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CIMA Membership application online guide for 

Applicants 

Membership application online guide 

Applicant logs into My CIMA  
After being successfully logging into My CIMA, the login screen is shown below, you will see the 

existing old process link and the new membership link. You will have 9 months from February 2016 

to decide which process you wish to use, after which the old process will be decommissioned and 

you will only be able to use the new process and submit your practical experience using the 2015 

competency framework. 

Please print this guide to assist you in completing your application. 

Both systems will run concurrently between February 2016 and December 2016.   

Figure 1. – My CIMA homepage after successful login. 

  

New PER 

Link 
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Brand new applicant view 

You can start a Practical experience application after finishing the 5 CBA papers.  If you have not 

completed CBA, you won’t see any link with regards to membership applications. 

Once you have clicked on the link, you will be navigated to one of 2 pages; the new applicant view or 

the returning applicant view.  You will be taken to the new applicant page only if you don’t have an 

application in draft or closed or already submitted 

 

 

 

 

  
Click on start 

button to start 

a new 

application 
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Returning applicant view 

If you already have a draft application, after clicking the link from My CIMA, the page below will be 

displayed.  The page below is also used for checking the status updates of the application after 

submission. 

 

 

 

  

Click on Continue 

button to resume 

application 
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My personal details page 

 

  

Personal details as 

held by CIMA are 

confirmed here. 

 

You can change your email address if 

required. This also changes for My 

CIMA at the same time against your 

personal details. 
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You can also update telephone details 

 

 

 

Click “Update” to change the 

telephone numbers we hold 

for you.  You can add up to 3 

numbers of different types.  

Mobile, Home and Work. 

 

After you have confirmed your 

telephone number(s) and email, 

click on the continue button to 

show address information. 

 

Use the update button to edit 

the address we hold for you.  

If you are happy with the 

address, just click “Continue”. 
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My employers page 

Use the page below to add all your employers you wish to provide relevant practical experience for.  

You will need to provide start dates and end dates for each employment as well as other details. 

An employment can be paid or voluntary and you need to provide details of any extended leave 

while at an employer e.g. maternity, paternity or other extended leave.  

 

 

 

 

 

 

 

 

Click on “Add an employer” to 

create a list of employers 

where you have gained 

relevant experience. 
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Provide details of sabbatical, 

maternity, paternity or any 

other type of extended leave 

while at that employer 
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Provide details of maternity, sabbatical, Paternity or other extended leave. 

 

 

 

After adding one employer, below is what your employment history will look like.  You will now need 

to add at least one role for that that employer before you continue to the practical experience page. 

 

 

 

 

 

 

Select the leave type 

here then provide start 

date and end date 

 

Your employer has 

been created. You 

can also change or 

remove them. 

 

You now must 

add a role against 

the employer 
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Completed role details below 

 

 

  

Role added.  You can add 

further roles for the same 

employer as required 

 

Reminder of the date 

at the employer 

 

If you need to 

change a role 
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Practical experience page 

 

 

  

Navigate to the verification 

screen after populating all 

your experience 

 

Checks you experience against 

CIMA’s practical experience 

requirements. 

 

This buttons shows all 

experience you have inputted 

so far in a single report. 

 

Click on a competency area to see 

further sub categories under the area.  

Click again to return back to where 

you were 
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Click on the competency area to show the 

categories and types below. 

NOTE: Click a second time to reset the view 

and see all the areas again 

 

Click on the category to 

show the types below 

 

Click on the type to show 

the levels 

 



Membership applications 

 

 
 

 
 Page 13 of 27 

 
 

 

After clicking on the competency, click continue to populate further details. 

 

 

 

After clicking on the level, 

the actual competencies 

are displayed below 

 

Use this button to add 

this competency for a 

role at an employer 

Click on an actual 

competency to continue 
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Below is what the competency looks like after the competency is saved, 

 

Select employer and role. 

The system will pre-

populate the role dates. 

Add detailed description 

of how you demonstrate 

the competency. 

Competency is highlighted a 

different colour when there is 

competency underneath it. 

Use this button to 

add this competency 

to another role. 
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After adding more competencies, the screen will look like this 

 

Apportion time 

 

 

 

  

After populating your experience, 

you need to apportion the time of 

each competency as a percentage 

Provide percentages 

per competency up 

to a maximum of 

100%.   

NOTE: Any 

competencies 

without percentages 

will not be counted 
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Is my experience ready? 

 

 

 

 

If your experience is ready 

 

  

Is my experience ready button will check 

your practical experience against CIMA’s 

practical experience requirements prior to 

verification. 

The application is now ready to start the verification process.  It is 

advisable to go to the verification stage after your application meets 

the required criteria.  
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If your experience is not ready 

 

  
If the application does not meet the minimum competency 

requirements, the system will display what is needed.  It is advisable to 

only proceed to the verification stage once your experience has 

cleared the eligibility criteria. 
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Verification 

On the verification page you can add one or more verifiers for every role which you have provided 

practical experience for.  There are further actions which can also be carried out after you have 

added your verifier. 

 

After clicking “Add verifier”, complete the details below.  It is possible to reduce the verification 

period if your verifier is not able to verify the entire duration.  You can then add a different verifier 

for the remainder of the time. 

                                            

Select No if you wish to 

reduce the verification 

period for a verifier. 

Provide reduced 

verification dates. 
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It is advised to add an introduction message which your verifier will see on the email sent and when 

they login to verify your experience.  Include your contact details if necessary on this message in 

case your verifier has any queries for you. 

 

After adding a verifier, there are a number of actions available to you to manage the verification 

process. 

 

 

Further actions available 

Cancel verification: This action will cancel the verification request and notify your verifier that you 

are not required to verify the application anymore. 

Send reminder:  Allows you to send a reminder email to the verifier to remind them to verify.  We 

will also include the login link at the bottom of any message from you 

Edit verification period: Allows you to edit the start date an end date of the verification period.  This 

action is used after the verifier contacts you that you aren’t happy to verify certain dates and 

requests you to amend them.  You will edit dates then send a reminder to the verifier to inform 

them to re-verify again. 

Edit verifier email:  Allows you to amend the verifier email 

Add additional verifier:  Adds another verifier for the same selected role. 

This button will send emails 

to your verifier to request 

theme to verify. We will 

send them a login link and a 

password. 

Is my application 

ready will only work 

after at least one 

verifier has verified. 
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Send reminder 

 

Edit verification period 
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Edit email 

 

 

Add additional verifier 

 

Adding a second verifier 

Every application MUST have a minimum of 2 verifiers.  After adding the first verifier, you are able to 

add a second verifier using the “Actions” menu 
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Below is a sample of the email your verifier will receive.  We will also send them verifier a separate 

password email. 

 

After your verifier has verified, you will be able to see the verifications status.  The applicant will be 

sent an email like the one below to be notified that their verifiers have verified. 
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Below is the status on the application after the verification is completed. 

 

 

  

Click View to see 

verification status. 

Report shows what your 

verifier was able to verify 

or not.  You can also ask 

another verifier to re-

verify the same 

experience if required. 
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Is my application ready?   

After your application is ready, the Continue button appears to allow you to continue to the 

declaration and submission pages. 

 

 

If your application is not ready, and does not meet the minimum competency requirements, the 

system will display what is needed.  You will then need to add the required experience and get it re-

verified.  
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Declaration page 

 

 

  

Uploading your Career Progression Summary. You will 

not be able to continue until this has been uploaded 

and declaration page completed 
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Payment section 

Below is the payment screen.  You must pay for the application in advance.  There may be 

outstanding debts or subscription that will also need to be paid prior to submitting your application. 

 

Confirmation page after submission 
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Minimum competencies explained 

 

 Category 

Type 

Cannot be present alone means, even if you has every single competency in a 

type that can’t be present alone, the category won’t count until you have 

something else as you aren’t demonstrating the breadth required to be 

credited with that category. 

In the example above, if you can demonstrate all competencies within Variance 

analysis, you will not be credited Management reporting and analysis until you 

can demonstrate something else in management reporting and analysis 

 

And these numbers here are 

the minimum numbers of 

competencies required within 

that category 

 


