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CPD Platform
Administrative Levels

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

CPD Corporate Lead
CPD Corporate 
Administrators

Admin 2 (CPD Programs)
• Support to CPD Office
• Audits/Investigations/Reports
• Assign coordinators
• Export CPD attendance data to DHP

CPD Platform Lead
CPD Platform 

Administrators

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

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

CPD Officers CPD Coordinators
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Target Audience 
Departments Admin 2 and 3

CPD Corporate Lead
CPD Corporate 
Administrators

CPD Platform Lead
CPD Platform 

Administrators

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

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

CPD Officers CPD Coordinators
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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
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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.
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Home Page
Login into your account with your credentials and follow the instructions to change the 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



Training Session for 
HMC CPD Platform

7

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.
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Select the Coordinator
• Select the coordinator from the dropdown list by clicking on CPD Coordinator. 
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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.
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Assigning Coordinator
• Confirmation message will appear as shown.
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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.
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Adding New Coordinator
• Add the Name, Email ID.
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Adding New Coordinator
• Select Assign Role as Coordinator.
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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. 
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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.
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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.
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Edit & Publish the Activity 
• Click on Edit and Publish.
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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.
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Edit & 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.
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Edit & Publish the Activity 
• You have published the activity/course 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.
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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.
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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.
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Managing Attendees 
• Type the reason and click delete. 
• The learner will receive the notification from the system. 
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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. 
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Importing Attendees 
• Browse the location of the file and upload. 
• Only the Learner ID is needed. 
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Importing Attendees 
• Browse the location of the file and upload. 
• Only the Learner ID is needed. 
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Printing 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. 
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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.
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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.
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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.
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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.
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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. 
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Export Survey Data 
• After you export the attendance data, click on Export Survey Data.
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Export Survey Data 
• After you export the attendance data, click on Export Survey 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.
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Preparing Certificate 
• 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. 
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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.


