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USER GUIDE ON SKILLSFUTURE CREDIT

(Submission for New Certifications)

The User Guide delineates the steps for various processes within the IHRP Portal
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1. Login

1. Input your login credentials and click on the “Sign in” button.

INSTITUTE FOR
HUMAN RESOURCE
N PROFESSIONALS

Sign in with your existing account

Email Address

Password

Forgot your password?

Don't have an account?  Sign up now

Sign in with your social account

.
In Linkedin

2. Click on “Send Code” and enter the OTP that is sent to your mobile number.

< Cancel
¢ o INSTITUTE FOR
) HUMAN RESOURCE
|*" PROFESSIONALS

We have the following number on record for you. We can

send a code via SMS or phone to authenticate you.

XXX-XXX-785

Send Code

Call Me
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3. Upon successful login, you will be directed to the IHRP Portal.

My Applications My Certifications & Badges Start applying nowt
Discover bettercareer progression and
global recognition. Spearhead the future of

CERTIFICATIONS HR with IHRP today.
) Joy Tan &
< Certification Level Location Assessment Date cessing Status ——
No application yet Holistic and rigorous
(@ Dashboard . [ HR
g CANCELLED APPLICATIONS
vents

Certification Level Location Processing Status

Learn more about the certification assessment process v
BADGES
Bode Ter Submited Dete [o——
No appication yet —_—
e o ecogn
Apply Skils Badges no / from AR, CIPD ¢

SHRM

Learn more about the badge assignment process v
Learn more

Logout 8



2. Apply For a Certification

1. Click on any of the three buttons to apply for a certification.

) Joy Tan

(@ Dashboard

£ Events

Logout

My Applications My Certifications & Badges

CERTIFICATIONS

Certification Level Location sossment Date Processing Status

No application yet

Apply IHRP Certification now

CANCELLED APPLICATIONS

Certification Level Location

Leam more about the certification assessment process

BADGES

Radge Tier Submitted Date Proc

No application yet

Leamn more about the badge assignment process

2. Agree to the Terms and Conditions and click on “Next”.

v,

Please read the below before proceeding:

You will be asked to provide some demographic details to support your application. This section should take around 15 minutos to complete. Thereafter, you will be directed to
complete the Experience (IHRP-CP and IHRP-SP applications only) and Competency Assessments.

¥ 1 sitting. you begin.

IMPORTANT!

¥ "y ¥

« Resume/CV (required for all candidates)
= MR-related qualification academic certificate and transcript

Other academic certficates and ranscripts.
= HA-related Training/Education cerlficates
= Proot of Special Exemption from Exparience Assessment (o.9. SHAM bridging candidate or part of spocial programs)
+ Student ID card (required If you are applying for IHRP-CA with ful-ime student rate)

Ot agren 10
submited or evsiiating my sutatity for AP Certication

1 omitto do se

3. Complete the Eligibility Check and click on “Next”.

vy

CA Centficaton € Certication SP Centficason

+ Certification Categories *
Fresh Application

+ JobRole "

HR Professionals
= Educational Details *
Select one of the folowng

» HR Qualification No HR Qualification

HR Experience * HR Related Qualification *

5 Year ,  Bachelors degree in HR-related course

Other Category *
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Start applying now!
Discover bette career progression and
global recogntion Spearhead the future of
HR with IHRP today

IHRP Certification

Skills Badge:

Lass ot m
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4. Click on ”Schedule Assessment Now”.

v,

Based on the responses you have provided, you are
eligible for: IHRP-CP Certification

The IHRP-CP s targeted at HR Professionals who have at least 3 years of HR experience and

responsible for leading a HR function, d developing HR policies and and

providing day-to-day guidance to the team for HR service delivery. This includes consultants at an
equivalent experience level whose work is directly relevant to Hi

5. Select your mode of examination and click “Next”.
Please note that SkillsFuture Credit cannot be used to claim Onsite Fee.

Select Mode of Exam

Remote Proctoring Test (RPT)
Take the assessment in a femote kocation ai the Schecuied tme.
@® Center Based Test (CBT)

Take the assessment in a seleced avaable location at the scheduled
time.
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Select your preferred date, centre (if any), and time. Click on “Schedule Now”.

Select Date Select Centre & Schedule Time

Seloct avalable wxam dates. Chossa @ cene & ime st for Assassmant

February 2024 Sedect Conter

e W T CP16Feb

Pick. Time Siot

[E————

Check on the box and click on “Proceed to Payment”.

v

CP Certification 15.Fob 2024
1200AM - 1159 PM




3. Submit your SkillsFuture Credit in IHRP Portal

1. On the payment summary page, click on the “Use your SkillsFuture Credit”

button.

Please key in your promo code (If any) before using your SkillsFuture Credit.

PAYMENT SUMMARY

APPLICATION DETAILS

(™ Hre-cP [ 2024-03-07 (%) 12:00 AM-11:59 PM © Remote

PAYMENT BREAKDOWN
HRP-CP
& $2650.00
On-site Fee S0
Early Bird Fee 50
Discount s0
sub Tetal $250.00
$2250
kllisFutur 50
Total $272.50
ING INFORMATION
Hirst Hame® \ant home*
oy goh
Metsie e, Ll
96288544 professor_utenium@mallte plus

1have read and understood the Institute for Human Resource Professionals’ Cade of Professional Conduct (Code)
By signing this deckaration, | declare that | am netin breach of all the applicatle laws and regulations where |
proctios and have acted in an ethical and professionally responsible manner in my practice, in acoordance with
this Sade. Further, | undertake that upan ertification by IHEP, | will comply with the Code; act in an ethical and
professionally respansible manner as set cut in the Code; and continue to comply with all the applicable laws and
regulations where | pr Should o complaint be lodged against me alleging @ patential infringement of the

vide o respanse in accordance with the request made by IHRP. In the event of my failure to
rves the right to proceed with the assessment and adjudication of the complaint

QO ves Oino

1 declare and confirm that oll information in this application is complete and accurate and | have met the eligibility
requirements for &P centification. | also agree to comply fully with the random application audit to verify the
accuracy of the information or documentation submitted.

Orez Cino

Proceed to payment

2. You will be redirected to SingPass.

# A Singapore Government Agency Website How to identify v

singpass

Beware of scam emails ~

A fake email claiming to be from Singpass is circulating. Please do not click on hyperlinks or open attachments in the email as they may lead te phishing websites or contain malicious software. if

you suspect that you have fallen prey, please call 8335 3533 to report it to Singpass Helpdesk.

—

Log in with Singpass

Your trusted digital identity

singpass app

Scan with Singpass app
tolog in

Register for Singpass

Downlogd Singpass apR
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3. Upon successful login, you will be directed to the SSG Pay Page. Validate the
following information before keying in the credit that you wish to claim:
e Profile
e Course Details
skisTieture

SKILLSFUTURE CREDIT PAY

Date: WOV2024 Avallable Credit $$1383,34836

[ Lo bz

4. Click on the “Submit” button to complete the application process.

sk sTicture

SKILLSFUTURE CREDIT PAY

Date: TWOV2024 Avallable Credit $$1783,4036

Payment Details
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5. Click on “Proceed to payment” to complete the payment (if applicable).

PAYMENT SUMMARY

APPLICATION DETAILS

g IHRP-CP ] 2024-04-10

(7) 12:00 AM-11:59 PM @) Remote

HRP-CP
Apply e $250.00
$0
50
50
| Apply | $250.00
$2250
| Use your SkillsFuture Credit ‘
$150.00
Tota $122.50
IRMATION
First Name* Last Name*
joy goh
Mobile No. -mail
96208544 professor_utonium@mailto plus

I have read and understood the institute for Human Resource Professionals’ Code of Professional Conduct (Code).
By signing this declaration, | declare that | am not in breach of all the applicable kaws and regulations where |
practice and have acted in an ethical and professianally respansible manner in my practice, in accordance with
this Code. Further, | undertake that upon certification by IMRR, | will comply with the Code; act in an ethical ond
professionally responsible manner os set out in the Code; and continue ta comply with dll the applicable kaws and

reguiations where | practice. Should @ complaint be lodged against me alleging a potential infringement of the
Cods, | shall promptly provide a response in accordance with the request made by IHRF. In the event of my failure to
do 5o, | acknowlsdge that IHRP reserves the right to procsed with the assessment and adjudication of the compiaint
in @ manner it deems suitable, even in the absence of my response. If | am using my Skillfuture Cradit, | daclare and

confirm that | have sufficient SkillsFuture Credit for my application. In the cass where thera is an insufficient amount
of SkillsFuture Crediit, | will comply with IHRP's request to top-up the difference.

O ves CiNo

| deciars and cenfirm that all information in this application and accurate and | have met the sligibility
raquirements for IHRP certification. | also agree to comply fully with the random application audit to verify the
accuracy of the information or documentation submitted.

O ves (No

6. Enter your card details to complete the payment (if applicable).

stripe

Payments Details con] o O] == |
Name on Card
Card Number
eve MM/ yy Postal code

Postal Code
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Once payment has been completed, an invoice will be sent to your registered email address.
A claim would be created with MySkillsFuture Singapore. You may check your claim status in
MysSkillsFuture Portal.



