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1.1 My CPD Portal

“My CPD Portal” is a common platform to

Allow course providers to introduce new courses and seek approval from CEA to conduct them;

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 fulfilment data with EAS system for renewal process

1.2 Key Executive Officers/Authorised User

The Key Executive Officers (KEOs) and their authorised users can use this system to:

Submit the KEO’s Generic Competencies Courses CPD attendance records;

Submit the salespersons’ Generic Competencies Courses CPD attendance records;

Approve the Generic Competencies Courses CPD attendance records submitted by the salespersons;
and

Monitor the CPD fulfilment of the salespersons under the Estate Agent.
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2.1 Login functionality

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

L g ) t
M Council for »
Q ¥ Estate Agencies
" A About CF0 Scheme & Fof Profesyanals 5 For Coprse Froviders £ CFO Courss Feedath | 1 My ©PO Portal

NEW CONTINUING PROFESSIONAL DEVELOPMENT
ADER &2 {CPD) FRAMEWORK

Figure 1: CPD Microsite — Login tab

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

P Council for
Wil Estate Agencies

.

Figure 2: SingPass and CorpPass Login Option Landing Page

Choose CorpPass to login, and key in your UEN/Entity ID, CorpPass ID and Password as shown below:

My CPD Portal (version 2.0)


http://www.cea.gov.sg/cpd

C Sigrpere Clrportte Nisamn ’ Singapore Govermnment
[o) Pass Ireegrty - Survics « Fxcwberes
[ ==

A & Contact us | Feedback | Sitemap | FAQ

CorpPass is now the ONLY login method for corporate transactions with the Government.

Your exdily can now tensact wirlly more than 140 govertiment digital servces, Ragesior for Corpiass now 1o prevent oty disrupon 1o yoor
business transactions

Log in with CorpPass

Remember Entity 1D

Forgot Entity £ CormpiPPass 1D or Password

Cancel LOogin »

Don't have a Corplass Accoun?
Get Started

Last usdated on OF juy 2009

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 Course
Provider or KEO. Please refer to Figure 4 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.

Continuing Profesaional Welcome,
Developmant

Course Provides KIO / Authorised User

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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Recent Artendance Submissions

- 26 Aug 2019 Genanc G Camphesod -

N 22 g 2019 Gsneric 26 Completed -
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‘“ 21 Aug 3019 Ganaric G Camphted =

~ 20 Aug 2118 Genec G Camphted -

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
Click on this tab to view Attendance Management or CPD Requirement Monitoring

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 under this Estate Agent
e The total number of salespersons that fulfilled and did not fulfil the Credit Fulfilment. Click View
Records to view the detailed records of the SPs under this Estate Agent.

4. 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 Generic Competencies courses for the KEO;
e  Submit attendance for Generic Competencies courses for their salespersons; and
e Approve the Generic Competencies attendance records submitted by their salespersons.

To access the Attendance Management page, click KEO/Authorised User >> Attendance Management.

LU KEO / AUTHORISED USER

Attendance Management
¢ D

CPD Reguirement Monitoring

i - S0 llear Darsile - &
Figure 6: KEO/Authorised User tab dropdown menu: Attendance Management

You will be directed to the page shown in Figure 7.
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© ATTENDANCE MANAGEMENT - KEO

wmm Batch Upload of Attendance
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Search
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Notice :
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Figure 7: Attendance Management — KEO/Authorised User
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3.1 Submit New Attendance

To submit Generic Competencies Attendance record for KEO or Salesperson, click the Submit New Attendance
button and you will see the pop-up shown in Figure 8.

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 :  Generic Competencies
Generic Category * ¢ | —~Select G Category--
Provider Name *
Course Title*
Course Start Date *
Course End Date * - i

CPD Credits* @

Submit Cancel

—_—  —

Figure 8: Submit New Attendance — KEO/ Authorised User

To update the attendance record:
1. Key in the salesperson’s NRIC. The Salesperson Name, CEA Registration Number, Name of EA and
EA Licence No will be auto populated.
Select the Generic Category from the drop-down list.
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.

ok~ wN

The new attendance record will be displayed in the table as shown in Figure 9 with the status “Pending”. KEO/
EA are able to delete the record within 3 calendar days for records that are in “Pending Approval” or “Pending”
status. After 3 calendar days, “Pending” records will be changed to “Completed” and credit hours will be
recognised towards the salesperson’s CPD requirement fulfilment.

Generic Competencies courses submission that is rejected by KEO will have the Rejected- KEO status.

My CPD Portal (version 2.0)



Status
e Pending: The attendance record requires a 3 days lag time before the submission status is changed to
Completed and calculated towards the salesperson’s records. The Generic Competencies course
attendance is being submitted by KEO/ KEO Authorised User, or by salespersons.
e Pending Approval: Generic Competencies courses submission that is pending approval from KEO
Rejected - KEO: Generic Competencies courses submission that is rejected by KEO
e Completed: Submission that is approved by KEO - both Professional Competencies and Generic
Competencies

Cantinuing Professional Wolkcome,
Devalopment
—— nges

© ATTENDANCE MANAGEMENT - KEO

Submit New Attendance Batch Upload of Attendance
Particpant NRIC | | Actwity Type : |an |
Partiopant Name s |_ | CPD Credits = [ |
Course Title 34| | staus = [an -]
Course Start Date : |& Ceurse End Date 3 | |5
Search
Oy fieredl fssing will be ssported.
Notice =

Pending Anproval : Attendance rocont It pending sppeoval by KEG
Pending - Antendance recnrs has not besn tounte trwards ssiespersan's CPD iuliment and can be deleted Starus wil he charged 1o "Tampleted® wethin 3
coizndar days and will then count towards salesperann's CPD Sullftiment
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N 2405201 | 25Aug 2019 Prafessondl Ir Completae
‘N 24 Aog 2013 | 24 Aug 2019 Pratessicnal 4F Comphkesa
Y 4 Acg 019 24 Aug 2015 Protessonal £ Campleted
N 24 Aug 2019 | 24 ALG 2019 Protessional 2@ Campited
. M AU F0M 24 Aug 29 Protassons! 4P Campilsted
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N 22 A0g20%9 I3 Aug IS Profasdenal r Camplted

Figure 9: Attendance Record List
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3.2 Batch Upload Attendance

To update multiple attendance records for Generic Competencies Courses, click Batch Upload of Attendance
button. The following screen will appear.

ATTENDANCE RECORD UPLOAD e

Batch Upload of Attendance Record
Select

Pleaze upload only cov file format

To get a sample of a CSV file for upload, click here
Plzazs follow the format in the sample cev stricdy. Delete sample data in row 1 and 2 before uploading the file

Upload

Figure 10: Batch Upload of Attendance

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. Click
“Upload” to submit the file.

If all the records are successfully uploaded, a notification will appear and the pop up will automatically

closed. (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 1 to 3 to update the attendance records after
correcting the errors.

%]

Upioad

Figure 11: Batch Upload of Attendance — Success Notification

Figure 12: Batch Upload of Attendance — Error Notification Example: Duplicate Record Found

My CPD Portal (version 2.0)
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For further details on the error notifications and how to rectify it, please refer to Session 3 Error Notification
Handling in Batch Upload.

3.3 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 s icon beside the record. The attendance record pop up will appear as shown in Figure 14.

© ATTENDANCE MANAGEMENT - KEO

Submit Mew Attendance Batch Upload of Attendance
Participant MRIC ] Activity Typa : Al v |
Participant Hame | CPD Credits : |
Course Title 1 | Status H [ All - |

|
|

=
=
=
=

Search

Only filcered listing will be exported. ﬂ' Export to Excel

Notice :

Pending Approval : Attendance record is pending approval by KEQ

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

L," G

030ct2019 | 030ct2019 Generic Completed
Q [ | 020ct2019  020ct2019 Professional 4p Completed
q, 21 Aug 2019 | 21 Aug 2019 Beneric ic ,';;T,éﬁ
Q . 21 Aug 2019 21 Aug 2018 Generic G m
q, 21 Aug 2019 | 21 Aug 2019 Generic pic ,';‘;T,"DE
Q . 214092019 21Aug2019 Beneric 26 m
q, 21 Aug 2019 | 21 Aug 2018 Beneric ic ,';‘:T,éﬁ
Q . . 21 Aug 2019 21 Aug 2018 Generic G m
Q, 21 Aug 2019 | 21 Aug 2018 Generic pic ii'fmﬂ
Q . 214092019 21Aug2019 Beneric 26 m

SO0 000L0O000
Figure 13: Attendance Record List
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Figure 14: View Attendance Record

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

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

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

My CPD Portal (version 2.0)
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3.4 Approve/Reject Attendance Record

You can approve/reject a submitted attendance by viewing the records that are in “Pending Approval” status

only when Generic Category has been selected. To do so, click on the s icon beside the record that has a
“Pending Approval Status”. The attendance record pop up will appear as shown in Figure 15.

ATTENDANCE RECORD °
Chme | wee |[7]
Message

Farticipant's NRIC
Participant's Name
CEA Regsirubion No

Name of LA

EA License No

CPD Cycle

Activity Type . Genenc Competencies

chnen( Category ¢ G - Comemunication ] E]
Frovider Name

Conirse Title

Conirse Start Date 7 2019
Course frl Dato 27 2019
COFD Crecits

Certificate

Status 1 Fending Approval

=&

Figure 15: View Attendance Record in Pending Approval Status

Select generic category so that approve or reject button will appear.
To approve/reject the attendance, click on either button in number 2 in Figure 15.
Clicking on Close will lead you back to the Attendance Management page.

> wpheE

Once approved, the status will change to “Pending”. After 3 calendar days, “Pending” records will be
changed to “Completed” and credit hours will be recognised towards the salesperson’s CPD requirement
fulfilment.

5. Rejected attendance will have the “Rejected- KEO” status.

3.5 Search Attendance Record

You can look for a salesperson’s attendance record by using the following filters under the Attendance
Management page (refer to Figure 16).
e Participant NRIC
Participant Name
Course Title
Course Start Date
Activity Type
Credit Hours
Status
Course End Date
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To search for a record, you may fill in at least one of the fields above.

© ATTENDANCE MANAGEMENT - KEO

Submit Mew Attendance Batch Upload of Attendance
Participant NRIC | Activity Type : (AN ~ |
Participant Name ] CPD Credits | |
Course Title t Status AN v |
N — Comsetnadae < [ |m

Search

Figure 16: Search Attendance Record

3.6 Delete Attendance Record

Deleting attendance record can only be done for record(s) that are in “Pending Approval” or “Pending” status.

To delete the attendance, click on the | icon beside the record.

3.7 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.

Contnung Professional Pelzome =
Oevelopment =

© ATTENDANCE MANAGEMENT - KEO

Submit New Attendance Bacch Uipload of Attendance
Participant NRIC [ | Activity Type L& |
Participant Name | | cPocreas o " 1
Courte Title [ | Swna = A -]
Course Start Denv | I Course Enet Dute [ [
Search
Natier

Parvang Approwsl | Atterdent e recoth % Deretng spgrove iy W30
Parsing - Asendance recoed hag oe been coLmng loweos sempenort s 0D futfliomgrd snd L by Geving Stc wid Be chunged to “Complessd” within 3
Laendar doys #Q il Ser LT mowars saespesan's CFD tdttimere

5 NAgNe DNAGNE  Geex 25 Recding

Aoxrove
-1 Fnang
> B2 NAgINS NAgINS Geerc % b, 4

Figure 17: Export Attendance Record

My CPD Portal (version 2.0)
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To export a selected record(s), you may proceed to search the record(s) by using the filter in Figure 16 and
then clicking on the Export button shown in Figure 17.

3.8 View Past Attendance

Clicking on “View Past Attendance” allows KEO to view the past CPD records from the past CPD framework.

Continuing Professional Weicome RO B S e B
Devalopment - ——
———

Lagow

© ATTENDANCE MANAGEMENT - KEO

Subirdt New Anendance Bateh Upload of Artendance
Participant NRIC [ Activity Type i [an
Purticipant Name 3 | CPD Credits |
Course Title [ T St t [av -
Course Start Dare | = Course Fnd Dare t b !

Search

Gty fzered ating wall be expored
Notice *

Panding ApTroyal - ATRAAUNCH 19cvH 15 Perding Approusl by ¥EQ
Pending | Alwendunce record Hes nol Deen counled towerits selesperson’s CPD fulfiEnent ard con e deleted. Stutus will De thangel (o *Completed” within §
calendar Says ami will then count twwarss salesperson's CPD futtimens

S = — - 01 Il 7099 01 i 2015 Genee | 3G ending
a8 =3 ’ N | OVRIZNS  FIMME  Genedc 16 m

Figure 18: Attendance Management
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| S e
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Figure 19: View Past Attendance record page
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4 CPD Requirement Monitoring

This function is for the KEO/ Authorised User to track the Salesperson/KEO CPD requirement calculation

information for the different calculation duration. Click on the KEO/ Authorised User >> CPD
Requirement Monitoring.

KEQ / AUTHORISED USER

Attendance Management

=
nt Monitoring

Figure 20: KEO/ Authorised User — CPD Requireme

4.1 CPD Requirement

CPD Requirement is the number of CPD credits (i.e Professional, Generic) each salesperson/KEO will be required
to achieve in 1 CPD Year Cycle. CPD calculation duration will be based on 1 CPD Year Cycle and the calculation
logic will be based on the number of Professional Competencies, Generic competencies CPD credit a

salesperson/KEO needs to accumulate for the duration.

My CPD Portal (version 2.0)
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CPD Continuing Professional Welcome, CorpPass Test
Development Estate Agent TQMA
——

Logout

© CPD REQUIREMENTS MONITORING MODULE

More: The Coundil for Estate Agendies (CEA) is implementing a new CPD Framework with effect from 1 October 2019. CPD2 Reguirement will be waived for this
transitional period of 201 8/2019 CPD cycle, hence you will see CPD2 status as "Pass". Please refer to our website to find out more details on the new CPD
Framework and the CPD fulfilment requirements.

CPD Cycle Period @ H 1 —select Cycle Period— NRIC b |
1819
Salesperson | 1520 Registration Number : | |
Search

PRPLREPLPELLILV

Only filtered listing will be exportad. u] Export to Excel

18-20 [
u

4P, 2G ) 4P, 26

19-20 4P, 2G 07, 0G 4P, 26

19-20 4P, 2G 08, 06 4P, 2G

18-19 - 5 4P, 26

19-20 4P, 2G 09, 0G 4P, 3G

18-19 - - 4P, 26

19-20 4P, 2G 09,06 4P, 26

B 18-18 = 5 4P, 26

19-20 4P, 2G 08, 06 4P, 2G

. - 19-20 4P, 2G 07, 0G 4P, 3G

0 - 000000000000 OO

Privacy Statement | Terms of Use | Rate our e-services © Coy z 5 Agencies
1IE 9, Chrome 43, Fir

Figure 21: Requirement Monitoring Module

Definitions
1.

2.

Action ( %)
To view the details of the attendance records for a CPD Cycle.

Personal Details
The respective salesperson’s name, NRIC, and registration number will be displayed.

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

year).

My CPD Portal (version 2.0)
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4. Required CPD Credits
Number of professional competencies and generic competencies required for a particular CPD cycle.

5. Achieved CPD Credits
Total number of professional competencies and generic competencies credit achieved for a particular
CPD cycle. This is based on the attendance submitted and successfully validated in the system.

6. CPD Status
The current status of CPD fulfilment for a particular CPD Cycle:
Pass: The achieved credit met the required credit for the particular CPD Year Cycle.
Fail: The achieved credit did not meet the required credit by the end of the particular CPD Year Cycle.
Ongoing: The achieved credit has not met the required credit while the CPD Cycle has not ended.
Exempted: The salesperson is exempted from the CPD requirements for the particular CPD Cycle.

7. Outstanding CPD Credits
Total credits remaining for professional and generic competencies: Shows the total credits
remaining professional and generic competencies that the salesperson needs to complete for a
particular CPD Cycle.

Pls note that Number of credits required to fulfil debt pool for the past three cycles will be converted and
accumulated under “Outstanding CPD Credits” of 18-19 Cycle.

4.2 View Past CPD Requirement

Clicking on the “View Past CPD Requirement” allows KEO to view the past CPD requirement from the past CPD
framework.
KEO is able to filter the records based on the CPD Requirement Type, CPD Cycle Period, CPD Status,

Salesperson, NRIC and Registration Number.

My CPD Portal (version 2.0)

20



Continuing Professional Wekome,
Davelopmant

© CPD REQUIREMENTS MONITORING MODULE

0 Note: The Cauncil for Estare Agences (CIA) 15 srplermening a rew (PO Framework mith effec: fram | Ocober 2018, (P02 Regquerement witt be wawved for this
trarsticral peviod of 20182010 CPD cytle, hanee you wil san (P07 statun ax "Pase”. Plesse refer te cur website (0 firut out maew detals on the new TPD
Framevsak and the CFO hfliment requirements.

CPO Requirement Type ¢ | CPD 1 | Salesperson | ]

CPD Cyclo Period @ £ | ~Salect Cytie Penod— | NRIC = | ]

CPD Status A VI 2> b . l J
Search

3 {Core), O 0 {Core), O 3 (Core) &
~ & (Total (Total - (Tatal)
5 s 3 {Core), 6 g fal Lo

Figure 22: Requirement Monitoring Module — View Past CPD Requirement
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(Sections 4.2.1 to 4.2.3: Refresher information on the old CPD framework for reference, when viewing past

framework records.)

4.2.1 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.

Continuing Professional Welcome
Development
— AIZOME

© CPD REQUIREMENTS MONITORING MODULE

Notat The Courst for Extme Ageccoes (CEA] i mmpiomenting & hew CPD Framawsk with effect from 1 Octatier 2010, CPD2 Ravgarement will be wnved for tha
ranmitions period of 20182019 (PO (yoie, Desce you will see CFDY natis o "Paon”. Plasse refer 10 sur webisite e find u indre details on the hew OFD
Framewndk and the CPD fulfivner requirsmente.

&
\as?

CPD Roquirement Type : [CPD 1 =] sulatperson

CPD Cycle Period @ : [ Select Cyde Period-— | Wmc

CPD Stat 1 [a | Registration Number
Search

A 3 (Core), 6 Q (Core). © 3 (Core) &
> 1647 (Totat (Totals - Total)

) 3 (Corw). & 0 (Covel 0 3 {Core) &
~ 178 (Toeal {Tata) s {Tatad
5 4 3 (Corel. & O (Core) O 3 (Corel &
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Figure 23: 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
The respective salesperson’s name, NRIC, and registration number will be displayed.

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).

My CPD Portal (version 2.0)



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

. 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.

. 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.

. 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.

(Sections 4.2.1 to 4.2.3: Refresher information on the old CPD framework for reference, when viewing past

framework records.)

4.2.2 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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Figure 24: Requirement Monitoring Module — CPD 2

Definitions

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

2. Personal Details
The respective salesperson’s name, NRIC, and registration number will be displayed.
3. CPD 2 Cycle
Defined the 3 consecutive CPD Cycles applicable. E.g. “16-19” means that the 3 CPD cycles are the:
a) 2016 CPD cycle (1 Oct 2016 to 30 Sep 2017)
b) 2017 CPD cycle (1 Oct 2017 to 30 Sep 2018); and
¢) 2018 CPD cycle (1 Oct 2018 to 30 Sep 2019).

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 status of CPD 2 fulfilment for a particular CPD 2 Cycle
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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.
e 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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(Sections 4.2.1 to 4.2.3: Refresher information on the old CPD framework for reference, when viewing past

framework records.)

4.2.3 CPD Overall Fulfilment

CPD Overall is the overall achievement of CPD1 and CPD2 requirements in one calendar year.
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Figure 25: Requirement Monitoring Module — CPD Overall Fulfilment

Definitions
1. Personal Details
The respective salesperson’s name, NRIC, registration number, and the Estate Agent they are under will be

displayed.

2. CPD Overall Cycle
A cycle is from 1 January to 31 December of a year, i.e. cycle 2017 means from 1 January 2017 — 31 December
2017.

3. CPD 1 Fulfilment
The status that is displayed because of checking all CPD1 requirements against all CPD1 requirements that are
passed by the end of CPD overall cycle (end of year).
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Pass: The salesperson has achieved all their CPD1 requirements while the CPD overall cycle
has not yet ended.

Ongoing: The salesperson has not achieved all their CPD1 requirements while the CPD overall
cycle has not yet ended.

Fail: The salesperson has not achieved all their CPD1 requirements by the end of the year.
Exempted: The salesperson is not required to fulfil their CPD1 requirements for the particular
CPD1 cycle.

4. CPD2 Fulfilment

The status that is displayed because of checking all CPD2 requirements against all CPD2 requirements that are

passed by the end of CPD overall cycle (end of year).
Pass: The salesperson has achieved all their CPD2 requirements while the CPD overall cycle
has not yet ended.
Ongoing: The salesperson has not achieved all their CPD2 requirements while the CPD overall
cycle has not yet ended.
Fail: The salesperson has not achieved all their CPD2 requirements by the end of the year.
Exempted: The salesperson is not required to fulfil their CPD2 requirements for the particular
CPD2 cycle.

5. Overall CPD Fulfilment Status
Please refer to Table 1 for a visualization of the explanation below.
If both CPD1 overall and CPD2 overall status = EXEMPTED, then CPD overall status =
EXEMPTED.
If either CPD1 overall or CPD2 overall status = FAIL, then CPD overall status = FAIL.
If CPD1 or CPD2 status = ONGOING. This conditional will check for two things.

1. If it is CPD1 overall status = ONGOING, then CPD overall status = ONGOING.

2. Ifitis CPD2 overall status = ONGOING, it will check whether the current CPD2 cycle is in
the third year or not. If it is not in the third year, then CPD overall status = PASS despite
CPD1 overall status = PASS or EXEMPTED. If it is in the third year, then it will follow the
CPD2 overall status making the CPD overall status = ONGOING.

Table 1. CPD Overall Status Scenario

Overall Fulfilment Cycle ‘ CPD1 ‘CPDZ

Fail Fail Fail

Fail Fail Pass

Fail Fail

Fail Pass Fail

Fail Fail

Pass

Pass

Pass Pass Pass

Pass Pass

Exempted Exempted |Exempted
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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:

Error Notification
#1

Nao file or Invalid file format

Possible (1) No file selected

Causes (2) Select file other than CSV file

How to (1) Selecta CSV file to use

Rectify (2) Select only CSV file and download the sample CSV file

Error Motification

#2 o .
ncorrect file format is used, please follow the provided tormat
Possible Using wrong CSV format that is not supposed to be used by KEO. i.e CP attendance submission
Causes form
How to . . . .
Rectify Using the CSV format provided in the sample CSV file
Error Notification
#3 .

Row 2: No salesperson found or wrong salespers

(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
Possible 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 portal

HOW. e (3) Make sure the required data related to the salesperson identity and organization completed in
Rectify :

the CSV file

(4) Delete the blank row in the CSV file
#4

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 CSV file that

e the system cannot processed. If the submitted record is incorrect, please contact CEA for assistance

Rectify (2) Make sure there is no duplicates of records in the CSV file
Error Notification
#5 Row 2: KEO/SP are not allowed te submit attendance for core activity, records from row 2 onwards are not submitted
(F;Zzsslfsle Using CSV format for KEO, but Activity Type filled with “Core”
How to

Rectify Amend the CSV file with Activity Type “Non-Core” as KEO can only submit Non-Core attendance
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Error Motification

#6 IR . : ] .
Row 2: Credit Hours must be in integer, records from row 2 onwards are not submitted
Possible Causes One of the record’s credit hours filled with either blank or string
How to Rectify Make sure that the credit hours are in number format
#1
EIZ?JSSI:sle 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
#8

Possible Causes  Wrong date format used in the column Course Start Date and Course End Date
. Make sure the CSV file is following the correct date format DD-MM-YYYY or
How to Rectify

DD/MM/YYYY
#9
Possible Causes The Activity type left blank or filled with text other than “Non-Core”
How to Rectify Make sure the Activity type column filled with only “Non-Core”
CPD
#10
Page Not Found
Possible (1) Using CSV file without column header (first row) that is“p-rovi-dedih thé_(fSV-séfnple file
Causes (2) Course end date not filled, or course start date is using wrong format
(3) Using CSV but not with KEO format
How to (1) Use the sample CSV file as there the column header is already provided
Rectify (2) Fill the course start date and end date with correct format

(3) Using the correct format for KEO
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