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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/ 

 

https://ihrp.microsoftcrmportals.com/prometricinterimsolution-dashboard/
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2. Click on “Send code”. 
 

 
 
 
 

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

 

 
 
 

 

 

5. Click on “Upgrade Now” 
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6. Click on “X” to close the box 
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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. 

 
 

 

 
 

 
 

 
 
 
 

 

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. 
 

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

 
 



5  

 
 
 
 
 
 
 

• 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 
 

1 
2 

3 
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• 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”. 

 

 

 

 

 

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: 

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

COMPLETE this segment 
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OR, 

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
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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 
 

 
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 

1st to 15th of the month).  

 

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

timeslot.  

 

Then click on “Schedule Now”. 
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1. Review and confirm your selected assessment details. 

2. Check the checkbox to acknowledge the Terms and Conditions. 

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

 

 
 

 

 

 
 

1. Input the Promo Code and/or 
Corporate Code as applicable. 

2. Input the Skills Future Credits 
amount you wish to use ( Terms & 
Conditions apply. ) 
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1. You will be directed to Stripe for Payment. 
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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. 
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7. Experience Assessment 

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

 

 

 

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

on your Competency Assessment details. 
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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  

 

 
 

 
 
 
 
 

 

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. 


