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CPD Platform
Administrative Levels

CPD Corporate

CPD Corporate Lead Administrators

CPD Platform

CPD Platform Lead Administrators

CPD Officers CPD Coordinators

Admin 1 (CPD Office)
Oversee Hamad CPD Program
Liaison with DHP

Admin 2 (CPD Programs)

- Support to CPD Office
Audits/Investigations/Reports
Assign coordinators
Export CPD attendance data to DHP

Admin 2 (Departments)
Assign Coordinators
Create/Edit/Publish activity
Monitor activity attendance (QR codes)
Download & Email attendance records

Support to CPD Programs
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Admin 3 (Departments)
Create/Edit/Publish activity
Monitor activity attendance (QR codes)
Download & Email attendance records
Support to CPD Programs
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Target Audience
Departments Admin 2 and 3

CPD Corporate

CPD Corporate Lead Administrators

CPD Platform

CPD Platform Lead Pl e

Admin 2 (Departments) Admin 3 (Departments)
Assign Coordinators - Create/Edit/Publish activity
: - Create/Edit/Publish activity - Monitor activity attendance (QR codes)
CPD Officers CPD Coordinators - Monitor activity attendance (QR codes) - Download & Email attendance records
Download & Email attendance records - Support to CPD Programs
Support to CPD Programs
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Objectives

By the end of this session:
Log in to your admin account

Assign the coordinator

Edit and publish the activities
Print QR codes for attendance
Import attendees

Export attendance data
Export survey data

Prepare certificates

f Ndauhlly g dwwgo
= | Hamad Medical Corporation
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Click on www.hamad.qa and go to either the Events Page or Medical Education.

For admin 2 and 3, your admin will add your details and you will receive the email with login credentials as shown below.

1% ) T | % Hamad CPD Program - Credentials - Message (HTML)

File Message Help

; = 3 . .
IES 1anore @ = & :_ ,(:. \_:% I’f‘ Meeting =] E] Next Week Train... —> To Manager l’ = Rules E DL‘ FD p
£ Junk ~ Delete Archive =~ Reply Reply Forward by ST“'“" Email X Dona U Move ] send to OneNote Mark Categorize Follow = |

- All £l More ~ “DReply & Delete 77 Create New [= v [B Actions~ Unread ~ Up~ I

Delete Respond Apps Quick Steps 1 Move Tags s
Hamad CPD Program - Credentials
HMC Notification
To @ V-Han Soe Lin

Dear V-Han Soe Lin,

Kindly use the below credentials to Login to the Hamad CPD Program .

Username : V-HLin@hamad.qa
Password: emcSNV

Click below to Login
hitps://www.hamad.qa/EN/CPD-Activity-Program/Pages/AdminLogin.aspx

Thank you,




Training Session for ’Q
HMC CPD Platform @

HEALTH + EDUCATION * RESEARCH Ggay - puli - dan

Home Page
Login into your account with your credentials and follow the instructions to change the password.

Admin Login

Forgot Your Password
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CPD Admin 2

Upon login to your account as an Admin 2, you can see:
- View All Activities

- Manage Activities

- Upload Certificates

- Export Data

- Manage Users

Khaled Hassan Kassem
3420

Dashboard View All Activities
Category i Actiity Title

—-ALL--

View All Activities

Manage Activites (Activity Date) From
ad/mm/yyyy

Certificates

Export Data SCARCH

Manage Users Activity Code Activity Title Format Activity From Date Activity To Date

1 - Accredited

Catagory
HGI-02-MED-P974 Take the lead Group Leaming Activity

Face to Face 5/15/202412:0000 AM | 5/15/2024 12:00:-00 AM

TR LearnQl with HHQI - Series | Catagory 1 - Accredited
HGI-02-AHP-P320 oa ol i

9/16/2024 12-00-00 AM 9/16/2024 12-00:00 AM

Breast imaging - cases Category 1 - Accredited

DO03-EHCEST] discussion for DT Group Learming Activity

3/9/2024 11500 PM 3/9/2024 14500 PM

Case Presentation B
HGI-02-PHY-P570 Endocrine Educational aegnfﬂ Mzﬂt:d
Activity, HGH up Learning Ly

Using Simulation to improve
heslthcare practice:insand [ Category 1 - Accredited e _
outs to get started anthe | Group Learning Activity 3/7/202202.05 00 M 22/ 2028 aIC00EN
right track

2/17/2026 12:00-00 AM 2/17/2026 12-00:00 AM

HGI-02-MED-PO14
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Assigning Coordinator
- Click on Manage User to assign coordinator.

- You have the option to assign a coordinator for any of your activities.

- Then select the activity and click on assign coordinator.

Welcome Khaled Hassan Kassem

Weed Ma 49.365

Hamad CPD Program

Dashboard

View All Activities

Manage Activites
Certificates
Export Data

Manage Users

Admin Dashboard

HEALTH « EDUCATION * RESEARCH

Activity Title

Description

Category

HGI-02-MED-P985

HGI-02-MED-P984

Oth Qeter Diabetes,
Endecrine and Metabolic
Conference (QDEM-8)
2024 and 3rd Qotar
Diabetes and Obesity

Research Symposium

Diabetes Care Workshop

This conference draws
upen expertise of many
world-class leading
clinicians and scientists
from inside and outside

State of Qatar.

Category 1 - Accredited
Group Learning Activity

Category 1 - Accredited

Group Learning Activity

02/05/2024

27/04/2024

02/05/2024

27/04/2024

HGI-02-MED-P984

Diabetes Care Workshop

Cotegory 1 - Accredited
Group Leerning Activity

27/04/2024

25/05/2024

HGI-02-MED-P984

Diabetes Care Workshop

Category 1 - Accredited
Group Learning Activity

27/04/2024

08/06/2024

HGI-02-MED-P984

Diebetes Care Workshop

Category 1 - Accredited
Group Learning Activity

27/04/2024

28/09/2024

HGI-02-MED-P284

Diabetes Care Workshop

Cetegory 1 - Accredited
Group Leamning Activity

27/04/2024

26/10/2024
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Select the Coordinator
- Select the coordinator from the dropdown list by clicking on CPD Coordinator.

Welcome Ibrahim Khalil Al-Kharraz
Wed Mar 2/ 2024 95950

Hamad CPD Program

Mar Aartuna
Mr Anan Khaled Ali Al Badawi
S Mrs SHAMLA MULLAN KUNI
Noof Mohamad Moor A. M. Al Obaid|

Qamar igpal
RAJUMAR PANDURANGAN

2 bdulla Salman Ahmed
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Assigning Target Audience

- You can also assign Target Audience for each activity according to Profession or skip this step and leave it to assigned co-
ordinator to arrange it.

- Then click on Assign.

Welcome Khaled Hassan Kassem

Wed Mar 27 2024 9:40:56

Hamad CPD Program

TO DATE & TIME 02/05/2024 12:00 AM

CREDIT HOURS

CPD COORDINATOR
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Assigning Coordinator
Confirmation message will appear as shown.

Confirmation

Records updated successfully
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Manage Users/Adding New Users
- From your dashboard, you can click on Manage Users to see/edit all assigned coordinators.
- You can also add a new Coordinator by clicking on Add New User,

Welcome Khaled Hassan Kassem
Wed Mar 27 2024 9:43:42

Log Out

Hamad CPD Program

Dashboard Manage Admin Users

View All Activities

| B [~ ]
Manage Activites

Search by Name/Email:

[

Certificates

Export Data

Maniage Users e =) o

Bathaina Mohammed H M Al
Emadi

BAIEmadi@hamad qa CPD Coordinator

Biju Nirmal Jacob bjacob8@hamad qa CPD Coordinator

Dr. Hesham hmahmoud2@hamad.qa CPD Coordinator

dr. Shazaly Mansour Smansour @hamad.qa CPD Coordinator

Ibrahim Khalil Al-Kharraz ialkharraz@gmail com CPD Caordinatar

Mary Jane Alyn Torres Martuna MMartuna@hamad.qa CPD Coordinator

Mr Anan Khaled Ali i i d qa CPD Coordinator

Mrs SHAMLA MULLAN KUNI skuni@hamad.qa CPD Coordinator

Noof Mohamad Noor A. M. Al nalobaidi@hamad qa CPD Coordinator

Qamar Igbal qigbal@hamad.qa CPD Coordinator
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Adding New Coordinator
- Add the Name, Email ID.

Welcome Mrs Justine Ormandy
Thu Mar 28 2024 9:34:4

Log Out

Admin Role:

--Select--

HEALTH « EDUCATION * RESEARCH
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Adding New Coordinator

- Select Assign Role as Coordinator.

Welcome Mrs Justine Ormandy

Thu Mar 28 2024 9:37:19

Name:

Benjamin Consing

Email:

V-BConsing@hamad.ga

Admin Role:

CPD Coordinator

." --Select--
" CPD Coordinator

HEALTH « EDUCATION * RESEARCH
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Adding New Coordinator

Upon completion, the confirmation message will appear.

You can now assign the desired activity to the coordinator.

They will receive the login email.

Confirmation

User added successfully...

Hamad HEALTH + EDUCATION - RESEARCH Ggny - oulej - dan
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Admin 3

- If you are CPD Admin 3, upon login to your account this page will appear.

- As a Coordinator, you can see View All Activities, Upload Certificate and Export Data.
- Click on View All Activities on your dashboard.

Welcome Ibrahim Khalil Al-Kharraz
wed 7 2028 95950

Hamad CPD Program

Dashboard View All Activities

View All Activities Category

Certificates e

Export Data (Activity Date) From

dd/mm/yyyy

SEARCH

(Activity Date) To

dd/mm/yyyy

Activity Title

HEALTH « EDUCATION * RESEARCH

Activity Code

Activity Title

Category

Format

Activity From Date

Activity To Date

HGI-02-MED-P974

Take the Lead

Category 1 -
Accredited Group
Learning Activity

Face to Face

5/15/2024 12:00:00
AM

5/15/2024 12:00:00
AM
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Edit & Publish, Print QR Code, Import Attendees and View Attendees

- If you are being assigned to any particular activity by Admin 2, you can Edit & Publish, Print QR Code, Import Attendees
and View Attendees.

Welcome Ibrahim Khalil Al-Kharraz
wed 7 2028 95950

Hamad CPD Program

Dashboard View All Activities

View All Activities Category Activity Title
Certificates S

Export Data

(Activity Date) From (Activity Date) To

dd/mm/yyyy dd/mm/yyyy

SEARCH

Activity Code Activity Title Category Format

Activity From Date | Activity To Date
Category 1 -

HGI-02-MED-P974 | Take the Lead Accredited Group Face to Face pADIZ02R 122000 S IBIZDZ 1 20000
Learning Activity
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Edit & Publish the Activity
. Click on Edit and Publish.

Hamad CPD Program

Dashboard View All Activities
View All Activities Category
Certificates

Export Data (Activity Date) From

dd/mm/yyyy

(Activity Date) To

dd/mm/yyyy

Activity Title

HEALTH « EDUCATION * RESEARCH

Activity Code Activity Title

Category

Format

Activity From Date

Activity To Date

HGI-02-MED-P974 | Take the Lead

Category 1 -
Accredited Group
Learning Activity

Face to Face

5/15/2024 12:00:00
AM

5/15/2024 12:00:00
AM
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Edit & Publish the Activity

- Before publishing the activity/course you can edit the activity as shown in here.
- You must update the Session Title, Venue and Timings accordingly.

Welcome Ibrahim Khalil Al-Kharraz
Wed Mar 2/ 2024 95950

Hamad CPD Program

FROMDATE& TIME | 15/05/2024 08:00 AM

TO DATE & TIME 15/05/2024 03:00 FM
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Edlt & Publish the Activity

Also you can edit/update Target Audience as shown here.

Don’t leave it blank, otherwise there is no limit for attendance.

Currently the Fees box is disabled. (In the future, when enabled, if there are fees agreed, you must also enter the details
here before you publish. If there are no fees, enter 0).

After the update or change, click on publish.

Hamad CPD Program

Target
Audience

Physician
Dentist

Pharmacist

Allied Health
Practitioner

Nurse

Complimentary
Medicine

Others




Training Session for ﬂﬁ
HMC CPD Platform E

HEALTH « EDUCATION * RESEARCH (g2 « roul=l - dan

Edit & Publish the Activity

You have published the activity/course successfully.

Confirmation

Records Updated Successfully
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CPD Learner — Registration
- Once the course is published, all the learners can see the course and register to attend or participate.

Hamad Medical Corporation CPD Activities Registration !
Activity Code Target Audience Cateqory Activity Type

--ALL-- ~ --ALL-- ~ --Select--

Credit Hours {Activity Date) From (Activity Date) To
dd/mm/yyyy 0O B dd/mm/yyyy

Format of the Activity

(®) AL ) FACETOFACE () ONLINE () BLENDED

SEARCH RESET

Category 1 - b
HGI-02-MED-P974 | Take the Lead Accredited Group ; 05/15/2024

Register
05/15/2024
Learning Activity Akl
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Managing Attendees

- As an Admin 3 Coordinator, you can see who has been registered to attend/participate the course from your Dashboard.
- Click on View Attendees.

Welcome Ibrahim Khalil Al-Kharraz
wed 7 2028 95950

Hamad CPD Program

Dashboard View All Activities

View All Activities Category Activity Title

Certificates S

Export Data (Activity Date) From (Activity Date) To

dd/mm/yyyy dd/mm/yyyy

SEARCH

Activity To Date

Category 1 - 00" 00"
HGI-02-MED-PO74 5 jitad Group T 5/15/2024 12:00:00 | 5/15/2024 12:00:00
e ¥ Rt AM AM

arning Activity
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Managing Attendees
- Now you can see the details of the learners who register to attend/participate.

- You have the option to delete if they are not targeted audience or they have contacted you to cancel their attendance.
- Select the participant that you want to delete.

Welcome Ibrahim Khalil Al-Kharraz
wed 7 2028 95950

Hamad CPD Program

Dashboard _
View All Activities Attendees for Take the Lead (05/15/2024 - 05/15/2024) at Bayt Al Dhiyafah

Certificates Total Number of Registrations: 34

Export Data iti Licence Number QID/PassportNo

HMCM50514879 Han Lin Training 28310400497 50514879 Delete

HMCM50331314 Angela France Caparida Nurse 29060823474 50331314 Delete

HMCM77986691 Catherine Rivera Home Care nurse 29060821344 77986691 Delete

HMCM55639909 MARIA HAJIE TUGAS Adult, Geria, Pedia 28760823842 55639909

Delete
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Managing Attendees
- Type the reason and click delete.
- The learner will receive the notification from the system.

Delete Registration

Reason for Deletion: Please provide a brief explanation for deleting this registration.

Test.
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Importing Attendees

- After you finalized the attendees, you can upload the list to the system, by clicking Import Attendees from your
Dashboard.

Welcome Ibrahim Khalil Al-Kharraz
wed 7 2028 95950

Hamad CPD Program

Dashboard View All Activities
View All Activities Category Activity Title

Certificates S
Export Data (Activity Date) From (Activity Date) To
dd/mm/yyyy dd/mm/yyyy

SEARCH

Activity Code Category Format Activity From Date | Activity To Date

Category 1 - j :
HGI-02-MED-PO74 | Take the Lead Accredited Group | Face to Face T e L Bl Al e

Learning Activity i an
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Importing Attendees
- Browse the location of the file and upload.
- Only the Learner ID is needed.

Welcome Ibrahim Khalil Al-Kharraz
wed Mar 2/ 2024 95950

ad CPD Program

Dashboard
Viewr Al Activities Upload Attendees for Take the Lead (05/15/2024 - 05/15/2024) at Bayt Al Dhiyafah
Certificates Upload

—_— Choose File ‘ No file chosen @
Export Data
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Importing Attendees

- Browse the location of the file and upload.

- Only the Learner ID is needed.

Welcome Ibrahim Khalil Al-Kharraz
Wed Mar 2/ 2024 95950

Hamad CPD Program

Dashboard View All Activities

View All Activities Category

Certificates G
Export Data (Activity Date) From

dd/mm fyyyy

(Activity Date) To

dd/mm/yyyy

Activity Title

HEALTH « EDUCATION * RESEARCH

Activity Code

Category

Format

Activity From Date

Activity To Date

HGI-02-MED-P974 | Take the Lead

Category 1 -
Accredited Group
Learning Activity

Face to Face

5/15/2024 12:00:00
AM

5/15/2024 12:00:00
AM
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Prlntlng QR Codes
Print QR Codes for Check-In and Check-Out.
Each QR Code is valid for 30 minutes (15 min before the start and end of the activity; and 15 min after the start and end

of the activity).
You can either print or display the codes for Check-In before the activity and Check-Out after the activity.

Welcome Ibrahim Khalil Al-Kharraz
Wed Mas27 2024 10:4:33 =

Log OIF

- — rw
Hamad CPD Program

Dashboard QR Code Generation For Diabetes Care Workshop (04/27/2024 - 04/27/2024)
- Mo Check In QR Code Check Out QR Code
View All Activities
Certificates

Export Data

© Copyright - Hamad Medical Corporation 2023
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Printing QR Codes
- When you click on Print QR Codes, you can see Check-In QR Code and Check-Out Code accordingly.

£ asbll 100 dmuto
3 Mol Corparstion

i matetdan

Check In QR CODE

Activity Code: HGL02-MED-P984 Activity Code: HGL-02-MED-F384
Activity Title: Diabetes Care Workshop Activity Titles Diabetes Care Workshop

QR Code Validty: From: 4/27/2024 12:00:00 AM - To : 4/27/2024 12:00:00 AM O Code Valldiy: Fig SEERHEA LI AN AL DG
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Export Attendance Data & Export Survey Data

- After the Training/Activity, from Coordinator Dashboard, click on Export Data to export attendance data and survey data.

Ibrahim Khalil Al-Kharraz

7 2024 95950

Hamad CPD Program

Dashboard View All Activities

View All Activities Category Activity Title
Certificates G

Export Data (Activity Date) From (Activity Date) To
dd/mm/yyyy dd/mm/yyyy

Activity Code ivi Category Activity From Date | Activity To Date

Category 1 - .00 .00
HGI-02-MED-2074 N aeteikted Crolp :ﬂ 5/2024 12:00:00 iﬂ 5/2024 12:00:00
Learning Activity
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Export Attendance Data & Export Survey Data

- After clicking Export Data, you can click on either Export Attendance Data or Export Survey Data.

Welcome Ibrahim Khalil Al-Kharraz
Wed Mar 2/ 2024 95950

Hamad CPD Program

Dashboard Admin Dashboard
View All Activities Category Activity Type
Certificates =-ALL-- --Select--

Export Data Activity Title (Activity Date) From (Activity Date) To

dd/mm/yyyy dd/mm/yyyy

Category 1 -
ch-ggz;:neo- o e G : 5/15/2024 5/15/2024

. . 12:00:00 AM 12:00:00 AM
Learning Activity
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Export Attendance Data

- If you click on Export Attendance Data, you will see the list of attendees as shown in picture.
- Then, click on Export.

Welcome Ibrahim Khalil Al-Kharraz
Wed Mar 2/ 2024 95950

Hamad CPD Program

Dashboard
View All Activities
Certificates

Export Data

Admin Dashboard

Activity Title

Using Simulation to improve healthcare practice: ins and outs to get started on the right track

Se

Activity Code

HGI-02-MED-P914

nd Certificate Link

QID Number

28281804937

DHP License Number

PH2042

Number of Credit
Hours

4.00

Activity Code
HGI-02-MED-P914

HGI-02-MED-P914

29176000149

PH3155

4.00

Activity Date
03/07/2024 - 03/07/2024

HEALTH « EDUCATION * RESEARCH
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The list of attendees will be downloaded automatically in excel file.
This is the excel file you must send to your Program Lead/Admin/Admin 2 within 3 days.
Program Lead/Admin/Admin 2 must then send to DHP within 10 days of the activity.

HGI-02-MED-P914 . Public* « Saved to this PC v

ﬁ AutoSave ':. Offj;‘ = v

File Home Insert Pagelayout Formulas Data Review View Automate Help

ab, Wrap Text

«| AT A
A~

Calibri ~|[11

| i
Il |

O Merge & Center ~

(B] I u~ E-~

Font Alignment

License Number

S
A B £

Al

Number of Credit Hours

QID Number

License Number

PH2042
PH3155

28281804937 '4.00
29176000149 4.00
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Export Survey Data

- After you export the attendance data, click on Export Survey Data.

Welcome Ibrahim Khalil Al-Kharraz
wed Mar 2/ 2024 95950

Hamad CPD Program

Dashboard Admin Dashboard
View All Activities Category Activity Type

Activity Code
Certificates --ALL-- --Select--

Export Data
& Activity Title (Activity Date) From (Activity Date) To
dd/mm/yyyy dd/mm/yyyy

Activity rom Date  Activity To Date

HGI-02-MED- Sioe

Take the Lead Accredited Group 1 f;:)z’ggi:d 1?:)2}231:,5
Learning Activity - -

P74




Training Session for /Q
HMC CPD Platform

HEALTH « EDUCATION * RESEARCH (g2 « roul=l - dan

Export Survey Data

- After you export the attendance data, click on Export Survey Data.

Welcome Ibrahim Khalil Al-Kharraz
wed Mar 2/ 2024 95950

ad CPD Program

Dashboard Admin Dashboard

View All Activities

Certificates Activity Title Activity Code Activity Date

Export Data
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Export Survey Data
However, if the activity/training has done and all attendees have completed the survey, you will be able to see the results
as shown.

- Then, click on Export and the file will be downloaded.

- This is for your record only, no need to forward to CPD Program Lead/Admin 2.

Welcome Ibrahim Khalil Al-Kharraz
Wed Mar 2/ 2024 95950

Hamad CPD Program

Dashboard Admin Dashboard
View All Activities

T Activity Title Activity Code Activity Date

Pzediatric Care HGI-02-ASG-P210 3/7/2024 11:00:00 AM
Export Data

HGI-02-ASG-P210 Paediatric Care

3/7/2024 11:00:00
AM

It's useful Strongly agree Strongly agree Strongly agree

HGI-02-ASG-P210 Paediatric Care

i’le'f 2024 11:00:00 H Strongly agree Strongly agree Strongly agree

HGI-02-ASG-P210 | Paediatric Care iﬁ/ 202411:00:00

Paeds update Strongly agree Strongly agree Strongly agree

HGI-02-ASG-P210 [ Paediatric Care iﬁ/ 202 HH:0000:8 | e Strongly agree Strongly agree Strongly agree




Training Session for
HMC CPD Platform

Preparing Certificate

HEALTH « EDUCATION * RESEARCH

- After the completion of Export Attendance Data and Export Survey Data, you can prepare the certificate and send it to all

attendees.

- Click on Certificate and Upload Certificate Template for desired activity/training.

Welcome Ibrahim Khalil Al-Kharraz
wed 7 2028 95950

Hamad CPD Program

Dashboard Admin Dashboard

View All Activities Category
Certificates i

Export Data

SEARCH

HGI-02-MED-P974

Take the Lead

Activity Type

--Select--

(Activity Date) From

dd/mm/yyyy

Category 1 -
Accredited Group

Learning Activity

Activity Code

(Activity Date) To

dd/mm/yyyy

5/15/2024 12:00:00 | 5/15/2024 12:00:00
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Preparing Certificate
You can upload the certificate template as shown and the attendees will be able to download the certificate after 15 days
of completion of the process.

Upload certificate Template

Message

Choose File | No file chosen

Uplaod




