
Instructions for completing CPD Return on portal: 

If a user has not completed the mandatory requirements, the traffic light will 
display red: 

Use the “log cpd link” to add courses completed to their record: 

Can search for completed courses and click the plus to add to their 
completed records: 

Note that users can use the panel on the left to search or use Ctrl+F – the 
same as any browser/office system



Confirmation is required to ensure that they have selected the correct course 
for their record: 

Even if a user has completed 15 hours, they still need to ensure that they have 
completed all the requirements i.e. 1 hour from each category: 



When the requirements have been met, the traffic light system will show 
green and the button will be available to “Complete CPD Return” 



To finalise the completion, ensure that the return details are correct, tick the 
box to confirm that the requirements have been met and click complete: 

Once they have completed, they are informed the following completion 
message: 




