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Please login to the Electronic Assessment Tool using your 8-digit “SAICA ID” followed by your 

password. Note that only training officers and training office administrators can activate a 

trainee and allocate a training plan. 

 

 

 

Select “Activate trainee accounts” on dashboard. 

 

 

Select “trainee account” that you wish to activate.  
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Fill in the required fields listed below.  

 

 

 

 

 

Select “Assessment start date”   
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Select “Training plan”  

 

 

 

Please note that “Recognition of prior learning” is only ticked when relevant. Selecting RPL will 

create a Professional Development Summary for RPL purposes. 
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Please note that the below screen only applies to trainees that require “Recognition of prior learning” 

as indicated in the above statement.  

 

 

 

The below message will appear confirming that changes have been updated.   

 

 

 

The trainee will receive the below emails requesting them to accept invitation and activate account.  
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Please enter a new password in the belowfeild that is at least 8 characters in length, Then click “Set 

Password”. 

 

 

 

The below message will appear notifying you that the account has been activated.   

 


