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1 Introduction

1.1 My CPD Portal

“My CPD Portal” isa common platform to
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e Allow course providers to introduce new courses and seek approval from CEA to

conduct them;
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Keep course providers updated on their application status via the system or via
email notifications depending on their roles. Each role has its own specific
notification.

Allow course providers to update and add course dates/sessions and trainers for
approved courses;

Allow course providers to correspond with CEA Administrators through an inbox;
Allow Salespersons/KEOs to store and track CPD attendance records;

Allow Salespersons/KEOs to track CPD requirement fulfilment status; and

Allow KEOs to approve non-core CPD courses taken by their salespersons.

Allow the syncing of CPD requirement fulfiiment data with EAS system for renewal

process

1.2 Course Provider

The Course Providers can use this system to:

Add new courses;

Manage courses;

Submit attendance records for Professional Competencies Courses and course
feedback records for completed courses; and

Communicate with CEA administrators through an inbox correspondence system.

My CPD Portal (version 5.1)
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2 Login

2.1 Login functionality

You can login to the CPD System via https//www.cea.gov.sg/industry-

development/cpd/my-cpd-portal. Click on the login tab using the top bar as shown below:

m Council for
Estate Agencies  About Us Legislation & Guideli C S Prof I Professional Development News & Publications Q
Development (CPD)
Uplifting the Industry Framework

Professionals

through Digitalisation
Information on CPD
Real Estate ITM Framework

Browse e-services for
property agencies Project ADEPT CPD Guidelines for Estate
Agents and Salespersons
CEA Estate Agency Industry
Digitalisation funding Conference CPD Guidelines for Course
Q initiatives and enablers Providers
Industry Initiatives
CPD Course Directory
SkillsFuture Study Award
for the Real Estate Agency E-learning CPD Courses
Industry

'3 = My CPD Portal

Q My CPD fulfilment status
r . '

Figure 1: My CPD Portal - Login tab

Login option landing page will be displayed to choose to login with SingPass or CorpPass.

Please select the below option to log in to e-Services:

Individual Corporate

Log in with singpass Log in with singpass

Figure 2: SingPass and CorpPass Login Option Landing Page

Choose ‘Log in Using Singpass (For Corporate)’ to login. You may scan the QR code with
your Singpass app or you may click on ‘Password login’ and key in your Singpass ID and

Password as shown below:

My CPD Portal (version 5.1)
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singpass FIT F & a

Beware of phishing SMSes and websites ~

We are aware of a fake SMS requesting users to verify their Singpass before it expires. The SMS contains a hyperlink to a fake Singpass website phishing for Singpass IDs, passwords and SMS OTPs. Singpass
does not send SMSes with hyperlinks, and the official Singpass website is singpass.gov.sg.

sSingpass app

Scan with Singpass app
Logging in as Business User

< Login with Singpass

- Your trusted digital identity

singpass FIT|T & Q

Beware of phishing SMSes and websites ~

We are aware of a fake SMS requesting users to verify their Singpass before it expires. The SMS contains a hyperlink to a fake Singpass website phishing for Singpass IDs, passwords and SMS OTPs. Singpass
does not send SMSes with hyperlinks, and the official Singpass website is singpass.gov.sg.
Password login

Logging in as Business User

gpass IL

ord
o=

S. Log Inwith Singpass [ e
. Your trusted digital identity

Retrieve Singpass ID Reset password

Register For Singpass

Figure 3: CorpPass Login Page

Once logged in, you will see the dashboard below if you have multiple roles in the CPD
System e.g. as KEO/ Authorised User or Course Provider. Otherwise please refer to Figure
4 for the dashboard that you will see. For multi-role users, please select the “Course
Provider” tab if you wish to log in as a Course Provider. You will be directed to the

dashboard shown in Figure 5.
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Course Provider KEO 7 Authorised User

Figure 4: Multi Role dashboard
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Continuing Professional Welcome, CpdUser-LVL
Developmedt
—_— 1 - . hodas
E

# DASHBOARD E

Recent Course Submission

25 Jul 2019 Testing Course B Pending

%% E 23 Jul 2019 23 hal 701 Teatimg Courie & F i Approved

% B 18 Jul 2019 23 Jul 2021 Testing Course D Pl 2P Aparoved

. % EI 12 Jul 2019 23 Jul 201 Tedting Courte & %] 2F Approved

A 29 Apr 2019 31 Dec 2020 P Pending
View Mare ¥

i}
Recent Attendance Submission
07 Aug 2018 Completed

. 07 Aug X9 F Completed

5% 07 Aug 209 P Completed

- 07 Aug 2009 P Camplated

-y 07 Aug 2019 P Completed
View More ¥

Figure 5: Course Provider Dashboard

Course Provider Profile Update (Refer to Figure 6)

For changes to the organization and contact person details, please email to the Council for
Estate Agencies (CEA) directly. To update the file on “Record Keeping Procedure”, file
formats that can be uploaded are .pdf, .doc, .docx, .xls, xIsx, and .pptx with the maximum

size of 5 MB. By pressing Save, the changes will be saved in the system.
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PROFILE DETAILS

Fields indicated with an asterisk * are compulsory

Organization

Organization Type .

Organization Address* : e Faa P " el el g
Postal Code * (-

Country* : | gy

MRIC of Contact Person

Mame of Contact Person

Designation : [' B B =

Email * : |—-.-I-I EEE =

Contact Number* D | ,—

Fax Number ;| .

Details on Record Keeping : | Upload
Pplr::;{::f: :EI'E for recond lesging pdf doc docx xls, xlsx ppt, pptx with max file size S MB
criteria

Figure 6: Course Provider Profile Update

1. Logout (Refer to Figure 5)
Click this link to log out from the system.
2. Change Role (Refer to Figure 5)
If you want to switch roles, click this tab and you will be redirected back to the muilti
roles dashboard.
3. Course Providers (Refer to Figure 5)
Click this tab to check the relevant listing that are provided for Course Provider.
4. Recent Course Submission (Refer to Figure 5)
Display of recent course submission in a list. By clicking View More, you will be
redirected to the course management page for Course Provider.
5. Recent Attendance Submission (Refer to Figure 5)
Display of recent attendance submission in a list. By clicking View More, you will be

redirected to attendance management - Course Provider page.

My CPD Portal (version 5.1)
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3 Course Management

This chapter shows you how to manage the courses in the system. To access the Course

Provider Management page, click Course Providers >> Course Management.

COURSE PROVIDER

i

® D

Trainer Management

Recent C aprendance Management

- Post CPD Feedback I

Q Management

RS
Inbox Management
QN g — |

Figure 7: Course Providers tab drop-down menu: Course Management

You will be redirected to the Course Management page as shown in Figure 8.
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Continuing Professional Welcome,
Development
—— Lourse Proveder Profile Update

Logout

© COURSE MANAGEMENT

Add Mew Course
Submission Date N ] Professionsl Comperencies @ | All -]
Expiry Date : [ '® CPD Credits i AN ~]
Course ID = | Status i [an ~|
Course Title ] | |
Search
aQ 12 b 215 P » Pending
= 25 Apr 218 3 Dec 2030 - o Pending
Y M Aug 2017 1 Dec 2020 - 3P Pending
=N 24 Aug 2017 H Dec 2020 - ® Pending
o 4 Aug 2017 3 Dec 2020 - 3P Pending
e 24 Aug 2017 31 D 2020 - kL Pending
X 4 Aug 2017 1 Dec 2020 - 3P Pending
% 24 Aug 2017 08 Jul 2021 : p Jrr—
o, (= 07 ug 2017 08 Jul 2021 . 30 Approved
X 07 Aug 2017 3 Dec 2030 - kL Pending

Figure 8: Course Management

3.1 Add new course

Add New Course

To create a new course, click on the Add Course button then follow these steps below:
1. Course Provider Details
Check that the details provided are updated and correct. If updating is required,

please refer to Course Provider Profile Update in Figure 5.

My CPD Portal (version 5.1)
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PROFILE DETAILS

Fieddhs indicated with an asterisk * are compulsory

Organization

Organization Type [ 3

Organization Address* Fm ey e
Posstal Code® =

Courtry* : (g

NRIC of Contact Person

Name of Contact Persan

Designation mum T
Ermail * ;[ —
Contact Humber * S

Fax Nurmiber - .

Details o Becord Keeping Procedure

Pleans rafer bars for recard kesping oritsrnis

-

oo

Pt dac dordp e ppr ppte with mas Bl rae b WG

Figure 9: Course Provider Details

Course Details

Click on Course Provider Details tab, fill in all the fields and upload the course

materials. The file should be in .zip with the maximum size of 30 MB. Once done,

click Save at the bottom of the screen. Tab with ¥ icon means that all the required

information on that page is already completed, while the uncompleted information

page is marked with % icon.

My CPD Portal (version 5.1)
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COURSE APPLICATION DETAILS

i ils v .
Course Provider Details Course Details
* fields are compulsory
Course Details
Course Title * o
Professional P -
Trainer Details x Competencies*
Format* : | Seminar hd
Payment Details x Learning Mode*  : [ Online 7]
Course Approval Details Expected Outcome
(A)*
(B)

Figure 10: Create new course details

3. Payment Details
Click on Payment Details tab, the payment mode is only via PayNow. Fill in all the
fields. Upload a screenshot of the transaction payment details. The allowed file
formats are .jpg, .jpeg, .png, .doc, .docx, Xls, .xlsx, .pdf with a maximum file size of 5

MB. Once done, click Save at the bottom of the screen.
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COURSE APPLICATION DETAILS

v .
Course Provider Details / Pa yment Details

* fields are compulsory

Course Details x '/
Payment Mode : PayNow
Trainer Details ® QR Code 1 Please scan the QR code and enter
/ the course title when making the
payment.

Payment Details

Course Approval Details /

P
NOW

Transaction
Reference Number
*

Payment Date * W

Upload print : | Select
screen of )

please upload
successful JPE.jpeg. png..doc, docx, ks, sk, pdf file with
payment transfer max file size 5 MB
w

Figure 11: Course Details - Payment Details
4. Trainer Details

To add trainer, click on Trainer Details tab and follow these steps.

e Select trainer

Choose the trainer from the drop-down list of trainers that had already been

added.
COURSE APPLICATION DETAILS ©
Course Provider Details V/ Trainer Details
* fields are compulsory
Course Details x/ Trainer .
Name * : | Select Trainer r
Payment Details x
/ Designation
D :
Trainer Details
Qualifications
Course Approval Details / Remove Trainer

Figure 12: Add Trainer

My CPD Portal (version 5.1)
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e Add more than 1(one) trainer

If you want to add more than 1 trainer for this course, click on the “Add New

Trainer” again. The maximum number of trainers allowed is 8 trainers.

COURSE APPLICATION DETAILS °

. . v . .
Course Provider Details Trainer Details

* fields are compulsory

Course Details x
Trainer 1
Name * ¢ | Select Trainer v
Payment Details x/ Desiznati
esignation
v
Trainer Details
Qualifications
Course Approval Details / Remove Trainer

{

Add New Trainer

Figure 13: Add more than 1 (one) trainer

e Remove Trainer

Click on Remove Trainer to remove trainer record from the course.

5. Save
Click Save at the bottom of the pop-up to save the trainer details in the system. At
this phase, the course approval status is Draft and can be edited. Please refer to

Para 3.1.4 on steps to edit the course.

6. Submit

Once you click Submit, the course submission will be sent to CEA for approval and

the course info cannot be edited.

My CPD Portal (version 5.1)
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COURSE APPLICATION DETAILS o

el Trairwer Cetails

ot Oet el w u
Faymert Deals - T
Tesine- i
Trainar Cotall
Faams * .
g i : lnsnmr
i o Al L i -
[+
QU EERE
Wit i 05 b
A maws Trabvar

Figure 14: Trainer Details
When a new course is submitted, the approval status is indicated as Pending. It will be

changed to “Approved” once the course is approved, or “Rejected” if it is rejected by CEA.

COURSE APPLICATION DETAILS ©

. . V .
Course Provider Details Course Approval Details

Course ID
Course Details v

Submission Date : N/A
Payment Details " Approved Date : N/A

Expiry Date : N/A
Trainer Details v CPD Credits

Status : Draft

Course Approval Details

Figure 15: Course Approval Details for New Course Submission

The course record will be displayed at the course listing table as shown below.
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N 12 hil 2003 ) L] . ] Prerrag
S 9 A FONE 31 Dex 2030 o Perusrag
Y 24 Aug 2007 11 Dex 2020 » Pencing
“ 24 Aug 2007 31 Dec 2020 » Dot
Y 4 Aug 2017 V1 Daec 2020 " Iyrcing
N 24 Aug 21T 1 Dec 2020 W Prraseg
Y 24 Aug 2017 31 Dex 2020 w Pending
o m 24 Aug 2T 08 jul 2021 » Apgwrved
% B 07 Aug 27T 08 Jul 2021 » Appsrowed
S 07 Aug 2017 31 Dex 2020 *® Pending

Figure 16: Course listing

3.2 Search course

Course Provider will be able to search for courses using the following filters:
e Submission Date
e Expiry Date
e Course ID
e Course Title
e Professional Competencies
e CPD Credits

e Status
Continuing Professional Weltome,
Development
— Comrss Provider Profile Update
Logout

© COURSE MANAGEMENT

Add Mew Course
Submission Date i Professional Competencies Al -
Expiry Date = CPD Credits All -
Courss I0 | status Al N
Course Tithe |

Search

Figure 17: Course Management: Search form

My CPD Portal (version 5.1)
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Choose at least one filter in the search form and fill the field. Click on the Search button to

get the results.

3.3 View course

Course Provider will be able to view their course details by clicking on u‘ icon.

12 bl 2019 P3 2F Pl,'ﬁ‘.lirq
23 Ape 2019 31 Dec 2020 : 0P Pending
a9 24 Aug 2017 31 Dec 2020 . £ pending

Figure 18: Course Management: Listing Table

The course details will appear as shown in Figure 19:

COURSE APPLICATION DETAILS

(=

Figure 19: Course Management: Course details pop-up

1. Course Provider Details

Contains details of the course provider that submits the course.

2. Course Details

Contains details of the course.

3. Payment Details

Contains information about payment details of the course.

4. Trainer Details

Displays trainer information who is conducting the course.

My CPD Portal (version 5.1)
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5. Course Approval Details

Displays approval details of the course.

Back

Click this button to close the pop-up or click on ° button at the top right side of
the pop-up.

3.4 Editing Course

2.

3.

COURSE APPLICATION DETAILS
Course Provider Details ¥ Course Details
° Course Details Saved Successfully
Payment Detals * / * fields are compulsory
Course Title* : [Testing Course B
[ x / Professional Competencies * H (|
Learning Mode * : [ course
Course Approval Details /
Expected Outcome
(A* : | testing B
(8) : [testingB
© I |testingB

Figure 20: Edit course draft

Edit course application details

Course Provider is able to edit Course, Payment and Trainer details.

Save

Click Save at the bottom of the pop-up to save the course details.

Submit
Once you click Submit, the course submission will be sent to CEA to get approval

and the course cannot be edited.

My CPD Portal (version 5.1)
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4. Delete Course

To delete course record, click on ﬂ icon as shown in Figure 21. This action is only

allowed for course with Draft status.

C PD g:‘n‘:imirlg Professional Welcome,

© COURSE MANAGEMENT

Add New Course
Submission Date : 1 Professional Competencies | a1l -
Expiry Date B k1 CPD Credits : [an -
Course 1D El| | Srarus HE T -
Course Tisle |

Search

-
“
Lk
~
L'l‘
Q,
5
5%
“
Q

Figure 21: Draft Course List

Then confirmation pop-up will appear as shown below.

My CPD Portal (version 5.1)
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Are you sure you want to delete?

Figure 22: Delete course - Confirmation pop-up

1. OK
Click this button if you want to delete the course record from the system.
2. Cancel

Click this button if you do not want to delete the course, pop-up will be closed.

4 Trainer Management

This chapter shows you how to manage the records of the trainers in the system. To access

the Trainer Management page, click Course Providers >> Trainer Management.

COURSE PROVIDER

Course Management

Add |

Attendance Management

Submissio
Post CPD Feedback

Expiry Dat Management
Course ID

Inbox Management
Course Tit

Figure 29: Course Providers tab drop-down menu: Trainer Management

You will be redirected to Course Management page as shown below.
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Continuing Professional Welcome, Bt sl s mi M.
Development R E g S

Course Provider Profile Update
Logout

© TRAINER MANAGEMENT

Add New Trainer Please email the trainer's cv to feedback@cea gov.sg if the new trainer you are adding has not been approved by CEA yet

NRIC: 2 |

Trainer Name: H | ]

Search

Only fitersd Fisting will be exported B export to Bxcel

LT e Added
L-Zﬂ uon e o ———- N LT Added
=z | —u - mm Eew [ & F L& Added
oz @ . —— el LN Added
3 | - el e Bles"=] [ R Added
R | " — B P Tl B . e e e §m Added
3 | - —— [ - Added
oz @ " B we m | wo— Added
=z | —— o = Added
oz @ [E= (o o cmken (s p RS Added

Figure 30: Trainer Management

4.1 Add new trainer

Add New Trainer

Click on the Add New Trainer button and you will see the following pop-up:

My CPD Portal (version 5.1)
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TRAINER DETAILS

* figlds are compulsory
NRIC* : ]
Trainer Name * : ]
Designation * : ]
o S —

Please upload pdf. doc.docx.xis xlsx. ppt pPE.zip with max file size 5 ME

Please upload pdf.doc.docxls xdsx.ppt pptx.2ip with max file size 5 ME

AN CPD trainers must fulfil the criteria detaifed in CEA’s CPD Guidelines for CPD Activity Providers. Please
provide the relevant qualifications and trainer's certification for CEA's assessment

- canee!
———

Figure 31: Create new trainer

All fields must be filled, and the attached document must be in one of the following
formats: .pdf, .doc, .docx, xls, xlsx,.ppt, .pptx, .zip with maximum file size of 5 MB. Once done,

click the Save and the new trainer will be displayed at the trainer list as shown below.

vz -

| i S T Added
w7 W = = LI R FaE AL Added
v W — = i IR (AT L Added
Vg | i - [ SRS Added
= | e~ —— gy e B LN Added
R | o —— B e B el W Added
z @ b — - | o= = Added
w7 W B s momm—— Added
i | - ——— = Added
lzz W - e (o o e cwe mmw g mm e Added

Figure 32: Trainer listing

4.2 Update trainer

Click on ' icon beside the record to edit the details, then you will see the trainer details

pop-up.

My CPD Portal (version 5.1)
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TRAINER DETAILS

* fields are compulsery

MRIC™

Trainer Name* P | ——

Designation * : | Trainer

o ; Update File
Relevant Qualification*® : Update File

Figure 33: Update Trainer Details

On the Trainer Details pop-up, all fields can be updated, except for Trainer Name. Click Save

once the fields are updated.

4.3 Remove Inactive Trainer

To set a trainer to be inactive (will be hidden from the course management trainer option),
click on 4 icon. At the pop-up screen, click the Remove button. The trainer status will be

changed to “Removed”. To add an inactive trainer back click on / icon. At the pop-up

screen, click “Add” button to make the trainer to be active again.

TRAINER DETAILS

* felds are compukscry

MRIC* : N

Trainer Mame * ! I-“.

Designation ¥ : | Trainer

= Update File
Relevant Qualification® : Update File

= -

Figure 34: Add Inactive Trainer
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4.4 Delete Trainer

To remove the trainer record, click on E icon. Deletion can only be done to trainer that has
not been assigned yet to any of the sessions. Trainer that have been scheduled to conduct
courses cannot be deleted but can only be set to be inactive as stated in Para 3.3.3. above.

The confirmation pop-up will appear as shown below.

Are you sure you want to delete?

Figure 35: Remove trainer - Confirmation pop-up

1. OK

Click this button if you want to delete the trainer record from the system.

2. Cancel
Click this button if you do not want to delete the trainer, then the pop-up will be

closed.

4.5 Search Trainer

Course Provider can search trainer record by using the following filters:
e NRIC

e Trainer Name

NRIC: : | |

Trainer Name: : | |

Search

Figure 36: Search trainer

Fill in at least one of the search filters. Then click on the Search button to get the search

result.

My CPD Portal (version 5.1)
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5 Attendance Management

This chapter shows you how to manage the attendance records in the system. To access

the Attendance Management page, click Course Providers >> Attendance Management.

COURSE PROVIDER
Course Management

© Tk \

Trainer Management

NRIC:

Post CPD Feedback —
Trainer N: Management

Sear Inbox Management

Figure 37: Course Providers tab drop-down menu: Attendance Management

You will be redirected to Attendance Management page as shown in Figure 38.
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Continuing Professional Welcome, &
Davelopment =
o

Course Frovider Frofile Updaoe
homzut

© ATTENDANCE MANAGEMENT - COURSE PROVIDER

Swubmit New Attendance Baich Upload of Attendance Lession 1D Search
Particapant NREIC | Cowrse Start Date 1
Participart Name | | Course End Date s |
Course Titke r ' CPD Credits
Status ] -
Saarch

Oy lered sting il bm meporioe m

Motios

Pending Approval : Arrencance record s pending approval by EEQ

Panding : Aendancs record hat not been courmad Towards salesperson’s CPD fulfilmaent and can be deleced. Status will Be changed to "Completed” within 3
calenidar days and willl then count towards salesperson’s CPD fullfiment

S S = ) S =

01 Sep 20NE 01 Sep 2018 PredEriong n Poeling

W S .

2 —— [— & T OSMay 2018 OEMay20iE  Professional 2 Completed

- —

. | WA 28 I0Ae 2018 | Professonal | 2P Pencirg

ma 00000

Figure 38: Attendance Management — Course Provider

5.1 Submit New Attendance

Course Provider is only required to submit attendance record for Professional
Competencies CPD course only. To submit new attendance record, click on Submit New

Attendance button and you will see the following pop-up:
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ATTEMDANCE RECORD

FEags iRl win o g © ang S eTgainy

Bty Pype® o B

o Ttk * L= v Conriar g =

E
{
@
3

Figure 39: Submit New Attendance Records

Then follow these steps below.
1. First, fill in Participant’s NRIC. The Participant's Name, CEA Registration No, Name
of EA and License No fields will be auto populated.
2. Select Course Title. The Course ID will be auto populated.
3. Select Course Start Date from the drop-down menu. The Course End Date, Session
ID and Credit Credits fields will be auto populated.

4. Click Submit once you are done with the attendance details.

The new attendance record will be displayed in the listing table as shown below.

> Frafessio
| = ] ]
o, | 05 May 20718 06 May 2008 7

Figure 40: Attendance Record List

P Pending

5.2 Batch Upload of Attendance

To update multiple records, you can click Batch Upload of Attendance button, and the

following pop-up will appear.

My CPD Portal (version 5.1)
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ATTENDANCE RECORD UPLOAD

Batch Upload of Attendance Record

‘ || Select

Please upload only csv file format

To get a sample of a CSV file for upload, clic

Please follow the format in the sample csv strictly. Delete sample data in row 2 before uploading the file

Upload

Figure 41: Batch Upload of Attendance

1. Select the attendance file that you wish to upload. Only file format CSV is allowed.

2. Click this link to download sample of CSV file if you do not have a CSV file for
uploading. Please take note that it is recommended to use the template provided
in the sample file, as different template (different column header) may result in
uploading error.

3. Key in the required information in the CSV file. The date format should be
DD/MM/YYYY. Click “Upload” to submit the file.

If all the records are successfully uploaded, success notification will appear, and the pop-

up will automatically be closed.

ATTENDANCE RECORD UPLOAD ©

Batch Upload of Attendance Re g
| ‘, Select _

Please upload only csv file format Records Successfully Uploaded

To get a sample of a CSV file for upload. click here

Upload

Figure 42: Batch Upload of Attendance Records — Success Notification

If some records fail to be uploaded, an example of the error notification would appear as

shown below.

Error Motification

Row 2: CEA does not allow repeated submission for the same course within the same CPD cycle, records from row 2 onwards are not submitted

Figure 43: Batch Upload of Attendance Records — Error Notification Example

My CPD Portal (version 5.1)
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Please take note that if a row of record in the CSV file fails to be submitted, the rest of

the records below it will not be submitted. Please repeat the above steps from steps 1

to 3 to upload the attendance records after correcting the error in the affected row

and removing the submitted rows above it.

For further details on the error notifications and how to rectify it, please refer to session 9.

5.3 Session ID Search

Course Provider is also able to search the ID of the course session by clicking on Session ID

Search tab. The Session ID Search pop-up will appear as shown below.

SESSION ID SEARCH

Course Title : | --Select Course -- v

Course ID

Course Start Date : v

Course End Date
Session ID

Credit Hours

Figure 44: Session ID Search

To search session ID:

1.

Select course title from the drop-down menu based on the selected Course
Provider. The Course ID will be auto populated.
Select Course Start Date from the drop-down menu. The Course End date, Session

ID and Credit Hours fields will be auto populated.

5.4 Search Attendance

Course Provider can search attendance record by using the following filters:

Participant NRIC
Participant Name
Course Title
Course Start Date
Course End Date
CPD Credits
Status
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Continuing Professional
Development
—_—= =

Welcome, B ialia .

- e s | ]
Course Provider Profile Update
Logout

© ATTENDANCE MANAGEMENT - COURSE PROVIDER

Submit New Attendance Batch Upload of Attendance

Session ID Search

Participant NRIC B | course start Date : |:|
Participant Name H | | Course End Date H l:l
Course Title B | cPD credits B |
status : [ v
Search

Figure 45: Search attendance

Fill in at least one of the search filters. Then click on the Search button to get the search

result.

5.5 View Attendance

On this module, Course Provider is able to view the course details that have been

submitted by the Course Provider. Click on N icon beside the record. The course details

will appear as shown below:

ATTENDANCE RECORD

Participant’s MRIC o —
Participant's Mame D lmm oEl
-

CEA Registration No

MName of EA

EA Licensa No

Activity Type :  Professional Competencies
Provider Name H | -
Course Title =

- e
Course ID - —
Course Start Date : 30 Apr2ME
Course End Date : 30AprIiis
Session ID
CPD Credits : 2
Status : Pending

B[ =] -
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Figure 46: View attendance records

1. Attendance record details

Contains details of the attendance record that is submitted by the course provider.

2. Delete

Deleting this record is allowed only for attendance records with “Pending” status.

3. Close

You will be redirected to the attendance monitoring management listing page.

5.6 Export Attendance Records

To export attendance record, click Export to excel button that is located above the table

listing. The attendance file will be downloaded.

Development e o— o wom

CP Continuing Professional Welcome, Rl sl sui mem-
———

Course Provider Profile Update
Logout

© ATTENDANCE MANAGEMENT - COURSE PROVIDER

Submit New Attendance Batch Upload of A dance ion ID Search
Participant NRIC : Course Start Date @
Participant Name 2 Course End Date . l:l =1
Course Title : | CPD Credits : |
Status : [an ™

Search

Only filtered listing will be exported Hi Export to Excel

Figure 47: Export to Excel

5.7 Delete Attendance Records

Only attendance records with “Pending” status can be deleted. To delete, click on H icon.

Then the confirmation pop-up will appear as shown below.
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Are you sure you want to delete the record? Once deleted, the record will not be submitted into the system.

1

| oK

‘ Cancel ‘

Figure 48: Delete Attendance Record - Confirmation pop-up

1. OK
Click this button if you want to delete the attendance record from the system.
2. Cancel
Click this button if you do not want to delete the attendance record, then the pop-

up will be closed.

5.8 View Past Attendance

Clicking on “View Past Attendance” allows Course Provider to view the past CPD records

from the past CPD framework.
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Participant MRIC | Course Start Date i -
Participant Hame | | Course End Date t 1
Courss Titke | | CPD Credits | |
Ttatus H ] "
Search

O e fiting il s expotnd m

Motios :

Pending Approval  Arrendance record i pending approval by KEQ

Panding : Arendance record has not been counted towards salesperson’s CPD fullfilment and can be deleted. Sttus will be changed to “Completed” within 3
calendar days and will then count towands salesperson’s CPD fullifiment

I S = N = =N

01 Sep 2018 0 Sep 2008 Proderponn ® ]
- T
- —— L hE- " - O May 2018 O by 2018 Frodetronal Fid Corpleted
Ly B

. | WA IO M0AwI0NE | Profesiioeal | 2P Bencing

ma 00000

Figure 49: View Past Attendance
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Participant NRIC H | ] Course Start Date H I:l =]
Participant Name H | ] Course End Date H I:l =]
Course Title H | ] Credit Hours H | ]
Status s [an ~]
Search

Only filtered listing will be exported u] Export to Excel

Notice :
Pending Approval : Attendance record is pending approval by KEQ

Pending : Attendance record has not been counted towards salesperson’s CPD fullfilment and can be deleted. Status will be changed to "Completed” within 3
calendar days and will then count towards salesperson's CPD fullfilment

s oE R

-1.-.-
Q e ] = = 22 Sep 2018 22 Sep 2018 Core Z Completed

LB ] 1 T -
- ] J —— - 15 Sep 2018 15 Sep 2018 Core 2 Completed

23 Sep 2018 23 Sep 2018 Core Completed

Figure 50: View Past attendance record page

6 Post CPD Feedback Management

This chapter shows you how to manage feedback record in the system. To access Feedback

Management page, click Course Providers >> Post CPD Feedback Management.
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Figure 51: Course Providers tab drop-down menu: Feedback Management

You will be redirected to Feedback Management page as shown below.
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Submission Date H l:l iy Course ID : [ |
Course Start Date H I:l m Course Title B l |
Coursa End Date H :I i Status : | Al - |

Search

15 bl 2019 23 5ep 2018 235ep 2018 Submitted
B | | EEEE B E m
225ep 2018 22 5ep 2018 T [ == 8 — Pending
-
5] 15 Sep 2018 15 Sep 2018 — —— Pending
]
|':'| 14 5ep 2018 14 5ep 2018 [———— [ Pending
- E B meE
B 14 5ep 2018 14 5ep 2ME T Pending
fETEEET E e .
= 13 5ep 2018 13 52p 2018 = Pending
@ 12 Sep 2018 12 5ep 2018 - '] Pending
Em m
HEE R e
B 12 Sep 2018 12 Sep 2018 H -. | »Emm Pending
B - | ]
12 5ep 2018 12 52p 2018 Pending
| = 1) N m =
SEEE B EeE
I_:'l - 11 5ep 2018 11 5ep 2018 T - u — Pending

Figure 52: Feedback Management

6.1 Search Feedback

Course Provider is able to search for feedback by using the following filters:

e Submission Date
e Course Date

e Course T Title

My CPD Portal (version 5.1)

37



e CourselD

e Status

@ POST CPD FEEDBACK MANAGEMENT

Submission Date S Course ID B |
Course Start Date ] Course Title B |
Course End Date S Status o [an ~]

Search

Figure 53: Search Feedback

Fill at least one of the search filters. Then click on the Search button to get search result.

6.2 Upload Feedback

Click on B icon beside the session record. The following pop-up will appear.

UPLOAD FEEDBACK

*field are compulsery

Upload Records* : ‘ | |1

Please upload only pdf file with max file size 5 MB

To get a sample of a pdf file for upload, clickdhere]2

3
L

Figure 54: Upload Feedback

1. Select feedback file that you want to upload. You can only upload file in PDF format
with maximum file size of 5 MB.
2. Click this link to download sample feedback report.

Click “Upload” to submit the file.

6.3 Download Feedback

To download feedback, click !u beside the session record. The file will be downloaded.

7 Inbox Management

This module is provided for Course Provider to communicate with CPD System

Administrator. Expand Course Providers tab, then click on Inbox Management.

My CPD Portal (version 5.1)
38



: COURSE PROVIDER

Course Management

-

e C(

Trainer Management
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Expiry Dat Management
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Course Ti |

Figure 55: Course Providers tab drop-down menu: Inbox Management

You will be redirected to Inbox Management page as shown below.

Continumng Profeasional N AT — o —
Development
- —

S Prostder Profile Update
Lt

© INBOX MANAGEMENT

Ny Mwssage
Key Words S From Date =
Subsject : (A <1 teDete =
Course Nume ¢ [ <1 Qs Al
Nowwy / Unresd 3.13]

Search

VA | Apgroswd Coofse Mattsrs 15 bl 2000 Pending
>4 ﬂ Approved Course Malters a - * 13208 Pending
P4 n Appreved Course Matters 15 04 2019 Peocing
> ﬂ Approved Courst Matters UES N MO a0 15 2 2009 Proceng

3o -] 00000

Figure 56: Inbox Management

My CPD Portal (version 5.1)
39



7.1 Compose New Message

To create a new message, click on New Message button.

NEW INBOX

Subject :| | Approved Course Matters v || 1

Course Provider © Apple Pte Ltd

Course Name | —-select -- v || 2
Please select the course

Course ID

Message e % GaBrontnome ~[se-| B 2 Dau|Es=SIEE|a- -

|/ Design | ¢»HTML @ Preview

lease upload any file with max file size 10 MB

4

send Cancel

Figure 57: Compose New Message

1. Select Subject option. There are 3 (three) options that are provided: Approved
Course Matters, CPD Application Matters and General Queries.

2. Select Course Name from the drop-down list. The Course ID field will be auto
populated based on the selected course.

3. You can write your message content and attach a file if needed (the maximum file
size is 10 MB).

4. Click Send to send the message to CPD System Administrator.

7.2 Search Message

Course Provider can search message record in the Inbox Management module by using

the following filters:

e Key words

e Subject

e Course Name

e New/Unread checkilist
e From Date

e To Date

e Status
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Key Words : ‘ | From Date |

|

Subject 2Ll | ToDate | =]
Course Name : ‘ All v | Status . | Al v |
New / Unread : 0

Search
Figure 58: Search message

Fill in at least one search filter. Then click on the Search button to get search result.

7.3 Reply Message

Course Provider can reply to messages sent by CPD System Administrator. To do this, click
on /£ icon beside the record. Bold messages mean new or unread messages. Message

thread will pop out as shown below.
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St ¢ CPO Apakcation Mamers

Course Mame : E
Course 1D [ |

Sranu t Perding

Sender ;

Send Time : r TNEE0S 1:23:70 FM E

Message :

Attachmenl ;

Message

[t e romrame - B S e mmmm[iz= &

| Design 4 HTHL O Sreview

Amachment : | seea | E

Pheast uplsad any Sk mith max file 526 5

B = |« @

Figure 59: Message thread

1. Subject details

Displays subject details - subject name, course name, course |ID and status

2. Sender details
Displays sender details - sender name, sender, sender message and sender

attachment

3. Message field
Course Provider is able to reply the messages by writing in the message context

box.

4, Attachment

Course Provider is only able to attach 1 (one) file per reply by clicking on the Select
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button. Maximum size that is allowed to be uploaded is 5 MB.

5. Send
Press the Send button to send the reply.

6. Cancel

You will be redirected to the previous page and the draft message will be discarded.

Once you reply to the message, your reply details will be displayed in the same thread

which is shown in Figure 60.

INBOX MANAGEMENT

Sagel ¢ Aoproved Course Maliers
Courss Mame : El

Course IR

Bl + Peading

Sondes
Fened Time i TRLYEDT Y TR P

MeRAgE |

Aumackmenl @ : E

Lencler i oM sy Adimnalaton

Send Tmi | RETI00 G AN P m

Message !

ARlaFREl

Figure 60: Message thread conversation

Description:
1. Details for the Subject, Course Name, Course ID and Status.
2. Message details submitted by course provider.

3. Content of the reply from CPD System Administration.

7.4 Delete Message

Click on the E icon to delete the inbox details. Confirmation pop-up will appear as shown

below.
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Are you sure you want to delete this?

Figure 61: Confirmation pop-up

Click “OK" on the confirmation pop-up if you wish to proceed to delete the message or

“Cancel” if you do not wish to delete the message.

For the type of errors that may be encountered while using batch upload for attendance

submission and how to rectify it, please refer to the table below:

#1

Possible
Causes
How to
Rectify

#2

Possible
Causes
How to
Rectify

#3

Possible
Causes

Error Notification
No file ar Invalid file format

(1) No file selected
(2) Select file other than CSV file

(1) Select a CSV file to use
(2) Select only CSV file and download the sample CSV file

Error Notification

Incorrect file format is used, please follow the provided format

Using wrong CSV format that is not supposed to be used by CP. i.e KEO
attendance submission form

Using the CSV format provided in the sample CSV file

Error Notification
Row 2: No salesperson found or wrong salesperson, records from row 2 onwards are not submitted

(1) Incorrect NRIC format used
(2) There is no Salesperson with one (or more) of the NRIC listed in the CSV file

found in the system / Inputting wrong NRIC of the salesperson
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(3) Salesperson’s name or registration number or name of estate agent or license
no of the estate agent not filled in the CSV file
(4) Blank row(s) exist(s) between the row filled with to-be-submitted data in the

CSV file
(1) Using correct NRIC format: #0000000@ (#=S, T, F, G and @ = checksum
letter)
How to (2) Make sure the NRIC of the salesperson is already correct and registered to
Rectify the CPD portal
(3) Make sure the required data related to the salesperson identity and
organization completed in the CSV file
(4) Delete the blank row in the CSV file
#4 e o o o o 1 5 e e o 2 e e
Possibl e . . .
o (1) Submitting record that is already existed in the system
Causes (2) There are duplicated records inside the CSV file

(1) Delete the record from the CSV file as the system will inform which line/row in
How to the CSV file that the system cannot processed. If the submitted record is
Rectify incorrect, please contact CEA for assistance

(2) Make sure there is no duplicates of records in the CSV file

Error MNotification

#5 .

ow 2: Session has not ended, records from row 2 onwards are not su

Possible  Session ID that is not yet started inserted in the session ID column and try to
Causes be uploaded

How t
OW. © Use the session ID that already ended
Rectify
46 Error Notification

Row 2: No session found, records from row 2 onwards are not submitted

Possible Causes Course ID wrong or blank, Session ID wrong or blank
How to Rectify  Fill with the correct course ID and/or session ID

P D Continuing Professional
Development

#7

Page Not Found

The page you're looking for was moved or never existed. You can contact us about links here
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Possibl (1) Using CSV file without column header (first row) that is provided in the CSV
e sample file

Causes (2) Submit CSV file but not with CP format

How to (1) Use the sample CSV file as there the column header is already provided

Rectify (2) Using the correct format for CP
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