5

nlr

Elm

Continuous Professional Development Platform

Date: 12/07/2023

aanll cilamsill dyageu]l &l



User Guide for

Professional Development Providers



CPD Platform

CPD Platform serves as an avenue of CPD stakeholders, namely, the Saudi Commission for Health Specialists
(SCFHS), CPD Activities Providers, and health practitioners. CPD activities refer to health and medical training
courses, conferences, seminars, or lectures tailored to develop health practitioners' skills and help them obtain CME
hours. SCFHS expects health practitioners to meet a specific threshold of CME hours every year, and upholds a crucial
monitory role over CPD activities to ensure adhering to the best quality and effectiveness possible

CPD Platform enables the current system to operate smoothly and effectively by allowing CPD activity providers to
apply and track accreditations of their establishment, training center, and activities electronically, without requiring

correspondences and or visits to SCFHS. The Platform supports CPD activity providers to view activities' statistics
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Introduction:

About Platform Services

All Platform activities available for CPD activity applicants can be summarized as follows:
1- Personal registration for CPD establishment manager account
2- CPD establishment accreditation application
3- CPD establishment information update application
4- CPD establishment reaccreditation application
5- CPD activity accreditation application
6- CPD content amendment application
7- Registration of health practitioner CME hours in CPD activities
8- Training center licensing application
9- Training center ownership transfer application
10-Training center relocation application
11- Application of approval letters for hiring instructors and trainers in training center
12- Activity and CME hour Reports

13- Management of user accounts affiliated to the CPD establishment (coordinators)
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Users:

Users affiliated to CPD establishments can be categorized into two types as the following:

CPD Establishment Manager:

Refers to a person who registers in the platform as a CPD establishment manager, and accordingly,

holds several responsibilities:

1. Filing CPD establishment accreditation application
2. Tracking the application until it is accredited or refused
3. Managing CPD establishment coordinators

4. Tracking CPD activities of the accredited establishment

CPD Establishment Coordinator:

It refers to a person who holds several responsibilities related to CPD activity accreditation as the

following:

1.

2.
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Filing CPD accreditation applications

Tracking activity applications until they are accredited or refused
Registering hours of health practitioners registered in the provided activity
Amending or canceling an accredited CPD activity

Amending the content of an accredited CPD activity




Content Overview

The table below illustrates User Guide main titles content to facilitate the utilization of Guide and
understanding of the content.

Content title User Content Overview

Shared Windows

between This title involves all shared windows among

Establishment system users, which include first steps

All users . .

Manager and requited to log in the Platform

Coordinator
Within this title, further information of the
following is available

CPD Establishment . e How toregister as CPD

L. CPD establishment manager .
Accreditation establishment manager

e How to file CPD establishment
accreditation application

Within this title, further inf i fth
e CPD establishment ithin this title, further information of the

manager
e CPD establishment

following is available
e How to file CPD activity accreditation

CPD Activity . application
. coordinator i o o
Accreditation e Tracking CPD activity applications
e Registering CME hours by the
establishment coordinator
In this title, inf :
. e CPD establishment n this tlFl(’t .Iljl ormatl.on about all
Coordinators responsibilities required from the
manager .
Management establishment manager on how to manage

coordinators is available
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Platform Services

Shared Windows between the establishment manager and coordinator
Some CPD windows are shared between the establishment manager and coordinator, as the following:

Login

amall Olanaill aogeu aimll
Saudi Commission for Health Specialties V

Joasll Jiaut cilaglas

oSyl syl of @sdLusall @l

< opall GalS Caps Jo sspell dals
1- Enter username and password
2- Tick the verification box I'm not a robot N
This TeCAPTCHA is for testing purposes onlfePEIEAA
. . - report to the site admin if you are seeing this "> 7=
333 b <L
bl g5l sy plial @l

Resetting the Password

amnll lanaill agewl aill
Saudi Commission for Health Specialties v

950l dalS Cugnsi [

User can reset the password by clicking on “forgot ol sarall BolS ¢yl 83le] byl Jlus| s
g Aslll sl clbay @l 3] g syl vy

password”. After that, a window will pop-up asking algtaal ac o, 35155 s st 8

users to enter their email to send password reset

link.

* iyl agall

™

I'm not a robot s
Thiz TeCAPTCHA 15 for testing purposes onlsPIEIEHA
report to the site admin if you are sesing this ==
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Updating Emails in Case of not Receiving a Verification Message

In some cases, users do not receive a verification message for security reasons related to the
establishment itself. As a result, the Platform enables its users to update or change their emails and
receive a varication message through the following steps:

X spall Gigislll syl Jyaai

* Galaall igyISIgl syl

I'm not a robot
ThisreCAPTCHA is for testing purposes onlgePIRIEHA
report to the site admin if you are seeing this. ™™ =™

R

a

1- Click on “did not reverie account verification message”

2- A pup-up window will appear asking user to enter the pre-registered email

3- The system will send a text message with one-time password “OPT” and will, in
synchronization, allow user to enter the code in a text field

4- User must enter the code and then click on

5- After verification, a text field will appear ask the email again which will
be used as a username and to which a verification message will be sent

6- The system will verify user’'s email once verification link is clicked
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Accreditation of CPD Establishment

Registration of CPD Establishment Manger

Create new account

Platform requires CPD establhisment managers to registe in the system by clicking

In the Login Page.

x Silagleig hgph

.E.g:_\JlgéJnlu.n.l.d|L=.,j.g,o.||p_ghﬂ| 8)lsl Dilga chael haa alie Jowill ®
Aledel calby g dgall pre @adlwe cibund Jimwd spmo ol B L4
LAl b lgilas 5)blg dgall slaicl (il @yadT dgall yss giaiug Jizwill Jlas] xe; .

Siloglailly bgyddl s 38y dgall La aduwall Ligall polaill 3 jyan Ui Galgl

-

A pup-up window will appear as a reminder of terms

7'}

and conditions that must be adhered to and agreed
on before proceeding to creating a new account. The
Establishment manager is required to:

1- Agree on these terms and conditions

2- Click on

After clicking on ‘continue’, user (establishment manager) will be redirected to the Login Page to fill in

the required fields and the following will be carried on:
1- Verifying personal information via the National Information Center
2- Entering contact details, email, and password and upload CV
3- Successful Login Page
4- Receiving a verification message and clicking on activation link

5- Login Confirmation Page
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User must enter the following information in order to allow verification via the National

Information Center

1- ID type
2- ID Number
3- Date of birth

0~
1

Click on verification

e

igall yghaill g3 olse

dpgeull dyyell dslaall oyls () dpgeull dyell dslaall Jals ©

dpanill clogleoll o §aaill

* dygpll @i * digell goi
10 3 ~ blgeo
*igall vagiinillg  Jipwill @d * salpall Ayli
34 4 11 .
™
\/ I'm not a robot L

This reCAPTCHA is for testing purposes only=PIRaEHA
report to the site admin if you are sesing this "™

acy-Terms
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Establishment manager must select the location CPD establishment affiliated to
e Inside Saudi Arabia
e Qutside Saudi Arabia
Once personal information is verified via the National Information Center, establishment
manager information will be restored
Filing in establishment manger contact information

Uploading establishment manager CV

Clicking on “Login” button to complete the process

iaall polalll dga lse

Aysgal dpall aSleall gla Aysgamll dyall dSleall 5l ©

reluall igall pelaill 8)ls] pse Cileglas

silyall 2yt5 (Siaail) nall f1s) aall
1021411 Betool Saleh Alnamish alaill alla JsT
Bpmiall

Cgsaacall fupall dslaall

Jealgill ileglas

* Jloal @3

B - 4966 550000000

“rarall aals

sapall dals

sl Bypull

=

User will be redirected to “Successful
Registration” Page and will be asked to check
sent items in the registered email to activate
the user account
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alais sl @3
(lale . __n.sa) igyislyll clagy olgic M Juupell byl ll glily Jiganill JioaT 20

Jo2all Jupud

User must activate his/her account by clicking on
“Login verification” or by copying the link and pasting

it on the browser

I VE S L

el sand amd g 5030,

PR LY | R TN RS | N 1 IPPEN STk P, P | P | RIS 1| IS PRI [T || PN IO . o
sl 2513

priotall 8 afialy  Hall fosd ) oot o8 s g0 fams all aRa o

hitpi10.33.191. 56/account'confirm-email 7 c=%2M" a2 g3
> 21 (D2 s RO i BEsiy LOETE

2 hzE4nEwfZwdil FowtiziObndu ThriSkocd2 sway HWE b DALY e IEYe3d

poall 5
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Once Login is verified from the sent
email, establishment manager will be
pm— redirected to ‘Successful Account

Activation’ page

N °

esiiunll Clus Jueds

iy bl Jyeal @i
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Filing CPD Establishment Accreditation Application

Once establishment manager is registered and verified, he/she can log in the platform.
The first page that will appear is the Term and Conditions Page. The manager must click on
“Create new accreditation”
In order to be redirected to the Page of Filing CPD Establishment Accreditation Application.

olall plsa llg Jagyial

i Loy sgaily jal

aalail ol Lale (@pnuall lanadTl & sgeull gl aflg) proa e el sa) clig dpuall Cibamdill dspeumll dligll LIl Jolso callall apal e Joduso il 131 .1
gl ieyislul pgall s dilas lgililnieg igall obill aflol

bl azlo r2y ol Lol Taag - dlygll wlg «disgll lgaliad 11 lsiLisall gran $léy] sy oS dymuall Ciliauadill dysgemll digll o3l alb Joud ol s e iy 431 .2
aaba] Sisitue §i calls a Gall

fritiall il pac JB 5 alb s uslio ol Lo 3153l ligll §aug paiall Lulls JLoS] asés ymuall ibaundill &sgaull dgl ayliad sifuo (8 paols sgail .3
Aanall el Juls dgllhall Silaituall

ilalgidilaalgll olg lghiadl 84lhog damia duall Mibiauasill dpsgewll dgll delwell §ilislls ilogleall greag all gauadill 4 dvelel Salgadl ol sl 4
bl go Jsib sl doio Cumulg S dunng gy ijiao duigo of dpale diynfiyaylel duwbo 3o 5 sl Cilias il dzalall

sLoally dizgll b Loy Joamall dalaiill g doliaill Skl yll 3515 3lily disgll (53l lln sy lls b Lay wlls Cauls Tl 15] Gyloduall Jals Lealy 31 .5
aale i3 §illg of Siloglas &g il 825 yell Billglly Silogleall o $AaIl aidedl o ol dmall Cilauadill &ysgeuwll disgll ydesl .6

il Ciloglaally 2idgal (4o gf dpmuall Cibeuaiill dysgell dgll il lg) Gyaapall Cilgal of Lg) Cauys il sigall of palsll dijgll fasaylelll Guumall ydgdl .7
2l13 ¢y LihiT A8 dyigils fglgdue (1 (yo Diloglaall oigl doriiuall ol dyllall Silgall of joladill ayaz dyloduso cilsl) yalg lgiys

afloll a8, 42 eguny bg callall Eallas pouy spuui e 3alol 8

Jodall §pu¢ gadub §11 Boy o ail ola) 43lg (ELolS ylodano dymall Cilouadill dysgeumll lgll igisI il adgall b uadudll s e Jobuo il 13lo sgail .9
agll

g jlyaiiuls lgale gliol il &uslsll Lalgi Silaglen Jiay imuall iliounaill dsgaull dlsgll g3l aluss o Jsaall Jlgall Cailgll adye igsisll syl tlgic ol j5l 10
lgiall 0 pre dlunpall Jilugll e 3320ll Sisgll a ealbl pac s dyloduo & dlsgll Joall

Zillusdtiulg Jiluye Dlalls Jeun olasl lgule st §i tiass jod Jloall ailgll e g5yl sl Jo @Sl Lol oim Jauwy dalsToll Ll G318 uysady agell 11
o lalio ol Lo 31571 diggll oy LaS wclliy ol pac e giylall piliillg ilasill JalS Jaadl Las wells e dulounall JanTly dpmuall Slicuaiill dsgamll digll

aellsy eliill pac Jla

213 gl Slaundill dsgaumll digll dakaily dmuall gall Alglio alkai Jio dSloall 5 druall ulasll p5a3 il laglailly deksidl e edbly Sisaay jal 12
Adlall 25 Gyeydill Gokilll o apo igall Aibatlly Jruwill dalall

Toulosd i svodagg opall yaill Joay ails ohagl s b Sialaidle el gaill g caalisdl Jls Ga il sl 13
dlglso Jls b ol Jlgic alndyll cingel ciloglas (il ilas] Alls o of vy Cuagal Loy plilll pac ol (& bull Ciligaill o (S daua ac @l 4 ail Jolsll oley 151 14
Adliad Sliall pliaillg Ba.iill G815 plIALS dSloall 44 Gakilll 4y AdT Lo ,As) il copiio pué pol clidd e Jouaall @maagi of diggll Labios e pildl

ilaglatllg akiilll (o lmpuég pgjill

oulel 5)g55all plsadllg kgl e Salglg 4l Uils yalue igo ughal dga slaicl calln il

L ®

The Terms and Conditions Page will appear only once

—)

before application creation and will not appear again.
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The process of application filing involves six steps that must by completed by establishment manager

before filing accreditation application.

First step: Establishment Information
If the establishment manager is located inside Saudi Arabia, he/she will be asked to select the sector
affiliated to

1- Public

2- Private

oo igo pghi dga slaicl wulb

6 ) 4 3 2 o

aall dealall Juleall dgalell ialll Vgduial agall ciloglas

dgall ciloglao
Public: the S
establishment will be — uals O oot ©

@ alslall aljo )

verified by Ministry of

Interior No
% Gl
Joluis (5igo pghl dga slaicl call
6 5 4 3 2 o
aaall daalyoll suleall dgolell @izl Uoduiall agall ciloglao
Private: the
. . agall cule,
establishment will il mlagla
be verified by CR No : agall gl
0ol @ oosa )
* SR Jaunll jlua] 5yli * SR Jpuull o3,
YYYY-MM-DD
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As for establishment information such as its name, it will be verified by Ministry
of Interion No or CR No conducted in the previous verification. Establishment
manager must fill in the rest of the information such as:

1- Establishment area and type in terms of parent or branch establishment

2

Parent establishment name if the registered establishment is branch

3- Fillin activity type information

B~
1

Fill in establishment contact information

Click on to move to the next step

(8]
1

).nium‘;i.g.agghiig;alnl:h,llb

6 3 < 3 2 o

aall daalpall Juleall dzaloll aislll Ogduiall dgall ciloglas <
agall Cilegleo
f il agall @l el dgall @l
Prince Abdullah Hospital adpill adhiasll alllse poull amiue
*divall *adhiall
v oloull v audpdul dahiall
* dgall cagiiai agall ggi
v Adiue aes O dpyi O
* _ailgll pa, agall kil coi
Bl - +96650. .ccuun aplyicl dhutiil oSl ylet dnhil
fsitiis) igyislill gdgall * oSyl syl
Pri X o som
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Second Step

In this step, manager will be asked to add information of the

coordinators affiliated to the establishment by clicking on

yoluun igo pghi dga sleicl il

adall daalyoll suleall dgalall dinll wgduiall dgall Siloglas

cuduiall dails

saluio igo pohi dga Guis dlal

L. [ =)

After clicking on ‘add’ button, a pup-up window will appear asking for coordinator’s

information to be verified via the National Information Center.

x jaluio igo yohi dgs Gule 48LAI

dnaadill calegleall o Ganill

* dyggll @a, * diogll goi
~ duggll poi yinl
* salpoll 5yl
e YYYY-MM-DD

ctell
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X poiuio sigo pghi dga Guiis dalia]

Guuiall Cileglao

salyall Agli ((Siakail) @l (1) paadl
28/07/1414 Betool Saleh Alnamlah alaill 2lba Joky
gauiall

dusgeull dupell dSloall

Jualgill Ciloglao
* ioyislyll syl * Jlgall aiy

Coc.colo .7, "o B~ +9665-7 77701
ciladall

aolpl fada il sledc ) apaaT

crall uagleall aph_‘tﬂg il jgias Cilebw Jind

= =

Once verification is made via the National Information Center, coordinator’s information will be restored.
Establishment manager must fill in the information of the added coordinator

1- Contact information

2- Powers: one or more powers can be selected for each coordinator
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After adding one or more coordinators, establishment manager can:
1- Delete a coordinator by clicking on “delete” icon @
2- Amend coordinator data by clicking on amendment icon
V4

3- Continue adding more coordinators

4- Clicking on to move to next step

poluso igo pghi dga slaicl culk

gasll daalpall Julaall dpalall dinlll ghuiall agall Silogles

iAuiall dafls

—
Ciledg] -l oyl aapll
i & aolyll faln &l sloiedl apaill Ce “_  lcom +966 5¢ sl soal @i
aolyll falabiill sleled apaill
I &  sobullo dkbdiill jguds ilebu Jymud coc . som +96655 ___ aleill 2lla Jaiy

cagaall punlosll
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Third Step: Scientific Committee
Establishment manager must fill in the fields of Scentific Committee infortmation in temrs of:
1- Scientific Committee: filing in all fields related to Committee’s name in Arabic and English, date
of establishment, and number of members in a digital form
2- Scientific Committee Chair: must be a health practitioner; accordingly, the manager has to fill in
occupational classification No.
a. Fillin Scientific Committee Chair personal information
3- Scientific Committee Secretary: should not be necessarily a health practitioner; accordingly, the
manager is not required to fill in the field of occupational classification No.

a. Fillin Scientific Committee Secretary personal information

(Th S ide: 20
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yoluio ige nohi aga slaicl il
6 5 - 9—0
gl daslyall Julaal aalall aislll Ggdmiall dgall Siloglas

ayalall dialll Ciloglas

“aialll eli] Ayl *aialll @l

08/12/2019 ol alaell aisll
“Ginlll cbiae sse

30

*aiplll JySis jlyd po 8jgan

H

Bl sussiobasesa @

Qalall @ialll ugy Ciloglas

" Sialaially @l el aull
Leanah Alsaber shautll @iyl
“Lagbaill pd) “aols aggll @)
121 36 1068
* Jlgall a3, izl
B - +96653 38 v sgawll Gupall atlaall
* igpisiyll gyl
Cha © leom

ayalall dialll yiySa Silaglas

* Siskaially @l “ el il
Ebtisam Alshaikh Agdall T iyl
*aginill @) “dalagl/dgqll @sy
12F a5 107 3
* Jigall pdy *Aguanizll
B - +966 5 5 v dy3g2ull dyell dsloall
* apslyll syl
Ebt nail.com

After filing in the Scientific Committee information previously mentioned,

establishment manager must click on to move to
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Fourth Step: Standards

There are twenty mandatory standards that must be applied and adhered to by the establishment
manager in order to receive CPD establishment accreditation. These standards are divided into main
and sub standards which must be completed by the manager sequentially, as the next standard will be
only opened after the previous one is completed.

Standard 1: Eligibility Criteria (Mandatory standards)

Within this standard, there four criteria; three of which are verified in the previous steps, and the last

one is verified by uploading training certificates. Two documents must be uploaded at the very least.

salus igs pohad dgs slalel il

silaall

dgalall &l apiuiall Silgall

20/3 Aalill el gpay puleall
43 asoliiyl juleall) Jouallg aulmdl pulac) ~
< sl Jlao s Jorsol §ibu Baisell Sgall o sl sy pasisi seze A
alais &l Gig by gpo Gasill i
Q T s gl 8 piusall yigall bl 3 e Jobuaal 0ass v
In the fourth standard o S
Al Slauadill dssell gl b padalls ag Jalall il golindl salual igall wehlll ilgs yAuios disa juial v

agigall s lalllg lns gl yleo

draidaii pule

Bagall o g duyaill akoall §)ls] julze

I [ s ] '
4 Upload at least two files and
©  amalcloosilldsse gl oo paialls per palall rsill golinl jeluall igall okalll Cilga Auios diso juial then click on upload to save
"0 sl Cslgi the file
. % <—|
B odlalidelilsba &
B 2ouilobuehioks &
Sl
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Standard 2: Disclosure and Professional Ethics Criteria

Within this standard, there are four different criteria that involve acknowledgements to be agreed by the
establishment manager before completing other standards. All these different acknowledgments follow
the same agreement mechanism.

il @nauall

yoluo sigo pghi dga slaicl cilk

. O0—0—0
sulaall

aaloll dialll giumiall Silgall

a8l dnslyall

20/ 4 agalil] julanll oz paleoll
4/4 @ dpolilill yuleall) Joudllg dulmill juleo)
digall iliailaillg slasdl mles *

yaLwall igall pghill dusiill &iilll Cilloljisile yulaay aliilll A

0 bl e bl mall Jlosy

agaill

O

yotuall igall pohill dndil oxial 445051 Gaglgll dule o Loy @liildl v
Sl pesll g allasll clai e alasill sget v

Bl yaimai aigai plsaly pljlill sgai v

gl yulao

83gall lews g dujaill dulosll §)ls] pules ™

Establishment manager must
click on acknowledgment kink to

receive a pup-up window with
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X Jal

sgaill yai

gkl ,\__.,,0_\.1':..0 sladcl ilalyinlg pulesy l.c:|j_|'J_IJ|._| yalurall k;_i.g..cu.“ pokill pao judl sesl aidl i ageil
lmsclodg poduall L;_LB.QH pahill daghhiill @il . lgsle | paguniall I.o|S:_TJ| s paduall L__.,_i.g,cvdl
ahgaill

Jadl seal aiyl :In.ua.dl

1o oo 3 dggll i)

asdpiull adhiolly alllse ol adiuo Fgall pal
02/18/2020 :é.l_JLi.“

0 buly Ll bhaidl jhaall Jlosy

All acknowledgements will appear in a pup-up _\Q_Q_IJI _\3| raj' Y

window and establishment manager has to

click on “I agree” to complete the

acknowledgment and then click on

“Close” to save the acknowledgment.

Once the acknowledgment is completed, a pup-up window will appear informing the

manager that the acknowledgment has been done, and there is no need to go back

and read the acknowledgment again.
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Standard 3: Regulatory Criteria

Within this standard, there are seven different criteria concerning establishment vision and mission.
These criteria must be filled in by the manager. As for the rest, they require uploading certain

documents.

soluis iga pohi dga slaicl cilk

s 0—0—0

2oall daslyal sulaall agalall Ainll Oguiall Sigall

20/9 Goljl] jleall ggon pleall

4 @ &olilyll puleall) Josallg &ulnll jules)

V4 @ ayigall cilia sl abadl ylas ¥
ol plao

(] yalusall igoll pohadll dlnitil padal dilas dlluyg il 3939 ™

gl

stoicdll il oL dasdall gall Aslall 45,0 s

Ll

ol b e Aosdall gally Aunlall Allul s

i
Qaglailldiyll ¥

yolusall igall yghnll dilsil adaiill Jsigh ¥

dyaylailly fyuailly Auloall 3310 Guliadbill Slliniollg il I Sluslsll

opsiall josdnll Y kg Jsaill 8y dgall dbadil e oule gl apb ciing ¥

dyll daslellg syl il ¥

Jualsill Silgis apal ¥

3gall gloud g duyyaill Adoall 5yl wilas
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Standard 4: Training Process Management and Quality Assurance Criteria

Within this standard, there are five different criteria concerning certain documents that must be

uploaded by the establishment manager.

aluo sigo pghidga slaicl calls

ass sulaall

agalell ainlll Jgduuiall Slgall

While standards are being

20/ 20 Ggoljl] plocll grea puleodl
filled in, establishment Q
44 @ &oljlil puloall) Josdlly Gulnll yulao)
manager will be updated
44 @ aigall cilisiaillg sbasyl pyles ™
about the number of the
77T @ Bl
completed standards
. dagall gloua g duujaill adosll 5jlal pules ™
against standards total salloles o Sl Soslloibl
number. The manager ° Sumslell Tl gl Sl il
will be also allowed to ° Spnsleill Al pugsi
check the completion of ° sy TS GusaTl dkaal closlas ssbsi
main and such standards J alll gl bl BB
(] otiaaiall puai all A

via a detailed icon.

‘0

B wese

Once all required documents are uploaded, establishment manager must

click on to save all standards in this step
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Fifth Step: Review

This step involves reviewing all previous information that was filled in by the establishment manager.

Review is conducted before the last process which involves filing the application and paying application

examination fees.

saluis igo pghi dga slaicl il

gl daslall sl

salall alll Onatall gl Ciasla

agall Ciloglaa

\Sidlalaty gall gl

sl gl s
Princa Abdulan Hospital iyl aihioll i ol Adlan
gl g sall

wass plaall

Review of additional information T

i ’
sl plad i el

agall jse Cilaglen
—— sl el o3y el e

10 83 34 44 el svasl iyl

18 il

s - s gt ool

oLl gl
gl A2 sbaie ) sl Cour #gmeil.oom 1000 50 sl 22 ginad
aelll Akt slaied ppsiill
aohillg Bhkiil g el Jyus  coow dgom 4966 55 alaill alo Jait
el sy ool
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10 Eblisam Alshaikl Gueblt T elaatt
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dsolilull pulaall) Jouallg ulnill pulas) e il oot s,
waasill Yoo v Joesall §luw Gaisall dg3ll go o ey gadyl s A . oyl gl
P iyt
A
Tinio Lutas dgall o8 saisiall yigall sghil 3] o Jebusallonsyof v
dgalall il v
Once review is completed, establishment

manager has to send the application by clicking

auigall s ATy slasyl julas

i, v on Send the apolication and a pup-

535l ylosd § auyadll aulaall 8)ls] pulae ¥

[y =1

up window will appear confirming that the

application has been sent.
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By clicking on “Yes”, establishment manager will be redirected to the last step which involves paying the required

. fees in order to send the application to the Saudi Commission for Health Specialists (SCFHS) to examine the

accreditation application.

Step 6: Payment

yoluto igo pghi dga slaicl culla

aaall

dealyell suleall dalell dinlll vgduiall dgall Zilogleo

aaall
fpaduoll Sjsic

e gallagll o gaiiall caligoll gybiug olg Loise cullall sisg ol o3l 03 (y0g wllall &uslyal ol Jiliall sl il iy callall Jlayl duloc Jlos ol

gJLaa,!ﬂ él_a.n”
JU, 5000

giull @ik

2/2w

| ==y -

Upon completion of payment process, a receipt will be issued.
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Upon completion of payment process, the CPD manager will be directed to the payment page

to process the receipt.

,.aiau.a‘?i.e.agghiig;alol:h,llb

aasll

daalpall Juleall zalell dinlll Ooduiall dgall Ciloglen

aaall ciloglas

a8 sl oy yigaall jay Al 8y6ila @dy wgllaall gliell
02/18/2020 085 000624759486571 Jly 5000

(gl

—

Upon completing the application and before completing the payment process, the system will label

application status as "Pending Payment”. The payment term is 30 days and, if not paid within this term,

the system will cancel the application.

— @l g poluio igo pughi dga sleicl culk

gyl adhially alllsye jpoull L adiias

o0—©0
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Filing CPD Establishment Accreditation Application for E-Learning

Once establishment manager is registered and verified, he/she can log in the platform. The
first page that will appear is the Term and Conditions Page. The manager must click on “Create new
accreditation”

In order to be redirected to the Page of Filing CPD Establishment Accreditation Application.

General terms and conditions
Lacknowledge and pledge the following

TR that | am respo for a to the Saudi C: for Health . after reviewing all the

requlations of the Saudi Authority for Health Specialties, knowing that the systems and regulations for professional development and their

requirements are announced on the website of the authority.

2. Icerify that | am aware that of my with the Saudi C: for Health will be after attaching il the

documents requested by the authority, and that the authority - as it sees it after reviewing my request - has the right to request any additional

documents.

3. I pledge to provide any document required by the Saudi Commission for Health Specialties for the purpose of completing my submitted
application and the authority has the right to take what it deems appropriate about my request in the event that the required document (s) are not
provided within the specified period.

4. | certity that the scientific certificate in the health and all the and delivered 1o the Saudi Commission for

Health Specialties are true and identical to their original, and that the scientific certificate / certificates obtained by it are from an educational
institution / scientific or professional body that is fully recognized and valid and not forged in any way.

5. | certify that | bear full responsibility if it becomes clear otherwise, including rejecting my request with the Commission and taking all legal
measures in accordance with the regulations in force in the Authority and the Kingdom.

6. | authorize the Saudi Commission for Health Specialties or whoever it authorizes to verify the information and documents attached to my request

and any relevant information or documents.

1 authorize the educational institution / scientitic or professional body in which it has studied or its reference authorities to provide the Saudi
Commission for Health Specialties or whoever authorizes it with the information it wishes. | acknowledge that all persons or entities requesting or

using this information are free of any legal liability that may arise from that.

8. lagree to pay the fee which is as pe the

9. 1 pledge and acknowledge that | am fully responsible for my account on the website of the Saudi Commission for Health Specialties, and |

acknowledge that no one other than me has access to it.

10. 1 acknowledge that the e-mail address and mobile phone number entered in my account with the Saudi Commission for Health Specialties
represents my private contact information, which | constantly consult. The Authority does not bear any responsibiiity if | am not informed in time of

the messages sent through these channels.

11. | pledge to update all data related to the record of this service with you, such as e-mail and mobile phone number, as soon as any change has

occurred to ensure the arrival of requests, messages and inquiries of the Saudi Commission for Health and | bear for
that, as | bear the full consequences and consequences of not doing 8o, and the authority is entitied to take What you deem appropriate in the

event of my failure to do so.

121 my and of the and governing health practice in the Kingdom, such as the system for

the practice of health and the of the Saudi C: for Health related to

classification and other relevant legislative systems.

13. I declare that in the event of the difference between the Arabic and English text in this declaration, it works with the Arabic text and adopts a basic

text.

14. I know with full knowledge that if any of the previous undertakings are not valid, or do not abide by what they promised, or if | hide any information
that | pledged to disclose, o if | try to influence the Authority’s employees or threaten them to obtain an illegal matter, it will apply to my right It is
stipulated by the regulations in the Kingdom such as the anti-bribery system and the penal system for crimes and other

and instructions.

By creating an accreditation request | agree and accept the above terms and conditions

== The Terms and Conditions Page will appear only once
before application creation and will not appear again.
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The process of application filing involves six steps that must by completed by establishment manager

before filing accreditation application.

First step: Establishment Information
If the establishment manager is located inside Saudi Arabia, he/she will be asked to select the sector
affiliated to
3- Public
4- Private
And if he/she:
1- Primary Provider

2- Secondary provider

New Accreditation Request to CPD Provider

o ;, 3 1

Faciity

Public: the establishment will be Provider Information

; ter Seclor
bl © Government ' Private

© Primary Provider Secondary Provider

verified by Ministry of Interior No

mber @°
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Home Invoices list

New Accreditation Request to CPD Provider

’ 2 = 4 9 6

Facility stors Scientif

Private: the

Provider Information

establishment will
be verified by CRNo

Provider Sector

Government @ Private
O Primary Provider Secondary Provider

R Expiry Date *

YYYY-MM-DD
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As for establishment information such as its name, it will be verified by Ministry of Interion No or CR

No conducted in the previous verification. Establishment manager must fill in the rest of the

information such as:

6

7

8

9

Establishment area and type in terms of parent or branch establishment

Parent establishment name if the registered establishment is branch

Fill in activity type information

Fill in establishment contact information

10- Select “E-Learning Website” in Provider Classification field

11-Select Yes or No for “Do you have an eLearning Platform License from NELC.gov.sa?" field

12-Click on “Save & Continue” to move to the next step

Second

In this s

NTVW ALLITUILALIVI I NTUYUTOL W Wi W M iuvviuc

Facility elLearning Platform Information Coordinators

Provider Information

Provider Name in Arabic*

pall e

Certificate Name

2l At

City *

MAKKAH v

Mobile No. *

B - +966 54C 1

Website (Optional)

Do you have an elearning Platform License from NELC.gov.sa?

OYes ® No

Close

Step: E-Learning platform Information

tep you have to:

% User Guide: CPD Platform
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Scientific Committee Criterions Review

Provider Name in English*

Hospital

Region *

Makkah

Provider Classification *

E-Learning Website

Email Address *

tes “.com

Payment

O

5




1- write the platform name in Arabic & English,

2- click on Download Certificate button (there are 2 buttons for both languages)

3- Certificate will be downloaded in your machine

4- You have to enter the “NELC Certificate Number” and attach the required document
5- Fill all mandatory fields related to eLearning platform

6- Click “Save & Continue” button

o0

211V R VOPRPIRIP  1%
MUSTAMIR Saudi Commission for Health Specialties N

Home Invoices list

New Accreditation Request to CPD Provider

Facility elLearning Platform Information Coordinators Scientific Committee Criterions Review Payment

ELearning Platform

Platform Name Ar * Platform Name En *

SCFHS Reference Number
SCFHS-20210000007

Download Certificate Ar Download Certificate En
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National eLearning Center,

Please note that the mentioned provider requested to be accredited Electronic CPD Provider in
Saudi Commission for Healthcare Specialties on  17M10/2021  AD corresponding to

11/03/1443 H.

Therefore, based on the second condition of the Memorandum of Cooperation singed on
12/01/2021AD corresponding 25/06/1442H between the Saudi Commission for Healthcare
Specialties and the Mational eLearning Center, the institution would like to obtain a license
from your end for its electronic platform according to the following information:

Provider Information

Haospital
0l __.__1T

A e 2

Lans den lalls

Makkah-MAKKAH

Platform Name 1 A ALY agladll deale

I SCFHS-20210000007

Link  http://10.33.191.56:8067 laccount/view-eleaming/316
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Home Invoices list

New Accreditation Request to CPD Provider

3 4 5 6 7

Fagility eLearning Platform Information Coordinators Scientific Committee Criterions Review Payment

ELearning Platform

Platform Name Ar * Platform Name En *

1 igislull puleill Ainio eLearning platform

SCFHS Reference Number Download Certificate Ar Download Certificate En

SCFHS-20210000007

NELC Certificate Number

12121212

NELC Certificate Number

Fill the information for NELC

& NELC Certificate Number

and upload the document

For support and inquiry : (=] Mustamir_Support@elm.sa [ 920011349 Bt A O :}_;'1:

© 2020 Saudi Commission For Health Specialties All Rights Reserved | User Manual

(@ s s s v

Platform Certificate Display Name *

Goals *
Save
Is the platform available as an App? elLearning Platform URL *
>
Android i08
App URL elLearning Platform Access*
Please .
User name
d—
SeleCt |f the Password *
What tools are used to manage content in the eLearning Platform?*
platform
Content Creation Tool Live Broadcast Managment System
Resources Library H H H
ilabl Fill the information to access
available as
Platform Description*

application the platform

Once you fill all required fields, click

on Save & Continue button
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Third Step: Coordinators

In this step, manager will be asked to add information of the coordinators affiliated to

the establishment by clicking on “CPD Coordinator Addition”

&

RS ———"
Saudi Commission for Health Specialies  \ao”

Home Invoices list

New Accreditation Request to CPD Provider

o—o o0 - - - -

—— Facility el earning Platform Information Coordinators Scientific Committee Criterions Review Payment

CPD Coordinator Addition

a pup-up window will appear asking for coordinator’s information to be verified via the National Information Center.

CPD Coordinator Addition x

Individual Verification
Identity Type * Identity/lgamah Number *
Select Id Type '

Date of birth *

YYYY-MM-DD

e

Once verification is made via the National Information Center, coordinator’s information will be restored.
Establishment manager must fill in the information of the added coordinator

3- Contact information

&

4- Powers: one or more powers can be selected for each coordinator -



CPD Coordinator Addition

Coordinator Information

Name (Ar) Name (En)
wigall sea0 3y QaQQ
Nationality

Saudi Arabia

Communication Information

Mobile Number *

H - +966 5000000

Permissions

Email Address *

"] Apply for eLearning Activities / Programs Accreditations

Date of Birth
10/12/1404

[ Registration of Attendance Hours for eLearning Activities and Programs for health practitioners
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After adding one or more coordinators, establishment manager can:
5- Delete a coordinator by clicking on “delete” icon

6- Amend coordinator data by clicking on amendment icon

~
1

Continue adding more coordinators

8- Clicking on “Save & Continue” to move to next step

Home Invoices list

New Accreditation Request to CPD Provider

oo o0 - - -

Facility elearning Platform Information Coordinators Scientific Committee Criterions Review Payment

Coordinator List CPD Coordinator Addition

Goordinator Name # Mobile Number Email Address Permissions Actions

Apply for eLearning Activities /
Programs Accreditations
Mohaed +966 54 )N tes t.com Registration of Attendance Hours / i
for eLearning Activities and
Programs for health practitioners

Apply for eLearning Activities / , i
Programs Accreditations

QQaQ +966 54 " ba som
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Forth Step: Scientific Committee
Establishment manager must fill in the fields of Scentific Committee infortmation in temrs of:
4- Scientific Committee: filing in all fields related to Committee’s name in Arabic and English, date
of establishment, and number of members in a digital form

5- Scientific Committee Chair: must be a health practitioner; accordingly, the manager has to fill in

occupational classification No.
a. Fillin Scientific Committee Chair personal information
6- Scientific Committee Secretary: should not be necessarily a health practitioner; accordingly, the
manager is not required to fill in the field of occupational classification No.
a. Fillin Scientific Committee Secretary personal information

New Accreditation Request to CPD Provider

Scientific Committee Information

Chairman of Scientific Committee Information
Secretary of the Committee Information
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Chairman of Scientific Committee Information

Secretary of the Committes Information

Close Back Save & Continue

O

After filing in the Scientific Committee information previously mentioned,

establishment manager must click on “Save & Continue” to move to the next

Fifth Step: Standards

There are twenty mandatory standards that must be applied and adhered to by the establishment
manager in order to receive CPD establishment accreditation. These standards are divided into main
and sub standards which must be completed by the manager sequentially, as the next standard will be
only opened after the previous one is completed.

Standard 1: Eligibility Criteria (Mandatory standards)

Within this standard, there four criteria; three of which are verified in the previous steps, and the last
one is verified by uploading training certificates. Two documents must be uploaded at the very least.

Standard 2: Disclosure and Professional Ethics Criteria

Within this standard, there are four different criteria that involve acknowledgements to be agreed by the
establishment manager before completing other standards. All these different acknowledgments follow
the same agreement mechanism.

Standard 3: Regulatory Criteria

% ide: 41
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Within this standard, there are seven different criteria concerning establishment vision and mission.
These criteria must be filled in by the manager. As for the rest, they require uploading certain

documents.

Standard 4: Training Process Management and Quality Assurance Criteria

Within this standard, there are five different criteria concerning certain documents that must be

uploaded by the establishment manager.
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Homea Invoicas list

New Accreditation Request to CPD Provider

Fad b
o ° o ° e - :

i . Facility alearning Flatfarm Infarmation Coodinators Sciamific Committes Faviaw Paymant
While standards are being
Btandards A&l criteria ars mandatary 2020

filled in, establishment

. *~ Eligibility and Accaptancs standsrdz (Mandsatory Standards) & 4/4
manager will be updated
abOUt the number Of the ™ Disclozure and professional ethical standards o 474
completed standards * Regulstory Standards & 77
agaInSt Standards tOtal »~  Training process management and guality aszsurancs standards & 55
number. The manager

#  Defining the training nesds mechanism for aducational activities. ]

will be also allowed to

Pravide a mashanism of training nesds assessment for educational astivities and programs ta be up ta dats, avidenca based with defined
ahjectives.®

check the completion of

¢ Mechanism for identifying training nasds for educational activitiss

main and such standards

Atach &b
via a detailed icon.
*  Evaluats educational activities 0
¥ Pravide the training process infarmation Electronizally. ]
*  mechanism for Scdection of the scientific programs facuities ]
™ Faculties /Speakers evaluation mechanism 0
SIJH‘. i
=
Once all required documents are uploaded, establishment manager
must click on “Save & Continue” to save all standards in this step
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Sixth Step: Review
This step involves reviewing all previous information that was filled in by the establishment manager.
Review is conducted before the last process which involves filing the application and paying application

examination fees.

o0

A0 R ¢ n Y
MUSTAMIR  SaudiCommission for Health Specialties N

Home Invoices list

New Accreditation Request to CPD Provider

0 0 0 00

Facility elLearning Platform Information Coordinators Scientific Committee Criterions Review Payment
Provider Information v
slLearning Platform Information ~
Provider Diractor Information v
Coordinator v
Scientific Committes v
Criterions A
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Provider Information v

eLearning Platform Information -~
Platform Name Ar Platform Name En Platform Certificate Display Name
1 ioyislll ayledll &iaio elLeaming piatform 1 igishill aylaill Luais

the platform available as an App? ing Platform URL
goals www platformiinkTest.com
App URL eLeaming Platform Access What tools are used to manage content in the
www.appURLTest.com User name: usermname_ios11 Laetning tions

Content Creation Tool
Password: password12

Resources Library

Live Broadcast Managment System

Piatform Descriptio

test

Provider Director Information v
Coordinator v
Scientific Committee v
Criterions v

.

Once review is completed, establishment manager has to send the application by clicking on “Submit”

and a pup-up window will appear confirming that the application has been sent.

Confirm Request Submission x
o
> Dear Applicant
You will not be able 1o edit the request after submitting it. Are you sure you want to submit the
request?

ol w

Pay By Sadad

By clicking on Yes, establishment manager will be redirected to the last step which involves paying the required

fees in order to send the application to the Saudi Commission for Health Specialists (SCFHS) to examine the

accreditation application.
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Seventh Step: Payment

Home Invoices list

elLearning Platform Accreditation

Focilty eLsarning Platform Informatior Scientific Committee Raview Payment

Payment Information

. L

Upon completion of payment process,

a receipt will be issued.

Upon completing the application and before completing the payment process, the system will label

application status as "Pending Payment". The payment term is 30 days and, if not paid within this term,

the system will cancel the application.
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M aacll Citnnnill sageu tival %
MUSTAMIR Saudi Commission for Health Specialties N

Home Invoices list

E-Learning Accreditation Request Waiting for Submission Payment

Hospital
Request Number: RQ1000001755

&—O

New Financial Cost For Request Under Review Financial Cost For Accreditation Accredited

Financial Cost For Requiest

View Request

Upon completing the application and before completing the payment process, the system will label

application status as "Pending Payment". The payment term is 30 days and, if not paid within this term,

the system will cancel the application.

Application lifecycle will be shown in the main page and CPD manager will be able to follow-
up application as all stages of reviewing application by SCFHS's employees will be listed as

“under revision”. In the left corner, application status will appear in case of return,

cancellation, rejection, ...etc.
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CPD establishment manager will be able to follow-up application and

find details of establishment accreditation application through

information shown in the main page.

Returned to Client

In case of returning application by specialist to CPD establishment manager, status will appear to CPD

manager who will also be able to edit application in accordance with the specialist observations by

clicking to continue.
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After returning an application, CPD
establishment manager will be able to
review the application and edit only the

Accreditation Fees

Accreditation Fees
After the executive manager accepts the application, a button will enable CPD

establishment manager to complete payment process of accreditation fees.

Accredited

Upon payment of accreditation fees, CPD establishment manager will be able to download certificate.
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N\  Saudi Commission for Health Specialties

CPDProvider Accreditation Certificate

Saudl Commission for Heaith Specialties certified that:

— King Fahad Hospital

Has been accredited ta provide continuous professional development, for a period of three years fram accredited date
Accreditation is subjected to terms, conditions, and amerdments of the requiations of continuous professional developmant.

=,

After clicking the download certificate button, a pop-up window will appear to the CPD establishment manager to

enable him to select the certificate's language, either Arabic or English, and then clicking to download

Download

certificate.

I

Cancelled
An application is under "cancelled” status in three cases and the CPD establishment manager
will be able to refile the application:
1. Expiration of payment term identified to pay application revision fees, which is 30 days.
2. Expiration of payment term identified to pay accreditation fees, which is 30 days.

3. Expiration of application lifecycle, which is 90 days.
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Declined
Declined applications can be refiled again by the CPD establishment manager after a year is passed

from filing the previous application.

Cilgaidall 8)lsl abadaidll 3ylsl Caladaiall 3ylsl
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TN
S S —

Upon completion of an application, CPD establishment manager will be able to review the application

status, stage and applicant details.

Provider Reaccreditation Process

six months before provider accreditation expire; there will be a message to remind the user to reapply
for accreditation, and ‘Accreditation renewal’ button will show.
In case the accreditation expired, the provider and the coordinators will not be able to apply for any

kind of activity or program through Mustamir
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E-Learning Accreditation Request  Accredited

elearning bugs
Request Number: RQ1000012493

Accreditation Number: AC10000085
Expiration Date: 28/09/2022
Cycle Number: 1

New Financial Cost For Request Under Review Financial Cost For Accreditation Accredited

Arabic Certificate English Certificate Update Provider information Accreditation Renewal

You Accreditation is expiring soon, Please submit a Reacreditation Request

Accreditation renewal contains 6 steps (or 7 steps for E-learning accreditation) that need to be

filled/reviewed before submitting the renewal request.

Step 1: Facility
All the information submitted for the original accredetion will be fetched and displyed for the provider
director, and must be reviwed and edited if needed, provider must upload provider director

acknoledgment pleadge after sighening it, then click save and continue for the next step.

(Th ide: 52
v User Guide: CPD Platform




Manage Coordinators CPD Facilities Accreditation Invoices

Activities Requests list

Provider Reaccreditation

2 3 < S) 6 7

Facility elLearning Platform Scientific Committee  Performance in Self-Assessment Criterions Review
Information Practice Report

Provider Reaccreditation

Provider Information

Cancel Request Save & Continue

Provider Information

Provider Name in Arabic* Provider Name in English*
X X
Country* City *
Aland Islands v x
Provider Classification * Mobile No. *
E-Learning Website v B - +966 5000000
Email Address * Wehbsite (©Optional)
]

This field is required.

Provider Director Acknowledgment and Pledge
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Step 2: scientific committee

As previous step, all data will retrieved from the original accreditation and can be

edited.

Provider Reaccreditation

Facility elLearning Platform Scientific Committee  Performance in Self-Assessment Criterions Review
Information Practice Report
Scientific Committee Information
Committee Name* Date of setting up the committee*
WWW 02/06/2022
Committee Members No* A copy of the decision to form the committee™

2
@ A copy of the decision to form the commitiee

Chairman can be changed by clicking on Reset chairman, then filling the classification

and registration number.

Chairman of Scientific Committee Information D Reset chairman
Arabic Name* English Name*
aalll ) name in Enu
Identity/lgamah Number* Classification Number
10--.._.98
Nationality* Mobile Number *
Aland Islands v B~ +966 5t coceee |

Email Address *

elea  _ . tcom
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Chairman of Scientific Committee Information

Classification & registration No *

Then review or edit the secretary information:

Secretary of the Committee Information

Arabic Name* English Name*
| < | .
Identity/lgamah Number* Classification Number
| d
Nationality* Mobile Number *
Aland Islands v H ~ +966 500000

Email Address *

This field is required.

There must be at least two committee members added:

Committee Members Information

Arabic Name * English Name *
Identity/lgamah Number* Classification Number
Nationality* Mobile Number *

Select country v - +966 500000000
Speciality Email Address *
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Step 3: Performance in practice
In this step, if there is any activity in the table, click on view/edit and fill the needed information, then
click ‘Upload report’, in case there is no one, then the request will be returned to you from the

specialist with some activities in '‘performance in practice’

Provider Reaccreditation

o000 - - -

Facility elLearning Platform  Scientific Committee Performance in Self-Assessment Criterions Review
Information Practice Report

Performance in Practice

Accreditation Number Provider Accreditation Period
AC10000085 08/06/2022 - 28/09/2022
Accreditation Cycle Provider Location

1 IRV

After submitting the Provider Accreditation Renewal Request to SCFHS, the CPD specialist will return the request to you with selected Activities for (performance in-

practice report)

Cancel Request Save & Continue

In case report is filled correctly, there will be a green check mark next to the activity.
All the activities should be viewed and edited, then click on save and continue to go to the next step.
Step 4: Self-Assessment report

In this step, all the activities submitted during the previews accreditation period will show
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Provider Reaccreditation

o0 000 -

Facility elearning Platform  Scientific Committee Performance in Self-Assessment Criterions Review
Information Practice Report
Accreditation Number Provider Accreditation Period
AC10000085 08/06/2022 - 28/09/2022
Accreditation Cycle Provider Location
1 [ RV

History of CPD

Provider Type
Qutside KSA

Number and Type of CPD activities and programs accredited and specialties covered

Total Number of CPD Activities Total Number of SPP Activities
1 0
Specialties Covered in CPD Activities Specialties Covered in SPP Activities

Advanced General Dentistry

Type and Number of CPD Agctivities Conducted Type and Number of CPD Agctivities Requested
Type Count Type Count
Elearning 1 Elearning 1

Target Audience

Number of health practitioners who have attended Number of health practitioners who have attended
CPD activities specialized professional programs
0 0

In the last two question, strengths and challenges must be mentioned in order to go to next step.

‘Download’ button can be used to generate a pdf report of the self-assessment fields.
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Educational delivery methods used (onsite, online)

Number of Education Delivery Methods for Activities

Type Count

Web-based/live transmission 0
Group learning and interactive 0
Mix 0

Please describe the three greatest strengths of your organization’s CPD program: *

Save

Please describe the three greatest challenges to educational planning your organization has experienced during the past three years: *

Save

Close Cancel Request Previous Save & Continue

Step 5: Criterions

In this step, all the criterions filled in the original accreditation will displayed, you can update any of
the attachments by deleting the old one then uploading the new.

Provider Reaccreditation

Facility elearning Platform Scientific Committee  Performance in Self-Assessment Criterions Review
Information Practice Report
Standards Al criteria are mandatory 20/20
~ Eligibility and Acceptance standards (Mandatory Standards) ® 4/4
~ A valid official license issued by an official authority according to the field of specialization (V]

Attach the additional licenses according to the field of specialization ( Example: private training centers license )*

& Licensing_- 1

After checking all the tabs and criterions, click on save and continue.
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v The Continuing Professional Development provider's Manager must be a registered healthcare practitioner (V]

~  Scientific committee (]

Continuing Professional Development Providers’ Managers and coordinators should complete their Training Program that

v is provided by the Saudi Commission for Health Specialties. (V]
~ Disclosure and professional ethical standards ® 4/4
~ Regulatory Standards Q 7/7
~ Training process management and quality assurance standards ® 5/5

Step 6: Review

Here all the date contained in the request can be reviewed before submitting the request.

Facility elearning Platform  Scientific Committee Performance in Self-Assessment Criterions Review
Information Practice Report
Provider Information v
elLearning Platform Information v
Provider Director Information v
Coordinator v
Scientific Committee v
Performance in Practice v
Self-Assessment Report v
Criterions v
Provider Update Information History v

Cancel Request Submit Request

(Th ide: 59
v User Guide: CPD Platform




By clicking on submit request, a pop-up will show allowing you to select the payment method you
prefer, if there is enough points you will be able to pay by them, otherwise pay by SADAD, after

completing the payment, request will be sent to one of SCFSH specialist to take the needed action.
CPD Activities Accreditation
After accrediting the establishment as a CPD establishment, users (manager - coordinators) will be able

to use the list of "activities review" shown in the menu bar and will be able to apply for accrediting CPD

activities.

CPD Activities List

When the CPD establishment login for the first time to apply for providing CPD activity, a page will appear
with icons illustrating types of activities that establishments users can provide. After the first activity, a

list of the provided activities will appear.

\._;.i.s.a Hgb.? bl .\lnll:!

baLiiill ggi yial
(|
3 > n =
A —

joibo 150 bl als bli saan bl

Types of Activities:

New Activity
Internal Activity.
Recurring Activity
Conference.

PoDd -
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By clicking CPD Accreditation Application , the system
will direct users to the types of activities icons to apply

for CPD accreditation application.

e
g pghi Bl alale Cllb
Baninall dbadeiall bl Cilully
bl alls BLaill glgic
vox Jsli
blisill slaoil Ayl

@ 01-01-2022 Baguis Ul f"mm“‘”ﬂ'l‘j Glals  lals bl slaiel lall oliill il

p . :

ala sl _s ) ABDOMINAL ) o
@& 01-01-2021 bl el ) Ll MAGING Gl el Bl ekl el i
@ 01-01-2020 satan bl ol eedialloldluh Gl sl bl slage  eaelluiedlab
plall £ : lall
The Activities List is divided into two sections:

1. Activities Applications: includes all incomplete activities applications,
either the application status is "before payment of application review fees"
or "under process”.

2. Accredited Applications: Includes all accredited applications where users
can edit or cancel their applications.
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Filing CPD Activity Application

Establishment must apply for an activity 21 days prior to the activity commencement date.
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After selecting activity type, a list of conditions and
instructions that applicant follow will appear and

applicant should accept it by clicking:
create application
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New Activity Accreditation Application:

New activity (ordinary) approval application is made of 7 steps. User should complete the current step

to move to the next step.

No less than 21

In this step, all general information on the
activity should be listed as clarified and
activity approval letter should be attached.

woduiall

il ayls)

Step1: Activity Information:

iyl ananll

gasll

days of the activity

commencement
date

Clicking on "save
and continue” to

move to the next
step
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Step2: Regulatory Information

wgawiall abdniall 5ls| Qi axduall

igo Hohai bl slaiel cilly
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, T Clicking on "save and
continue"” to move to

the next step

)

I [ Gilull G| <
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After clicking on the disclosure link, applicant should tick on
‘| agree” option box to move to the next step.
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Step3: Regulatory Section
This section identifies the target categories in this activity. User can add more than one category
to the activity. Moreover, this step identifies the objectives, educational outcomes and all aspects related

to the organization of the provided activity.
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Step4: Speakers
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Stepb: Scientific Program
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Stepé: Review

In this step, user can review all previously added information. The review process should be done before

submitting the application and payment of application review fees.
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After clicking on a pop-up window will appear to confirm application receipt and

to notify that user cannot edit application after submitting.
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By clicking "yes", user will move to the final step; payment.

a

Step7: Payment
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SADAD receipt information will appear with the
payment expiration date. In case payment is not made
before this date, application will be cancelled.
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Internal Activity Accreditation Application

Step1: Activity Information
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Step 2: Target Group

vgauiall dlnaiiall 5yl iyl anauall
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v x Orofacial Pain x  Articular Joint x

| Jyoiulg aan Gl 84|

Add one or more target group by
selecting them from the list

Step 3: Lectures
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4™ Step: Review
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Step5: Payment

Ogiuiall alndiiall 3,151 anll dniuall
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SADAD receipt information will appear with the receipt
expiration date. If payment is not made before this date,
the application will be cancelled
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Accreditation of a Recurring Activity

It is required to accredit a previous ordinary or recurring activity to enable assigned users to apply for

activity accreditation.

Step1: Entering a Previous Accreditation Number

wgduiall il 5yls| il dnawnll

igo nohi bl sleicl Ll

slaiedll o,

ACA-20200000039 G

 —)

Accreditation number of a previous activity
(regular or repeated)
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Step2: Retrieving the Activity Information

To replace accreditation

number with another

G

Retrieve the
information on the
previously accredited
activity

v

Edit only the dates of

scientific program in
ol Josas
the recurring activity
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By clicking the icon "more”, user can access the details of the previously accredited activity. Also, by

clicking, a pop-up window will appear to edit the dates of the scientific program of the new recurring

activity
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Step3: Payment

After editing the date of the scientific program of the new recurring activity, user submits the application

by clicking to move to the payment step
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SADAD receipt information will appear with the
expiration date of the receipt. If payment is not
made prior to this date, the application will be
cancelled
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E-Learning Platform Activity Accreditation Request:

Conditions & Instruction will appear to the user when click “eLearning platform Information”.

New CPD Activity Accreditation
Choose the activity type
= L
+ ®
L)
——
New Activity Internal Activity Repeated Activity Conference

eLearning Platform
Information
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Conditions & Instruction

The Saudi Commission for Health Specialties provides the accreditation service for continuing professional development activities and programs for its accredited

providers to apply according to the following:

" That the subject of the activity or program is within the scope of the health professional practice, or what it supports from skills and knowledge, and that the health
practitioner serves to develop the needs of his professional practics.

+~ Ensure that all data are entered correctly and accurately.

/" An initial reservation for the conference is required to be completed no less than 1 month from the date of the conference.

" The conference initial reservation number is required for the conference approval request to be accepted in the system.

" Continuing professional development activities must be submitted 21 business days in advance of the start dats.

/ In the event of repeated activity, it must be identical in terms of scientific content and speakers.

" The accredited activity number is required when submitting a request to repeat the activity again.

" Repeated activity requests are required to be presented separately for each date.

" Parallel activities are required in separate requests.

/" Advertising of any activity is prohibited before obtaining the decision to accrsadit the activity from the Saudi Commission for Health Specialtiss.

New activity (eLearning) approval application is made of 6 steps. User should complete the current step
to move to the next step.
Step 1: Activity Info

In this step, all generalinformation on the activity should be listed as clarified and activity approval letter
should be attached.
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2 3 4 3 6

Activity Info Organizational Info Educational Part Scientific Program Review Payment

Activity Information
Select the Module Delivery N _ N o
Activity Title in English * Activity Title in Arabic *

MethOd! incaseitis elearning Activity oSl @slei bl

Asynchronous then three

Module Delivery Method *

Opt|0n Wlu a ppear O Synchronous [+] Asynchronous
- O Recorded Audio O Recorded Video O Other
Methods by which the Module is made available? * Website *
B Website (Please Provide URL) www.webURL.com
| Applications(Please provide iOS/Android URL)
[} Other
Professional Medical Field* Specialty*
Dentistry and Related Specialties v Conservative Dentistry v
Sub-specialty Activity Language *
Select subspecialty v English
Arabic
Activity start date * Activity end date * Please specify the date of preparation of the Module *
Professional Medical Field* Specialty*
Dentistry and Related Specialties v Conservative Dentistry v
Sub-specialty Activity Language *
Select subspecialty v English
Arabic
Activity start date * Activity end date * Please specify the date of preparation of the Module *
. 08/12/2021 08/12/2022 01/12/2021 - 02/12/2021
>
Start date
Module Access Enter the information
should not be
User name Password Login Instructions to access the
before 21 days
username pass instructions latform and Cl.iCk
from today p
Save save button

Please specify if technical support related to the Module was made available for learners. *

Save & Continue
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Step2: Organization Info

Home Manage Activities Coordinators Invoices list

Activity Info Organizational Info Educational Part Scientific Program Review Payment if there is a collaborator

organization, you can select it or
write and select the organization

Scientific Content Development type then click the “Add

I8 there a collaboration with other organization? Collaborator Organization name * Collaborator” button

A

O vese (I No eLearning test hospital r Q

Collaborator Organization Type

(O E-Learning Website O Healthcare Administrative Entity O Healthcars Association O Healthcare Training Center O Hospital O University/College

Add Collaborator

Collaborators

Was the content developed by the applying provider? * Who developed the content? *

O Yes @ No Organization/Person name Q

Add the activity scientific committee members by clicking the “Add Scientific Committee Members”

button

Activity Scientific Committee Members Add Scientific Committes Member

Add New Scientific Committee Member From Here
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Step3: Education Part
This section identifies the target categories in this activity. User can add more than one category
to the activity. Moreover, this step identifies the objectives, educational outcomes and all aspects related

to the organization of the provided activity.
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o—0 9 ' i 3
Activity Info Organizational Info Educaticrial Part Scigntific Program PReaviaw Paymant
Educational Part
Targst Audisnice Adding one or more target
What is the imtendad tamet audience of the: activity? * a ud |ence from the l|st
O pe you want to select all medical fidlds <
= Dental Tecmoogy  « Ol Fathology o

What lsarning ne=ds or gap{s) in knowladge, attitudss, skils or parformancs of the intended tarpet audiance did the scientific planning commities idantify for this

Adding objectives in
points. After adding every
point, user should click
Activity Objectives

on “Save” button.

What are tha Goals and leaming objectivels) of the activity? (Pleass writa them in SMART fomat) * User can also delete by
g il clicking on "delete" icon.
e ] <

What are the expected educational oubcoemeals) of the Modula? *

m] Imprave knowiedge and skills

[ Behaviaral chargss

O Effect on behavior and attituds

[ 2uppor specifis changes in practica

[ Erhanes performanca and practice

O Raisa wark satisfaction

[ Explors caneer opportunities

O Develos ethical and prafessianalism companents

m] Other ipleaza specify)
Plezza gpacify haw the Module wil encourage laamers. 10 employ methods of active leaming to achiese the cducational objectivel). *

O Problem-oretated marming
[ Case-tased reasoning

O Refective leaming

) Task-based learning

O Perormance education

O Other (please sparify)

How will tha owarall growp learning activity and individual seecions ba evaluated by participans? *

Plezsa specify the avtant to which tha Module includes a means of confirming Leamer engagemant, and achicvernamt of the educational objectivels) (at keast 2 must

[~
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Please specify the extent to which the Module includes a means of confirming Learmer engagement, and achievement of the educational objective(s) (at least 2 must
be added) *

Save
test1 @

test2

Please specify which reliable and effective means for the Learner to provide feedback on the Module is provided and how the report on this feedback and on its
responses to this will be made available for review purposes. *

Save

testing UM E

You have to attach the previous

Have you conducted the educational module previously?

O Yes O No evaluation if there, or you can

*

Please confirm that your evaluation record for previous or ongoing modules is satisfactory Select NO and proceed to next Step

by clicking “Save & Continue”

This field is required.

-
«

Step4: Scientific Program

o—0 o0 0 - -

Activity Info Organizational Info Educational Part Sclentific Program Review Payment

Scientific Program (Agenda) ‘ Add Scientific Program (Agenda) ‘

m Clock on “Add Scientific
“ ¥ «=  program(Agenda)”
button to add a program

5:30 tost scientificMaterialURL.com © Attachment

Disclaimer
You can also Display -

Free from any commercial or other forms of bias

Specify Attachment* Edit — Delete the

O ot O ves scientific Program

The content is free of any form of commercial advertising

Specify Attachment*

O Not () Yes Attach &%
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Scientific Program x

Hours Minutes
5 30 When you add the scientific
program, you have to enter the
Scientific Module Title * Scientific Material URL * .
number of hours and the title,
Testing UM www.scientificMaterial URL.com ) .
and you can add the scientific
Attachment material URL and attachment
@ Attachment If there;

«

o000 - -

Activity Info Organizational Info Educational Part Sclentific Program Review Payment
Scientific Program (Agenda) Add Scientific Program (Agenda)
5:30 test scientificMaterialURL.com & Attachment ® @
5:30 Testing UM www.scientificMaterialURL.com & Attachment ® @
Disclaimer

. I You have to mention if there is any

Spocty Attachment* commercial bais or advertising and
O ot 1 ves commercia attach the required documents

The content is free of any form of commercial advertising

Specify Attachment*

O Not () Yes Attach &%

a

Stepb: Review
In this step, user can review all previously added information. The review process should be done before

submitting the application and payment of application review fees.
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Coordinators Imvokces liat

=

Acctivity Info Cirganizational fo

Activity Information

Activity Titk in English
almarning Actiwity

Dlivery Mathod
Synchronous kearning

Activity start data
08-12-2001

Preparation Start Date

ai-12-2021

Professional Madical Feld
Dmntistry and Ralatsd Spacaltas

Miathods by which tha Module is made availabla?
‘Wabsitz (Flaass Provide UAL)

Module Accoms

User nama: usamama
Fazsword: pass

Login Instructions: instructions

Activity Typa
‘Wab-basedlive tramsmission

Organizational Activity Information
Educational Part

Sciantific Program

Educational Part

Sciantific Program Paymant

Agtivity Tits in Arabic
aidl mdat =Ll
Activity Languaga
Arabic

Erglizh

Activity end data
Cd-12-2022

Praparation End Date
L&-12-2021

Epacalty
Consarvative Dantistry

Wihsita
wwrwwebURL. com

Plezma specify if technical support related o the Modulke was mada available for
lsarmars.

& Pleama specify if technical support related 1o tha Modula vwas mada available

far lkarnars.

After clicking on “submit Request” button, a user will move to the final step.

% User Guide: CPD Platform

\V o

87




Step6: Payment

Confirm Request Submission

Dear Applicant,You will not be able to edit the request after submitting it. Are you
sure you want to submit the request?

My Points Assigned points Required Points

2200 0 1000

Please select payment method

/2w @
—

Pay By Sadad Pay By Points

SADAD receipt information will appear with the payment expiration date.

In case payment is not made before this date, application will be

cancelled.

Specialized Professional Program SPP

To create SPP request click on “Specialized Professional Program”
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Home Manage Activities Coordinators Invoices list
New CPD Activity Accreditation

Choose the activity type
O
+ o
-
New Activity Internal Activity Repeated Activity

1

Specialized elearning Activity
Professional
Program

By clicking on Start you are agree on below conditions
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Conditions & Instruction

The Saudi Commission for Health Specialties providss the accraditation service for continuing professional development activities and programs for its accredited

providers to apply according to the following:

The entity must commit to sstablishing the program as stipulated in ths accreditation decision. and accordingly, the Saudi Commission for Health Specialties must be

notified in the event of a desire to make any modification to the program or canceling it with commitment to pay the required fees.
Programs must be accredited before they are publicly announced.

The duration of specialized professional programs accreditation extends over its duration. A new accreditation is required to repeat the program, along with examining

the evaluation repaorts from the previous conduct that should bs submitted within three months from the end of the previous program.
Specialized professional programs are not accredited with CME hours.

The provider is obligated to submit program performance and evaluation reports within 3 months of the end of the program, to be reviewed by the committee, which

includes:

+/ A comprehensive evaluation of the approved specialized professional program, which is based on the results from evaluations & questionnaires shared with health
practitioners, participants, speakers and concerned parties, as well as the evaluation from the program scientific committee to identify whether the program achieved
the aimed for outputs, goals and its strengths and weaknesses. in addition to future improvement plans.

./ Documenting names, contact information, and SCFHS registration numbsr for participating health practitioners in the program.

/" Attach results of evaluating knowledge, skills, or competencies that the practitioners are required to achieve to reach the desired learning outcomes from the
program.

./ Attach the evaluation of health practitioners attending the program, including content, speakers, and organizational evaluation.
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Step 1: Program Info

New SPP Accreditation Request

o 2 3 4 5 6 7 8 9

Program Info  Program Director Program Purpose sessment Enrollme Program Content ogram Administrati  Evaluation Review Payment

Program Info In this step you have

> Program Tt to fill all program
Program start date [t regEm e information and

Program Starting Date * Program Duration * Program Duration* .
should be at least 90 click on Save and

11/07/2022 - 24/07/2022 7 Q Days ) Weeks () Months

days from submission

Aftendance Type® P conti nue
date O Fumime () PanTime - -

Program Venue Address * Program Venue Name *

adrdess name

Is there a collaborating organization? *

ol can add collaborators if Qe e
test Q
qre
First Name Last Name Phone numbere Email

B - 4966 5:0000000¢

Is there a collaborating organization? First Name Last Name Email Phone numbere: Delete

v

test Raghad Alhomidi tes +966 54 01 Ty

For support and inquiry : (4 Mustamir_Support@eim.sa 20011349
© 2022 Saudi Commission For Health Specialties All Rights Reserved | User Manual | FAQs

o - crate {2
Developed And Operated By %
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Step 2 :Program Director

New SPP Accreditation Request

0

Program Info  Program Director  Program

Educational Part  Enroliment

Program Director

First Name *

Raghad

Third Name

Mobile *

B - +066 54(....01

E-mail *

CV Attachment*

Attach @
Program Verification Letter by CPD Provider Director ’

Close

% User Guide: CPD Platform

A\

Assessment  Program Content Program Evaluation Review Payment

Administration

Second Name

Last Name *

Alhomidi

Landline

B~ +966 Enter phone number

Program Owner Department

DiSCIaimer.
Intellectual Property Disclaimer®|  Download

Save & Continue

In this step you have fill all
information about the program
director

a

a

B You have to attach the CV and click

on the Disclaimer button to fill the
requirement.

B Below 2 documents you have to

downloaded and attach it again
after sign it
Program verification Letter by CPD
Provider Director

Intellectual Property Disclaimer
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Gonlflict Of Interest Disclosure Form X

Program Title

K2

Member Name

Noura

Start Date

13/08/2022
In accordance with the SGFHS's Standards for Gommercial Support, all planners and faculty members
involved in the development and presentation of GPD content are required o disclose their relevant

financial relationships with cemmercial entities. To ensure proper disclosure, please check and provide
details for the appropriate statement below.

The following commercial interests have committed to provide financial support for this activity: *

Save

testing

Do you or your spouse have/had in the last 12 months, a financial relationship in, with manufacturers

of products or providers of services, or with any medically related commercial interests?

© No, we don't have any financial relationship with any commercil interest
® Yes, we have a financial relationship with a commercial interest

O Refused to disclose any relevant financial relationships.

Complete the following commercial interest

Namefs) of Gommercial Interest(s) *

Nature of Relevant Financial Relationship (1) *

Nature of Relevant Financi

name Financial Relationship

After fill and attach all mandatory fields, please click on Save & continue

Manage Activities Coordinators Invoices list

New SPP Accreditation Request

3 4 5 6 7 8 9

Program Info  Program Director Program Purpose sessment Enrollme Program Gontent ogram Administrati  Evaluation Review Payment

Program Director

First Name * Second Name

Al
Third Name Last Name *

Alhomidi
Mobile * Landline
B - +966 5 n B - +966 Enter phone number

E-mail * Program Owner Department

tes om
CV Attachment* Disclaimer*

& CV Attachment & Disclaimer

Program Verification Latter by GPD Provider Director * Intellectual Property Disclaimer *

& Program Verification Letter by CPD Provider Director & Intellectual Property Disclaimer
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Step 3 :Program Education Part

This step identifies the objectives, educational outcomes and all aspects related to the

organization of the provided program.

%0 - - = -

Program Info  Program Director Program Purpose sessment Enrollme Program Content aogram Administrati  Evaluation Review Payment

Program Purpose

What educational needs (gaps) will the program address? *

Save
o [m}
What tools were used to assess the need for the SPDC program? *
O Surveys You can add more than
B Focus Groups one SMART objectives

O Questionnaires
and you can delete any
[ Direct requests from the target audience .

one if you want by
Consultation with planning committee member

clicking the delete icon
O Other (please specify)

a

What are the program oblectives? *

@M ®®®

SPECIFIC TIMELY
Consider the SMART steps in writing the program oblectives Save
uuu Ty
List the major outcomes for trainees from the proposed certificate according to the leaming domains (Knowledge, Skills and Attitude) *
Save

0000 m
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Step 4 :Assessment Enrollment

New SPP Accreditation Request

000 - - -

P Info P Direct: P Assessment Content P Evaluati Revi P t
rogram In rogram Director Program Purpose v Program Conten Aclm.i.%?s?r;inion valuation eview aymen
Assessment Enrollment
How many learmers are expected to enrcll in the program? (Range) * <
1 150
How would you assess the leamer outcomes? * You have to select the expected
[ Summative assessment learners as a range, and

Formative assessment

complete all mandatory field.
Combination of both

[ Other (please specify)

And, what tools are you going to use? *

O Portfolio

O Simulation

Assignments

O Clinical Exams

Case Presentation

[0 OSCE, OSPE

[ Case Discussion

[ Written Exam (MCQ, short answears, essay etc)

O Other (please specify)
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Passing score (Minimum 70%) *

70 %

Describe the trainees assessment criteria *

Save
testing @

What are the admission requirements? *

Save

test @[

Describe the program target group, including such characteristics as expected specialties or vocational experiences, and other appropriate descriptive information *

Save

tetsing 11 @[

Save & Continue

Click on Save & Continue button to move to the next step

Step 5 :Program Content
In this step you have identify the program content, first you have to attach the full program curriculum,

after that list all major topics you have.
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00060 : ' - -

Program Info  Program Director Program Assessment  Program Content Program Evaluation Review P ent
g g Educgt)ignal Part Enroliment Admli.%‘i;stration am

Program Content
Attach full program curriculum, schedule and description based on the guidelines *

& Curriculum Attach

List the major topics and curriculum of the certificate *

() Practical () Theoratical () Mixed

curmiculum Type
topic Practical
topic2 Mixed

Method of Program Deliver Ratio
® 57 % of Practical

® 33 % of Theoretical

Program level *

() Basic @ Advance

What is the maximum period that the program allows for the trainee to complete the requirement?

5
) Days @ Wesks  Months

Was the content developed by the applying provider?
Q ves [ No
Was the program content developed in collaboration with other organization?

) Yes @ No
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Step 6 :Program Administration

Here you have to fill all info for program Administration

Home Manage Activities Coordinators Invoices list

New SPP Accreditation Request

0006060 -

Program Info  Program Director Program Purpose  Assessment  Program Content Evaluation Review Payment
Enroliment Mmlngh'aﬁon

Program Administration

How will the program be announced and who will be responsible for annocuncement? *

tset? ‘ Save

tset @

If the program is discontinued, how will obligations to learners be met? *

Save

how will obligations to learners be met @

Who will be responsible for ensuring that academic and departmental requirements are met? *

® Program Director O Other

And How? *

Save

for Scientific Committee you have to write all information and attach the CV then click on “Save” button.

Scientific Committee Members

Member Information *

Raghad Alhomidi te t testing =~ +0866 54 _____.
CV Attachment®

&/ CV Attachment
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Once you click Save button you have to click “Disclaimer” button, below window will appear

You have to fill it and click on Submit button, then the Disclaimer will be downloaded in your machine.

Conflict Of Interest Disclosure Form

Program Title

Um screenshots

Member Name

Raghad Alhomidi

Start Date

13/07/2022
In accordance with the SCFHS’s Standards for Commercial Support, all planners and faculty members
involved in the development and presentation of CPD content are required to disclose their relevant

financial relationships with commercial entities. To ensure proper disclosure, please check and provide

details for the appropriate statement below.

The following commercial interests have committed to provide financial support for this activity: *

test

Do you or your spouse have/had in the last 12 menths, a financial relationship in, with manufacturers
of products or providers of services, or with any medically related commercial interests?

® No, we don’t have any financial relationship with any commercial interest
O Yes, we have a financial relationship with a commercial interest

© Refused to disclose any relevant financial relationships.

You have to attach it after sign it by clicking on Attach button.
Scientific Committee Members

Member Information *

First Name Last Name E-mail Job Title B - +866 5o0o0000

CV Attachment*

Save

t Name  Last Name E-mail memberJobtitle GV Attachment Disclaimer

Raghad Alhormidi tes testing @ CV Attachment @

& Disclaimer

After that you have to add the speakers:
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Faculty

Faculty Information *

@® Primary O Backup

Raghad Alhomidi it = - +966 54 ___.
x topicl x topic3d X - Professor x v
CV Attachment*®

Describe the criteria and process of program faculty selection *

Save

Save & Cuntinue

Step 7 :Evaluation

In this step, you have to describe how you will evaluate this program
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New SPP Accreditation Request

o0 0060000 ¢ -

Program Info  Program Director Program Purpose  Assessment  Program Content Program Evaluation Review Payment
Enrollment Administration

Program Evaluation

Describe how the quality of the program will be monitored and evaluated *

daaaaaa

Support Requirements and Resource Implications

What are the educational materials will be provided?

bbbbbbb

How will you provide the educational materials? *

CCGCCCCC

Describe any innovative features of the program (e.g., involvement with local or regional agencies, or offices, cooperative efforts with other institutions, etc.)

ddddd

Step 8: Review

You have to review the request before click on Submit Request
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New SPP Accreditation Request

o0 000000

Program Info  Program Director Program Purpose  Assessment  Program Content Program Evaluation Review Payment
Enroliment Administration
Program Info v
Program Director v
Program Purpose v
Assessment Enrollment g
Program Content v
Program Administration v
Evaluation v

Step 9: Payment

You have to select the payment method you want and proceed

The fees will be 1000 for studding the request

Confirm Request Submission X

Dear Applicant,You will not be able to edit the request after submitting it. Are you
sure you want to submit the request?
My Paints Assigned points Required Points

1012400 0 1150

Please select payment method for the submission payment

22w @
Pay By Sadad Pay By Points

Please select payment method for the issuing payment

=2

Pay By Sadad Pay By Points
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Repeated SPP
It is required to accredit a previous SPP request or recurring SPP to enable assigned users to apply for

repeated SPP accreditation.

Step 1: Entering a Previous Accreditation Number

==
mal._inmlum:gmdlﬁiﬂl%
MG T A MR S Commission for Health Speciakiies N

Home Manage Activities Coordinators CPD Facilities Accreditation Requests Invoices list

New CPD Activity Accreditation Request

Accreditation Number

‘ SPP-2022000006W4

Search
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Step 2: Retrieving the program Information
By clicking the icon "more”, user can access the details of the previously accredited SPP.

You have to change the Start and End date then click on “Submit Request” button

Manage Activities Coordinators CPD Facilities Accreditation Requests Invoices list

New CPD Activity Accreditation Request
) Mew Check

Previous Activity Information

Activity Title in English Activity Title in Arabic
Test -2 9th June Returned Test -2 9th June Returned
Activity Type More @

SPP

Activity Date & Location

Activity start date and End Date Activity Venue & Address

10/06/2022 - 25/06/2022 update SPP info test

How many learners are expected to enroll in the program? (Range)

1 100

Step 3: Payment
After editing the date of the program, user submits the application by clicking Submit Request to move
to the payment step.

You have select the payment method and proceed.
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Confirm Request Submission

My Points Assigned points Regquired Points
273250 0 1150

Please select payment method for the submission payment

22w @

Pay By Sadad Pay By Points

Please select payment method for the issuing payment

o2 @

Pay By Sadad Pay By Points
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Conference Accreditation

Step 1: Conference Information

vgduiall

alnsdiiall 3yl

apuipll aaduall

8 /
gasll dasljall
Jyainlg Bas
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aaylill dadadl

332 Gigo nghi aige slaicl il

wodleill sjall  dsakiill ciloglanll  jaiball ciloglao

5 e 3 2

walall 2olipl ugisaiall

saigall jas cilogleo

saiball jaal yasyall pal

G|

The user must provide the reference number to book the
conference by clicking on “Verify” button to retrieve the

initial booking information

a
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vgauwiall anamill 5ls] Ayl ananll

333 igo pghi paige sleicl il

8 T 6 5 E 3 2 ‘

aasll dealyall

a2 @aai O
Initial booking
information for the
conference will appear
and it cannot be

modified

Only the remaining
information will be

requested

agy il alnuduidll wolall aslipdl

Bani

* ayyall aallly yaiall olgic

idyall doibud Jgall (s3ganll jaigall

* joigall asl

e ikl

Budall yauaail

walysidllg asll sl

saigall clgiil 45
15/07/2020

ipsall

Al

* ayloyiull aaliall

3000

* bliill slaicl cudby il

& b |

ooslaill iall  dabsiill cilogleall  jaifall Ciloglan

aigall jaa cilogleo

saioll jaal Ganyall pal
Sai23

* &yjlaigll aalll yaigall olgic

The first Saudi conference for patient safety
*baliill ggi
ige
* puaaill ddyh

Helaig elos pula
bl Sl / Cuiiidll Gle

auaaill

dolall daljall

yaigall slaail &)

01/07/2020
algall
asgaull duyell aslaall
* yaigall ulgicg gage
g8 llall Gy - Llall

* adgiall (s lisall ssc
2500
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Next Step: Organizational Information

Ggamiall andhiall 3| il Gxsaall

3433 igo pghi aigo slaicl il

aaall aaalyall aalill daiilll  alell aolipll ogisaiall oodeill all  dgakaiill Ciloglaoll  jeigall Ciloglas

Mention organizational
information related to > SAPRNEUTe e
the conference, and nlal 0 e

whether any other |
entity is taking part in sl dga go wglai 1201 o

40 pai
your conference. .
* S sginall pohi; el e * Clalibill sloic il dosdall dgall yudi go j9ho Lalall sginall Jo
Q g6 cllall Ladiiue 410 pai
ssalall dinll
a2 @axi D dgolell dinlll Juyd)

Adding a professionally wigall Casisailly Jisuudl o3

classified and approved Saas 0
Head to the scientific

committee, verifying

il Jaall Silaidlly @l el pull
his/her information is o e A o Sl onc alats
required via Mumaris

uauaiill aspll
Jabll b Ll
g sl “Jlgall oy
Oth . _l.com 53¢ 5
. ‘ agole dind gucae 384 ‘ blisill dgalell @alll cLAC

Here you can add
scientific committee el Sl wue pudl ikl pudl
members and edit R seluso ibas] s o35 Trki Khalid
or delete their o e o5)lidsil alllic sa30 Mohammed Abdullah

information.
@ @ Jol Gibasl JIVEVEDS Mohammed Bader
I Jlyaiuwlg Bas Giludl G|
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By clicking on|  Add a member of a scientific committee a pop-up window will appear to add the

information
X aolell &inlll guac
* Caquall ubmmﬂlimw@;awﬂoﬁmgda&mumloﬂ&m
| ° [09_1

Giaaie dabial
*Sjalaially oualls pudl

Turki Khalid s s)i
*aayll * bl Jaall

v ox scbue L,jbaii v % Medical Laboratories and Technology
Gusall gauaiill " sl

v Articular Joint v ox ABDOMINAL IMAGING

If the speaker is classified as a health practitioner,
he/she will be verified by Mumaris plus. If not, then
you need to add his/her information based on the

requirements aforementioned.
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Third Step: Organizational Part

Ugdwiall

il 3,051

Gpunsiyll @ndunll
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Add one or more target
You can
choose them from the

groups.

list

Add goals as points.
Each goal can be added
after clicking on Save
button.

You can delete the goal
by clicking on the delete

icon

a
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Fourth Step: Speakers

] abduiall 5yls] Erarfill Gafn]]
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. Add Speaker
Click on
to add speakers to the Crsaio ol wgiaioll
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Fifth Step: Scientific Program

wgduiall il 31| ayugyll dndanll
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ClICk on Proaram

to add the event's

scientific program alall galipll asle] elall aolipll

Uuseall 09/07/2020 v

dauniis Joc ding
m @ Gouadio Jac diyg 13:00 - 12:00
s jujalluc 1 disatall

View — Edit — Deletep—p saill 12/07/2020
The Scientific
program dale balo WL:

. @ e 13:00 - 12:00
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p— Gilebuadl sac
01:00
Total CME Hour
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. - .
®© 01:00 PM ®© 12:00 PM
You can select the scientific
@ dualell sslall lgic dalall s3lall ggi ]
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< 0. v awdl
of speakers who were previously
gyl wgisaiall
12/07/2020 v sqmoly added.
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Sixth Step: Side Activities

Usauiall il 3yls] dpuyll drduall
333 ige pohi jaige slaicl il
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X Ul bLadll asbal

* aupell a2llb bl plgic * apdaill @elll khbdill glgic
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* gdgioll gus)Lisell e *bbidll ggi

50 soigol gili blibi

ljliis 100 boliill agauall sall

* bl elgiil ayli - baliill slaeil Ayli

28/06/2020 - 27/06/2020

—

A pop-up window will appear requiring you to add a side activity

to the scientific conference. Click on to save the

activity information (it can be edited and deleted as previously

mentioned)
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Seventh Step: Review
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Review the
application before
you submit
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. il Lyl sysli

b elingy o aslio il Ja qarkd aey cullall Jised o oSali ol walinll eao (hje
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Agree to submit

N

Eighth Step: Payment
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SADAD receipt information will appear
with the payment expiration date. In
case payment is not made before this
date, application will be cancelled.
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Details of CPD Activity Accreditation Application

The user can view the details of CPD activity accreditation application through the list of activities that

have been previously illustrated.

s pohki bl slaicl calk

danienll @bl abadidl oblh

walball alls bliill ulgic

boliill slaoil Al
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alsaw szl & . ABDOMINAL . . L )
@ 01-01-2021 ] g“.n.lld.!lﬁ.n." walyll IMAGING k=1Jal; E,Jal; bl slaiel woeell Cikn
@ 01-01-2020 et (55T ot el EE by (otelimilul
Plal = : Plal
The user can filter the list through the search
feature or by using the advanced search feature
— Sl Ll slaail o baliuil slaail AT T il olgic
DD-MM-YYYY DD-MM-YYYY v ox Jsii
il dysall Ilill aa cllall )
v ox Jsdi v ox Jsd
las]

In the list of activities, the user will be directed to the application lifecycle page and can access its details

by clicking on
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Following up on a CPD Activity Accreditation Application

The lifecycle of the application can be accessed in all stages of the application

Draft

If the application is not completed by the user, the status of the application will change to “draft” and

the user can resume the application and submit it by clicking on

o] il 5] iyl @nduall

B30 miuug.g.ogghi&g.;alold-,d.h

&) —ungluso

O

snies slaicll Jall Jilaall awlyall Ciai allall llall Jlaall S

B

Pending Application Payment

After submitting the application and before payment, the application status will change to pending

application payment and by clicking on Application Payment the user will be redirected to the

payment page.

wgduiall dndiall 3yl gl @naunll

bl Jall Jlasll sl 5 o Sige pghad baliai sladel

Jac diiyg
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Under Process

After the payment is made, the application status will change to under process to be reviewed by the

professional development staff

woduiall al il 8ylsl apuuiyll dnaunll

awlyall cami .I._,lil.\ bl slaicl

il alyelll ple balis

O o o
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R

Returned for Editing

When the order is returned by a professional development employee the status will change to returned

for editing, and all related justifications will supplemented in the “reasons of return” text box

wgduuiall alnudiiall 6l il d~ainll

Jusilllse (ige pglat bl slaicl

Jac didyg
Anioo slaiedl Sllall Jilaadl Al Caad wdbll Sllall Jlaall FVrCy
aaledl il

cilghally daleiall Cillbadall Cuai los ksl fisai <oyl

S

By clicking on Resume button, the user can edit the application to suffice to the professional development

employee’s comments.
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Editing an Application
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Users can only edit
the procedures and
steps that had the
comments of the
professional
development

After editing, the user can review the entire application before submitting it again to the professional

development employee.
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Declined

When the application is declined by the designated professional development employee, the status will

appear as declined, and all related justifications will be provided in the “declined reasons” text box
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Pending Application Fees Payment

After submitting the application and before payment, the application status will read pending

application fees payment. By clicking on the _ user will be redirect to the
Accreditation Payment
payment page
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Accredited

After paying the accreditation fees, the activity will be officially accredited as a CPD activity. The user

- . . . L. Arabic Certificate
can download the certificate in Arabic or English by clicking on or
English Certificate . .
. The user can also view application details through View Application
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Cancelled

The application will be cancelled in 3 cases:
1- Time period of the application payment has run out.
2- Time period of the accreditation fees payment has run out.
3- Time period of the service level agreement has run out.
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CME Hours Registration

The entity manager or coordinator will be able to register CME hours on the next day
from the end of the activity until 5 working days. The user can register CME hours

during this period with the number of hours previously accredited in the system.

General requirements for registering attendance:

1. You must ensure that the attendance list for the activity does not exceed the
expected number of participants previously specified in the activity information.

2. Health practitioners should fall under the target group previously specified in
activity information.

3. It is not permitted to register CME hours in more than one activity on the same
date, unless the conference involved side activities.

4. The registration number and professional classification of the practitioner must
be “classified and registered”.

5. The health practitioner cannot be registered more than once for the same activity.

Toregister CME hours, you must log into the accredited activities page, then provide the activity
information and register by clicking on “View” then where you will be
redirected to the list of events or list of registrations according to the activity type.

You will be directed to the activities list if the activity type is an internal activity or a conference.
If the activity type is ordinary or recurring, you will be directed to CME Hours Registration lists

directly without going through the event list window.
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Access accredited activities, then "View"

New CPD Activity Accreditation Request

Activities Accreditation Requests  Accredited Activities  SPP Requests  Approved SPP

Activity Title Accreditation Number

ACA-20230000020

Advanced Search

Activity start
date =

Accreditation e o Activity
Number GLIE W Category

Activity Status Specialty

ACA-20230000029 ELM CONF Conference Active Audiology 19/06/2023 @&

Click on to be redirected to the CME Hours Registration page

Conference details

Accreditation Number Activity Status

ACA-20230000028 Active

Conference Info v
Organizational Gonference Information v
Educational Part v
Speakers v
Scientific Program v
Conference workshops v
Related Requests v

Update Arabic Certificate English Certificate Attendance Registration
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Activities List

This window will appear if the activity type is an internal activity or a conference. This window enables
you to choose the required activity, as it contains a list of lectures or activities related to the conference.
It will also show when registration is available.

Internal Activity: All registered and accredited lectures will appear.

Conference: The main conference will appear in addition to all side activities.

If registration is available, the user will be

able to click on the word registration to be

directed to the registration lists.

Activities List
Activity Title Activity Type Registration Availability During Action
ELM CONF Conference From 26-08-2023 To 02-07-2023 Attendance Registration
ELM CON ONE Sub Activity From 21-06-2023 To 27-06-2023 Attendance Registration
ELM COF TWO Sub Activity From 25-06-2023 To 28-06-2023 Attendance Regm:
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CME Hours Registration List

After accessing CME Register attendance Hours Registration List, the entity manager /

coordinator will be able to register CME hours by clicking on where a pop-up window will appear

requiring the user to choose how to register CME hours.

Attendance Hours Registration

Activity Title jhg Activity Date 10-06-2023 / 11-06-2023 Registration Deadline 18-08-2023

" Speakers CME hours will be sent automatically without the need to add them in the regostration list.
+ In case of that the attendess number is different from was accredited, please submit an update request before starting the CME hours registration, otherwise it will

no be accpeted nor the excess attendance registration

Registration Method

Manual Addmgo Upload Attendance Sheet

Enter Registration Number

)

All @ Under Progress o Accepted Registrations 4 Rejected Registrations 2 Incorrect Registration 1 o

Incorrect Formatting

Search using Classification Number or Name

Registration & Classification
Number

Practitioner Name Registration Status Sending Status

16 19 AHMED MOHAMMED ELSHERBINI Rejected

08F...___._J)B WALEED SAID AHMED Accepted sent
WALID MOHAMED MAHMOUD

121 18 L Accepted sent
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Choosing a method for registering hours

The user can register CME hours by either attaching the CME List as an excel file, which enables them
to register more than one practitioner in one step, or by adding them manually where the registration
number and professional classification of the practitioner must be provided. A spate window will pop-

up depending on the user's choice.

Attach a CME List: Attach an Excel file of the CME

list, containing registration numbers and

professional classification.

Registration Method

a

. Manual Addiﬂg@ Upload Attendance Shest

L

Enter Registration Mumber

Add

Manual addition: A  practitioner

registration number and professional

classification can be entered
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Attach the CME List:
When choosing this method, the entity manager / coordinator must attach the Excel file to the CME list,
where the attached example can be downloaded into the system to use for registering by clicking on

from the window. The Excel file will be uploaded as a CME List.

Attendance Sheet:

After uploading the Excel file for the attendance sheet, registration numbers and professional
classification numbers can be added in the first column.

Registration numbers and professional

classification of the CME list

Insert  Page layout Formulas Data Review View Add-ins LOAD TEST Team Q Tellm

Calibri #~ M~ EPWrap Text General -

Paste B I U-

S ~ Format Painter

€= 3= [o|Merge & Center + $ - % 2 60 50

Clipboard T Font I Alignment I Number r

G14 - fr

0~ O s W \Jl—t
—
I
1
t)
1
)

9 |sBzz7eTT
10 M/ZZ2777
11 MKZZZ722
12 |MM.2Z2°22
You must attach the Excel file after filling it out, then click after uploading the

file. Attendees will be sorted through three lists (registered attendees - incorrect registration numbers

— declined records)
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Adding Files Manually

This feature enables you to add health practitioners by checking the health practitioner's number by
entering it in the text box and then clicking on Add where the practitioner will be sorted

into one of these lists (registered attendees - incorrect registration numbers - declined records)

Registration Method

Manual Adding®  Upload Attendance Sheet [

Enter Registration Number

o T Z:JS‘ m

Registrations List

After uploading an Excel file or adding their data manually, attendees will be sorted into lists

of records, which is comprised of three lists:
eApproved registration, where CME hours for practitioners have been successfully registered.
*Declined registration.

*Registration with incorrect registration numbers.
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Al @ Under Progress o Accepted Registrations 4 Rejected Registrations 2

Incorrect Formatting

Search using Classification Number or Name

Registration & Classification
Number

Practitioner Name

18 AHMED MOHAMMED ELSHERBINI

o8l...___._J6 WALEED SAID AHMED

WALID MOHAMED MAHMOUD

12777777708
ELSARAF

020.... .3 WALEED HASSAN AWADALLA

[ IR ELWALEED ALSAFI OSMAN

1 3 Waleed Mohammed AlHadi HUSSEIN
jafar

o T Waleed Mostafa Mohammed Marzook

o B

All g Under Progress o Accepted Registrations o

Incorrect Formatting

Search using Classification Number or Name

Registration & Classification Number

Registration Status

Rejected

Accepted
Accepted

Accepted

Accepted
Rejected

Rejected

Incorrect

Rejs:ted Registrations 2

Incorrect Registration 1

Sending Status

sent

sent

sent

sent

Lists can be exported to Excel files by

clicking on Export button below each

list

Incorrect Registration 1 C

Practitioner Name

0t

12 08

017" 7734
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WALEED SAID AHMED

WALID MOHAMED MAHMOUD ELSARAF

WALEED HASSAN AWADALLA

ELWALEED ALSAFI OSMAN

This list contains the list of
attendees whose hours
were successfully

registered




This list contains numbers of practitioners whose hours are rejected for specific & clear reason. The

reason will appear next to each registration number.

All 8 Under Progress o Accepted Registrations 4 Rejected Registrations € Incorrect Registration 1

Incorrect Formatting

This list contains the practitioners numbers who are rejected for specific and declared reasons

Search using Classification Number or Name

Reqistration & Classification Number Practitioner Name Rejection Reason

The practitioner status in Mumaris: Classified & Not

6L a9 AHMED MOHAMMED ELSHERBINI .
Registered
The practitioner status in Mumaris: Classified & Not
10m ___03 Waleed Mohammed AlHadi HUSSEIN jafar .
Registered
The practitioner status in Mumaris: Classified & Not
o .5 Waleed Mostafa Mohammed Marzook .
Registered
This list contains numbers of incorrect registration
Al 8 Under Progress o0 Accepted Registrations 4 Rejected Registrations 2 Incorrect Registration @)

Incorrect Formatting

The list contains the numbers which are incorrect or not found in Mumaris+

Search using Classification Number

Registration & Classification Number

01 3

Extend Hours Registration request

You can Request an extension to activity registration hours once the hours registration window
closed. You can submit an extension request in case of need within a maximum period of 30 days.
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Manage Activities Coordinators CPD Facilities Accreditation Requests Invoices list

Attendance Hours Registration

Activity Title professional skills dentistry Activity Date 01-08-2023 / 01-08-2023 Registration Deadline 08-08-2023

The hours registration service is no longer available due to the expiration of official period. You can submit an extension request in
case of need within a maximum period of 30 days. However, the request will be referred as compliance case at the provider to be
monitored by the compliance division after the third submission

Request Extand

All @ Under Progress o Accepted Registrations o Rejected Registrations o Incorrect Registration o
Incorrect Formatting

Search using Classification Number or Name

You have to agree the terms after that you can write the reason and attach the needed document

Home Manage Activities rdinators CPD Facilities Accreditation Requests Invoices list

Activity Title professional skills dentistry Activity Date 01-08-2023 / 01-06-2023 Registration Deadline 08-06-2023

Extension Reason

Describe Extension Reason

Upload attachments
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Coordinators Management

The entity manager can manage the accounts of the coordinators previously registered in the

system by accessing the coordinators list.

Coordinators List

A list that provides access to the system coordinators and enables you to:

*Find a coordinator

» Browse users by clicking on the display icon

el ahudiiall 5]

Silpnabiall Gaiall dlls
v ox Jal vox Sl
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Search for a coordinator

- The list of coordinators can be filtered by using the following drop-down
1. Case Coordinator:

- Enabled

- Not enabled

2. Authority:

- Submission for accreditation of activities / programs

lists:

- Record hours of attendance of activities and programs for health practitioners

Search

and then click

To reset the search listings, you can click on

Reset

cilis ial

v X palpll fabnadi il slaiz il ousatll W ox

Cped Bale] | |

igpShill gl

fabenidll slaie f oyaaill
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View Coordinator

In the coordinator details window, the entity’s manager can manage the coordinators and take relavant

actions.
Edit the coordinator information to update information Edit
Send a password reset link to the Coordinator Reset Password

Deactivate Coordinator Deactivate

Activate Coordinator Activate

Delete Coordinator

Guiall cilogles

asgell oy Sithaillly quudl otpelly pudl
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Edit Coordinator
The entity manager can edit the coordinator's data and then update it by clicking on Save
*The following coordinator information can be edited:

1. Mobile number

Coordinator permissions and authority

Guiall cilaglas

atliall ayls fuialail) el (ots) ol

10101410 Ahmad Ali Alsaleh allall le saal

apuinl
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Reset Password

. . .. Reset d
The entity manager can reset the coordinator's password by clicking on eoet passwor

where the system will send a message to the coordinator's email containing the password reset link.

After clicking on the reset password link

from the email, the coordinator will be
directed to the system's password reset

page.

sosall AalS juss

sagaall jopall dals Jlas] elayll
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window will show a message confirming the

completion resetting the password
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User Deactivation
The entity manager can deactivate the activated coordinator by clicking on where the

coordinator status will be updated to "deactivated” upon completion of the process.

User activation
The entity manager can activate the suspended coordinator by clicking on Activate

the coordinator's status will be updated to "activated” upon completion of the process.

Delete the user

where

The entity manager can delete the coordinator by clicking on where the coordinator

will be removed from the system and will not appear in the coordinators list again.
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