information.  The required fields are denoted with an * and must be filled 

in.  For phone numbers, enter only the numbers without dashes or parenthesis.  When 
done, click on the Submit button. 
 

 
Figure 6 - Contact Information Page – Add New Contact 
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7. Company Information Page (Company Search)  
Enter the Company Name then click on the Search button.  If the Company is not in the 
system, you will receive the message No matching companies found.  Click on the 

Register link to create an account for the new company. 

 

 
Figure 7- Company Information – Register New Company 

8. Company Information page (Registering a New Company) 
Enter the Company information then click on the Submit button. The required fields are 

denoted with an * and must be filled in. The mailing address should be entered if it is 
different from the plant address.  

 

 
Figure 8 - Company Information – Add New Company Page 
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a. New Company - Verification 

After the company information submittal process is complete, the User Login page will 
prompt you to enter your email address and password.  The message below will 

appear after Log In button is clicked.  

 

 
Figure 9 - Verification Confirmation Message 

b. New Company - Email Verification 

The following email will be sent to your registered email address on file.  Click on the 
link in the email to validate your user account and access CA Connect.   

 

 
Figure 10 - Email Verification 

 

 
You will then receive the following confirmation message. 

 

 
Figure 11 - Email Verification Confirmation Message 
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9.  Company Information Page (Existing Company) 
In order to become a primary contact for a company already existing in CA Connect, enter 
the Company name and click on the Search button.   When the company list appears, 

select the appropriate company and click on the Select link.   
 

 
Figure 122 - Company Dashboard – Existing Company 

 

The Primary Contact will need to submit their appointment as company representative on 
company letterhead to ASME Conformity Assessment (see details below). 

 

 
Figure 133 - Email Verification Message 

10. Company Dashboard – Applications/Certificates 
After you login, you will be directed to the Company Dashboard.  The Company 
Dashboard serves as the hub for your application(s).  From here, you can perform 
multiple activities such as the following: 

 
 Apply for new/renewal certificate(s) 
 View application and certificate status (once you have applied) 

 View Company primary contact/plant & mailing addresses  
 Register new company 
 View upcoming reviews/surveys 

 View Change Requests 
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 The Register New Company button is used to create an account for a new company 

(See Sections 7 and 8).   
 The Apply for New/Renewal Certificate button is used to apply for certification. 

 

 

 
Figure 144 - Company Dashboard – Applications/Certificates 

 
11. Submitting an Application 

The application is the first step in the Conformity Assessment process.  To begin the 

process of submitting an application for certification, click on the Apply for 
New/Renewal Certificate button. 

 

 
Figure 155 - Company Dashboard – Apply for New/Renewal Certificate 

 

Note:  Renewal Certificate(s) you currently hold, including corresponding certificate 
details, will be located on the Certificates and Stamps tab within the New/Renewal 

application.  
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Figure 166 - Company Dashboard – Active Certificate(s) 

a. BPV Applications 

 
Once you click on the Apply for New/Renewal Certificate button you will be directed 
to the New Application page which consists of Company Information and multiple tabs 

used to manage and enter the information for the application.  Submitting an application 
is a multi-step process.  The data that is entered during the application process is found 

under each of the tabs/steps depicted on the image below. 
 
The first tab is for reviewing Policies.  Read the written policies shown on the page then 

click on the checkbox preceding I have reviewed and agreed to the above policies.  
When done, click on the Next button to move to the next step and activate the 
Certificates & Stamps tab. 

 
Note:  You will not be able to continue until you confirm that you have read the policies.   

 

 
Figure 17 – Submit BPV Application 
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Click on the dropdown option and select the Program Type.  For this illustration, we 
will be creating an application for the Boiler program.  Click on the Boiler option then 

click on the New Certificate button. 
 

Note:  The Program Type is not available for selection when applying for the renewal 

of a certificate because it was assigned when the certificate was first issued.  
 

 
Figure 178 – Submit BPV Application – Program Type – New Certificate 

 

If you are renewing, the Designator for the certificate you are currently holding, 
including the certificate scope description, will be listed on the page. 
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Figure 19 – Submit BPV Application – Renewal Certificate Designator 

A window showing the list of certificate scopes that you can choose from is displayed.  
You can select one or more certificate scopes by individually clicking on the scope.  When 

done, click on the Add Selected Certificate Scopes button. 

   

 
Figure 180 – Submit BPV Application – Certificate Scopes 

 

The certificates you selected, including a full description of the certificate scope, will be 
added to the Selected Certificates section.  Select the Authorized Inspection Agency 

by clicking on the dropdown option and selecting the AIA.  Enter the number of ASME 
Single Certification Marks in the Stamp Selection textboxes, if needed.  When done, 
click on the Next button to move to the next step and activate the Travel tab. 

 

Note:  The following certificates types that do not require an AIA: PRD, AIA, BPE, NQA, 
QSC, RTP 
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Figure 191 – Submit BPV Application – AIA – Stamp Selection 

Once you click on the Next button, a prompt is displayed alerting you that the Application 

has been updated and saved. 
 

 
Figure 202 - Submit BPV Application – Application Updated and Saved Prompt 

 

To Remove a certificate from the Select Certificates section, before clicking on the 
Next button, first click on the trash can image on the right-hand side of the certificate 

you want to remove, then click on the Remove Certificate button. 
 

 
Figure 213 - Submit BPV Application – Remove Certificate 
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You will be directed to the Travel page which is also known as Form D.  Enter the 
information in the designated fields.  When done, click on the Next button to move to the 

Billing tab. 
 

 
Figure 224 - Submit BPV Application – Travel Tab – Form D 

 

Note:  If one or more of the required values are missing, a message prompt alerting you 
that specific required information is required will be displayed.   

 

 
Figure 235 - Submit BPV Application – Missing Information 

You will be directed to the Billing step.  Enter the Billing information in the labeled 
fields.  If the Billing Address is the same as the Plant Address (or mailing address if 
one was entered), click on the Use Plant Address link (If a mailing address was 

entered there will be a link to choose that one as well).  If the Billing Address is not the 
same as the Plant Address or Mailing Addresses, enter the billing address in the 
assigned fields.   
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Enter the Bank Details in the necessary fields.  

   

 
Figure 246 - Submit BPV Application – Billing Tab 
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You will be directed to the Review tab.  The Review step allows you the opportunity to 
review and edit the information that you have entered in the previous steps.  To alter any 

of the information, click on the edit link.  You will be directed to the step that contains 
the information you want to change.  Update the information, click on the Save button, 
then click on the Review tab to return to the Review step.  Following your review, click 

on the Submit Application button to submit the application. 
 

 
Figure 257 - Submit BPV Application – Review Tab 
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You will receive a message confirming that your application was successfully submitted.  
At this stage you can obtain and print the Accreditation/Certification Agreement 

Form by clicking on the Print Agreement button.   

 

 
Figure 268 - Submit BPV Application – Print Agreement 

 

The Accreditation/Certification Agreement form is displayed.  Enter the information 

on the bottom part of the form.  When done, Save and Print the completed form.  Sign 
the form and email the form to ca@asme.org. 

 

 
Figure 29 - Submit BPV Application - Accreditation/Certification Agreement Form 
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b. Non-BPV Applications 

 

Once you click on the Apply for New/Renewal Certificate button you will be directed 
to the New Application page which consists of Company Information and multiple tabs 
used to manage and enter the information for the application.  Submitting an application 

is a multi-step process.  The data that is entered during the application process is found 
under each of the tabs/steps depicted on the image below. 
 

The first tab is for reviewing Policies.  Read the written policies shown on the page then 
click on the checkbox preceding I have reviewed and agreed to the above policies.  
When done, click on the Next button to move to the next step and activate the 

Certificates & Stamps tab. 
 

Note:  You will not be able to continue until you confirm that you have read the policies.   

 

 
Figure 270 – Submit non-BPV Application 

 

Click on the dropdown option and select the Program Type.  For this illustration, we 
will be creating an application for the Nuclear program.  Select the appropriate 
program type and then click on the New Certificate button. 

 
Note: BPE, RTP, NQA, QSC, and AIA all follow a similar process for selecting the 
certification/accreditation. 

 
Note:  The Program Type is not available for selection when applying for the renewal 
of a certificate because it was assigned when the certificate was first issued. 

 



 ASME Customer User Guide 19 of 31               Dated:  August 2015 

 
Figure 281 - Submit non-BPV Application – Program Type – New Certificate 

 

The Designator for the certificate you are currently holding, including the certificate 

scope description, will be listed on the page. 
 
To choose the certificate type that you wish to apply for, click the New Certificate 

button. 
 

 
Figure 292 - Choosing a certificate type 
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To apply for a corporate certificate you will need to click the copy icon on the corporate 

certificate, and then select corporate extension. 
 

Note: You cannot apply for more than one corporate certificate.  
 

 
Figure 303 - Choosing a Nuclear Certificate 

For Non-Boiler (Except PRD) programs, a Download Conditional Form button appears 
on the page for you to obtain and fill out a Supplemental Application Form. By clicking 

this button navigates you to the Downloadable Resources page.  Scroll down to the 
General Download Form and locate the appropriate supplemental application form. Save 
the supplemental application form to your desktop, which will allow you to enter the 

applicable information.  The saved document will be uploaded on the Review tab.  
 

 
Figure 314 - Submit non-BPV Application – Download Conditional Forms 
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The certificates you selected will be added to the Selected Certificates section.  
To Remove a certificate from the Select Certificates section, before clicking on the 

Next button, first click on the trash can image on the right-hand side of the certificate 
you want to remove, then click on the Remove Certificate button. 

 

 
Figure 325 - Submit non-BPV Application – Remove Certificate 

 

Select the Authorized Inspection Agency by clicking on the dropdown option and 

selecting the AIA.  Enter the number of ASME Single Certification Marks in the Stamp 
Selection textboxes, if needed.  When done, click on the Next button to move to the 
next step and activate the Travel tab. 

 

Note:  The following certificates types that do not require an AIA: PRD, AIA, BPE, NQA, 

QSC, RTP 

 

 
Figure 336 - Submit non-BPV Application – AIA – Stamp Selection 

 

Once you click on the Next button, a prompt is immediately displayed alerting you that 
the Application has been updated and saved. 
 

  
Figure 347 - Submit non-BPV Application – Application Updated and Saved Prompt 
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You will be directed to the Travel page which is also known as Form D.  Enter the 
information in the designated fields.  When done, click on the Next button to move to the 

next step and activate Billing tab. 
 

 
Figure 358 - Submit non-BPV Application – Travel Tab – Form D 

 

Note:  If one or more of the required values are missing, a message prompt alerting you 
that specific required information is required will be displayed.   
 

 
Figure 39 - Submit non-BPV Application – Missing Information 

 

You will be directed to the Billing tab.  Enter the Billing information in the labeled fields.  
If the Billing Address is the same as the Plant Address (or mailing address if one 

was entered), click on the Use Plant Address link (If a mailing address was entered 
there will be a link to choose that one as well).  If the Billing Address is not the same 
as the Plant Address or Mailing Addresses, enter the billing address in the assigned 

fields.   
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Enter the Bank Details in the necessary fields.  

   

 
Figure 360 - Submit non-BPV Application – Billing Tab 

 
 

You will be directed to the Review tab.  The Review step allows you the opportunity to 

review and edit the information that you have entered in the previous steps.  To alter any 
of the information, click on the edit link.  You will be directed to the step that contains 
the information you want to change.  Update the information, click on the Save button, 

then click on the Review tab to return to the Review step.  Following your review, click 
on the Submit Application button to submit the application. 
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Figure 41 - Submit non-BPV Application – Review Tab 

 
To attach your supplemental application form click on the Browse button located under 
the Upload Applications Document on the Review Tab 

 
You will receive a message confirming that your application was successfully submitted.  
At this stage you can obtain and print the Accreditation/Certification Agreement 

Form by clicking on the Print Agreement button.   
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Figure 372 - Submit non-BPV Application – Print Agreement 

The Accreditation/Certification Agreement form is displayed.  Enter the information 
on the bottom part of the form.  When done, Save and Print the completed form.  Sign 

the form and email the form to ca@asme.org. 
 

 
Figure 383 - Submit non-BPV Application - Accreditation/Certification Agreement Form 
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12.  Viewing Application 

a. Application Number 

To view the application on the Company Dashboard, click on the Application 
Number.  You will be directed to the Application Details page. 

 

 
Figure 394 - View Application - Application Number 

b. Application Details Page 

The information on the Applications Details page is divided into multiple sections. 
The top section of the page contains the following details: 
 

 Company information 
 Certificate(s) associated with the application 
 The ability to submit change requests 

 Print Documents button  
 Change Request button 

 

 
Figure 405 - View Application - Application Details – Top Section 
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The middle section of the page has multiple tabs and defaults to the Billing tab.  
This section provides information relating to the following: 

 
 Billing Tab:  Proforma Invoice, Remittance Information, and Banking 

Information. 

 Schedules Tab:  Review/survey scheduled details, access to itinerary. 
 Documents Tab:  Application related uploaded documents. 

 

 
Figure 416 - View Application - Application Details – Middle Section 

 

Schedules tab displays review/survey related information such as review/survey 

start and end dates, lodging, airports, hotels and plant location.  This section 
provides information relating to the following: 
 

 Google Map - a map view of the Hotel, Airport, and Plant location, including 
arrival information 

 Print Itinerary button will generate a pdf containing all the important details 

of the upcoming review/survey 
 

 
Figure 427 - Schedules Tab 
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Documents tab shows documents that have been uploaded to the application. The 
documents are uploaded to the predefined folders shown below.  You can download 

the document by clicking on the Download File link associated with the document.  
 

 
Figure 438 - Documents Tab 

 

13. Print  Documents 

a. Print Application 

To print the application, click on the Print Documents button then click on the Print 
Application link.  The completed application will be displayed on the screen as a pdf 
for you to view and print.  

 

 
Figure 49 - Create Application – Print Application 

b. Print Conditional Forms 

A Conditional Form is generated for non-Boiler programs only. To print the 
Conditional Form, click on the Print Conditional Forms button which will direct you 

to the Downloadable Resource page.  The conditional forms will be located under 
the General Download Form. 

 

 
Figure 440 - Create Application – Print Conditional forms 

c. Print Accreditation/Certification Agreement 

Click on the Print Accreditation/Certification Agreement button to generate and 
print the Accreditation/Certification Agreement Form (see Figure 31).  Enter the 
information on the bottom part of the form.  When done, Save and Print the 

completed form.  Sign the form and emailed the form to ca@asme.org.  
 

 

mailto:ca@asme.org
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Figure 451 - Create Application – Print Accreditation/Certification Agreement 

14. Change Request 
To submit a change request on the application, click on the Change Request button. 

 

 
Figure 462 - Change Request 

A Change Request window will be displayed for you to specify your request for a 

change.  Click on the dropdown option to choose the type of change request.  Specify 
the changes in the labeled textboxes.  When done, click on the Submit Change Request 
button. 

 

   
Figure 473 - Change Request Window 
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15. Email Notifications 
Email notifications are automatically sent to you by the system relating to applications 
and certifications.  To access your email notifications, click on the envelope icon on the 

upper right-hand side of your dashboard.  You will be directed to your mailbox which 
contains a list of all your notifications. 

 
To open and read the email, click on the Subject email link.  You can also click on the 
Application Number to view the application details. 

 

 
Figure 484 - Email Notification 

 

a. Email Notification Search 

You can Search the system for a particular email by 
 

 Subject 

 Application Number 
 Company Name 
 Company ID 

 Past Location 
 From 
 Sent Date 

 
Click on the down arrow key and select one of the search options listed.  Enter the 
search criteria that is affiliated with the selected option in the Find text box to begin the 

search. The results will filter as you type.   
 

 
Figure 495 - Email Notification Search 
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16. Online Help 
The Go To Help provides descriptions of features, links, and step-by-step instructions 
about the user interface components. The Question Mark on the upper right hand side of 

your dashboard represents the Go To Help.  Click on the ? symbol to access the online 
help. 

 

 
Figure 50 - Online Help 

 

17. Logout 
To logout of the system, click on the Logout icon depicted below.  You will receive a 

confirmation message stating you have been successfully logged out. 
 

 
Figure 517 - Logout 

 

18. Customer Support 
For problems Logging In call (212) 591-7575. For any concerns regarding your 
applications and certificates email ca@asme.org. 

 

mailto:ca@asme.org

