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Logging in to the SCAQ Portal

/'“@ Chartered
IS@ A H Accountant

1. To get started, go to https://scaqg.isca.org.sg/scaqg/s/login/ and click “Login”.

2. This will take you to the ISCA e-Services page. Sign in with your username and
password to log in to your ATO/Mentor account. You should have previously received

an email prompt to set/reset your password.

Note:

Most usernames have “.scaq” or ““mentor” in addition to your email address (e.g., abc123@example.com.scaq).
This is to differentiate your SCAQ portal view from other Member/Corporate e-Services view.
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CREATE ACCOUNT
Create an Account Today
First Name Last Name
First Name Last Name
Name As Per |D (Example: Tan Zhi Email Address
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Wen) Email Address

Name As Per ID
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Enter the above code here.

1 confirm that | have read and | agree to (i) the Terms of Use, and (ii)
the Privacy and Data Protection Policy which sets out how my
personal data will be collected, used, disclosed and processed by the
Institute of Singapore Chartered Accountants and the purposes of
processing.

CREATE ACCOUNT
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3. Upon logging in, click on “Singapore Chartered Accountants Qualification (SCAQ)
Portal” to access your SCAQ Training Principal/Secondary Contact/Mentor Portal.
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1. If the username/password you entered is invalid, please click “Forgot your password”.
Enter your email address and choose the corresponding username that requires password

reset.
[Some users have more than one account (username) tied to one email address

FORGOT PASSWORD FORGOT PASSWORD
SIGNIN
L You have requested for a password change. An email has been sent to
Sign inwith Your Username _ you. If you wish to proceed to change your password please follow the
Username Please select username. instructions in the email.

s i |
Password » Choose Participant »
o Choose Participant

] Remamber me Action*  Username

Note: Username is usually your email address. For Accredited Training
Organisations and Corporate Members, your username may be different _Scaq Action *  Username
from your email address.

m 4 I 4 >

I Forgot Your Password? I
Reset Password Reset Password
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2. Users will then receive an email to reset password, also stating the corresponding
username

Password Reset Request — Action Required

= ,
ISCA eServices<eservices@isca.org.sg> LN ad 7 5 v
e (\(.tb > s Green Teav O Search & Filter Courses/Events >
To: You Tue 9/16/2025 5:12 PM

Dear Mr. Tea,

We have received a request to reset the password associated with your account.
To proceed with this request, kindly click the button below: Green Tea

_Vour username is : -
Reset password

Alternatively, copy and paste the following URL into your browser:

https://eservices.isca.org.sg/_nc_external/identity/ui/login/ForgotPasswordinterstitial?
r=00D280000014F7N005fPO00003EmIWCjwK MwoPMDBEMjgwMDAWMDEORjdOEg8wMkewSzAwMDAWMFBEbGcaDzAWN
WZQMDAWMDAZRWO5VxidtbCOITMSEBII9H1hr7QMIGcLt6-_2ecaDGax2GyyrQ6ILg2jwSIsFertuAmIhD6i591fSGy-

Change Password

= [ New Passond
Upgrade to Corporate Membership

GpYavYhOOoRG-vMEhtDrlLLIaj5bf8cQZ0FpPG-P_NeyX6WcS0A8597A2&display=page&fpot=fa1547c3-6582-4944-9657- e MY Account Confirm Password
703c6400cd 1601605676-a83¢-4bb9-87¢b-24bd493d4af1

Important Notes: MY Profile

1. This link will expire 24 hours after issuance. Change Password

2. This link is valid for one-time use only.
3. To avoid unintended expiration, we recommend whitelisting emails from the domain @isca.org.sg within your email
server settings.

Professional Qualification (PQ) Portal

Should you require further assistance, please contact our Member Services team at membership@isca.org.sg or Tel: +65 . N -
Joured P P 959 Singapore Chartered Accountants Qualification

6749 8060.
- New SCAQ Portal

Yours sincerely,
Member Services N Change Password

Institute of Singapore Chartered Accountants

~ My Course & Events

This is an auto-generated email. Please do not reply.

3. Users need to access the “Reset password” link within 24 hours upon issue. If the link
has expired, do click “Forgot your password?” again to receive another “Reset
password” link. If issue persists, do write in to ATO team at ato@isca.org.sq .
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mailto:ato@isca.org.sg

3. ATO Training Principal (TP) Guide for SCAQ Portal
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Training Principal’s Portal [S@A | S

1. On the Training Principal’s Portal, you will be able to access the Dashboard and To-Do
List.

2. On the Dashboard, you may view and export the list of Mentors and Candidates under
your ATO. Click on “Export as CSV” under the “Mentor” section and “ATO Candidates”
section accordingly to retrieve the list.

e, Charterad
g H o Dashboard
IS{\Q_ A b Accounta To Do List  Bulk Enrolment  Invoice @ BCACLATE o RLO
[u Afienion: You have ong of o pending RIFEC enfries awalting your sopovall Visit e To-Do List b o procssd, or click heve! ]

Application History

Rl N [a W 1l M o Dt Mpplhcat Lat b MActions
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Mentor ATO Candidates
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P Subs 8 Acth
A
[]
SCAD Professional Programme Activ
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Access Submitted RPEC Entries [SEA | S

To access the submitted RPEC entries, click “To-Do List” at the top bar.

All RPEC entries that are pending Training Principal’s approval will be listed under
“Pending To-Do List Entries”.

All RPEC entries that have been approved will be listed under “Processed To-Do List
Entries”.

To search for RPEC entries, you may filter them by Candidate’s name or by date of
submission.

'_I'.j ETITUTE OF Chartered " .
IS@A i Accountant Dashboard | To Do List | Bulk Enrolment  Invoice @ SCAQATO or RLO

Pending To-Do List

Candidate Refereance Number “  Full Name | Task Name ~ | Company Name w | Action

Processed To-Do List Entries

Download Processed CSV <

Filter by Candidate Name

Elt

12



Important Information for Training Principal |S@a | .

SSSSSSSSS

At final signoff (at the end of their practical experience), Candidates should have:

a) Completed a minimum of 3 calendar years (with at least 450 working days accumulating
experience);

b) Satisfied all 9 Generic Competences; and

c) Satisfied 4 out of 15 Technical Competences, with 1 element from the “Financial
Reporting” category.

Candidates are not expected to fulfill all 13 competences till their final signoff (i.e., end of 3
years, 450 days).

13



To Approve Pending RPEC Entries [SEA | Accoiman
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1. To review and approve the pending RPEC entries, click “Review” on the submission you
would like to review.

Pending To-Do List

Search... Downiload Pending CSV "

Candidate Reference Number ~ | Full Name ~ | Task Name ~ | Company Name ~ | Action

2. All of the RPEC entries for each candidate will be consolidated into a single entry for
Training Principal’s final review. Scroll down to view each individual RPEC entry, marked by
the RPEC number on top left. Click “Approve” or “Reject” respectively to approve or reject
the Candidate’s RPEC submission.

RPEC Details RPEC Details
RPEC-0000255 a RPEC-0000254 =
0
Candidate & Mentor Info Candidate & Mentor Info .
Mentor Name; .
Mentor Name:

Days Spent: - Days Spent: 150
RPEC Entry Info RPEC Entry Info
Start Date: Start Date: 2022-01-01
End Date: [N End Date: 2022.12.31
RPEC Remarks: RPEC Remarks:
Competencies Competencies

FINANCIAL REPORTING - PREPARING FINANCIAL REPORTS TAXATION - TAX COMPUTATIONS

Candidate's Comment: Candidate’s Comment: d

Candidate's Statement:Prepare primary financial statements in accordance with SFRS or relevant accounting standards and policies and legistation. Candidate's Statement:Prepare or contribute to the preparation or assessment of tax computations for individuals, companies or other entities with more

complex tax affairs.

Candidate's Comment
s C Candidate’s Comment:

v L

Cn] o |
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To Add New Mentors ISEA | S
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1. Only Training Principal and Secondary Contact are allowed to add new Mentor. To add
new Mentors, click “Add Mentor” on the “Mentor” section of the Dashboard.

Mentor ATO Gandidates
i Search

Search 12| >
Full Name ~  Email Address ~ | Register ~ | Status Candidate Full Name ~~ Qualification Stage w | Ca... w A
1 26/05/2025 Submitted & 1 SCAQ Professional Programme Active
SCAQ Professional Programme Active
22/05/2025 Submitted o
SCAQ Professional Programme Active

2. You will see the form as below. Please fill in all the required information and click “Save”.

Mentor Details

* Salutation ‘ _-None—- v ‘ *First Name ‘ ‘

*Last Name ‘ ‘ *Email ‘ ‘

15



To Add New Mentors
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3. Mentors will then receive an email to set password

Password Reset Request — Action Required

ISCA eServices<eservices@isca.org.sg> o &
To: You Tue 9/16/2025 5:12 PM
Dear Mr. Tea,

We have received a request to reset the password associated with your account.
To proceed with this request, kindly click the button below:

Your usermame is -

Reset password

Alternatively, copy and paste the following URL into your browser:

https://eservices.isca.org.sg/_nc_external/identity/ui/login/ForgotPasswordInterstitial?
r=00D280000014F7NQ05fPO00003EmIWCjwKMwoPMDBEMjgwMDAWMDEORjdOEg8wMkewSzAWMDAWMFBobGcaDzAWN
WZQMDAwWMDAZRWO5VxidtbCOITMSEBIIHThr7QMIGeLte-_2ecaDGax2GyyrQ6ILg2jwSISFertuAmIhDeiSSIfSGy-
GpYavYhOOoRG-vMEtDrLLIaj5bf8cQZ0FpPG-P_NeyX6WcS0A8597 A2 & display=pagedfpot=fa1547c3-6582-4944-9657-
703c6400cd1601605676-a83c-4bb9-87c6-24bd493d4af1

Important Notes:

1. This link will expire 24 hours after issuance.

2. This link is valid for one-time use only.

3. To avoid unintended expiration, we recommend whitelisting emails from the domain @isca.org.sg within your email
server settings.

Should you require further assistance, please contact our Member Services team at membership@isca.org.sg or Tel: +65
6749 8060.

Yours sincerely,
Member Services

Institute of Singapore Chartered Accountants

This is an auto-generated email. Please do not reply.

A
QUARTINED Green Teav 0 Search & Filter Courses/Events>

ISEA

Green Tea
Change Password

MNew Password
Upgrade to Corporate Membership

v My Account Confirm Password

My Profile
Change Password
Professional Qualification (PQ) Portal

Singapore Chartered Accountants Qualification
- New SCAQ Portal

Change Password
v My Course & Events

4. Mentors need to access the “Reset password” link within 24 hours upon issue. If the link
has expired, do click “Forgot your password?” to receive another “Reset password” link.

16
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To Add New Mentors [SE@A | aemn
5. Upon successful setting of password, click on the SCAQ portal

Mentor Application Form

[S@A &
CHARTERED
& ACCOUNTANTS Kindly save your Pareanal Information and Quasfications details (o procsed with your appication process.

Personal and Quslification Infermation

Professional Qualification (PQ) Portal E——

Singapore Chartered Accountants Qualification H ' ' '
- New SCAQ Portal

~ My Course & Events Diocumen ]

6. Mentors are required to fill up Mentor Application Form and attach two documents:
« Letter of Good Standing
 Document/certificate of Professional Qualification

17
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2. Mentor Guide for SCAQ Portal
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Mentor’s Portal ISEA | S

1. On the Mentor’s Portal, you will only be able to access the To-Do List where you may
access submitted RPEC entries.

2. All RPEC entries that are pending Mentor’s approval will be listed under
“Pending To-Do List Entries”.

3. All RPEC entries that have been approved will be listed under
“Processed To-Do List Entries”.

4. To search for RPEC entries, you may filter them by Candidate’s name or by date of

submission.
[SEA & Accouniant olese @ SCAQ Mentor
Pending To-Do List Entries
g
RPEC ID ask me v Approval Status Action
PEC
»

i
i

®
?
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Important Information for Mentor ISEA | Ko,
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It is the Mentor’s responsibility to validate the details of the Candidate’s RPEC entry, which
includes communicating with the Candidates’ direct supervisor (if necessary) to understand
their progress and performance at work, as well as the proficiency achieved for each

competence.

At final signoff (at the end of their practical experience), Candidates should have:

a) Completed a minimum of 3 calendar years (with at least 450 working days accumulating
experience);

b) Satisfied all 9 Generic Competences; and

c) Satisfied 4 out of 15 Technical Competences, with 1 element from the “Financial Reporting”
category.

Candidates are not expected to fulfill all 13 competences till their final signoff (i.e., end of 3
years, 450 days).

22
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To Approve Pending RPEC Entries [SEA | Accoiman

1. To review and approve pending RPEC entries, click “Review” on the submission you would
Iike to reVieW_ Pending To-Do List Entries

& Downioad Pending CSV
w Action
00025 202 2 FERE E Vv
RPEC-0000229 20260429 2024-12-01 2024-12-21 RPEC Revew Submitted for Menior Review i Review
RPEC-0000168 2025-01-16 2025-01-02 2025-01-13 RPEC Review Submitled for Manior Reviews

2. You may view the RPEC entry details such as Days Spent and RPEC Remarks. Scroll down
to review the Competencies and Candidate’s Comment, and input Mentor’'s Comment (if any).
If you deemed that the Candidate has indeed achieved these competencies at work, approve

RPEC Details RPEC Details

FINANCIAL REPORTING - ACCOUNTING FOR TRANSACTIONS
Candidate's Comment:
Candidate & Mentor Info

Mentor Name: Candidate's Statement: Collate and prepare information and estimates for accounting entries.
didate" .
Days Spent: 109 Candidate’s Comment:

RPEC-0000251 Entry Info

End Date: 2024-09-26

REPC Remark:
Candidate's Statement: Identify the appropriate requirements of SFRS or relevant accounting standards and policies and apply these to
economic transactions and events.

Competencies Candidate’s Comment:

GOVERNANCE AND RISK - IDENTIFYING AND MANAGING RISK
Candidate's Comment




Rejecting Submitted RPEC Entries [SEA | 5

Should you determine that the Candidate has not achieved the appropriate proficiency in the
submitted competence, do click “Reject”. The submission will automatically be reverted to the
Candidate. Please discuss with the Candidate on the reasons for rejection and the
appropriate amendments accordingly before the Candidate resubmits.

A candidate may submit a record which may consist of 2 or more competencies for approval.
Should you reject the proficiency of one or more of the competences, the entire submission
will be rejected. In this case, the Candidate will only need to amend those competence(s) that
were rejected before re-submitting.

RPEC Details

Mentor Name:

oooooooooooooooooooo

REPC Remark:

Competencies

sssssssssssssssss
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4. ATO Secondary Contact (SC) Guide for SCAQ Portal
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Secondary Contact’s Portal [S@A | S
On the Secondary Contact’s portal, you will only be able to access the Dashboard.

Similarly, you would have access to the lists of Mentors and Candidates as well. Click on
“‘Export as CSV” under the “Mentor” section and “ATO Candidates” section accordingly to
retrieve the list.

g A remao Chartarad " e Green Tea
IS@A i ‘ Accountan Dashboard Bulk Enrolment  Invoice 222 @ SCAQATO or RLO

Application History

(o O3

tus
wwwww ubmitiad ‘ & ‘
— 2 ‘SCAQ Professional Programme ctive
WWWWW Pending ‘ & ‘ —
— 3 SCAQ Professional Programme chve
2025 omited ‘ ‘ 4 SCAQ Professional Pragramme: ctve
Approved 5 ‘SCAQ Foundation Programme ctive
Approved
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To Add New Mentors ISEA | S

1. Only Training Principal and Secondary Contact are allowed to add new Mentor. To add
new Mentors, click “Add Mentor” on the “Mentor” section of the Dashboard.

Mentor ATO Candidates
Search n Search 12| >
Full Name Email Address w Register ~ | Status - Candidate Full Name -~ Qualification Stage R Ca... w A v
26/05/2025 Submitted & SCALQ Professional Programme Active
SCAQ Professional Programme Active

22/05/2025 Submitted

=13

SCAQ Professional Programime Active

2. You will see the form as below. Please fill in all the required information and click “Save”.

Mentor Details

*Last Name ‘ ‘ *Email ‘ ‘

3. Mentors will then receive an email to register for a Mentor account, which are then
required to fill up a Mentor application form (to attach documents/certificate of

Professional Qualification)
28
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5. Training Agreement

31



Training Agreement [SEA | S
It is recommended for Candidates to have Training Agreement with their ATO. In this way, both
the Candidate and ATO have a clear vision of the following:

« Effective working/training period of Candidate during employment in ATO

* Roles/Responsibilities of the Candidate has uptake during employment in ATO
« Competencies achieved/planned to achieve by Candidate during employment in ATO

You can find Sample of Training Agreement through this link:
appendix-2---sample-training-agreement_16012024(clean).pdf

32


https://isca.org.sg/docs/default-source/scaq-doc/appendix-2---sample-training-agreement_16012024(clean).pdf?sfvrsn=e7323b98_0
https://isca.org.sg/docs/default-source/scaq-doc/appendix-2---sample-training-agreement_16012024(clean).pdf?sfvrsn=e7323b98_0
https://isca.org.sg/docs/default-source/scaq-doc/appendix-2---sample-training-agreement_16012024(clean).pdf?sfvrsn=e7323b98_0
https://isca.org.sg/docs/default-source/scaq-doc/appendix-2---sample-training-agreement_16012024(clean).pdf?sfvrsn=e7323b98_0
https://isca.org.sg/docs/default-source/scaq-doc/appendix-2---sample-training-agreement_16012024(clean).pdf?sfvrsn=e7323b98_0
https://isca.org.sg/docs/default-source/scaq-doc/appendix-2---sample-training-agreement_16012024(clean).pdf?sfvrsn=e7323b98_0
https://isca.org.sg/docs/default-source/scaq-doc/appendix-2---sample-training-agreement_16012024(clean).pdf?sfvrsn=e7323b98_0
https://isca.org.sg/docs/default-source/scaq-doc/appendix-2---sample-training-agreement_16012024(clean).pdf?sfvrsn=e7323b98_0
https://isca.org.sg/docs/default-source/scaq-doc/appendix-2---sample-training-agreement_16012024(clean).pdf?sfvrsn=e7323b98_0
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The End
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