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GUIDE TO e-CPD SYSTEM 
 

Professional development units (PDUs) are to be updated online for both structured and unstructured 
activities. Update is done at your PE account, by referring to the left menu on Continuing Professional 

Development as shown below. 
 

 
 

 
CPD Update page is where you may update PDU to the CPD activities you had done on structured and 

unstructured activities. 
 

CPD Activity List page shows a list of CPD activities you had updated to the PC year.  

 
PDU Summary page shows the no. of PDU updated to a specific qualifying period and the balances for each 

PC year.  
 

Apply to Qualify for PDU page is where you can put up CPD application online if the course organizer did 

not submit CPD application to PEB.  
 

View CPD Applications page shows the status of CPD application you have submitted online to PEB. 
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CPD Update 
 

Please update PDU only for the courses/activities you were involved in.  The Board may conduct random audit 
of PEs and those selected will be asked to produce documentary evidence of their CPD participation during a 

particular period. The documentary evidence may take any one of the following forms: 
 

a. Summary of diary records or a log showing the activities claimed 

b. Course enrolment record 
c. Receipts 

d. Certificate of attendance 
e. Attendance list from course organizer 

f. Employer’s report or certification 

g. Statutory declaration 
 

 
Select CPD Activities to update – Structured or Unstructured Activities. 

 

 
 

 
Structured Activities 

 
Select Category 1, 2 or 3 to update. 

 

You can read about the classification of activities that fall under each category and select the correct category 
which applies to your activities. 
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Structured Activities Update for Category 1 
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To search for a CPD activity that you have attended, follow the screen instructions 1, 2 and 3.  

 

 
 

 
In general, you could enter one or more criteria to begin a search. If you enter all criteria, the system could 

only locate a record if it matches all specified criteria.  
 

For example, you have attended a course on ‘Design of steel buildings using Eurocode 3 (1st Run)’, held on   

14 Feb to 15 Feb 2012, by BCA Academy of the Built Environment.  You have chosen 1(c) in the category field 
but it was category 1(b) in the CPD application submitted by the course organizer to PEB.  In this case, the 

system will not be able to list out the record even if your input to the other criteria is correct.  
 

It could also be that you have added a space to a word when it is supposed to be a full word or the course 
title provided in the CPD application is different from what was provided to participants. In this example, if 
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the course organizer submitted CPD application as ‘Design of steel buildings using EC 3’ or ‘Design of steel 
buildings using Euro code 3’, the system will not be able to locate the record as the title provided by the 

course organizer to you and to PEB is not exactly the same. 
 

The quickest and easiest way to search for the course you have attended is to put in a keyword 
or keywords in the Title of Course field.  The system will display a list of records that contain the keyword.  

However, this is provided that the course organizer has submitted a CPD application for this course and it has 

been qualified for PDUs. 
 

How to identify a keyword from the course you have attended? It could be a word that is not 
commonly used in other course titles.  If the keyword you typed is a commonly used word, the search result 

list would be long. In the above example, the search result list would be much shorter if you enter the keyword 

as ‘steel buildings’ instead of other wordings in the course title. 
 

If the search result list is long, you could narrow down the search by selecting the year in the Date From/To 
field, and/or selecting the course organizer from dropdown list. 

 

If you only remembered the month in which you have attended the course/activity, you may do a search by 
specifying only the month and year in the Date From/To fields.  Likewise, you may also search by Course 

Organizer in a similar manner. However, the list could be long as there could be many courses/activities 
organized in a day specified or by a particular course organizer. 

 
It would be helpful to keep a record of courses/activities that you have attended and update your PDUs  after 

attending each course/activity that has been qualified for PDU. 

 
Once you are successful with the search, click on the Course Id for the activity you have attended. 
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The system will match the qualifying period according to the end date of the CPD activity. You just need to 

enter the no. of PDU and click the SUBMIT ATTENDANCE button. Please take note not to enter the maximum 
PDU given to the CPD application if you did not complete the full attendance required. 

 

You will see the message that the update has been done successfully:  

 
 
If you wish to continue with the CPD update, click the Structured or Unstructured Activity links at the top right 
corner on the same page, which also has the link to the CPD Activity List if you want to check that the update 

has been added to the list. 
 

 
 
If you are not able to find the course that you have attended, please check with the course organizer on 

whether the CPD application had been submitted to and processed by PEB.  

 
At times, it could be the case that the course organizer had submitted the CPD application using a course title 

that is different form the one that was provided to you. For example, course organizer could have indicated 
title as ‘BESEMINAR’ in the CPD application but the course title provided to the participant is ‘Ensuring Safe 

Design & Construction’. We are not able to change the course title in the CPD application that has been 

processed as this would affect the CPD Activity List of the other professional engineers who may have been 
informed to search the title as ‘BESEMINAR’ and done their CPD update.  
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You can contact the course organizer who had sent you the course enrolment record or refer to the contact 
information on the Course Organizer page of PEB website. You can either do a search of the name of course 

organizer or click the Search button for a list of course organizers. Please note that the directory will only list 
search results of course organizers who have been registered with PEB to submit CPD applications online. 

 
If the CPD application has been qualified for PDU, you may ask the course organizer to search from the 

Calendar of CPD Events and send you screenshot of the search result as a guide for you to follow.  

 

 
 

You can refer to the Calendar of CPD Events in the Course Organizer page for courses/activities that had been 
qualified for PDU. By attending courses/activities that had been qualified for PDU, it saves your efforts to put 

up CPD applications on your own.    

 
 

Structured Activities Update on Category 2 
 

 
 

Select the Criteria 2a and/or 2b to update 
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Structured Activity Update on Category 2a 

 

 
 

Select the qualifying period during which you are member of Boards of local professional institutions or 

relevant government agencies. Under ‘Description’, please indicate your designation and the name of 

institutions or government agencies.  
 

Click the SUBMIT button to complete the update process.  You will see the message that the update has been 

done successfully:  

 
 

If you wish to continue with CPD update, click the Structured or Unstructured Activity links at top right corner 
on the same page, which also has the link to the CPD Activity List if you want to check that the update has 

been added to the list. 
 

 
 
 

  



professional engineers board singapore 

 

Guidelines on e-CPD System (Jan 2017)                                  Pg 9 of 25 

 

Structured Activity Update on Category 2b 
 

 
 
Select the qualifying period during which you are member of relevant technical or working committees of 

professional associations and government agencies. Under ‘Description’, please indicate your designation and 
the name of the committees as described on Category 2b. 

 

Click the SUBMIT button to complete the update process.  You will see the message that the update has been 

done successfully:  

 
 

If you wish to continue with CPD update, click the Structured or Unstructured Activity links at top right corner 
on the same page, which also has the link to the CPD Activity List if you want to check that the update has 

been added to the list. 
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Structured Activity Update on Category 3 

 

 
 
 

Select the criteria 3a, 3b, 3c and/or 3d to update 

 

 
 

 

Structured Activity Update on Category 3a 
 

 
 

Follow the screen instructions as shown to search for the CPD activity that has been qualified for PDU. Once 
it has been done accordingly, you just have to indicate the no. of Lecture Hour and click ‘Check Total’ to get 

the PDU you are eligible for this category on CPD activity which you are involved as a speaker, trainer or 

lecturer for the first time.  
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Note that no. of total lecture hours spent should not include mealtime/tea break. You can only input the no. 

of hour you have provided on the training or lecture. The PDU awarded to you will not be the same as the 
PDU awarded to course participants for this CPD activity. 

 
Click the SUBMIT button to complete the update process. You will see the message that the update has been 

done successfully: 

 
 

If you wish to continue with CPD update, click the Structured or Unstructured Activity links at top right corner 
on the same page, which also has the link to the CPD Activity List if you want to check that the update has 

been added to the list. 

 

 
 

 
Structured Activity Update on Category 3b 
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Follow the screen instructions as shown to search for the CPD activity that has been qualified for PDU. Once 
it has been done accordingly, you just have to input the no. of Lecture Hour to get the PDU you are eligible 

for this category on CPD activity you are involved as a speaker, trainer or lecturer more than once.  
Note that no. of total lecture hours spent should not include mealtime/tea break. You can only input the no. 

of hour you have provided on the training or lecture. The PDU awarded to you will not be the same as the 
PDU awarded to course participants for this CPD activity. 

 

Click the SUBMIT button to complete the update process. You will see the message that the update has been 

done successfully: 

 
 

If you wish to continue with CPD update, click the Structured or Unstructured Activity links at top right corner 

on the same page, which also has the link to the CPD Activity List if you want to check that the update has 
been added to the list. 

 

 
 

 
Structured Activity Update on Category 3c 
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Select the qualifying period during which you have written or edited technical articles or papers published in 
distinguished publications, conference proceedings, professional journals or books. The title of articles or 

papers and name of publication must be indicated. 
Click the SUBMIT button to complete the update process. You will see the message that the update has been 

done successfully: 

 
 

If you wish to continue with CPD update, click the Structured or Unstructured Activity links at top right corner 

on the same page, which also has the link to the CPD Activity List if you want to check that the update has 
been added to the list. 

 

 
 

 

Structured Activity Update on Category 3d 
 

 
 

Select the qualifying period during which you have registered engineering patents and indicate the title and 
registered date of the patent. 
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Click the SUBMIT button to complete the update process. You will see the message that the update has been 

done successfully: 

 
 

If you wish to continue with CPD update, click the Structured or Unstructured Activity links at top right corner 

on the same page, which also has the link to the CPD Activity List if you want to check that the update has 
been added to the list. 

 

 
 

 

Unstructured activities 
 

Read about the activities classified under Category A, B, C and D and select the correct category which applies 
to you. 
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Unstructured Activity Update on Category A 

 

 
 

 
 

Select the qualifying period during which you have done self study of relevant topics and indicate the topics 
read.  
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Please do not input general description in the Topic field, for example, ‘Reading of technical books’ but specify 
the title of article or book read so that you know what to provide if the Board conducts random check of your 

CPD update. 
Input ‘Total Hours Spent’, then click ‘Check Total’ to find out total PDU awarded based on hours spent. 

 
Click the SUBMIT button to complete the update process. You will see the message that the update has been 

done successfully: 

 
 
If you wish to continue with CPD update, click the Structured or Unstructured Activity links at top right corner 

on the same page, which also has the link to the CPD Activity List if you want to check that the update has 

been added to the list. 
 

 
 

 

Unstructured Activity Update on Category B 
 

 
 



professional engineers board singapore 

 

Guidelines on e-CPD System (Jan 2017)                                  Pg 17 of 25 

 

 
Select the qualifying period during which you have conducted and/or attended informal in-house training and 
discussion, indicate the training or discussion topics attended.  

 
Please do not input general description in the Topic field, for example, ‘Attended in-house training’ but specify 

the title of training or presentations so that you know what to provide if the Board conducts random check of 
your CPD update.  

 

Input ‘Total Hours Spent’, then click ‘Check Total’ to find out total PDU awarded based on hours spent. 
 

Click the SUBMIT button to complete the update process. You will see the message that the update has been 

done successfully: 

 
 
If you wish to continue with CPD update, click the Structured or Unstructured Activity links at top right corner 

on the same page, which also has the link to the CPD Activity List if you want to check that the update has 

been added to the list. 
 

 
 
 



professional engineers board singapore 

 

Guidelines on e-CPD System (Jan 2017)                                  Pg 18 of 25 

 

Unstructured Update on Category C 
 

 
 
Please note that membership of professional engineering or management bodies does not 

include professional registration such as PE, AC, ACPE, QECP registration in Singapore, or 
Professional Engineer/Chartered Engineer and similar registration in other jurisdictions. 

 

 
 

 
 

 
 
Select the qualifying period during which you have professional membership and indicate the name of 

professional membership body. 

 
Click the SUBMIT button to complete the update process. You will see the message that the update has been 

done successfully: 

 
 

If you wish to continue with CPD update, click the Structured or Unstructured Activity links at top right corner 
on the same page, which also has the link to the CPD Activity List if you want to check that the update has 

been added to the list. 
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Unstructured Activity Update on Category D 
 

 
 

 
 
Select the qualifying period during which you have attended engineering activities that are not qualified for 

PDU as structured activity.   

 
Please do not input general description in the Topic field, for example, ‘Attended site visit’ but specify more 

detailed description so that you know what to provide if the Board conducts random check of your CPD update. 
 

Indicate the topic of activity, input ‘Total Hours Spent’, then click ‘Check Total’ to find out total PDU awarded 

based on hours spent. 
 

Click the SUBMIT button to complete the update process. You will see the message that the update has 
been done successfully: 
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If you wish to continue with CPD update, click the Structured or Unstructured Activity links at top right corner 
on the same page, which also has the link to the CPD Activity List if you want to check that the update has 

been added to the list. 
 

 
 

 
CPD Activity List 

 

Refer to CPD Activity List to see what you have updated and correct if wrong entries are made. 
 

 
 
Select the PC year for which you wish to see the CPD activities you have updated.  

 
For entries updated wrongly or incorrect qualifying period entered, you may delete them if you have not 

applied for PC of the year selected. If the delete key is not shown, please send an email to PEB 

(registrar@peb.gov.sg) and attach a screenshot of the CPD activities you wish to delete. 
 

 
PDU Summary 

 

mailto:registrar@peb.gov.sg
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Refer to the PDU Summary if you want to find out whether you have fulfilled PC application requirements.   
 

Read the legend and the 8 points for a better understanding of the PDU summary to plan your training needs.  
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Apply to Qualify for PDU  
 

You may submit a CPD application online if the course is organized overseas or the course organizer has not 

registered with PEB to submit CPD application online. The application shall be made after the course/activity 
has ended.  

 
Please note that not all CPD applications can be qualified for PDU. If your CPD application is not qualified for 

PDU, you will receive an email notification that it has been rejected. If there is already a submission by the 

course organizer, we will inform you before we delete the CPD application submitted by you. 
 

Before you click the ‘OK’ button to apply CPD, please read the instructions on the screen carefully. 
 

 
 
You may include the course objective or speaker’s info as part of the event information and indicate ‘refer to 
attached file’ in these fields. 

 

For the calculation of PDU, the system requires the time shedule in Excel format. If you do not have the time 
to type out the time schedule similar to the sample timetable template provided, you may copy and paste the 

time shedule from other file format to Excel file format for uploading to the CPD application. 
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Note that input is compulsory in the fields marked with *.  If you are not able to submit the CPD application, 
please check if there is a message awaiting for your action.  Such message is shown after the header – Apply 

to Qualify for PDU, for example: 
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View CPD Applications  
 

This page lists out the CPD application you have submitted online to PEB. You could check the status of 
processing if you did not receive email acknowledgement on the CPD application submitted. 
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If you could see your CPD application from ‘View CPD Application’ but there is no indication of files being 
uploaded, please send the same files via email to registrar@peb.gov.sg, quoting the CPD application no. so 

that there is no further delay in processing your CPD application.  
 

PEB will process the CPD application submitted and notify you of the application results via email regardless 
of approval or decline. Processing turnaround time is expected to be within a month.  

mailto:registrar@peb.gov.sg

