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The User Guide delineates the steps for various processes within the IHRP Portal
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Introduction
This document outlines the steps to create an IHRP Upgrade Application.

1. Sign-In to IHRP Portal

1. Navigate to IHRP portal using this link -
https://ihrp.microsoftcrmportals.com/prometricinterimsolution-dashboard/

‘ gm INSTITUTE FOR
{1 HUMAN RESOURCE
1™ 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



https://ihrp.microsoftcrmportals.com/prometricinterimsolution-dashboard/

2. Click on “Send code”.

< Cancel
‘ N 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-736

Send Code

Call Me

3. Enter the verification code that was sent to your mobile number

< Cancel
¢ . 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.

KXX-XXX-736

Enter your verification code below, or send a new code




4. You will land on your Dashboard. Click on “My Certifications & Badges”.

Before applying for the upgrade certification, ensure that you have set up your profile
by providing the necessary information required in the Profile Set up page.

Discover better career progression and
global recogrition. Spearbead the future of

w » My &p;:l-r.:n..n'.[ My Certifications & Badges ] Start applying now!

CERTIFICATIONS 1R Wty IMRP todey
) Testing Account

Axsessment Date Prooeasng Status

Certification Level

<>

IHRP Certification
Me vd 1igorous

No apphcation yet . obistc and
(@ Dashboard o Apply IHRP Certification now HR protessionals

CANCELLED APPLICATIONS
B Events Learn more m

Asseasrnent Dete

Certification Level

Skills Badges
Skils Badges let you eam
mcro-crodentials that

Leam more about the certification assessment process ' @

validate your expertise

BADGES

Learn more

Submitied Dete Processng Status

No appication yet
Apply Skills Badges now
Logout 5)

Learn more about the bodge assignment process

5. Click on “Upgrade Now”

My Applications My Certifications & Badges

CERTIFICATIONS

Certification lssue Date Expiry Date Certification

Level s Status

IHRP-CP 15/01/2020 14/01/2023 Active iy Certificate
Learn more about the certification assignment process v

Upgrade now Recertify now




6. Click on “X” to close the box

Upgrade your Certification

[ IHRP-CP Expiring in 14/01/2023

You can apply to upgrade to IHRP Senior Professional (IHRP-
SP) if you have an accumulative 8 years of HR working
experience with 2 years of strategic experience and
responsible for leading a HR function, designing and
developing HR policies and programmes, and provide day-to-
day guidance to the team for HR service delivery.

To upgrade, you will need to complete an online Experience
Assessment as well as Competency Assessment (Labour
Legislation Level 3 and HR Competency Level 3).

Before you proceed for the upgrade, ensure that you update
your profile with your latest information (including your most
updated CV, relevant training and education certificates &
transcripts) for a more accurate evaluation of your eligibility
and experience.

Upgrade Update Profile




7. Check the Terms and Conditions boxes and click on “Next”. You will be directed
to the Eligibility Check Page to select your preferred Certification Level. It is
important that you read the T&Cs carefully before moving to the next stage.

Please read the below before proceeding:

tion. This section should take around 15 minutes to complete. Thereafter, you will
IHRP CP and IHRP-SP applications only) and Competency Assessments.

You will be asked to e some d
be directed to complete the Experie

You will need to complete your application in 1 sitting. Please ensure you find a conducive environment before you begin.

IMPORTANT!

Before you proceed, do ensure that you have submitted a soft copy of all required documents to support your application
on the IHRP portal.

Please Go back to upload all your documents if you have not done so. This includes your:

te or part of special programs

| agree to all the statements above and attest that all information in this application is true. | also agree to comply fully with the random application audit to verify the accuracy of the information

or documentation submitted for evaluating my sul

applicable laws and reguiations where | practice and have acted In an ethical and professionally responsible manner in m

certification by IHRP, | will comply with the

act in an ethical and professionally responsible manner as set out in the Code; an h all the applicable laws and regulations

where | practice. Shouid a complaint be lod: 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.

2. Eligibility Check Page

1. Select your preferred certification category and complete the required fields. You may
click on the information button for more information.

2. Click on the “Next” button to view the eligibility certification level recommendation.

e If you are an existing CP and wishes to upgrade to SP, please choose CP-SP Upgrade
application from the drop-down list



CA Certification CP Certification SP Certification 1

Certification Categories *

Select

Certification Categories 3

CP-SP Upgrade application

Fresh Application

Re-assessment application

e If you are an existing CA and wishes to upgrade to CP, please choose CA-CP
Upgrade application from the drop-down list

¢ For the Job Role, choose as appropriate

CA Certification CP Certification SP Certification

Certification Categories * ©

CA-CP Upgrade application

Job Role *

Select

Next

Job Role *

Select

Job Roles

HR Professionals

Mid-Career Transition to HR




e Complete your Educational Details.

If you have completed a programme that allows for Experience
Assessment exemption, select the relevant programme name under

“Other Category”.

Otherwise, select “None”.

Certification Categories *

CA-CP Upgrade application / CP-SP Upgrade application (depending if you are upgrading to CP or SP)

Job Role *

HR Professionals

Educational Details *

Select one of the following

HR Qualification & No HR Qualification
HR Experience * HR Experience with SP Endorsement *
Select Select
HR Related Qualification * Other Category * U
Select Select
COMPLETE this segment

Next

3. Click on “Schedule Assessment Now” to accept the recommended certification level.

Depending on your Upgrade selection and the information you input, you will
receive the following pop-up message:



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

The IHRP-SP is targeted at HR Professionals who have at least 8 years of HR experience and
responsible for leading a HR function, designing and developing HR policies and programmes, 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 HR.

Schedule Assessment Now

OR,

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

The IHRP-CP is targeted at HR Professionals who have at least 3 years of HR experience and
responsible for leading a HR function, designing and developing HR policies and programmes, 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 HR.

Schedule Assessment Now

3. Select Mode of Exam

1. For remote assessment, select Remote Proctoring Test (RPT) and click
“Next”. For onsite assessment, select Centre Based Test (CBT) and click
“Next”.

2. Kindly note that you are unable to go back and change the mode of
assessment once you have chosen your assessment date

Select Mode of Exam

© Remote Proctoring Test (RPT)
Take the assessment in a remote location at the scheduled time
O center Based Test (CBT)

Take the assessment in a selected available location at the scheduled
time.




4. Schedule Assessment Date and Time

1. System will display all available test centre (if onsite) and slots. If you are taking the
assessment as part of your programme in school and completing it on-site, you will
also see your school centre name and available slot

v

Select Date Select Date & Schedule Time

Select available exam dates Choose a Date & Time Slot for Assessment

< February 2024 > Pick Time Slot

MON TUE WED THU FRI

18 19 20 21 22 23 24

25 26 27 28 29

2. For Centre Based Test (CBT), click on your preferred assessment date and timeslot.
Then click on “Schedule Now”

For Remote Proctoring Test (RPT), select your preferred assessment date (between
1stto 15" of the month).

Kindly note for IHRP-SP candidate, you will be required to select a preferred
timeslot.

Then click on “Schedule Now”.



Select Date Select Centre & Schedule Time

Select available exam dates Choose a centre & time slot for Assessment
< January 2024 2 Select Center
MON TUE WED THU FRI Demo Center v
row w4 g o Pick Time Slot

21 22 23 24 25 26 27

Available Exam Dales

Schedule Now

Schedule Assessment

September 2024 > To Confirm

assessment, click
on below schedule
button

MON TUE WED THU FRI

Important Notes

The Labour Legisiation Paper will be 90 minutes (if applicable)

The HR Paper will be 120 minutes (if applicable)




Note: Please ensure that your assessment slot is correct before you proceed
to 'confirm'. Any changes would not be captured thereafter. You will need to
reschedule or cancel the application upon payment for any subsequent
changes. Please note that additional fees may apply.

oo |

1. Review and confirm your selected assessment details.
2. Check the checkbox to acknowledge the Terms and Conditions.
3. Click on “Proceed to Payment”.

09:00 AM - 02:00 PM

\@
((\Q CP Certification 13-Sep-2024
9‘0

Once the payment is completed, | understand that there will be no
refund regardless of the assessment outcome.

Proceed To Payment

10



5. Payment
Validate the price breakdown and click on “Proceed to Payment”.

PAYMENT SUMMARY

APPLICATION DETAILS

O Hre-cp (7] 2024-08-13 (%) 0500 AM-02:00 PM @ Remote

PROMO CODE PAYMENT BREAKDOWN

Proma code IHRP-CP
Upgrade $260.00

Apply Course Code:TG5- 2020002141
30
30
30
CORPORATE CODE

$250.00

Corperate Code

Apply
SkillsFuture Credit 30
Use your SkillsFuture Credit

Total 5272.50
BILLING INFORMATION
p— T
Bingkang Wei
[ -recil
SEIAT42 devivamailta plus

I heava read and understacd the Insbtute for Humaon Resource Professicnals’ Coda of Professional Canduct {Code).
By signing thiz deciaraticn, | deckars that | am not in bracch of ol the oppilicabie lows and raguictions whara |
actad and prafessianally in rry proctics, in oz with
#his Coda. Furthar, | undartoiks that upen carbfication by HRS, |wil comphy with the Coda; act in an ethical and
professionally raspansibie manner 0z 368 out in the Code; ond conbinus 1o comply with ol the appiicatia laws and
reguiations whers | practics. Should a complaint Ba ladged againstme alaging a patantial infringermant of tha
Code, [ the ESP.Intha avent of my falura to
daza, that tha right ta prac tha and of the camplaing
In @ manner it deoms suibable, auenin tha cheancs of my responze. If | om Lsing my SkilikFuturs Crodit | doclara
‘and cani that | hava sutficient SkilsFutura Cradt for my application. In sconarios whara IHRR deams it necassary, |
will camply with B4IP's roquest to pay tha opplkcabie fags.

O ez Cima
1 dactara that i nd nccunabs ane have mt tha algibiity

 taisa 0 iy flly with th randsrm cpsliEation Ut venty ths
‘aceurncy af the Intormatian er documantation eLermittr.

O ez Cima

Proceed to payment

1. Input the Promo Code and/or
Corporate Code as applicable.
2. Input the Skills Future Credits
APPLICATION DETAILS amount you wish to use ( Terms &
© mHee-cp ] 2024-09-13 @ 09:00 AM-02:00 PM © nrem Conditions apply )

PAYMENT SUMMARY

Promao code IHRP-CP
$250.00

on-site Fee $0

Early Bird Fee $0

ount $0

sub Tota $250.00

Corporate Code

GST (9.00 $22.50
SkillsFuty t $0

Use your SkillsFuture Credit

S mama En

11



BULING INFORMATION

First Nome" Last Nome*
Bingkang waoe
Mabile No. E-mat

1 NOve read ond uUNSErstood the INstitute for HUMON ReICWCe Professionoly’ Code of Molessional Conduct (Code),
By signing this ceciorotion, | deciare that | am nat in breoch of ol the opPIcaDIe aws ond reguictions where |
proctice and have octed in on ethicol ond professionally respoNsiDie MONNer in My PIoctioe, in SCoorSoNoe With
this Code Further, | underoks that upon certmcation by IHRP, | will comply with the CTode: oct in on sthicol ond
profassonaly IespoNzdIe MOaNnNS! 88 §5t out in the Code; and continue to comply with off the opplicobis laws ond
FEQUEOLIONS WHEre | IOCTCS. Should 0 COmMPITINt DS I0aged OQOINSt Me aleging © potental infringament of the
Cooe, | $hall promply pIOVICS O résponse i OSCOITONCE With IHe reqQUest Made by RPN, In the event of my failure o
S0 30, | OCKNOWINOZE tHGL IHRP reserves the right 10 PIOCeed with the 033ement and oduaCoton of the compiant
1 0 MONner & deems sutoble, sven in the obsence of my response If | am usng My SulllsFuture Credit | ceclare
ong confirm thot | have sufficient StllsfFuture Credt for my applicotion. In SCeN0Nos Where IHRP osems it necessary, |
will comply with MR s request to pay the oppiicable fses

O ves No

| dociam and confiem that all infarmation & this application & complote ond accurale and | have mat the oligibety
roguiremonts for IHEP cortilication. | alsa ogreo to cormply Killy with the rondom appilicotion oudt (o vorily the
ocourony ol tihi inlormation of documentation subrmittod

O vos Mo

Cancel

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 |
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

If | am using my SkillsFuture Credit, | declare and confirm that | have sufficient SkillsFuture Credit fo
my application. In scenarios where IHRP deems it necessary, | will comply with IHRP’s request to pay
the applicable fees.

RS

O ves () No

| 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

1. You will be directed to Stripe for Payment.
12



Payments Details

Mame on Card

Gard Number

4242 4242 4247 4242

stripe

MM J yy

Pay now $5272.50

i
0

Paostal code

550502

13



6. Payment Confirmation Page

Upon successful payment, you will receive an email with the assessment instructions and
details, including your scheduled date and/or time.

You may proceed to complete the Experience Assessment (if applicable). You can also
access the certification preparatory materials by clicking on ‘Certification Preparation’
button.

Assessment Scheduled Successfully
A confirmation email has been sent to your registered email ID.

For further inquiries, please contact hello@ihrp.sg

[ You must complete EA otherwise you will not be eligible for Competency Assessment. ]

13-Sep-2024

IHRP-CP Certification
09:00 AM - 02:00 PM

Start Experience Assessment

Certification Preparation ‘

14



7. Experience Assessment

1. Click on “Start Experience Assessment" to select your specialization.

Assessment Scheduled Successfully
A confirmation email has been sent 1o your registered email 1D.

For further inquiries, please contact hello@ihrp.sg

¥ You must compiete EA otherwise you will nol be eligible for Competency Assessment

0 13.Sep-2024
© 02.00AM- 0200 PM

— "

Proparat

IHRP-CP Certification

2. You can also access the Experience Assessment via the link in your email
on your Competency Assessment details.

Dear Bingkang Wei,

Congratulations once again for moving into the next phase of the IHRP Certification journey. The
details of your assessment is appended below. Please read through the email before the day of
assessment.

Key Details for Experience Assessment

You will need to complete the Experience Assessment at your own time before the day of your
Competency Assessment on 13-Sep-2024, if you have not done so yet.

This assessment should take around 30 minutes to complete.

[@le oGl to start the Experience Assessment.

Do note that if you do not complete your Experience Assessment before the day of your
Competency Assessment, you will be required to complete the Experience Assessment first
before you can proceed to your Competency Assessment.




3. To start the Experience Assessment, select your specialization. PLEASE Choose your

CORRECT Specialization. If you are unsure, choose the one you are most familiar with

Select Specialisation *

Select

Select Specialisation
Compensation Benefits/Total Rewards
Generalist

Learning & Development

Operations/Analytics

4. Click on “Start Assessment” to commence with the Experience Assessment
(EA).

Note that once you click on Start Assessment, you will
not be able to change your specialisation.

Ensure that you complete and submit the assessment before the day of your
competency assessment. Otherwise, you will be required to complete it
before you can access your competency assessment.

5. You ONLY NEED TO COMPLETE the 30 Multiple Choice Questionnaires.
You do not need to complete the free text box.

16



