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Link to training video:

https://drive.google.com/file/d/1TI2cAm6c2Q294X-
TY86ZSIePCvSJibn7/view?invite=COmKndQG&ts=6900bee4

Contact:  cpdproviders@hpcsa.co.za
 for any concerns and to register as a service provider 

Major Concerns:  mphomb@hpcsa.co.za 
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CPD Individual Activity Record Update
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CPD Individual Activity Update - Flow

Confidential – © 2025 Oracle Internal3

• Practitioner clicks on “Update 
CPD” tile under CPD Details from 
Account Overview/Dashboard 
page

• Practitioner can also click on CPD 
Update Request link under 
Service Request from Online 
Services page

• List of previously submitted CPDs 
are shown. User clicks on Click 
here to proceed link to open 
Individual CPD page and fill in the 
details.

• Selects the entity/org, activity 
type , start and end dates etc.

• Uploads corresponding 
documents and submit

• A new CPD Request SR is created 
in the system

CPD Individual 
Update

• From CPD Official Queue Incidents 
Report, CPD Official will pick the 
ticket and process it further.

• CPD Official will verify the 
documents uploaded by 
practitioner.

• CPD Official will validate the CPD 
Points uploaded by the practitioner.

Processing

• Once all CPD Points are validated 
by CPD Official the status on 
Request for CPD Points Update 
ticket changes to Approved.

Outcome

https://hpcsaonline--tst2.custhelp.com/app/account/cpd_details/reg_number/DR%20%20%200127701
https://hpcsaonline--tst2.custhelp.com/app/account/cpd_details/reg_number/DR%20%20%200127701


CPD Individual Activity Record update link via Online Services
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CPD Individual Activity Record update link via Dashboard/Account overview
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My CPDs
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• When practitioner clicks CPD Update Request from the Online 
Services > Service Request section or Update CPD  from Account 
Overview> CPD details section, he will be redirected to CPD list 
page where he can see the list of all his previously submitted 
CPDs.

• Practitioner clicks on Click here to proceed hyperlink which gives 
the CPD details. User clicks on Add new CPD button, CPD 
Individual Activity Record update OPA interview loads in the next 
screen.



CPD Individual Activity Record – Introduction Page
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• Practitioner selects the 
Entity/Organization Name, Activity 
Type for which CPD points are being 
uploaded, Activity Start and End 
Dates, CPD Type, Clinical Points and 
Ethical Points are auto-populated 
based on the activity type selected 
from the given options.

• Uploads supporting documents for 
CPD Activity upload and clicks on 
submit

• A new CPD request is created in the 
system and is assigned to the CPD 
Official



CPD Request – CPD Official view
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• CPD Official logs into Agent 
console, from CPD Queue 
Incidents report in the home 
Navigation he can view of all 
the assigned CPD incidents in 
different Categories CPD 
Update, CPD Query etc.

• CPD Official will click on the 
CPD request to upload points 
incident from the report.



CPD Individual Activity Record Update – subtabs
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• CPD Official will validate the 
attachment on the ticket

• Also verifies the CPD Details 
uploaded by practitioner 
from the portal. 

• CPD Official will click on 
open hyperlink from CPD 
Details tab to view the 
uploaded cpd points



CPD Individual Activity Record – Validate by CPD Official
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• CPD official will open individual CPD Record uploaded by practitioner and clicks on validate button if he 
found the practitioner to be compliant, then Recalculate CPD Dates is auto-set to Yes.



Request for CPD Points Update - Approved 
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• Once all the CPD 
Records are 
validated by the CPD 
Official then the 
status on the ticket 
Request for CPD 
Points Update 
changes to 
Approved.



Adding New accreditation for 
Accreditor
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Steps to add new accreditation – CPD Official
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• Open the CPD Accreditor organization under which new Accreditation should be added
• Click on Add New button under Accreditor Tab



New Accreditation Details Screen
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• Enter accreditation_number of new accreditation, new Board details to make a new 
association under existing Accreditation for example, Association for Dietetics in South 
Africa (ADSA)



New Accreditation added successfully
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On save a new row is added as 
shown highlighted below



Onboarding CPD Accreditor/Service 
Provider
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Onboarding CPD Accreditor/Service Provider
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• CPD Official/HoD can login into 
Agent Console.

• Go to File Menu and click on Add 
New Organization



Add New Organization Screen – CPD Accreditor
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• CPD Official enters Organization Name, Industry Type as CPD Accreditor, Email Id, Cell No, 
Telephone No, Registered Address.

• The Contacts to be associated  under CPD Accreditor Org can be added by clicking on Add 
New button in Contacts subtab.



Add New Organization Screen – CPD Service Provider
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• CPD Official enters Organization Name, Industry Type as CPD Service Provider, Email Id, Cell 
No, Telephone No, Registered Address.

• The Contacts to be associated  under CPD Service Provider Org can be added by clicking on 
Add New button in Contacts subtab.



Onboarding Email – CPD Accreditor
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• Once CPD Official/HoD creates CPD Accreditor in the system, Onboarding email will be sent 
to CPD Accreditor’s email address.



Onboarding CPD Service Provider
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• Once CPD Official/HoD creates CPD Service Provider in the system, Onboarding email will be 
sent to CPD Service Provider’s email address.



CPD Event Registration by CPD 
Accreditor/Service Provider
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CPD Event Registration by CPD Accreditor/Service Provider
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• CPD Accreditor/Service 
Provider logs into customer 
portal.

• On Home page click on CPD 
tile.



CPD List Page View
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• CPD Accreditor/SP will 
click on CPD Event 
Registration button on 
cpd_list page.



CPD Event Registration – Introduction Page
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• On introduction page, CPD 
Accreditor Organization details 
and contact details will be shown.

• Click on Next button



Select Accreditation
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• CPD Accreditor/SP will choose the 
Accreditation and click on Next 
button.



Event Registration
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• Activity Details like Title, 
duration, Start date, End 
Date, Activity Type, 
Clinical/Ethical Points and 
Venue Type

• Accreditation Letter is 
uploaded



Target Audience
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• Register code is selected in Target Audience 
Screen

• Submit the ticket



CPD List
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• CPD Event Registration 
Report lists all previously 
submitted CPD Event 
Registration service requests



CPD Queue Incidents – CPD Official

Confidential – © 2025 Oracle Internal30

• CPD Official logs into Agent 
Console and click on CPD 
Queue Incidents Report

• From CPD Event registration 
tickets pick up the incident 
created in previous steps.



CPD Event Registration Ticket (CPD Official View)
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• CPD Official can view the 
CPD event Registration ticket 
and the associated CPD 
activity under CPD Activity 
tab



CPD Event Registration Ticket (Approval)
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• CPD Official changes 
status as Approved from 
the dropdown.



CPD Activity updates
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• When CPD event 
Registration ticket is 
approved by CPD 
Official, then the Event 
Reference Number and 
Status (Approved) will 
be updated on CPD 
Activity associated to it.



CPD Attendance Upload
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CPD Attendance Report Upload by CPD Accreditor/Service Provider
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• CPD Accreditor/Service 
Provider logs into 
customer portal.

• On Home page click on 
CPD tile.



CPD List Page View
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• CPD Accreditor/SP will 
click on Confirmation of 
Attendance on CPD 
Activity button on 
cpd_list page.



Confirmation of Attendance
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• CPD Accreditor/Service 
Provider will upload the 
Attendance sheet with the list 
of contacts who attended the 
CPD Activity

    and click on submit button

• A new CPD Bulk Upload ticket 
is created in the system and is 
assigned to CPD Official.



CPD Bulk Upload Ticket – CPD Official Queue
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• CPD Official logs into 
Agent Console and click 
on CPD Queue 
Incidents Report

• From CPD Bulk Upload 
tickets pick up the 
incident created in 
previous steps.



CPD Bulk Upload Ticket View by CPD Official
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• CPD Official can view the 
CPD Bulk Upload ticket 
and the associated 
attachment under 
Attachments tab.

• CPD Official will download 
the attendance report 
uploaded by CPD 
Accreditor/Service 
Provider and use it while 
doing CPD Bulk Data 
Import via add-in



HPCSA CPD Bulk Upload
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HPCSA CPD Bulk Upload Screen – First Tab View
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• CPD Official/HoD will have 
access to HPCSA Data 
Import Add-In from 
Navigation Home in 
sidebar.

• When CPD Official clicks on 
Add-In link it will open a 
new content pane as 
shown in screenshot



HPCSA CPD Bulk Upload Screen – First Tab View
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• CPD Official/HoD will 
upload the CPD 
attendance shared over 
CPD Bulk Upload ticket.

• In Bulk Upload Incident 
Ref# CPD Official will fill in 
the CPD Bulk Upload Ticket 
Reference Number.

• When clicked on Validate 
Sheet button it will check if 
file is uploaded and CPD 
Bulk Upload incident is 
given or not.

• If either of them are blank 
will throw error messages 
and cannot continue 
further processing of ticket 



HPCSA CPD Bulk Upload Screen – Second Tab View
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• CPD Official uploads the 
attendance sheet and 
inputs CPD Bulk Upload 
Incident Reference and 
click on Validate sheet 
button.

• Scripts will scan all rows in 
the attendance sheet and 
if file found empty or 
invalid Registration 
Numbers found in the 
sheet it stops execution of 
script and bad records are 
listed under Bad Records 
screen.

• If file is validated correctly 
then it moves to second 
tab Upload for uploading 
the sheet.



HPCSA CPD Bulk Upload Screen – Second Tab View
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• After file is validated if any 
registration number is not 
found it is displayed in the 
Bad data table.



View Bad Records
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• If any bad records found in the uploaded file, it 
will list down in the Bad Data table and stops 
executing script for further processing.

• When clicked on View Bad Records hyperlink it 
will redirect to CPDBulkImport_BadData report



HPCSA CPD Bulk Upload Screen – Second Tab View
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• On Successful upload of 
Data, under Input File Data 
list down the records that 
are successfully imported 
into the system.

• Total records uploaded 
count is displayed



View Uploaded Records
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• On Successful upload of 
Data,and when clicked on 
View Uploaded Records 
link it will redirect to 
CPDBulkImport_SuccessD
ata report lists the data 
that uploaded into the 
system.

• CPD Points updated are 
visible under CPD Details 
section in the CPD Bulk 
Upload ticket



CPD Details screen
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• In CPD Details screen, we 
can see the associations to 
CPD Activity, Reference 
Number and Accreditation 
Number



CPD Activity
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• After successful upload 
Uploaded Flag is marked as 
Yes for CPD Activity to 
avoid duplicate uploads 
with same event reference 
Number.
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