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Step by Step Guide for APC Exam Application 

 

STEP ACTION 

1 Go to the SAICA website: www.saica.org.za 

 

STEP ACTION 

2 Click on Examinations under the “Useful links” tab. 
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STEP ACTION 

3 
The Examinations page will open. Click on 

“Online registration.” 

 

STEP ACTION 

4 
Click on “Complete the online registration” which will the 

direct you to the “Exams” portal. 
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STEP ACTION 

5 
Upon reaching the portal, click on “Signup” if you are a 
new user. If you are an existing user, click on “Login.” 



2024 Ushintsho Stage 3 – Step by Step Guide for APC Exam Application | Version 1.0 5  

 
 
 
 
 
 

 

 

STEP ACTION 

6 
A new page will open, in which you need to enter all the 

mandatory fields. 
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STEP ACTION 

7 
Once you have filled in all the details, click on the 

“Submit” button. 
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STEP ACTION 

 
8 

After clicking “Submit,” you will be redirected to the 

Login page. Click on the “Login” button to proceed.  

 

 

STEP ACTION 

9 
Enter your Email address and then click on “Forgot 

Password.”  
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STEP ACTION 

 
10 

Enter your email address and click on “Send verification 
code.” This will send the verification code to the 

provided email address. 
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STEP ACTION 

11 Enter the verification code then click on “Verify code.” 

 

STEP ACTION 

12 Click on the “Continue” button. 
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STEP ACTION 

 
13 

Enter a new password and confirm password then click 
on “Continue.” The new password will be saved, and you 
will be redirected to the login page again. 

 

STEP ACTION 

14 
Once you are on the Login page, enter your email 

address and password. 
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STEP ACTION 

15 Click on “Sign in.” 

 

 

STEP ACTION 

16 You will be directed to the Dashboard page. 
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STEP ACTION 

17 Click on the “Exam” tab. 

 

 

STEP ACTION 

18 
After clicking on the “Exam” tab, the Exam Dashboard 

will open. 
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STEP ACTION 

19 Click on “Exam Information and Registration.” 

 

STEP ACTION 

20 
After clicking on “Exam Information and Registration,” 

click on the “Online Registration” tab. 
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STEP ACTION 

21 Click on the relevant event. 

 

You can choose any of the events but after applying, 

you will not be able to apply for another event. 

 

STEP ACTION 

22 Click on “Book Online.” 
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STEP ACTION 

23 
You will then need to enter all the details in the fields 

that will come up. 
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STEP ACTION 

 
24 

Under the “Applicant’s Information” page, you must fill 

in all the mandatory fields and then click on the “Next” 

button. 
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STEP ACTION 

 
25 

Under the “Company Details” page, you must fill in all 

the mandatory fields and then click on the “Next” 

button. 
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STEP ACTION 

 
26 

Under the “Address Details” page, you must fill in all 

the mandatory fields and then click on the “Next” 

button. 

 

STEP ACTION 

 
27 

Under the “Contact Details” page, you must fill in all 

the mandatory fields and then click on the “Next” 

button. 
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STEP ACTION 

28 
Under the “Registration Questions” page, you must fill in all 
the mandatory fields and then click on the “Next” button. 

 

STEP ACTION 

29 
You must fill in all the mandatory questions and click on the 

“Next” button. 
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STEP ACTION 

 
 
 

30 

 

 

If you are member of CIMA, then you must select yes 

and upload the CIMA Approval Letter 

 
 

 

If you are a CIMA member, you cannot apply through 

ICPAK, Regulation 25 for Member and TEA Member 

status. Similarly, this applies to members of ICPAK, 

Regulation 25 and TEA 
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STEP ACTION 

31 Click on Next 

 

Because we select CIMA member, system will not 

allow us to apply through ICPAK 

 

STEP ACTION 

32 Click on Next 

 

Because we select CIMA member, system will not 

allow us to apply through Regulation 25 
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STEP ACTION 

33 Click on Next 

 

Because we select CIMA member, system will not 

allow us to apply through TEA 

 

STEP ACTION 

34 
Click “Yes” on Terms & Conditions and the click on 

Submit. 
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STEP ACTION 

 
35 

Once your application has been submitted, it will 

redirect you to the dashboard page and you will get a 

confirmation email will all the details. 

STEP 
ACTION 

36 
    

Click on Close 
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STEP ACTION 

37 
The invoice will be generated after 7 – 10 minutes, click on 
“Invoices” under the “My Account” tab. 



2024 Ushintsho Stage 3 – Step by Step Guide for APC Exam Application | Version 1.0 25  

 
 
 
 
 
 

 

 

STEP ACTION 

38 You will see all your invoices here. 

 

STEP ACTION 

39 
Click on “View” to verify the contact information before 

downloading the invoice. 
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STEP ACTION 

40 
Verify the information and then click on “Confirm” if, 

everything is correct. 
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STEP ACTION 

41 
Once you have verified the information, you can view the 

invoice details and click on “Back” to pay the invoice. 

 

STEP ACTION 

42 Click on “Pay” to pay the invoice. 
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STEP ACTION 

43 Again, click on “Pay” to pay the invoice. 

 

STEP ACTION 

44 Select payment method to pay the invoice. 
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STEP ACTION 

45 Select “Credit Card” payment to pay the invoice. 

 

STEP ACTION 

46 Click on “Submit” to open the PayU portal. 
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STEP ACTION 

47 Fill in the details in the PayU fields. 

 

STEP ACTION 

48 Then click on the “Pay” button. 
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STEP ACTION 

49 
The system will then redirect you to the invoice page on 

the portal. 
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STEP ACTION 

50 
Once the full payment has been received by SAICA, the 

“Pay” button will be disabled (greyed out). 

 

STEP ACTION 

51 Click on the “Download” button to download the invoice. 
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STEP ACTION 

52 Your Invoice will be downloaded in PDF format. 
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STEP ACTION 

53 
To process payment via EFT, click on “Pay” to pay the 

invoice by EFT payment. 

 

STEP ACTION 

54 Click on “Pay” to pay the Invoice. 
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STEP ACTION 

55 Select the payment method as “Electronic Transfers.” 

 

STEP ACTION 

56 Select “Choose file” to upload the proof of payment. 
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STEP ACTION 

57 
Once the document has been uploaded, click on the 

“Submit” button. 

 

STEP ACTION 

58 
Once you have clicked on the “Submit” button, you will be 

redirected back to the dashboard. 
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STEP ACTION 

59 
Once the full payment has been received by SAICA, the 

“Pay” button will be disabled (greyed out). 
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