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Step 1: Log into IHRP Portal (https://ihrp.microsoftcrmportals.com/)

If this is your first time logging in, or see a message that says ‘An 

account could not be found for the provided user ID.’, please click 

on ‘Sign up now’. 

If you face any trouble logging into the portal, you can view the 

step-by-step screenshot guide at the back of this slide pack (pg. 

14-18).  

LOG-IN TO IHRP-PORTAL

Contact community@ihrp.sg for any issues or clarifications

https://ihrp.microsoftcrmportals.com/
https://ihrp.microsoftcrmportals.com/
mailto:community@ihrp.sg
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Below is a screenshot of the landing page that you will see after logging in.

Note: If you wish to log-in your CPD hours*, you can click on ‘View/Manage’ under your CPD hours.

Refer to pg. 12 and 13 for more detailed steps.

VIEW OF PERSONALISED LANDING PAGE

John Tan

John TanYour Name

Your Name *Based on feedback that many HR 
professionals were unable to prioritise 
their learning in view of COVID-19 
disruptions, a special concession is 
available to those recertifying in 2021, 
who do not meet the minimum CPD 
requirement. Simply complete and 
upload a reflection document. If you 
have fulfilled ≥ 90 hours, the 
reflections document is optional.

Contact community@ihrp.sg for any issues or clarifications

https://connect.ihrp.sg/dash/#/classroom/3261/sections/lesson/3354/page/3355
mailto:community@ihrp.sg
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1. Click on your 

name, and click 

‘Profile’ on the 

dropdown list 

2. Click on these 

sections to update 

relevant personal 

information

Step 2:

1. Click on your name in the landing page, which is the first page you see after you log-in

2. On the navigation segment on the left, click on the relevant sections you wish to update

UPDATING YOUR PROFILE INFORMATION

Your Name

Your Name
*All details must be filled in 
before recertification 
application can be 
commenced.

Contact community@ihrp.sg for any issues or clarifications

mailto:community@ihrp.sg
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John Tan

John TanYour Name

Your Name

START YOUR RECERTIFICATION APPLICATION

Step 3: Click on the ‘Certification/Badges’ tab to start your recertification application process

Contact community@ihrp.sg for any issues or clarifications

mailto:community@ihrp.sg
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Step 4: Click on the ‘Recertify’ button

Note:  You will only see the ‘Upgrade’ button if you are an IHRP-CP

Your Name

Your Name

START YOUR RECERTIFICATION APPLICATION

Contact community@ihrp.sg for any issues or clarifications

mailto:community@ihrp.sg
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Step 5: Enter Promo code or Corporate code if eligible and click ‘Next’.

• Promo Code: If your company is an IHRP Corporate Partner, you can enter in a promo code to 

get 10% discount off the re-certification fee (which would be reflected in the payment page). 

Please work with your company’s IHRP Corporate Partner liaison to get the appropriate code.

• Corporate Code: Corporate billing is only applicable if your organisation is a CPP, and there are 

more than 10 pax in your organisation that is due for recertification within the quarter.)

• *To find out if your organisation is a CPP, please contact corporatepartnership@ihrp.sg.

The product (i.e. certification level) 
is auto-filled and greyed out

CONTINUE WITH YOUR RECERTIFICATION APPLICATION (GENERAL DETAILS)

Contact community@ihrp.sg for any issues or clarifications

mailto:community@ihrp.sg
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Step 6: Check your role details and upload your latest CV. 

Name of organisation, job title and job period are auto-filled from your profile. If they are wrong, please 

edit in your profile. (Refer to the end of this document for guidelines on how to edit your profile)

CONTINUE WITH YOUR RECERTIFICATION APPLICATION (ROLE DETAILS)

Contact community@ihrp.sg for any issues or clarifications

mailto:community@ihrp.sg
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Step 7: Check your CPD details and upload reflection document if you have less than 90 hours.  

For 2021 re-certification cohort, you may download the 

template for reflections here if needed. The reflection 

is a simple 4 question document and will not take too 

much of your time.

CONTINUE WITH YOUR RECERTIFICATION APPLICATION (CPD DETAILS)

Contact community@ihrp.sg for any issues or clarifications

https://connect.ihrp.sg/dash/#/classroom/3261/sections/lesson/3354/page/3355
mailto:community@ihrp.sg
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Step 8: Review your application details and check off the declarations.

Note: As a certified professional, you will need to affirm the IHRP Code of Professional Conduct. 

You can read more about it here.

CONTINUE WITH YOUR RECERTIFICATION APPLICATION (APPLICATION SUMMARY)

Contact community@ihrp.sg for any issues or clarifications

https://www.ihrp.sg/wp-content/uploads/2019/08/IHRP-codeofconduct.pdf
mailto:community@ihrp.sg
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Step 9: Check payment details and click ‘Proceed to Payment’. All credit card types are accepted.

Full payment Instalments 

Cost in year 1 $450 + $31.50 GST ($150 + $25 admin fee) + 
$12.25 GST

Cost in year 2 NA ($150 + $25 admin fee) + 
$12.25 GST

Cost in year 3 NA ($150 + $25 admin fee) + 
$12.25 GST

Total cost $481.50 $561.75

CONTINUE WITH YOUR RECERTIFICATION APPLICATION (PAYMENT DETAILS)

Contact community@ihrp.sg for any issues or clarifications

mailto:community@ihrp.sg
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1. Click on ‘View/Manage’ under your CPD hours

2. Click the ‘Add’ button to add more CPD activities 

UPDATING YOUR CPD HOURS

Your Name

Your Name

Here you will see your total CPD 

hours, including those that have 

been converted from IHRP 

Connect points (150 Connect 

points = 1 CPD hour)

Contact community@ihrp.sg for any issues or clarifications

mailto:community@ihrp.sg
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CPD Type –select the most suitable one from the dropdown list

Event/Activity Title -

• For IHRP organised events, you may find the title of the 

event by clicking on the search icon. For a partial search, 

insert * before your search term e.g. “*HR Tech Talk” will give 

you a list of events with the word “HR Tech Talk” in it.

• For non-IHRP organised events, select ‘Details entered 

under event/activity reflection’ and enter name of event and 

other relevant details in the ‘Event/Activity Reflections’

Date – date of event.

No. of hours – do note that some CPD activities have a cap on 

number of hours. E.g.: Max 30 hours for Authoring Book. Please 

refer to recertification handbook for more details on the caps. 

Supporting documents: Upload supporting documents. 

E.g. letter/email from organiser, post event “Thank you” email 

Click Submit.

UPDATING YOUR CPD HOURS

3. Fill in the details of your CPD activity

Contact community@ihrp.sg for any issues or clarifications

https://connect.ihrp.sg/dash/#/classroom/3261/sections
mailto:community@ihrp.sg
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Step 1: Log into IHRP Portal (https://ihrp.microsoftcrmportals.com/)

If this is your first time logging in, or see a message that says ‘An 

account could not be found for the provided user ID.’, please click 

on ‘Sign up now’. 

Step-by-step guide for “Sign-Up Now”

1. Input your email address

2. Click ‘Send verification code’

3. Check your email for the verification code and input into 

appropriate field in the web log-in portal

4. Click ‘Continue’

5. Key in your ‘Country Code’ and ‘Phone Number’ for 2nd

verification code to be sent to your mobile (note: The IHRP 

portal has 2-factor verification applied)

6. Check your mobile message and input the verification code 

into the appropriate field in the web log-in portal

7. Type in your password and confirm new password

8. Click ‘Continue’

9. You will be brought back to log-in page so you can start using 

your email address and new password.

10.Click ‘Sign In’

SIGN-UP NOW TO THE IHRP-PORTAL

Contact community@ihrp.sg for any issues or clarifications

https://ihrp.microsoftcrmportals.com/
https://ihrp.microsoftcrmportals.com/
mailto:community@ihrp.sg
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1. Input your email address

STEP-BY-STEP GUIDE FOR SIGNING-ON TO THE IHRP PORTAL

2. Click ‘Send verification code’

Contact community@ihrp.sg for any issues or clarifications

mailto:community@ihrp.sg


© 2021 IHRP. Copyright reserved. | 16

3. Check your email for the verification code and input into 

appropriate field in the web log-in portal

4. Click ‘Continue’

STEP-BY-STEP GUIDE FOR SIGNING-ON TO THE IHRP PORTAL

Contact community@ihrp.sg for any issues or clarifications

mailto:community@ihrp.sg
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5. Key in your ‘Country Code’ and ‘Phone Number’ for 2nd

verification code to be sent to your mobile (note: The IHRP 

portal has 2-factor verification applied)

6. Check your mobile message and input the 

verification code into the appropriate field 

in the web log-in portal

STEP-BY-STEP GUIDE FOR SIGNING-ON TO THE IHRP PORTAL

Contact community@ihrp.sg for any issues or clarifications

mailto:community@ihrp.sg
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7. Type in your password and confirm new password

8. Click ‘Continue’

9. You will be brought back to log-in page so 

you can start using your email address 

and new password.

10. Click ‘Sign In’

STEP-BY-STEP GUIDE FOR SIGNING-ON TO THE IHRP PORTAL

Contact community@ihrp.sg for any issues or clarifications

mailto:community@ihrp.sg

