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1. INTRODUCTION

“My CPD Portal” is a common platform to
e Allow course providers to introduce new courses and seek approval from CEA to conduct them;
e Keep course providers updated on their application status;
e Allow course providers to update course sessions and trainers for approved courses;
e Allow course providers to update core CPD attendance records;
e Allow Salespersons/KEOs to update non-core CPD attendance records;
e Allow Salespersons/KEOs to track their CPD requirement fulfilment status; and
e Allow KEOs to approve non-core CPD courses taken by their salespersons.

2. KEO/AUTHORISED USER

The Key Executive Officers (KEOs) and their authorised users can use this system to:
e Submit the KEO’s non-core CPD attendance records;
e Submit the salespersons’ non-core CPD attendance records;
e Approve the non-core CPD attendance records submitted by the salespersons; and
e Monitor the CPD fulfilment of the salespersons under the Estate Agent.

3. LOGIN

You can login to the CPD System via www.cea.gov.sg/cpd. Click on the login tab on the right side of top
bar as shown below:

’ ingapore Government

Council for
Estate Agencies

2
" A About CPD Scheme & For Professional CJ For Course Providers €3} CPD Course Feedback | %) My CPD Portal

CONTINUING PROFESSIONAL
ABOUT CPD DEVELOPMENT SCHEME

CPD Is one of the key components of CEA’s regulatory framework to achieve higher professional

Figure 1: CPD Microsite — Login tab
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Login option landing page will be displayed to choose to login with SingPass or CorpPass.

m Council for
Estate Agencies

Please select the below option to login to My CPD Portal:

If you do not have CorpPass, please visit CorpPass website at https://www.corppass.gov.sg.
You may also contact CorpPass helpdesk at +65 6643 0577, 8am to 8pm on Mondays to Fridays.
or 8am to 2pm on Saturdays or email your queries to support@corppass.gov.sg.

Figure 2: SingPass and CorpPass Login Option Landing Page

Choose SingPass for example, and key in your Singpass ID and Password as shown below:

Singapore Government
Singapore Personal Access Integrity - Service - Excellence

SingPass (= 5

A- A A+ 'E' Contact Us | Feedback | Sitemap

FAQ About Us Video Guides Counter Locations

Beta Announcement
This is a beta test site for authorized users only.

Set up your SingPass 2FA, SMS "Register" to 78008 Login

From 5 July this year, you'll need 2FA to perform sensitive government

e-transactions. Set up yours today! SingPass ID o Password e
Security Advisory

8-24 characters
Forgot SingPass ID or Password?
Change your passwords regularly

Gettips from the GoSafeOnline website on how to protect Don't have a SingPass ID? Register Now
yourself against cyber threats

0 Use strong passwords that are alphanumeric and contain Cancel

Received an SMS about 2FA auto-registration? Find Out More

Figure 3: Singpass Login Page
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Once logged in, you will see the dashboard below if you have multiple roles in the CPD System e.g. as
Course Provider or Salesperson. Otherwise please refer to Figure 5 for the dashboard that you will see.
For multi-role users, please select the “KEO/ Authorised User” tab if you wish to log in as a KEO or
Authorised User. You will be directed to the dashboard shown in Figure 5.

P D Continuing Professional
Development Logout

PLEASE SELECT THE ROLE YOU WISH TO LOG IN AS:

Course Provider KEO / Authorised User Salesperson

Figure 4: Multi Role dashboard

On the dashboard, the KEO or Authorised User will be able to view the overall CPD fulfilment status of
all the salespersons in their Estate Agent.
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® DASHBOARD

Salespersor Total Number of Salesperson in my EA: 4
10
Taotal Oweralll Fulfilment - Pass: 2
“'“P'::"'m Tatal Overall Fulfilment - Fail: 0
Total Owerall Fulfilment - Ongoing: 2
Estate Agent
@ PR 1 CFDZm
Ingustry Join Fulfil & CPD howrs between 158 Oct (previous Fulfil at keast ane C1, cne €2, and ane C3
Date year) to 30 Sep (current year) course over 3 CPD cycles
Registration
Date Wicw Rocords Wicw Rocords
Registration
Fass z Fass o
Fall o Fall o
Ongoing 2 Ongoing 1

Recomended Upcoming Courses

M reconds 1o display.

Wiew Comiplete Course Directary

Recent Attendance Submission

a, 04 Bug 2017 Tesz 1 Mo oreProwider Man- Cone 2 Completed -
L= i 04 Bug 2077 AEC ABC Hon-Cione 2 Pemecling Approval =
Y 04 Bug 2017 Micin Cana Tast OrthisrProwider Han- Ciore 2 Complited -
= 04 Aug 2017 Tt Cowrsa 2 OrthisrProider Man- Cione 2 Complated =
a, 04 Bug 2017 Tt Cowrge: 1 OrthisrProwider Han- Ciore 2 Complited -

Wiow Morz ¥

Figure 5: KEO/ Authorised User Dashboard
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Description:
1. Change Role
If you want to switch the dashboards e.g. from KEO dashboard to Course Provider dashboard,
click this tab and you will be directed back to the multi-roles dashboard.

2. KEO/ Authorised User E-Services
Click this tab to check the list of e-services that are provided for KEO/ Authorised User E-
Services.

3. User Details and CPD Details
The User Details panel displays the registration details of the KEO.
The CPD Details panel shows:
e The total number of salespersons in the estate agent
e The total number of salespersons that fulfilled or did not fulfil the Credit Hours Fulfilment
(CPD1) and/or the Core Category Fulfilment (CPD2). Click View Records to view the detailed
records.

4. Recommended Upcoming Courses
This panel shows the upcoming core CPD courses for the core categories which the salespersons
require.

5. Recent Attendance Submission
This panel shows the recent attendance submissions made. Click View More to go the
Attendance Management page. You will be directed to the page shown in Figure 7.

This function is for the KEO/ Authorised User to:
e Submit attendance for non-core CPD courses for the KEO;
e Submit attendance for non-core CPD courses for their salespersons; and
e Approve non-core CPD attendance records submitted by their salespersons.

To access the Attendance Management page, click KEO/Authorised User E-Services >> Attendance
Management.
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KEO / AUTHORISED USER

Figure 6: KEO/Authorised Usr tab dropdown menu: Attenance Management

You will be directed to the page shown in Figure 7.

© ATTENDANCE MANAGEMENT - KEO

Submit New Attendance Batch Upload of Attendance

Participant NRIC | | Activity Type 2 (Al v ]
Participant Name : | | Credit Hours : | |
Course Title | | status s [l v ]
Course Start Date | | Course End Date o \

Search

Only filtered listing will be exported EJ Export to Excel

Pending

T5000089Z Xtremax Test2 03 Aug 2017 03 Aug 2017 Non-Core A
pproval

Figure 7: Attendance Management — KEO/Authorised User

3.1.1.Submit New Attendance
To submit non-core CPD attendance record for your KEO or salesperson, click the Submit New
Attendance button and you will see the pop-up shown in Figure 8.
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ATTENDANCE RECORD

Fields indicated with an asterisk * are compulsory

Participant's NRIC

Participant's Name
CEA Registration No
Name of EA

EA Licence No

Activity Type : Non-Core

Provider Name *

Course Title*

Course Start Date *

il

il

Course End Date* : ‘

Credit Hours* @ : ‘

Submit Cancel

Figure 8: Submit New Attendance — KEO/ Authorised User

To update the attendance record:
1. Keyinthe salesperson’s NRIC. The Salesperson Name, CEA Registration Number, Name of EA and
EA Licence No will be auto-populated.
Key in the course provider’s name in the text box provided.
Key in the course title in the text box provided.
Fill in the course start date, course end date and credit hours.
Click Submit once you have updated all the fields. There will be a pop-up notification informing
that the attendance has been submitted successfully.

o wWN

The new attendance record will be displayed in the table as shown in Figure 9 with the status “Pending”.
You can delete the record within 3 calendar days. After 3 calendar days, “Pending” records will be
changed to “Completed” and credit hours will be recognised towards the salesperson’s CPD requirement
fulfilment.
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© ATTENDANCE MANAGEMENT - KEO

Submit New Attendance Batch Upload of Attendance

Participant NRIC | | Activity Type 2 (Al M
Participant Name : | | Credit Hours : | |
Course Title | | status 2 [l M
Course Start Date | | Course End Date B |

Search

Only filtered listing will be exported EJ Export to Excel

T50000897 Xtremax Test2 03 Aug 2017 03 Aug 2017 | Non-Core Pending
Approval
N T5000089Z Xtremax Test2 Non Core Course Test 20 Jul 2017 20 Jul 2017 Non-Core 1 Completed

Figure 9: Attendance Record List

3.1.2.Batch Upload of Attendance
To update multiple attendance records for non-core CPD courses, click Batch Upload of Attendance
button. The following screen will appear.

ATTENDANCE RECORD UPLOAD d

Batch Upload of Attendance Record

| || seea |

Pleaze upload only cov file farmat

To get a sample of & C5V file for upload, click here
Pleaze follow the format in the sample cev stricdy. Delete =ample data in row 1 and 2 before uploading the file

Upload

Figure 10: Batch Upload of Attendance
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Steps for 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 a sample of a 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 or
DD/MM/YYYY. Click “Upload” to submit the file.

If all the records are successfully uploaded, a notification will appear and the pop up will automatically
close. (Refer to Figure 11). But if some records failed to be uploaded, an error notification will appear.
(Refer to Figure 12). Please take note that if the first record in the csv file fails to be submitted, the rest
of the records will not be submitted. Please repeat the above steps in Para 3.1.2 to update the
attendance records after correcting the errors.

ATTENDANCE RECORD UPLOAD

Batch Upload of Attendance Rerg

Flease upload only csv file format Records Successfully Uploaded

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

Upload

Figure 11: Batch Upload of Attendance — Success Notification

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

Figure 12: Batch Upload of Attendance — Error Notification Example (Duplicate Record Found)
For further details on the error notifications and how to rectify it, please refer to Para 4.

3.1.3.View Attendance Record

After the attendance is submitted, the record will appear in the table as shown in Figure 13. To view the
record, click on the “~ icon beside the record. The attendance record pop up will appear as shown in
Figure 14.

Version 3.0 Page 11 | 21 18 January 2018



User Manual
Continuing Professional Development System — Estate Agent

@ ATTENDANCE MANAGEMENT - KEO

Submit New Attendance Batch Upload of Attendance

Participant NRIC | ‘ Activity Type s[al v
Participant Name : | ‘ Credit Hours : ‘ |
Course Title | | status s[al v ]
Course Start Date | | Course End Date . |

Search

Only filtered listing will be exported EJ Export to Excel

T5000089Z Xtremax Test2 03 Aug 2017 03 Aug 2017 Nen-Core Fending
Approval
% T5000089Z Xtremax Test2 Non Core Course Test 20 Jul 2017 20 Jul 2017 Nen-Core 1 Completed

Figure 13: Attendance Record List

ATTENDANCE RECORD

Participant's NRIC
Participant's Name

CEA Registration No

Name of EA

EA License No :

Cpd Cycle : 200e/2017 o
Activity Type : Non-Core

Provider Name 1 Non Core Provider

Course Title :  Non Core Course Test

Course start Date D 20 Jul 2017

Course End Date 1 20)ul 2017

Credit Hours HE

Certificate :

Status : Completed °
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Description:
1. Attendance record details
Contains details of the attendance record that were submitted.

2. Status
You can only delete the records with “Pending” and “Pending Approval” status.

3. Close
You will be directed back to the Attendance Management page after you click Close.

3.1.4.Search Attendance Record
You can look for a particular salesperson’s attendance record by using the following filters under the
Attendance Management page (refer to Figure 15).
e Participant NRIC
e Participant Name
e Course Title
e Course Start Date
e Course End Date
e Activity Type
e Credit Hours
e Status

HOME = KEO/AUTHORISED USER  TRANSACTION SURVEY CHANGE ROLE

© ATTENDANCE MANAGEMENT - KEO

Submit New Attendance Batch Upload of Attendance

Participant NRIC Activity Type : | All v |

Credit Hours : | |

Participant Name

status Y ~ |

|
|
Course Title : |
|

Course Start Date [ Course End Date : |

Search

Figure 15: Search Attendance Record

3.1.5.Export Attendance Record
To download a report of your attendance records, click the Export to Excel button on the right hand
corner of the table. The attendance file will be downloaded.
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HOME

© ATTENDANCE MANAGEMENT - KEO

Submit New Attendance Batch Upload of Attendance

Participant NRIC

Activity Type sl v ]

Credit Hours : ‘ |

Course Title ‘ Status : ‘AII \/|

Participant Name : ‘
Course Start Date ‘

|E  Course End Date o =

Search

Only filtered listing will be exported ﬂj Export to Excel

T5000089Z Xtremax Test2 03 Aug 2017 03 Aug 2017 Non-Core Fending

Approval
'\'-4\ T5000089Z Xtremax Test2 Non Core Course Test 20 Jul 2017 20 Jul 2017 Non-Core 1 Completed
Y T5000089Z Xtremax Test2 UAT testing 05 Jun 2017 05 Jun 2017 Core 2 Completed

Figure 16: Export Attendance Record

3.2.  CPD Requirement Monitoring

This function is for the KEO/ Authorised User to track the CPD requirement fulfiiment of your

salespersons for a particular CPD cycle. Click on the KEO/ Authorised User E-Services >> CPD
Requirement Monitoring.

KEO 7/ AUTHORISED USER

Attendance Management

Figure 17: KEO/ Authorised User E-services — CPD Reqwrement Monitoring

3.2.1.CPD 1 Requirement
CPD 1 Requirement is the number of Credit Hours (i.e. Core, Non-Core, Total) each salesperson is
required to achieve in one CPD Cycle.
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Continuing Professional
Development

& CPD REQUIREMENTS MONITORING MODULE

CPD Requirement Type - Salesperson

CPD Cycie Period @ v | Select Cycle Period . NRIC

CPD Seatus 3 Al . Registraton NMurmib-er
Search

: 2 : - I ..wg‘: -_‘.I”&“ ?

. 15-16 Sggme | owemo — °(cermy
. SEIne | OEEMO  ongons | OSSO
- 1516 3 fl'i‘.:::‘r:. L +] El:-g;:'lu v Ongsing L] #’z::l o
. 15-16 - ﬁg:,', - - ":'E,."&'.:;]“" Pass Clearea

. 15-16 orsie | OO ongong | Ofemio
. 1516 S€ome  OEmO  ongomg | OIS
. 536 3 (Corm) 6 o (corm). Ongeire o (Core).
. s | e | OfENS | o | OfENS
. sGoam e | OKomO ongeng | OlEEEO

1o~ OO0 0O

Comntact Us | Guidelines on Continuing Professional Development (CPD)

Figure 18: Requirement Monitoring Module — CPD 1

Definitions
1. Action ( )
To view the details of the attendance records for a particular CPD 1 Cycle.

2. Personal Details

3. CPD 1 Cycle
Define the particular CPD 1 Cycle (i.e. from 1 Oct of a calendar year to 30 Sep of the following
calendar year).

4. Required CPD 1
Number of core and total credit hours required for a particular CPD 1 cycle.

5. Achieved CPD 1
Number of core and total credit hours achieved for a particular CPD 1 cycle. This is based on the
attendance submitted in the system.
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6. CPD 1 Status
The current status of CPD 1 fulfilment for a particular CPD 1 Cycle:
e Pass
The achieved credit hours met the required credit hours for the particular CPD 1 Year Cycle.

e Fail
The achieved credit hours did not meet the required credit hours by the end of the particular
CPD 1 Year Cycle.

e Ongoing
The achieved credit hours have not met the required credit hours and the CPD 1 Cycle has not
ended.

e Exempted
The salesperson is exempted from the CPD requirements for the particular CPD 1 Cycle.

7. Remaining Requirement
e NA
This means that the particular CPD 1 Cycle Fulfilment is not applicable for requirement
calculation.

e Cleared
This status means the particular CPD 1 Cycle Fulfilment has been completed.

e Number of core and total hours remaining
This shows the remaining core and total credit hours that the salesperson needs to complete
for a particular CPD 1 Cycle.

3.2.2.CPD 2 Requirement
CPD 2 Requirement is the number of course sessions required for each type of core courses (i.e. C1, C2,
C3) that each salesperson is required to achieve in 3 consecutive CPD Cycles.
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Continuing Professional
Development

© CPD REQUIREMENTS MONITORING MODULE

CPD Requirement Type cPo2 | * | Salesperson

CPD Cycle Perod @ Select Cycle Period - NRIC

CPD Status : All * |  Registration Number
Search

'~

4 ""‘ Ongoing
N 13.16 lChC. (Lo R § Olc.l:’(C... 3 Ongoing 0¢ C.)CO!(Q ]
\ 18.16 tCniEal | 1@ \'Laajc 3 Pass Cloared
Q 13.16 1CRIEAL | S(CY S(Cn 3 s P
\ 13.16 1(C1 A .1 | 1 ‘:;"C"SIC: 1 . Coarad
N 13.16 i (Clv.cls.C:; i i <Cll(c33(|C:‘, b Pass Cleared
\ 13.16 LEpLENL | 16N 4(CN0 Crgsing 0(C1), 9(C. 0
- 13.16 X(CD,CX;'::I 1 11(})(.83(}(.’, i Poss Ceared
N 13.16 12 c:} c 1 31 (:'44:51{; 1 Poss Glosred
0~} OO0 O0

Figure 19: Requirement Monitoring Module — CPD 2

Definitions
1. Action ( +)
To view the attendance submission details for a particular CPD 2 Cycle.

2. Personal Details

3. CPD 2 Cycle
Defined the 3 consecutive CPD Cycles applicable. E.g. “13-16” means that the 3 CPD cycles are the:
a) 2013 CPD cycle (1 Oct 2013 to 30 Sep 2014)
b) 2014 CPD cycle (1 Oct 2014 to 30 Sep 2015); and
c) 2015 CPD cycle (1 Oct 2015 to 30 Sep 2016).
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4. Required CPD 2
Total number of course sessions required for each Core Category (C1, C2, and C3) for a particular
CPD 2 Cycle.

5. Achieved CPD 2
Total number of course sessions achieved for each Core Category (C1, C2, and C3) for a particular
CPD 2 Cycle. This is based on the attendance submitted in the system.

6. CPD 2 Status
The current status of CPD 2 fulfilment for a particular CPD 2 Cycle
e Pass
The achieved course sessions met the required course sessions for each Core Category (C1, C2,
and C3) for the particular CPD 2 Cycle.

e Fail
The achieved course sessions did not meet the required course sessions for each Core Category
(C1, C2, and C3) by the end of the particular CPD 2 Cycle.

e Ongoing
The achieved course sessions have not met the required course sessions for each Core
Category, however, the particular CPD 2 Cycle has yet to end.

e Exempted
The salesperson is exempted from the CPD requirements for the particular CPD 2 Cycle.

7. Remaining Requirement
e NA
This status means the particular CPD 2 Cycle Fulfilment for the Salesperson is not applicable for
requirement calculation.

e Cleared
This status means the particular CPD 2 Cycle Fulfilment for the Salesperson has been completed.

¢ Number of sessions remaining (Core Category)
This shows the remaining course sessions required for each Core Category that the salesperson
needs to complete for a particular CPD 2 Cycle.
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4.

For the type of errors that may encountered while using batch upload for attendance submission and
how to rectify it, please refer to the table below:

Error Notification

#1 Mo file or Invalid file format
Possible | (1) No file selected
Causes | (2) Select file other than CSV file
How to | (1) Select a CSV file to use
Rectify | (2) Select only CSV file and download the sample CSV file
Error Motification
#2 ncorrect file format is used, please follow the provided forma
Possible | Using wrong CSV format that is not suppose to be used by KEO. i.e CP attendance
Causes | submission form
How to . . . .
Rectify Using the CSV format provided in the sample CSV file
Error Notification
#3 WOW 2 calesperson found or Wrong salesperson, re il 20 I re 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
Possible | the system / Inputting wrong NRIC of the salesperson
Causes | (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)
(2) Make sure the NRIC of the salesperson is already correct and registered to the CPD
How to | portal
Rectify | (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
Error Motification
#4 CEA does not allow repeated submission for the same course within the same CPD CyCle, records from row 2 onwards are not submitted
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Possible | (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 the
How to | CSV file that the system cannot processed. If the submitted record is incorrect, please
Rectify | contact CEA for assistance

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

Error Motification

#5 Row 2: KEQ/SP are not allowed to submit attendance for core activity, records from row 2 onwards are not submitted

Possible
Causes
How to | Amend the CSV file with Activity Type “Non-Core” as KEO can only submit Non-Core
Rectify | attendance

Using CSV format for KEO, but Activity Type filled with “Core”

Error Notification

#6 Row 2: Credit Hours must be in integer, records from row 2 onwards are not submitted
Possible , . . . . .
One of the record’s credit hours filled with either blank or string
Causes
How to . -
. Make sure that the credit hours is in number format
Rectify
Error Notification
#7 Row 2: Course Title and Course Date are required for Non-Core course, records from row 2 onwards are not submitted
Possible , . . .
Causes One of the record’s course title and/or course date filled with blank
How to . .
. Make sure that the course title and course date filled completely
Rectify
Error Notification
#8 Row 2: Wrong Date Format, records from row 2 onwards are not submitted
Possible .
Causes Wrong date format used in the column Course Start Date and Course End Date

How to | Make sure the CSV file is following the correct date format DD-MM-YYYY or
Rectify | DD/MM/YYYY
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Error Notification

#9 Row 2: Activ oy T';.'CE 5 not recognized, records from row 2 onwards are not submitted
Possible - . . “ ”
Causes The Activity type left blank or filled with text other than “Non-Core
H

ow.to Make sure the Activity type column filled with only “Non-Core”
Rectify
CPD g:‘l;l;illgl.';irllge:trufessional
#10

Page Not Found

The page you're looking for was moved or never existed. You can contact us about links here

(1) Using CSV file without column header (first row) that is provided in the CSV sample
Possible | file

Causes | (2) Course end date not filled or course start date is using wrong format

(3) Using CSV but not with KEO format

(1) Use the sample CSV file as there the column header is already provided
(2) Fill the course start date and end date with correct format
(3) Using the correct format for KEO

How to
Rectify
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