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1. Creating an account in CREST Membership Portal 
a) E-mail invitation 

Please check your inbox, you will have received an e-mail with the subject “CREST 
International - membership portal registration”. 

If you have not received an e-mail, please contact crestcamp@crest-approved.org. 

b) Create your user profile 

Please click “Join now” to create your user profile and choose a password to start 
populating your application forms. 

Click “Register as an individual". 

 

Click “Create Account” to complete account creation. 

Please note, the first user to create an account will be designated as the primary 
Admin. 
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c) E-mail confirmation 

You will receive an e-mail confirmation of your registration, please click “Go to site”. 
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2. Logging in and navigating to your organization 
a) Logging in to your CREST Membership Portal 

On the login page, enter your Username and Password in the retrospective fields. 

If you forget your password, click “Forgot your password” to reset it. 

Click “Login” to access the CREST Membership Portal. 

b) Navigate to your organization 

After logging in, you will be directed to the “Dashboard”. 

 

On the left-hand side of the page, look for a tab or button labelled with your username e.g. 
“Admin User”. 

 

Click on the relevant tab to proceed e.g. “Demo Org”. 

Click on “View Programs” and you will be directed to the “Eligible Programs” page. 
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Click on “More” to proceed to an overview of the application. 

Click “Apply”. 
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You will now be able to view and populate the Pathway Onboarding Form, which should 
appear as follows:  

 

In the process of filling out your application you may require additional support from other 
personnel in your company, please see “3. Manage Organizations – Members” on how to 
manage your organization within the portal.   
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3. Manage Organization – Members 
a) Manage organization 

In the top right corner, click “Manage organization” 

 

 

You will be able to see the profile of your organization, where you can edit details such as 
the company name, address as well as your personal details. 
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b) Add Member from organization 

To add additional members to populate the Pathway Onboarding form, click “Manage 
Organization” > “Members” > “Add Members”. 

 

 

 

 

 

If you chose the “Notify member by email that they have been added” option, they 
should receive a notification via e-mail that looks like this:  
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The user will be prompted to repeat the following steps from “1. Creating an account with 
CREST Membership Portal”: 

a) E-mail invitation 

b) Create your user profile 

c) E-mail confirmation 

 

 

 

 

 

 

 

 

 

 

 

As primary Admin you will need to manually add user(s) to the forms you wish for them to 
complete, by going to the form and clicking “Add Member” then selecting the name of the 
member you would like to add.  
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Please note, that any “Member” can fill out the application form including those with 
“non-administrator” status but only “organization administrators” will be able to 
submit the form for final review. 

c) Change Member status to “Organization administrator” 

To change the status of a member, click “Manage Organization” > “Members” > then 

Click “  ” next to the name of the member whose status you want to change. 
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You will be given the following options, select “Toggle role” to change their status.  

 

 

 

 

 

 

 

This change should be reflected accordingly:  

 

d) Remove members from organization 

To remove a member from your portal organization and all applications, click “Manage 

Organization” > “Members” > then Click “  ” next to the name of the you want to 
remove then select “Delete from organization” 

 

 

 

 

 

 

We recommend having the following personnel from your organization help in filling out the 
forms:  

• Primary Administrator  
• Secondary Administrator  
• Accounts/Finance Member  
• HR Member 
• Governance / Legal Member  
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4. Complete an application 
a) Filling out the application 

Under “All Applications” your organization’s application form will be available to populate 
and submit.  

If for any reason you cannot see the forms you are looking for then click “My Applications” 
and/or repeat all the steps in “2. Logging in and navigating to your organization” of this 
manual. 

 

Select the appropriate application and click “START” to proceed. 

You will see tasks within the application stage, please complete all sections in order, 
starting with the “Declaration”.  

All sections within the application are mandatory. 
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Click the first section and fill in accordingly,  

Use the “SAVE & CONTINUE EDITING” to avoid losing progress. 

Use the “MARK AS COMPLETED” to save the section. 

Please note, there is no “Next” button to navigate between “Sections” or “Tasks” of 
the form, only within a section. Instead, you will be required to manually select each 
section to proceed.  

 

 



14 
 

 

You will be able to see the collective progress of the application and the individual 
progress of each section in the relevant status bars: 

• Completed sections of the form will contain a green tick symbol  
• In progress sections of the form will contain a half-filled circle symbol.  

You can toggle between sections and have different members of the team filling out 
different sections simultaneously.   

 



15 
 

 

Please note, you can scroll to see all the relevant sections of the form.  

Some questions will contain a drag and drop feature, where you will be asked to rank your 
choices from a pre-written list.  

b) Editing a Section 
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To change or amend your answers on the form click “Section” > then Click “  ” next 
to the name of the Section you want to edit and select “Edit”. 

 

 

 

 

If you want to delete all answers given in a section, click “Reset” instead.  

c) Submitting the Form  

Once you have completed the all the relevant sections, your status bar will change and so 
will the color of the two options below it “Review” and “Submit” 

 

 

 

Click “Review” to see the entirety of the form and all your answers in a scrolling view and 
once you have confirmed you are satisfied with the answers that you have provided and 
have filled out the application to the best of your ability and knowledge, click “Submit”.  

Please note, once you submit your application you will no longer be able to go back and 
change your answers. Accordingly, you will be prompted a second time after clicking 
“Submit” whether you do in fact wish to submit the application.  



17 
 

 

Click “Submit” for a second and final time.  
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5. Troubleshooting 
1. How do I find my password? 

Unfortunately, for safety and security reasons we do not keep a record of your password. If 
you have forgotten it, you will need to reset it. Please follow the password reset 
instructions below. 

2. How do I reset my password? 

• Go to the SMApply login page. 

• Click on the "Forgot your password?" link. 

• Enter the e-mail address associated with your account. 

• Check your e-mail for the password reset link and follow the instructions to create a new 
password. 

 

 

 



19 
 

3. I have forgotten my username; how can I find this? 

Your username is the e-mail address you used to create the account. Please check your e-
mail inbox and spam folder for the welcome e-mail you received when registering if you 
cannot recall the specific e-mail account you used.  

4. I have used the wrong e-mail address; can I change this? 

Yes, you can change the e-mail address associated with your account: 

1. Log into SMApply using the incorrect e-mail. 

2. In the top right corner of the portal, you should see your username.  

3. Click on it then select "My Account" from the drop-down menu. 

4. Update your e-mail address with the correct one. 

5. Click “Save” to save changes. 

 

 

5. I have already submitted my application; can I still edit this? 

Unfortunately, once you have submitted the application you can no longer make 
amendments. If you feel that you have misrepresented your company during the process, 
please urgently reach out to crestcamp@crest-approved.org.  
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