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4 PREFACE

1.

Customer & TESS Definition

FIMM is hereinafter referred as “The Customer” of the one part and TESS Innovation Sdn.
Bhd. is hereinafter referred as “TESS” of the other part in this document.

Document Confidentiality

This document contains information that is proprietary to TESS and The Customer. This
document, or any part thereof, shall not be copied, reproduced, translated or reduced to any
electronic medium or machine-readable form or disclosed to any third party without the prior
written consent or authorization of TESS and the Customer.

Purpose of Document

The purpose of this document is to guide member on how to use CPD Tracker System

Intended Audience

» Project team from TESS
> Project team from The Customer

Document Control

This document is subject to change control. All changes to this document shall be documented
and distributed as “Release Version”. It will consist of the following: -

1. Full replacement of the document; or
2. Full replacement of a section in the document; or
3. Anaddendum to the document.

Each revision will be assigned with a unique “Release Version” number and date. All pages
distributed within a Document Release Notice will have the appropriate Release Version and
Release Date indicated.

Screenshots
Any screen shots contain in this document are intended for illustrative purpose only and may

not match the CPD Tracker System exactly for The Customer. TESS will continue to update
screenshots in future versions of the document.
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7. Disclaimer

All advice given or recommendations made on this document is given or are made in good
faith on the basis of the information provided and otherwise generally available or known to
TESS at the time of writing. No advice given or statements or recommendations made shall
be in any circumstances constitute or be deemed to constitute warranty by TESS as to the
accuracy of such advices, statement and recommendations. TESS shall not be liable for any
loss, expense, damage or claim arising out of the advice given or not given or statements made
or omitted to be made in connection with this document.

8. Abbreviation & Definitions

Abbreviation Definition
FIMM Federation of Investment Managers Malaysia
CPD Continuing Professional Development
TESS TESS Innovation Sdn Bhd
FIS FIMM Integrated Systems
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5 CPD PAGES
5.1 CPD Overview

CPD Application menu is a system that allows consultant to keep record of CPD points where
member will have to create CPD training program by applying for CPD program
accreditation, and assign CPD point. CPD application consists of:

CPD Program

Writing and Publishing Books/ Articles
Reading Approved Financial Literature
Teaching/Speaking

Academic or Professional Qualification
Passing FPAM Modules

Waiver from CPD Requirements

CPD Participant Query

. CPD Participant Upload

10. CPD Feedback

5.2 Access to CPD System

XN N

This part will describe on how to access CPD System. The required steps
are as follows:

1. Before user can access to CPD Tracker System, user needs to login at FIS SSO Page
first.

Double click on the shortcut for FIS Login Page site as Figure 1. Normally the shortcut
will be set up somewhere at the desktop of CPD System’s PC.

a D

FIS Login
Page

Figure 1: FIS Login Page shortcut

2. If the shortcut is not available, please key in the URL as Figure 2 for FIS SSO Site and
click “Enter” button. (Kindly get advice from IT regarding the latest CPD Tracker
System URL)
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https://i3train.fimm.com.my/FISSSO/iExcelLoginPage.aspx

Figure 2: CPD System URL

3. After clicking enter button, user will see the login screen of FIS SSO as in Figure 3.

l

[ |
"IEERTET T YR 1T ~ 9

*Please click on [Forgot Userld/Password] for first time login !

it Member Online Application || & PRS Online
Application

 Fimm

Federation Of Investment Managers Malaysia

/II I

iQ

P
a3

To Reset Your Password, Please click Here
Forgot User ID / Password? Please Click Here

¢ T L B T —
Figure 3: FIS Login Page screen

5.3 FIS SSO Login Page Screen

This part explains on how to login into FIS SSO. Figure 4 is a login screen for FIS SSO which
allows member to login into the FIS SSO systems before accessing to CPD Tracker System.
For a login purpose, member requires to insert the details as stated below:

1. Organization ID
2. User ID
3. Password

.—C_’
Then, click ' "¢

\

icon / enter to access into the FIS SSO.
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T -
*Please click on [Forgot Userld/Password] for first time login !

£t Member Online Application “ &, PRS Online
Application

Federation Of Investment Managers Malaysia
)
' Login

TR WIEN TR - T

2

To Reset Your Password, Please click Here

Forgot User ID / Password? Please Click Here
| el I T AT T BN

Figure 4: FIS SSO Login Page screen
i.  Upon clicked, member will be brought to the FIS SSO main page screen as in Figure 6.

Exception Flow: If member enters a wrong Organization ID or User ID or Password, the
popup error message will appear as figure 5 (a) and 5 (b)

i3train.fimm.com.my says m

Sorry, user is not authorized to use system!

.

C—

B
*Please click on [Forgot Userld/Password] for first time login !
. fit Member Online Application || & PRS Online
- Application
I 000

CPDUSER

(C—»\

' Login
\ J

To Reset Your Password, Please click Here
Forgot User ID / Password? Please Click Here
w

Figure 5(a): Error message for wrongly key-in Organization ID / User ID
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i3train.fimm.com.my says

3

Invalid Password(12b)

1

i

g

.
il
*Please click on [Forgot Userld/Password] for first time login !

L

£ Member Online Application || & PRS Online

] Application

Federation Of Investment Managers Malaysia

CPDUSER

.
| ” C—»}
‘ L Login

To Reset Your Password, Please click Here
Forgot User ID / Password? Please Click Here
- et

TN TE T

T

Figure 5(b): Error message for wrongly key-in password

ii.  To continue, click OK and enter the correct details.

€2
iii.  Then, click " **" icon ; enter to access into the FIS.

5.4 FIS SSO Main Page

Figure 6 is a main screen of FIS SSO and it is the 1st screen that will appear upon successful
login. On the main screen page, it shows three systems which are I System, PRS System,
CPD System and also Logout icon for member to be logged out from FIS SSO.

- 3
FIMM )
FI M M Integrated \”mm PRS sysrem

System

0
CPD sysrem B8

r -
:
_’ TR W TEw

- — —T—

Figure 6: FIS SSO Main Page
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LoGouT

If the member needs to log out from the system, click icon, and member will be

redirecting to the FIS SSO login page.

To get access into CPD System, member needs to click on CPD sysTem , and
member will be redirecting to the CPD Tracker System Main Page as in Figure 7.

5.5 CPD Tracker System Main Page

In the CPD Tracker System main page, on the right upper corner, it shows the Name, the
role, and the last login details of the member.

Name: User 1 (USER1)  Role: CPD Constructor  Last Login - Jan 25, 2019 12.02AM & &

CPD Application

1 0 Pending Application

Recent Activities Returned Application

View More

Date Menu Name Date CPD Code Click To Update

CPD201812060003

A CPD201812110018

11/1900 120000 A CPD2018121100

111900 120000 A CPD201812260152

Figure 7: CPD Tracker System Main Page

In the centre of the main page, there are list of recent activities on the left side and list of

returned application on the right side.

For the returned application list, member can view the returned application by clicking
on the Update link as in Figure 8, and the member will be redirect to the application

page.
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Returned Application

Date

1/1/1900 12:00:00 AM
1/1/1900 12:00:00 AM
1/1/1900 12:00:00 AM
1/1/1900 12:00:00 AM

1/1/1900 12:00:00 AM

_H

CPD Code

CPD201812060003

CPD201812110018

CPD201812110020

CPD201812110023

CPD201812260152

Module Name

CPD PROGRAM
CPD PROGRAM
CPD PROGRAM
CPD PROGRAM

CPD PROGRAM

Figure 8: Update Link

Click To Update
Update
Update

Update

/ Update

Besides, the system shows the dashboard for the status of application.
There are three colors of dashboard to alert the user for pending, approve, and reject or

return application.

(L0 —

View More

View More

Figure 9: The Dashboard of Application Status

If the application is pending the dashboard will be yellow. While if the application is

approved, the dashboard will be green. The dashboard for rejected or returned

application will be red.

To see the dashboard of each application status, click , and the
dashboard will be expanded as in Figure 10.

View Less

Figure 10: The expanded Dashboard for Rejected Application
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To view the CPD Tracker System, hover the mouse to CPD Application, and the system
will display the list of the Applications as in Figure 11.

T

Name: User 1 (USER1) Role. CPD Constructor  Last Login . Jan 25, 2019 12.02AM

CPD Application
CPI

Dashboard

10 i

View More L ew More

View More

Recent Activities Returned Application

Date Action Menu Name Date CPD Code Module Name Click To Update

1/26/2019 2:31:33 P} Add New Record - GridView LS (CPD201812060003) - LS2  CPD H

Figure 11: The CPD Application Tab Bar
5.6 CPD Application
The CPD Application contains 10 modules as below:

5.6.1 CPD Program

AM  CPD2018120800¢

The purpose of this module is for member to upload a training program.

To access this screen:
1) Hover the mouse to CPD Application

2) Select CPD Program and member will be brought to the CPD Program Screen as
in Figure 12.

FiMm

Name: User 1 (USERT)  Role: CPD Consirucior  Last Lugin : Jan 25

searen ey mm

Figure 12: The CPD Program Screen
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Throughout this screen:
i.  Member can view the created CPD Program List.
To view the list of programs:
Tick the check box or click on the comp code link as in Figure 13 and

system will show another table consisting the list of programs under that program
title.

CPD Program

CPD Code Program Titks & v

8 —— e —

Figure 13: CPD Program List

ii. Member can edit the program details.
To edit the created CPD Program application:
1) Tick the check box of the program and click button Edit as in Figure 14.

Note: To edit the program, the status of application should be only returned otherwise the
program cannot be edited.

2) Member then will be brought to the edit CPD program application form as in Figure 15.
3) Key-in the details that needs amendment and click save.

er Froaram n@
CRO Prog - So by Program Tile descending Program Tt : UNI ST - ADVANCED
Sel Comp. Code " e &

Figure 14: To Edit CPD Program
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Narn: User 1 (USER1) Rk CPD Comstracir LastLogin- im25, 20194130 4 @

APPLICATION FOR CPD PROGRAM Edit

CPD PROGRAM APPLICATION

Figure 15: Edit CPD program application form

iii. Member can create New CPD Program.
Note :The date for normal transaction should be more than 30days from training date.
The date for ad-hoc transaction should be less than 30days from training date.

To create New CPD Program application:

1) Click the New Button as in Figure 16 and member will be brought to the application
CPD Program page as in Figure 17.

2) Key-in the details and click the save button at the bottom of the page.

NMame: User 1 (USER1)  Role: CPD Construcior  Last Login - Jan 25, 2010 12:02AM r C)

CPD Application

searenby: “

Program Title Application Status -Please Select- v

Program Date Member ID

SRR mﬂ
CPD Program List - Sort by Program Title descending order
Sel Comp. Code CPD Code Program Title & ¥
00 03

CPD201E Wh

nd Where io Invest in 2018

UNIT TRUST - ADVANCED

CPD201812110027 TESTING NEW CPD PROGRAM TITLE FOR MORE THAN 30 DAY

001 CPD201812260152 TEST P

GRAM FOR RETURN

Figure 16: To Create New CPD Program
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FIMM

amar g i

Name: Usar 1 (USER1)  Role' GPD Constructor Last Login - Jan 25, 2019 12:02AM N C)

CPD Application

APPLICATION FOR CPD PROGRAM New

CPD PROGRAM APPLICATION

Member Code 001 CPD Code (System Generate) CPD201901250182
Name *  Date 25-Jan-2019
Company FIMM " ContactNo

Designation * Email

Program Tille Mode of Delivery _Ploase Select-

if other, please specify
Application Type New CPD Program B
IFother, plsase specify

Proposed Dates (START) Proposed Dates (END)

Figure 17: Application for CPD Program Page

iii. Member can repeat to create the approved program.
To repeat the approved program application:

1) Tick the check box of the program that is going to be repeated.

2) Click the repeated button as in Figure 18 and member will be brought to the CPD
program application as in Figure 19 where member need to key in the proposed start
and end date of the repeated program.

3) Finally, click Save button.

Search by e m

\

CPD Program New Edit

g order Program it : What and Where to Invest n 2018
CPD Code Program Title a w Sel Program Date & v Status

Figure 18: To repeat the current program
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APPLICATION FOR GPD PROGRAM Repeated

CPD PROGRAM APPLICATION

ut giobal and local market

Figure 19: To key in Proposed date of the repeated program

iv. Member can search the program by entering the program title or program date or

application status

To search for the created program:

1) Key in the program title or program date or application status and the result will be
listing as in figure 20

Nama: User 1(USERY) Rolo: CFD Constrockr Last LognJan 25, 20194 1P g (@

—

yiam Date Membe
crapreamn “n
o

Figure 20: To click the Button search program
v. Member can refresh the screen into original as in Figure 21

To refresh the screen into original as in Figure 21:
1) Click on the Refresh Button.
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Mame: User 1 (USER1)  Role: CPD Construclor  Last Login © Jan 25, 2019 4:11PM

CPD Application

Search by:

CPD Program

AYS FOR APPROVAL WITH SPEAKER BIODATA

Figure 21: To refresh the page into the original screen

5.6.2 Writing and Publishing Books/Articles

The purpose of this screen is for member’s representative to submit the writing and
publishing books/ article made by consultant.

To access this screen:
1) Hover the mouse to CPD Application

2) Select Writing and Publishing Books/ Articles and member will be brought to the
Writing and Publishing Books/ Articles Screen as in Figure 22.

.
s m m
Witing and Putsing Booka Artles B3

sal Member [0 ¥ Application ID a » Dateaw Status

Figure 22: Writing and Publishing Books/ Articles Screen

Throughout this screen:
i.  Member can view the details of the writing and publishing books/ article made by
constructor.
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To view the details of the writing and publishing books/ article made by constructor:
1) Tick the checkbox or select the comp code link, and the details of the books/article will

be shown as in Figure 23.
FIMM

Name: User 1 (USER1)  Role: CPD Constructor  Last Login - Jan 28, 2019 1:59PM

Searen by m m

Wriing and Publising Books | Arices B

Application List - Sort by Member ID ascending orde
001

END201812060022
2018-12:27

MR BLACK

FIMM

9607777

SENIOR MANAGER
SHAHRUL@FIMM.COM.MY
Rejected

REJECT
001FIMMCREATE1
27-Dec-2018
001FIMMAPP1
27-Dec-2018

Sel Member [Da v Application D & v Dateaw Status

Figure 23: Writing and Publishing Books/ Articles Screen details

ii. =~ Member can create new Writing and Publishing Books/ Articles made by constructor.
To create new Writing and Publishing Books/ Articles made by constructor:

1) Click on 2 10 insert application details and member will be redirecting to the screen
as in figure 24.

FiMM

Name: User 1 (USERT)  Rale: CPD Constructor Last Login - Jan 28, 2
CPD Application

Application for Writing and Publishing Books | Articies New

Writing Books - 16 Points

Jappiicant Narr JFinant o [Book T [Published Date [pubii Jnachment
Choase File | No fle chosen
ing Book List - 0 rex
Writing Articles - 4 Paints for each article (Max 8 CPD points)
[ RIC Jappiicant Name JFinind N artcie Tie Pubiished Date Publisher Jattachmen
Choose File | No fle chosen

Whiting Adticke List - 0 record(s)

Figure 24: Create new Writing and Publishing Books/ Articles
2) Insert applicant information on writing books and click on Choose File | to upload the
attachment.
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Note: upload attachment only caters for image & PDF.

3) Click on to confirm add.

Note: Apply same process for writing articles

4) Click on B 0 submit the application.

iii. =~ Member can Re-Submit the returned application.
To Re-Submit the returned application:
1) Click on to re-submit application details as in figure 25

FiMm

Search by I

apglical s1 - Sort by Member 1D ascending or Application Detalls
e Member IDacv prer——— o P Mescar & - /
Applicatir EnD20180120018
. — o . 0180128

SYARA
3 " FiMM

28-Jan-2018
0G1ADMIN
28-Jan-2018

Figure 25: Re-Submit the returned application
2) Then, insert applicant information on writing books and click on ChooseFile | to
upload the attachment.
Note: upload attachment only caters for image & PDF, only 1 attachment per row.
3) Click on to confirm add.

Note: Apply same process for writing articles

4) Click on B o submit the application.

5.6.3 Reading Approved Financial Literature

The purpose of this screen is to be used by member’s representative to submit the financial
literature made by consultant

To access this screen:

1) Go to CPD Application
2) Select Examination reset listing and member will be brought to the screen as in Figure
26.
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FiMM

Name: User 1 (USERT)  Rale: CPD Consinscior  Last Login - Jan 28, 2010 252PM

ity n m

Application Status v
v Approvd Pl Lotre “m
0

Sel Member Daw

Figure 26: Reading Approved Financial Literature Screen

Throughout this screen:

i) Member can create new application for reading approved financial literature made by
Consultant.
To create new application:

1) Click on B (o insert application details as in figure 27 and member will be

redirecting to the screen as in figure 28.

Mo Us 1 (USERT) Rk CPD Consirucor LastLogin - Jm 28,2018 2507M (@

ssen by “m

Resaing Approves Financit Lwrure Em

Member [Daw

Figure 27: Create new application for Reading Approved Financial Literature
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Ve s USERY) ke PO o Lt lsgn- 28 2025 (@

Choose Fike | M

Figure 28: Screen Reading Approved Financial Literature New application form
2) Then, insert applicant information on Reading Approved Financial Literatures and
click on ChooseFile | to upload the attachment.
Note: upload attachment only caters for image & PDF
3) Click on to confirm add.
4) Click on B t0 submit the application.
ii) Member can Re-Submit the returned application.
To Re-Submit the returned application:
1) Click on to re-submit application details
2) Then, insert applicant information and click on Choose File | to upload the
attachment.
Note: upload attachment only caters for image & PDF.
3) Click on to confirm add.

4) Click on B 0 submit the application.

5.6.4 Teaching and Speaking

This is the screen to be used by member’s representative to submit the teaching or
speaking on programs approved by FIMM.

To access this screen:
1. Go to CPD Application
2. Select Teaching and Speaking and member will be brought into the screen as in
Figure 29.
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Name: User 1 (USER1)  Rola: CPD Constructor ~ Last Login : Jan 26, 2019 2.52

CPD Application

sesren ey m

Date & v Status

2018-12:24

EACH201812120009 2018-12:42

Figure 29: Teaching and Speaking Screen

Throughout the screen:

i) Member can create an application for teaching and speaking program approved by
FIMM.
To create the new application:
1) Click on 2 0 insert application details as in Figure 30 and user will be brought to

the screen as in Figure 31.

Moo cohsncpd (CPOUSER)  Rol CPD Cancruce Lt Logn 43030, 209 11410 (@

sy m m

Application Status Please Selec v Appication Date
Tasching o Spesting on Program Approved by FiAN @

Application List - Sort (10 ascending
Sal Member [Daw Application ID & w Date & w Status /

Figure 30: Button to create new application for Teaching and Speaking Screen
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Name: cpduser cpd (CPDUSER)  Role: CPD Consirucior  Last Login - Jan 30, 2019 11:41AM * &

Application for Teaching or Speaking New

Member Code 008 AppRcali de TEACH201901300053

Teaching or Spesking on Program Apptoved by FIlM {8 CPD Points)
NRIC zpicant hame Fuain Presentaion it Fveni [Frent Dot Tresentation fow Frvent Organize Priachmen riachmen

Choose File | Mo fi._osen | Choose File

Figure 31: Create new application for Teaching and Speaking Screen

2) Then, insert applicant information on Teaching/Speaking and click on ChooseFile | to
upload the attachment.

3) Click on to confirm add.
4) Click on B 10 submit the application.

ii) Member can Re-Submit the returned application.
To Re-Submit the returned application:
1) Click on to re-submit application details and user will be brought to the

screen as in Figure 32 and user will be brought as in Figure 33.

e cpusr 4 (CFRUSER) il D Corsncks Lt Log-dm 0 2 e fp (@

CPD Appiication

s mm

#10n Status Please Selsc

v Appication Date
Teaching or Speaking n Frogram Approved by FibM @
el ate Status

Figure 32: Resubmit button of teaching and speaking
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Nams:cokser e (CPOUSER)  Rokr CFD CancciorLact g~ Jon30 2000 114184 4 (@

Teaching ar Speaking on Frogram Approved by FibM (8 CPD Points)

Chonse File | Mo osen | Chocse Fil

=

Figure 33: Edit application for Teaching and Speaking Screen for re-submit

2) Then, insert applicant information and click on Choose File | to upload the
attachment.
Note: upload attachment only caters for image & PDF.

3) Click on to confirm add.

4) Click on B t0 submit the application

5.6.5 Academic/Professional Qualifications

This screen is used by member’s representative to submit the academic or professional
qualification of consultant.

To access this screen:
1) Go to CPD Application

2) Select Academic/Professional Qualifications and member will be brought into the
screen as in Figure 34.
FIMM

Nams: cpauser cpa CPDUSER)  Role: CPD Consructor Last Login - 3an 30,2018 1141 (@

sty m m
pplication Status -Please Select- v n Date

Obtaining Acsdem o Professions Quatestons B
Application List - & er ID ascending order

Figure 34: Academic/Professional Qualification Screen
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Throughout the screen:

i) Member can create an application for Academic/Professional qualification of the
consultant.

To create the new application:
1) Click on R o insert application details as in Figure 35 and user will be brought to

the screen as in Figure 36.

Moo cohsncpd (CPOUSER)  Rol CPD Cancruce Lt Logn 43030, 209 11410 (@

Search by:

a iease Selec v ppicaton Date
haching o Sackingon Program Approred by FINN Ih
Applicaticn List - Sort by hiember 10 ascending orde

Dato & » Status

Sel Member [Daw Application ID .« w

TEACH21812270)

Figure 35: Button to create new application for Teaching and Speaking Screen

Name: cpduser cpd (CPDUSER)  Role: CPD Censtrucior  Last Login - Jan 30, 2018 11:41AM * &

Application for Teaching or Speaking New

Teaching or Speaking on Program Approved by FilM (8 CPD Points)

; Aopicant Na Fnan s [Fresentaton e Fvent

’ Choose File Mo fi._osen | Choose File

Figure 36: Create new application for Teaching and Speaking Screen

2) Then, insert applicant information on Teaching/Speaking and click on ChooseFile | to
upload the attachment.

3) Click on to confirm add.
4) Click on B 6 submit the application.

ii) Member can Re-Submit the returned application.

To Re-Submit the returned application:

1) Click on IEZ3EH to re-submit application details and user will be brought to the
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screen as in Figure 37 and user will be brought as in Figure 38.

Neme: s [CPOUSER) k- CP Consch Lt Login 0,20 14 fp (@

s m

Agplication Statis Please Select ¥ Appicalion Date
Teaching or Speaking on Program Approved by FilM @
Application List - Soel by Member |D ascending "

e a —

Nams:cokser e (CPOUSER)  Rokr CFD CancciorLact g~ Jon30 2000 114184 4 (@

Chonse Fle | Mo osen| Choese File

Figure 38: Edit application for Teaching and Speaking Screen for re-submit

2) Then, insert applicant information and click on Choose File | to upload the
attachment.
Note: upload attachment only caters for image & PDF.

3) Click on to confirm add.

4) Click on B3 t0 submit the application

5.6.6 Passing FPAM Modules

This is the screen to be used by member’s representative to submit the consultant list that
already passing the FPAM modules.
To access this screen:
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1) Go to CPD Application

2) Select Passing FPAM Modules and member will be brought into the screen as in
Figure 39.
MM

Name: User 1 (USER1)  Role: CPD Constructor  Last Login - Feb 08, 2019 10:50AM

CPD Application

b mm

Application Status -Please Select v Application Date

Fossing FRAMModuies nm

Application List - Sort by Member 1D ascending order

sel Member IDa¥ Application ID & ¥ Date a v Status.
1 2018-12-04

2018-12-24 Returned

001 2018-12-24 Rejected

01 2018-12-13 Approved

01 Pending

FPAM20190103 Panding

001 FPAM201902080042 2019-02-08 dending

Figure 39: Passing FPAM Modules Screen

Throughout the screen:
i) Member can create an application for Passing FPAM Modules Screen of the consultant.

To create the new application:
1) Click on 2 10 insert application details as in Figure 40 and user will be brought to
the screen as in Figure 41.

Name: User 1 (USER1)  Role: CPD Constructor  Last Login © Feb 08, 2019 10:50AM

CPD Application

b mm

Application Status Please Select v Application Date
Application List - Sort by Member ID ascending order
Sel Member IDaw Application ID a » Date & » Status.
FPAM20181207 ¥ 2018-12-04
2018-12-24 Retumed
2018-12-24 Rejected
18-12-1
20 Pending
20 Pending
2019-02-08 Pending

Figure 40: Create New Passing FPAM Modules Screen
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Name: User 1 (USER1) Role: CPD Constructor Last Login - Feb 0 10°50AM & &

CPD Application

Application for Passing FPAM Modules New

Member Code 001 Application Code FPAM201902080043
Name Date 08-Feb-2019
Company FIMM Contact No
Designation Email
Indicate Compulsory Field

Passing FPAM Modules (10 CPD Points) CFP Module 1,3 & 4 / IFP Module 1 & 3
[ NRIC Japplicant Name FIMM No Modules Date of Completion Jattachment

Certified Financial Modules 1, 3 & 4 v Choose File | No file choser
Applicant List - 0 record(s)
Passing FPAM Modules (5 CPD Points) CFP Module 2/ IFP Module 2 & 4
[ NRIC JApplicant Name: FIMM No Modules Date of Completion Jattachment

Cartified Financial Module 2 v Chaose File | No file chosen

Applicant List - 0

Figure 41: New Application Passing FPAM Modules Screen

2) Then, insert applicant information and click on Choose File | to upload the
attachment.
Note: upload attachment only caters for image & PDF.

3) Click on to confirm add.

4) Click on B (0 submit the application

ii) Member can Re-Submit the returned application.
To Re-Submit the returned application:
1) Click on EEZE to re-submit application details and user will be brought to the

screen as in Figure 42 and user will be brought as in Figure 43.
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CPD Application

Name: User 1 (USER1)

Role: CPD Construcior  Last Login : Feb 08, 2019 10 50AM

Search by:

Application Status Please Select

Passing FPAM Modules

Application List - Sort by Member ID ascending order

sel Member IDav Application ID & ¥

FPAM201902080042

Application Date

Status
Approvet
Returned
Rejected
Approved
Pending
Pending

Pending

Figure 42: Resubmit button of Passing FPAM Modules

CPD Application

Application for Passing FPAM Modules Edit

Member Code 001

Name AMIRAH ZAKARIA
Company FIMM

Designation MANAGER

Passing FPAM Modules (10 CPD P«

ints) CFP Module 1,3 & 4/ IFP Module 1 & 3

Application Coda

Date

Contact No

Email

Name: User 1 (USER1) Role: CPD Constructor Last Login - Feb 08, 2019 10:50AM

FPAMZ201812070002
08-Feb-2019
6032234

amirah@amara

* @

com.my

Indicate Compulsary Field

[ NRIC Japplicant Name [Finim No fiodules Date of Completion Jattachment
’ Certified Financial Modules 1, 3 & 4 Choose File | No file chasen
List - 1 re
NRIC FIMM No Modules Attachment CPD Point Delete Row
Edit NAZRUL 519135431 54720410 Modulet [P wiew | Dele
Passing FPAM Modules (5 CPD Points) CFP Module 2/ IFP Module 28 4
[ NRIC Jpplicant Name [Fiim No Date of Complation Jattachment

/

Certified Financial Module 2

Choose File | No file chosen

Figure 43: Edit application for Passing FPAM Modules Screen for re-submit

2) Then, insert applicant information and click on Choose File | to upload the

attachment.

Note: upload attachment only caters for image & PDF.

3) Click on to confirm add.

4) Click on B (o submit the application
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5.6.7 Waiver from CPD Requirement

This is the screen to be used by member’s representative to submit the consultant that waiver
from CPD requirement due to medical reason
To access this screen:

1) Go to CPD Application

2) Select Waiver from CPD Requirement and member will be brought into the screen as
in Figure 44.

Name: User 1 (USER1)  Role: Cl Last Login - Feb 08, 2019 10 50AM

CPD Application

4 m m

Application Status Please Select- v Application Date

Waive fom CPD Reauirements B

Application List - Sort by Member 1D ascending order

Sel Member Davw Application ID a v Date a w» Status

201812070001 24-Dec-2018

201812070002 04-Dec-2018

812070100 04-Dec-2018

201812270024 27-Dec2018

Figure 44: Waiver from CPD Requirement screen

Throughout the screen:
i) Member can create an application for Passing FPAM Modules Screen of the consultant.
To create the new application:
1) Click on R o insert application details as in Figure 45 and user will be brought to
the screen as in Figure 46.

Name: User 1 (USER1) Role: CPD Constructor  Last Login - Feb 08, 2019 10:50AM

CPD Application

Pt mm

Application Status Flease Select- v Application Date
Waiver from CPD Recuirements Em
Application List - Sort by Member ID ascending order
Sel Member IDaw Application ID & Date a w Status
24.Dec-2018 Approved
04-Dec-2018
04-Dec-2018 Rejected
WAIVE201812270024 27-Dec-2018 Pending

Figure 45: Button Create New Waiver from CPD Requirement Screen
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Application for Waiver from CPD Requirements New

Waiver from CPD Requirement 15 (16 CPD Point)
[_nrue Propicant Name i i Jeasar Jrtachment
g In permanent newrciogical ot~ | RASESSIEER] No Nle chosen

Applicant List - 0 recard(s)

Figure 46: New Application for Waiver from CPD Requirement

2) Then, insert applicant information and click on Choose File | to upload the
attachment.
Note: upload attachment only caters for image & PDF.

3) Click on to confirm add.

4) Click on B to submit the application

ii) Member can Re-Submit the returned application.
To Re-Submit the returned application:
1) Click on EEZEE to re-submit application details and user will be brought to the

screen as in Figure 47 and user will be brought as in Figure 48.
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Name: User 1 (USER1)  Role: CPD Constructor Last Lopin® Feb 06, 2013 10.50aM 4 @

CPD Application

bl mﬂ

v Agplication Date

Application Status Please Select

Application List - Sort by Member ID ascending order
sel Member [Daw Application 1D & ¥ Date a w Status /

CPD Application

Application for Passing FPAM Modules Edit

AMIRAH ZAKARIA

ompa FIMM

Passing FPAM Modules (10 CPD Points) CFP Module 1,3 & 4/ IFP Module 14 3
NRIC opscant Name T e or Gompieton Tracrmen ]
" s8e . Choass Fal | No e cnose
NRIC P o Modules Deteof Compltion Atachment - e Rlow
E NAzZaLL so0s19135431 a 3 =
Passing FPAM Modules (§ CPD Polnts) CFP Moaule 2 IFP Module 28 &
T ppican: Na Fi Froues Ea o riachme:
Certifi v Choose File | Mo file chosen

Remark
retum

ﬂn

Figure 48: Edit application for Waiver from CPD Requirement Screen for re-submit

2) Then, insert applicant information and click on Choose File | to upload the

attachment.

Note: upload attachment only caters for image & PDF.
3) Click on to confirm add.
4) Click on B t0 submit the application
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5.6.8 CPD Participant Query

This is the screen to be used by member’s representative to view the CPD Candidates and
their history of log.
To access this screen:

1) Go to CPD Application

2) Select CPD Participant Query and member will be brought into the screen as in Figure
49.

Name: User 1 (USERY) Role: CPD Constructor Last Login: Feb 08, 2019 1050AM @

searen by mm

FIMM No

CPD Candidate | Participant Listing

Figure 49: CPD Participant Query screen

Throughout the screen:
i) Member can search the CPD Participant.
To search the CPD Participant:

1) Click on m to search the CPD Participant application as in Figure 50 and
user will be brought to the screen as in Figure 51.

Name: User 1 {USER1) Role: CPD Constructor  Last Login - Feb 08, 2019 10:50AM
Search by: Retresh
—

CPD Candidate | Participant Listing

articipant Listing - Sorl by Name ascending order

Figure 50: search button for CPD Participant Query screen
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searen ey m

CPD Candidate / Participant Listing

sting - Sort by Name ascending order

Sel Member ID Name & v NRIC No & » FIMM_NO & = CPD Point

Figure 51: Search result listing of CPD Participant Query

2) Tickon — to view the History Log of the CPD Candidates as in Figure 52

seare e m

History Log

LogDatea v Log Time PO Foint CPO Point Before Added CPD Point Document IO Approved By Approved Date
1FIMMARF

Figure 52: History Log of CPD Candidates

5.6.9 CPD Participant Upload

This is the screen to be used by member’s representative to upload form of CPD Participant.
To access this screen:

1) Go to CPD Application
2) Select CPD Participant Upload and member will be brought into the screen as in
Figure 53.
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Name: User 1 (USER1)  Role: CPD Constructor  Last Login  Feb 08, 2019 1.47PM * &

seareh o m

CPD Participant Upload
ase Select CPD Program - Sort by CPD Titke ascending order
Sel Member ID CPD Code Training Title a. v
AL
BASIC OF UNIT TRUST FUND - MORE THAN 30 DAYS

CPD PROG - NIZAM TEST

Figure 53: CPD Participant Upload screen

Throughout the screen:
i) Member can upload form of the CPD Participant.
To upload the CPD Participant form:
1) Tick on check box 1 to select the CPD Program and the CPD Date of the programs
are listed. Tick on check box 2 and member will be see the CPD Participant Upload
Form as in Figure 54.

CPD Participant Upload

1

CPD PARTICIPANT UPLOAD FORM

Select Upload File Choose File | No file chosen il

Figure 54: To view the CPD Participation Upload Form.

2) Then, insert applicant information and click on ChooseFile | to upload the
attachment.

Note: upload attachment only caters for image & PDF
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3) Click . To download the file template of CPD Participation Form, click

Click here to download PARTICIPANT UPLOAD FILE Template ( xIsx format) . . .
and member will be redirecting

to the file template.

5.7.0 CPD Feedback

This is the screen to be used by member’s representative to upload a program training
report and evaluation for course that has been conducted.

To access this screen:
1) Go to CPD Application

2) Select CPD Feedback and member will be brought into the screen as in Figure 54.

Name: User 1 (USER1)  Role: CPD Constructor  Last Login - Fsb 08, 2019 1:47PM

PD201812060 Repeated Test - What and Where to Investin 2

PD201812060! Event Ad-Hac

Figure 55: CPD Feedback screen

Throughout the screen:
i) Member can add CPD feedback.
To add CPD feedback:

1) Tickon — to view the CPD Program details as in Figure 56.

2) Click on to insert the feedback and user will be brought to the screen as in
Figure 57
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Mame: User 1 (USER1) Rok:CPD Consructr LastLogin - Feo 06, 2019 203M (@

searen b mm

CPD Fesdback Add New Ean

HEE e 3

-

CPD FEEDBACK FORM

Figure 56: Steps to add new feedback form of the created CPD Program

Name: User 1 (USERT)  Rok: CPD Constuctr LastLogn: Fen 0, 2019 2037 (@

CPD FEEDBACK FORM New

Please provide the average rating for the following
Note: 1 - Poor; 2 - Fair; 3 - Moderate; 4 - Good; and § - Excellent

- CONTENTITOPIC

B. SPEAKER / TRAINER

| “” |

Figure 57: Feedback Form screen

3) Key-in all the information required and click on B o submit the application.
Note: Only program which the status is not submitted is able to add
new feedback.

ii) Member can edit CPD feedback.
To edit CPD feedback:

1) Tickon — to view the CPD Program details as in Figure 58.
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Nomo: User 1 (USER1) Role: CPD Constuclor Lot Login - Feb 08,2010203°M 4 (@

1

CPD FEEDBACK FORM

Figure 58: Steps to edit feedback form of the created CPD Program
2) Click on m to edit and do amendment.

3) Click on m to submit the application.

6 APPENDIX
6.1 POPUP MESSAGE

This part explains about the popup message function on this CPD application.

POPUP MESSAGE DESCRIPTIONS

e Popup message
to notify that
the user is not
authorized to
use the system

i3train.fimm.com.my says

Sorry, user is not authorized to use system!
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e Popup message

i3train.fimm.com.my says to notify the
password
Invalid Password(12b) entered by user

is not correct

e Popup message

i3train.fimm.com.my says to notify the
Please Tick At Least one Checkbox..! user to tick at
least one
checkbox to
“ continue using
the system

e Popup message
i3train.fimm.com.my says to notify the
user CPD
Program has

“ been Approved

The CPD Program has been Approved..

e Popup message
i3train.fimm.com.my says to notify the

user CPD
Program has

“ been rejected.

The CPD Program has been Rejected..
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- e Popup message
i3train.fimm.com.my says to notify the
user that there
is no approved
training
program found

No approved Training Program found..

e Popup message

i3train.fimm.com.my says to notify the
Please insert Name.. user to insert
the name.

e Popup message
to notify the
user to insert
the contact
number.

i3train.fimm.com.my says

Please insert Contact Number..

e Popup message

i3train.fimm.com.my says to notify the
Please insert Designation.. use%“ to 1r.15ert
designation.

e Popup message

i3train.fimm.com.my says to notify the

Please insert Email Address.. user to ipsert
the email
address.

e Popup message
to notify the
user to insert
the training
title

i3train.fimm.com.my says

Please insert Training Title..
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e Popup message
i3train.fimm.com.my says to notify the
user the date
entered for end
proposed date
“ cannot be back

dated

Date cannot be back dated..

e Popup message
i3train.fimm.com.my says to notify the
user that
application is
categorized as

E

e Popup message
i3train.fimm.com.my says to notify the
user that the
record is
duplicated
“ where it is
already in the
database
e Popup message
i3train.fimm.com.my says to ask for a

confirmation
from the user

to exit the
“ Cancel application.

e Popup message
to notify the

The Feedback form is still pending.. ?Sel‘ that tﬂe
orm is sti

= =

This application is categorized as AD-HOC application. Please insert
REMARK field.

Duplicate Record ! ...

Are you sure to exit?

i3train.fimm.com.my says
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6.2 BUTTON

This part explains about the button function on this CPD Tracker application.

BUTTON/ICON

DESCRIPTIONS

This is a home button, it used to return
at the CPD Tracker Main page.

This is a logout button, it used to
logout from the system.

O

This is a login button, it used to login
into the system.
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