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USER GUIDE ON SKILLSFUTURE CREDIT

(Manual Submission for Recertification)

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
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Sign in with your existing account

{ Email Address

Forgot your password?

Don't have an account?  Sign up now

Sign in with your social account

[ in Linkedin

o

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

< Cancel
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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.

v

) JoyTan

@ Dashboard

£ Events

Logout

My Applications My Certifications & Badges

CERTIFICATIONS

Certification Level Location

CANCELLED APPLICATIONS

Certification Level Location

Leam more about the certification assessment process

BADGES

Badge Tier

Leam more about the badge assignment process

Apply IHRP Certification now

Processing Status

Processing Status

Processing Status
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Start applying now!

Discover better career progression and
global recognition. Spearhead the future of
HR with IHRP today.

Leamn more Apply now

Skills Badges
Skills Badges let you eam
ol h

Bridging

Get mutual recognition
from AHRI, CIPD and

SHR




2. Apply For a Recertification
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1. Navigate to “My Certifications & Badges” section and click on the “Recertify

Now” button.

w : My Applications ] My Certiications & Badges i

CERTIFICATIONS
4% Joycelyn Goh -
< Certfication Level Issue Date Expiry Date Certfication Status
1HRP-CP 22272021 02/02/2024 Active t Certificate
(@ Dashboard .
Learn more about the certification assignment process v
(3 Events
L=
BADGES
Badge Tier Issue Date

No application yet

Logout 35

2. Validate the following sections:
e General Details
e Role Details
e CPD Details

RECERTIFICATION APPLICATION
@ Pecetcson

roviion

Vou Job T

48P Event Ariendnce 000
AP Survey Partcipaton 000
Other CPD Activies %o
Converted RP Connect Points (Hours) 000
Total CPO Hours )

—

Self Declaration:
1have met the miimum CPD hout requirements o 25 vriable and 20 non-veriiable CPD hours (1ol 45 CPD houes).

Al information peovided here and in y profle s true and correct.

Reten to Dashbowd

Start applying now!
Discover better career progression and
global recognition. Spearhead the future of
HRwith IHRP today.

IHRP Certification
Holistic and rigorous.

B certiicaton designed for

HR professionals.

Skills Badges

Skills Badges et you eam
micro-credentials that
validate your expertise

Leammore

Bridging
Get mutual recognition
from AHR, CIPD and
SHRM

Learn more

Apply now



3. Upload your

4.

vp

RECERTIFICATION APPLICATION

Other CPD Actites

Conwerted IHRP Comect Pints (Hours)

Total CPO Hours

Chosse i

Self Declaration:

‘Downioad Template

000

000

000

00

25 vefabie and

Al information provided here and n y profie s true and correct.

Retuen to Dashbowd

latest CV* by clicking on “Choose File”

HR Assistant

o

If you have less than 45 CPD hours, click on “Choose file” to upload the Self-Declaration

Form. You may download the form by clicking on “Download Template”.

p

®

«

RECERTIFICATION APPLICATION

General Details

wapcp

Role Details

JRRSS—
001 test
o002

Upioad e v

Chossetie

CPD Details(Cick hereto viewedit the CPD hou

18P Event Attendance

1HAP Suevey Par

otmerceD
Converted HRP Comect Ponts (Hours)

Total CPO Hours

000

000

%00

000

00
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5. Agree to the Terms and Conditions and click on the “Submit” button.

. wp RECERTIFICATION APPLICATION

Name ofCrgamsaton Your b Taet

001 et R Assatant

(CPD Details(Cick hor t v/ the CPO hours)

40P Event Atterdance 000
4P Survey Paricipason 000
Other CPO Actities w000
Converted AP Connect Points (ours) o000
Total CPD Hours 00

Downiosd Tempiste

oot
8 Declration:
1

=
=

eyl ... |




3. Claim your SkillsFuture Credit in IHRP Portal

1.

In the payment summary page, you may enter the amount that you wish to claim

in the SkillsFuture Credit field.

PAYMENT SUMMARY

APPLICATION DETAILS

PROMO CODE

Promo code

CORPORATE CODE

Corporate Code

SKILLSFUTURE CREDIT

SkillsFuture Credit

View your available SkillsFuture
Credit here

Please key in the promo code (if any)
before entering your SkillsFuture Credit

PAYMENT BREAKDOWN

IHRP-CP

Recertification $450.00
On-site Fee $0.00
Discount $0
Sub Total $450.00
GST (9.00%) $40.50
skillsFuture Credit $0
Total $490.50

BILLING INFORMATION

First Name* Last Name®
Joycelyn Goh

Mobile No. E-mail
1224 joycelyn.goh@ihrp.sg

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 laws and regulations where |
practice and have acted in an ethical and professionally responsible manner in my practice, in accordance with
this Code. Further, | undertake that upon certification by IHRP, | will comply with the Code; act in an ethical and
professionally responsible manner as set out in the Code; and continue to comply with all the applicable laws
and regulations where I practice. Should a complaint be lodged against me alleging a potential infringement of
the Code, | shall promptly provide a response in accordance with the request made by IHRP. In the event of my
failure to do so, | acknowledge that IHRP reserves the right to proceed with the assessment and adjudication of
the complaint in a manner it deems suitable, even in the absence of my response. If |am using my Skillfuture
Credit, | declare and confirm that | have sufficient SkillsFuture Credit for my application. In the case where there is
an insufficient amount of SkillsFuture Credit, | will comply with IHRP's request to top-up the difference.

O ves No
1 declare and confirm that all information in this application is complete and accurate and | have met the

eligibility requirements 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
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2. Once you have entered the amount that you wish to claim, click on “Apply”.

PAYMENT SUMMARY

APPLICATION DETAILS

PROMO CODE PAYMENT BREAKDOWN
Promo code HRP-CP
Recertification $450.00
Apply
[ emove your SkillsFuture Credit to On-site Fee $0.00
apply promo code
CORPORATE CODE Placount 0
Sub Total $450.00
Corporate Code
GST (9.00%) $40.50
4 SkillsFuture Credit $450
e remove your SkillsFuture Credit to
apply corp code
Total $40.50
SKILLSFUTURE CREDIT
1
Lasu H
Applied

Apply

View your available SkillsFuture
Credit here

y in the promo code (if any)
sFuture Credit

entering

BILLING INFORMATIO!

First Nome® Last Name*
Joycelyn Goh

Mobile No. E-mall
1224 joycelyngoh@ihrp.sg

I have read and understood the nstitute for Human Resource Professionals’ Code of Professional Conduct (Code).
By signing this declaration, | declare that | am not in breach of oll the applicable lows and regulotions where |
practice and have acted in an ethical and professicnally responsible manner in my practice, in accordance with
this Code. Further, | undertake that upon certification by BRP, | will comply with the Code; act in an ethical and
professionally responsible manner as set cut in the Code; and continue to comply with all the applicable laws
and regulations where | practice. Should a complaint be lodged against me alleging a potential infringement of
the Code, | shall promptly provide o response in accordance with the request made by IHRP. In the event of my
fasure to do 5o, | acknowledge that IHRP reserves the right to proceed with th and of
the complaint in @ manner it deems suitable, even in the absence of my response. If | am using my Skillfuture
Credit, | declare and confirm that | have sufficient SkillsFuture Credit for my application. In the caose where there is
an insufficient ameunt of SkillsFuture Credit, | will comply with IHRP's request to top-up the difference.

Oves (o
di d confirm that all i ion in lion is complete and and | have met the
elgiity for IHRP certificati gree to comply fully with the random application audit to
verify y of the i ion submitted.

Oves N



3. Click on Proceed to Payment (if applicable).

PAYMENT SUMMARY

APPLICATION DETAILS

PROMO CODE PAYMENT BREAKDOWN
Promo code HRP-CP
Recertification $450.00
Apply
Please remove your SkillsFuture Credit to On-sits Fee $0.00
apply promo code
Discount s0
CORPORATE CODE
Sub Total $450.00
Corporate Code
GST (9.00%) $40.50
4 SkillsFuture Credit $450
Please remove your SkillsFuture Credit to
apply corp code
Total $40.50
SKILLSFUTURE CREDIT
as0
Applied
Apply
View your available SkillsFuture
Credit here
the promo code (if any)
entering your SkiisFuture Credit
BILLING INFORMATION
First Nome® Last Name*
Joycelyn Goh
Mobile No. E-mail
1224 joycelyngoh@ihrp.sg
1 have read and understoed the Institute for Human Ry i Code of Conduct (Code).

By signing this declaration, | declare that | am not in breach of oll the applicable lows and regulotions where |
practice and have acted in an ethical and professicnally responsible manner in my practice, in accordance with
this Code. Further, | undertake that upon certification by HRP, | will comply with the Code; act in an ethical and
professionally responsible manner as set cut in the Code; and continue to comply with all the applicable laws
and regulations where | practice. Should a complaint be lodged against me alleging a potential infringement of
the Code, | shall promptly provide o response in accordance with the request made by IHRP. In the event of my
fasure to do 5o, | acknowledge that IHRP reserves the right to proceed with th and of
the complaint in @ manner it deems suitable, even in the absence of my response. If | am using my Skillfuture
Credit, | declare and confirm that | have sufficient SkillsFuture Credit for my application. In the caose where there is
an insufficient ameunt of SkillsFuture Credit, | will comply with IHRP's request to top-up the difference.

Oves ONo

di d confirm that all i ion in is complete and and | have met the
elgibility for IHAP certification. | also agree to comply fully with the random appication audit to
verify y of the i ion submitted.

Oves N
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4. Enter your card details to complete the payment (if applicable).

stripe

Payments Details - B )

Name on Card

Card Number

cve MM /yy Postal code

Postal Code

Once payment has been completed, an invoice will be sent to your registered email address.

Kindly submit your claim in the MySkillsFuture Portal and upload both Certificate and
Invoice as your supporting documents.
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