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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?

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

[ |
IR T YR [T ~ 9

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

it Member Online Application || & PRS Online
Application

. FiMm

Federation Of Investment Managers Malaysia

/II I

P Sy
\

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
7 N
' Login

TR WIEN T - T

>4

To Reset Your Password, Please click Here
Forgot User ID / Password? Please Click Here
T T T . YA AT

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!

.

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

. fit Member Online Application || & PRS Online
- Application
I 000
Federation Of Investment Managers Malaysia

CPDUSER

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

Figure 5(a): Error message for wrongly key-in Organization ID / User ID

.
H
H
H
H
H
v wa——
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Invalid Password(12b)

i3train.fimm.com.my says M

2

\” N
\
T— <
. — —
“Ploasa click on [Forgot UserldiPassword] for first time login !
® £t Member Online Apphcation || & PRS Online
Application
FIMM
Faderaton O 0! )
CPDUSER
| —
C»
Login |

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

Figure 5(b): Error message for wrongly key-in password
ii.  To continue, click OK and enter the correct details.

(€
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

@ o3

FIMM
Internet
FIMM o |

Federation Of Investment Managers Malaysia Syste m

FIS SSO.

PRS system

O

_’ TR W TEw

CPD system A
o _ S
Figure 6: FIS SSO Main Page
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9

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.

FiMM

Name: User 1 (USER1)  Role: CPD Constructor  Last Login - Jan 25, 2019 12.02AM 4 &

CPD Application

1 0 Pending Application

Recent Activities Returned Application

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

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.

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.

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 a ®
CPD Application
CPD Program

Dashboard

1 0 Pending Application

View More

View More

Recent Activities Returned Application

Date Action Menu Name Date CPD Code Module Name Click To Update
Figure 11: The CPD Application Tab Bar

5.6 CPD Application
The CPD Application contains 10 modules as below:

5.6.1 CPD Program
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: Usar 1 (USERT)  Role: CPD Consiructor  Last Login . Jan 25, 2019 12.024M E C

s m m

Program Date er 1D
SE2 e nm“
o P TRy DRt

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

FIZI\

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.

CPD Program

Figure 14: To Edit CPD Program
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Nar: s 1 (USER1) R CPD Comstracir LastLogin- im25, 20104130 b @

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.

T e

Name: User | (USERT)  Role: CPD Consirucor LostLogin- Jan25, 201812020 4 (@

CPD Application

searen by “

Program Title Application Status -Please Select-

Program Date Member ID

S m“
CPD Program List - Sort by Program Title descending order
Sel Comp. Code CPD Code Program Title & v
001 CPOD 03 to Invest in 2018

Figure 16: To Create New CPD Program
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Mama User 1{USERT) Aok (FD Constrocior - Last Login + &

APPLICATION FOR CPD PROGRAM New

CPD PROGRAM APPLICATION

Memier Code 001 CPD Code (System Generate)

Application Type New CPD Program

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.

Sal Comp. Corde

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

CPD PROGRAM APPLICATION

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) Rols. CFD Constrockr LastLogin_Jan 25,2014 11 g (@

Search by

CPD Program

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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Mare: User 1 (USER1)  Role: CPD Construclor  Last Login - Jan 25, 2019 4:11PM

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.

.

1 Sort by Member |0 ascending orde

Wring and Pulsing Booka Artles B3
=

Sel Member [Da ¥

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 | Aricles B

Application List - Sort by Member ID ascending order

ation Details

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 a 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 1o insert application details and member will be redirecting to the screen

as in figure 24.

Nme- User | (USERT) Rl G Consrcior LastLogn-n 28 2018 150%. (@
oD Appicaion

Application for Writing and Publishing Books | Articies  New

Writing Books - 16 Points

Fopicant van Fronm Foor e Fubisnes oa: Fabi Taachmen:

Choose File | No file chosen
Writing Articles - 4 Points for each article (Max 8 CPD points)
[ ec iopicantams T T T T T

Choose Flle o fig cho
=3

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

s { Arcies
g o Application Details
Y i} Da St taeime Lo
e e i Agpiicatior END201801289183
—— — = Date 2180128

i SYARA
3 Comy FiMM

001ADMINT
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 to 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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Name: User 1 (USERT)  Role: CPD Consinsclor Last Login - Jan 28, 2010 252PM

Search by: “ m

ReaiogBeproved P Lbetrs nm
o :

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 (0 insert application details as in figure 27 and member will be

redirecting to the screen as in figure 28.

s m

Resaing Approvea Financial Litsrature @

Member [Daw

Figure 27: Create new application for Reading Approved Financial Literature
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Veme s 1 USERY) Rl PO Comcr Lt lsgn- dmZ5 2002500 @

Reading Approved Financial Lieratures (4 CPD Points)

Choose Fike | Ha iz chosen

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 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
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 10 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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Nama: Usar 1 (USER1) Role: CPD Constructor  Last Login : Jan 26, 2019 252PM * ©

CPD Application

i m
Soh i o st o g Ao oy [ | e |

Date = = Status

Appraved

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 o insert application details as in Figure 30 and user will be brought to

the screen as in Figure 31.
FIMM

Name: Giduser cpd (CPDUSER)  Role. CPD Cansiructor  Last Login - Jan 30, 2019 1141AM FCy

CPD Appication

— B

Agplication Status Piease Selec ¥ | Appication Dae
Teaching or Speaking on Program Approved by FilM | Hew Resubmit
Application List - Sart by b D ascending

Sal Member [Daw Application 10 & = Dnte & w Status /

Figure 30: Button to create new application for Teaching and Speaking Screen
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Name: i i (CRDUSER) o GFD Concieior LastLogm Jan 30,2018 114720 (@

Application for Teaching or Speaking New

Designation Email

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

Tppican harme P Freseniaton Tiie Fvent e [Fren oo Freseniation Four Frven organie Fchment Triacmend]

Choose File | No fl_osen | Chogse File

EIE3

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 s (CPOUSIR) e 0 Consnch Lastogin im0, 2 ity (@

CPD Appiication

S mm

aplication Staius Please Seect v Appication Date
Teaching or Speaking on Frogram Agproved by FilM @

Application List - Sorl by Member [D ascending arde Fe-Subrmit|
Set Membar 1Daw Apphcation ) & » Datoaw Status P—

Figure 32: Resubmit button of teaching and speaking
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‘Apglication for Taaching or Speaking Edit

Teaching ar Speaking on Program Approved by FiMM (8 CPD Points)

Chonse File | Ho 1 csen| Choese 7l

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.

Name: cpdusie cud (CPDUSER)  Role: CPD Consructor Last Login: 3an 30,2078 11418 (@

CPD Application

——— m
Obtaining Acsdemic or Protssionsl Qusltications B

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 B o insert application details as in Figure 35 and user will be brought to

the screen as in Figure 36.
FIMM

Name: Giduser cpd (CPDUSER)  Role. CPD Cansiructor  Last Login - Jan 30, 2019 1141AM FCy

Seareh by m o

‘Waching or Speaing oh Program Approved by FIMN Ih

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

Name: ook e (CROUSER)  Roks: GPD Ganstucor LastLogn -Jan 30,2018 1141400 (@

Application for Teaching or Speaking New

Teaching or Speaking on Program Approved by FiliM (8 CFD Points)

Chogse File | Mo fi

1sen | Choose Fie

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.

Name: cpduser cpd (CPOUSER) Rk CPD Conshuck LasiLegin-Jon 30, 2010 114148 44 (&

CPD Application

— m

g o Speain o Program Aproved ty @
App ascendng orde e-Submit |
st

Set Membar 1Daw

Figure 37: Resubmit button of teaching and speaking

‘Apglication for Taaching or Speaking Edit

TRICRING OF SpEIKINg o PrOgraM ARPrOVEG by FIMM (8 CPD Foints)

Chosse Fie | n| Choese Fle

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.

Name: User 1 (USER1)  Role: CPD Constructor  Last Login - Feb 08, 2019 10.50AM

CPD Application

ki mm

Application Status Please Select 1] Application Date
L “
Appiication List - Sort by Member |D ascending order
Sel Member IDaw Application ID a » Status

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 0 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

GPD Application

e mm

Application Status Please Select v Application Date

Passing FPAM Modiis Em

Application List - Sort by Member 1D ascending order
Sel Member Daw Application ID a ¥ Date & v Status

ad

Retumed

Figure 40: Create New Passing FPAM Modules Screen
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Mame: User 1 (USER1) Role: CPD Constructor  Last Login - Feb 08, 2019 10-50AM & ®

CPD Application

Application for Passing FPAM Modules New

Member Code 001 Application Code FPAM201902080043

Name Date 08-Feb-2018

FIMM 5 Cor

Email
Indicate Compulsary Field
Passing FPAM Modules {10 CPD Points) CFP Module 1,3 & 4 / IFP Module 1 & 3
[ NRIC Jrpplicant Name FIMM No Modules Date of Completion Jttachment
i Certified Financial Modules 1, 3 & 4 v Choose File | No file chose:
Applicant List - 0 recard(s)
Passing FPAM Modules (5 CPD Points) CFP Module 2 / IFP Module 2 & 4
[ NRIC JApplicant Name: FIMM No Modules Date of Completior Jatiachment
Cartified Financial Module 2 v Choose 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 B3 6 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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Name: User 1 (USER1)  Role: CPD Canstructor  Lasi Login * Feb 08, 2019 10.50AM

GPD Application

Status Please Select v | Application Date
Passing FPAM Modules nﬁ
Appl ist - Sort by Member ID ascending order
Sel Member IDaw Appiication ID & ¥ Date & v Status /
FPAM

Figure 42: Resubmit button of Passing FPAM Modules

Name: User 1 (USERT) Role' CPD Constructor  Last Login - Feb 08, 2019 10.50AM “ &

©PD Application

Application for Passing FPAM Modules Edit

Member Code 001 FPAM201812070002
Name AMIRAH ZAKARIA " Date 08-Feb-2019

Company FIMM Contact No 6032234

Designation MANAGER ¥ Email amirah@amara com my

* Indicate Compulsory Field

Passing FPAM Modules (10 CP!

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

[ NRIC o it Name [Finm No Jattachment
a fied Financial Modules 1,3 & 4 v Choose File | Mo fila chosen
NRIC oo
Ed AZRUL 43
Passing FPAM Modules (5 CPD Points) CFP Module 2/ IFP Module 2 & 4
[ NRIC Jopiicant Name Fivm Mo Date of Completion Jttachment
d Financial Module 2 v Choose File | No file chasen

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 B3 0 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 (USERT) Role: GPD Constructor  Last Login - Feb 08, 2019 10 50AM

CPD Application

it mm

ication Status Please Select v Application Date

Waiver from CPD Recuirements “

Application List - Sort by Member 1D ascending order

Sel Member Davw Application 1D a v Date a v Status

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: CRD Constructor  Last Login © Feb 08, 2019 10:50AM

GPD Application

——— mm

Application Status Ploase Select- v Application Date

Waiver from GPD Recuirements Em
Application List - Sort by Member ID ascending order
Sel Member IDaw Application ID a v Date a w Status
24-Doc-2018 Approvec

04-Dec-2018

04-Dec-2018

27-Dec-2018 Pending

Figure 45: Button Create New Waiver from CPD Requirement Screen

FIMM- CPD-USER MANUAL Page 30 of 43

PRINTED COPIES OF THIS DOCUMENT ARE UNCONTROLLED



Application for Waiver from CPD Requirements New

Waiver from CPD Requirements (16 CPD Point)

[Fitn No JR=azon JAiachment

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: CPO Constmuctor Last Logn® Feb 06, 213 1050aM 4 @

CPD Application

S ﬂﬂ

Application Status Please Selecl A Apphlication Date

Passing FPAM Modules. @

Application List - Sart by Member ID ascending order

sel Member Daw Application 1D & » Date s v Status
o FPan X 20181204

ame: User 1 (USERT)  Role: CPD Constructor  Last Login - Fab 08, 2019 10:50AM

CPD Apglication

Application for Passing FPAM Modules Edit

Passing FPAM Modules (10 CPD Points) CFP Module 1.3 & 4/ IFP Module 14 3
WRiC Tppecant ame Foain

o or Gompeon | R ]

Choose File | No file chose

P Vi

i Tropicant Nar v v Fasaues e o Compitir riachment
Certifie Financial hodule 2 v Choose File | No fil

ﬂﬂ

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 B3 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.

Hame: Usar 1 (USERY)  Roke: CPD Constructor  Last Login : Feb 08, 2019 10:50AM

searen b m

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) FRole: CPD Constructor  Last Login - Feh 08, 2018 10:50AM ~ &
Search by: Retresh
—_—
: NRIC No
Y

CPD Candidats | Participant Listing

jpant Listing - Srt by Name ascending order

Figure 50: search button for CPD Participant Query screen
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Mame: User 1 (USER1) Role: CPD Constructor  Last Login - Feb 08, 2013 10:50AM

seareney m m

GPD Candidate ! Participant Listing

Sel Member ID Hame a 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

PRy m

History Log

LogDatea v Log Time CPD Point CPD Point Befors Added CPD Point Document 10 Approved By Approved Date

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 Consbuctor LastLogin Fob 08,2019 14TPM 4 (&%

searehb

CPD Participant Upload

Sel Member ID Training Title a =

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

Training Title & w =

CPD PARTICIPANT UPLOAD FORM

Choose File | No file chiosen o

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.

o m
CFD Fasdbsck mﬂ

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)  Rol-CPD Consrctr LastLogi - Feo 6, 20192030y (@

CPD Application

CPD Fesdback

4

CPD FEEDBACK FORM

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

Name:User 1 (USERY) Rok: CPD Constmctr LastLogn - Fep0s, 20192037 b (@

CPD Appiication

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 B3 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 LastLogin - Feb 08,2010203°M (@

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 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

B

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.

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