
CPD Accreditation System
PROVIDER ACCOUNT



Application as Provider

PUBLIC SITE (Provider)



PUBLIC SITE (Provider) – Apply as Accredited Provider

1. Go to 122.53.86.252 link for CPDAS Home Page
2. Click REGISTRATION
3. Click APPLY AS CPD PROVIDER.



PUBLIC SITE (Provider) – Apply as Accredited Provider

1. Read TERMS OF SERVICE.
2. Click YES, I HAVE READ, UNDERSTOOD AND AGREE TO THESE TERMS OF SERVICE to proceed, otherwise will be reverted 

to Public view.



PUBLIC SITE (Provider) – Apply as Accredited Provider

1. Select appropriate information being asked: Provider Type, 
Classification, Profession (where to be accredited)

2. Type the PROVIDER NAME (according to documents at hand).

3. SELECT APPOINTMENT PLACE (Regional Office) where to 
process the application.



PUBLIC SITE (Provider) – Apply as Accredited Provider

1. Fill in all fields completely.
2. Provide valid E-mail Address (where can be contacted).

3. Click NEXT for further information needs to be 
accomplished



PUBLIC SITE (Provider) – Apply as Accredited Provider

Fill in all fields completely.

Note: Contact Person shall be the designated CPD officer and the authorized signatory of future applications and transactions pertaining to CPD.



PUBLIC SITE (Provider) – Apply as Accredited Provider

Click CHOOSE FILES to upload each required file to proceed with the application

Note: Accepting JPEG, JPG or PNG format only



PUBLIC SITE (Provider) – Apply as Accredited Provider

1. Click the chosen file.                                                              
Note: Hold Ctrl button to select multiple photos.

2. Click OPEN to choose.

3. Do this to all fields.
4. Click NEXT.



PUBLIC SITE (Provider) – Apply as Accredited Provider

Before proceeding to the next step, please take note:

If the applicant have Joint Venture Agreement (JVA) or Memorandum of Understanding (MOU) or Memorandum of Agreement (MOA), kindly submit the 
hardcopy in any nearest PRC office.



PUBLIC SITE (Provider) – Apply as Accredited Provider

1. Select on the payment options for the convenience of the applicant.
2. After selecting the payment mode, a dialogue box will prompt to 

confirm the same. 

3. Click NEXT once verified.

Note: For PayMaya and other allied payment options, there will be 1.25% 
convenience fee of the total amount of application.



PUBLIC SITE (Provider) – Apply as Accredited Provider

Click SUBMIT APPLICATION once done.

Note: application will not proceed if there is any lacking field



PUBLIC SITE (Provider) – Apply as Accredited Provider

Read the Notice and Click PROCEED to finalize.



PUBLIC SITE (Provider) – Apply as Accredited Provider

Click SUBMIT APPLICATION to agree with the Undertaking.



PUBLIC SITE (Provider) – Apply as Accredited Provider

Click OK to proceed with the printing of forms which will prompt.

Note: Username and Temporary Password will be e-mailed once the application is approved by the Council concerned



PUBLIC SITE (Provider) – Apply as Accredited Provider (PayMaya)

If the payment mode selected is PayMaya:
1. The applicant will be directed to an external portal to process the payment.
2. Pay the TOTAL AMOUNT reflected, including the Service Charge.



PUBLIC SITE (Provider) – Apply as Accredited Provider

If the payment mode selected is PRC Cashier:
Application Form and Order of Payment prompt after successful submission of application.
The PDF file should be printed out for processing of application



PUBLIC SITE (Provider) – Apply as Accredited Provider

Once the application is SUBMITTED, an e-mail will be sent to the applicant.



PUBLIC SITE (Provider) – Apply as Accredited Provider

Once the application is APPROVED, an e-mail will be sent to the applicant containing the default username and password.



PUBLIC SITE (Provider) – Apply as Accredited Provider

Certificate of Accreditation (“CoA”) will be awarded to Accredited Provider.



Accredited Provider
(Logging-in)

PUBLIC SITE (Provider)



PUBLIC SITE (Provider) – Logging-in

1. Go to 122.53.86.252 link for CPDAS Home Page
2. Click SERVICES
3. Click CPD PROVIDER to proceed to log-in page



PUBLIC SITE (Provider) – Logging-in

Login using the Username and Password sent to valid e-mail address after the approval of the Council concerned.



Application of Program

PUBLIC SITE (Provider)

by Accredited Provider



PUBLIC SITE (Provider) – Apply Program

Click +CLICK HERE TO APPLY A PROGRAM.



PUBLIC SITE (Provider) – Apply Program

1. Select PLEASE SELECT APPOINTMENT PLACE IF 
ADDITIONAL REQUIREMENTS ARE NEEDED where to 
process the application.

2. Fill in all the fields completely and accurately



PUBLIC SITE (Provider) – Apply Program

Fill in all fields completely and accurately



PUBLIC SITE (Provider) – Apply Program

1. Type the Topic aggregated from the overall program.
2. Type the Time Frame (follow shadow format).

3. Type the full name of the Speaker.

4. Click + green button to add topic.
5. Click x red button to remove encoded topic.
6. To UPLOAD PROGRAM PROMOTIONAL IMAGE (as required), click 

CHOOSE FILE.



PUBLIC SITE (Provider) – Apply Program

1. Check the completeness of the requirements (vary).
2. Consolidate and save as ONE file.

Note: Accepting PDF format only.



PUBLIC SITE (Provider) – Apply Program

1. Click the CHOOSE FILE to open files box.
2. Select the appropriate document in PDF form                                                              
3. Click OPEN to choose.



PUBLIC SITE (Provider) – Apply Program

1. Select on the payment options for the convenience of the applicant.
2. After selecting the payment mode, a dialogue box will prompt to 

confirm the same. 

3. Click OK once verified.

Note: For PayMaya and other allied payment options, there will be 1.25% 
convenience fee of the total amount of application.



PUBLIC SITE (Provider) – Apply Program

1. Click SUBMIT to submit the attached PDF file of requirements.
2. Click PROCEED to finalize the uploading.



PUBLIC SITE (Provider) – Apply Program (PayMaya)

If the payment mode selected is PayMaya:
1. The applicant will be directed to an external portal to process the payment.
2. Pay the TOTAL AMOUNT reflected, including the Service Charge.



PUBLIC SITE (Provider) – Apply Program

If the payment mode selected is PRC Cashier:
Application Form and Order of Payment prompt after successful submission of application.
The PDF file should be printed out for processing of application



PUBLIC SITE (Provider) – Apply Program

Once the application is SUBMITTED, an e-mail will be sent to the applicant.



PUBLIC SITE (Provider) – Status of Application

STATUS of all applied Programs. 

Application is in 
Regional Office

Application is in 
CPD Council

Application is 
on-hold for a reason

Application will not 
pursue and will not be 
Accredited



PUBLIC SITE (Provider) – Deferred Program Application

If the Program is DEFERRED, the applicant will be notified of the reason of being so.



PUBLIC SITE (Provider) – Deferred Program Application

1. For                   , click EDIT button.
2. Revise detail/file as noted on the reason/s of deferment.
3. Click UPDATE.



PUBLIC SITE (Provider) – Deferred Program Application

1. Comply with all the reasons of deferment which will be communicated to the Provider.
2. Click UPDATE.



PUBLIC SITE (Provider) – Accredited Program

Once the application is Approved, the Provider will receive an e-mail containing the details of the Accredited Program.



PUBLIC SITE (Provider) – Apply Program

Certificate of Accreditation (“CoA”) will be awarded to Accredited Program.



Other Features of the

Provider Platform

PUBLIC SITE (Provider)



PUBLIC SITE (Provider) – Icon Uses

Buttons under the LIST OF APPLIED PROGRAMS

VIEW DETAILS of the Program

Request for Change of Program Schedule  and Venue

Attendance Encoding

Completion Report

View Feedbacks



PUBLIC SITE (Provider) – Request for Change of Program Schedule or Venue

Buttons under the LIST OF APPLIED PROGRAMS

VIEW DETAILS of the Program

Request for Change of Program Schedule  and Venue

Attendance Encoding

Completion Report

View Feedbacks



PUBLIC SITE (Provider) – Request for Change of Program Schedule or Venue

For change of schedule and/or venue, click REQUEST FOR CHANGE OF SCHEDULE AND VENUE button.

Note: any request to be made is subject to the approval of the concerned Council and this can only be used once per Accredited Program.



PUBLIC SITE (Provider) – Request for Change of Program Schedule or Venue

1. Supply date and/or venue to be requested for change/s.

1. Fill in date and/or venue to be requested for change/s and state your reason.
2. Click SUBMIT
3. A dialogue box will prompt reminding that this feature can only be used ONCE, click PROCEED if understood.



PUBLIC SITE (Provider) – Attendance Encoding

Buttons under the LIST OF APPLIED PROGRAMS

VIEW DETAILS of the Program

Request for Change of Program Schedule  and Venue

Attendance Encoding

Completion Report

View Feedbacks



PUBLIC SITE (Provider) – Attendance Encoding

After the conduct of the accredited Program, attendance of the participants is required to be encoded/uploaded:
Click ATTENDANCE ENCODING button.
Note: Provider can choose between uploading the file (with proper format) or manually encoding the attendance of participants.



PUBLIC SITE (Provider) – Attendance Encoding

1. Select Schedule.
2. Select Date.



PUBLIC SITE (Provider) – Attendance Encoding (Upload File)

If the Provider chose to upload the file:
1. Required format shall be followed                                       

(as exhibited above in excel file: .xls).

2. Click CHOOSE FILE to select a file
3. Click UPLOAD FILE to save in the database.
Note: Profession Codes are shown on the next slide

Required Format in Excel File (.xls):



PUBLIC SITE (Provider) – Profession Codes



PUBLIC SITE (Provider) – Attendance Encoding (Manual Encode)

If the Provider chose to manually encode:
1. Enter the actual no. of participants.
2. Click PROCEED to activate number of slots where to encode.

3. Encode information of each participant accordingly, Professional 
Codes are provided.

(see next slide)



PUBLIC SITE (Provider) – Attendance Encoding (Manual Encode)

4.   Once done with the encoding, click NEXT.
5.   Successful encoding will be reflected on the LIST OF ATTENDEES ENCODED.



PUBLIC SITE (Provider) – Completion Report

Buttons under the LIST OF APPLIED PROGRAMS

VIEW DETAILS of the Program

Request for Change of Program Schedule  and Venue

Attendance Encoding

Completion Report

View Feedbacks



PUBLIC SITE (Provider) – Completion Report

COMPLETION REPORT shall be accomplished 30 days AFTER the conduct of the Program and the hardcopy shall be 
submitted to the nearest PRC office as also required.



PUBLIC SITE (Provider) – View Feedbacks from Monitors

1. Select Program Schedule.
2. Encode Actual Total Number of Participants.

3. Encode Executive Summary.
4. Encode Proceedings
5. Once done, Click SAVE AND PRINT.



PUBLIC SITE (Provider) – View Feedbacks from Monitor

Buttons under the LIST OF APPLIED PROGRAMS

VIEW DETAILS of the Program

Request for Change of Program Schedule  and Venue

Attendance Encoding

Completion Report

View Feedbacks



PUBLIC SITE (Provider) – View Feedbacks from Monitor

Assigned Monitors will encode the result of monitoring activities and the same will be reflected to the Provider’s System.



PUBLIC SITE (Provider) – View Feedbacks from Monitor

1. Once a Monitor was assigned to monitor the Provider’s Accredited Program, the result of such will be reflected here.



Special Features of the

Provider Platform

PUBLIC SITE (Provider)



PUBLIC SITE (Provider) – Dashboard Analytics

This summarizes the analytics of all the Programs of the Provider.



PUBLIC SITE (Provider) – Dashboard Enquiry

At the lower part of the DASHBOARD, the Provider can directly send a message to the CPD Secretariat for assistance.



PUBLIC SITE (Provider) - Profile

This shows the relevant information of the Provider and the contact details which shall be updated at all times. 



PUBLIC SITE (Provider) - Downloadable

Essential forms related to any CPD applications of the Provider can be downloaded here.



PUBLIC SITE (Provider) – Change Password

Provider may change the account password anytime for security purposes.



THANK YOU!


