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SUMMARY

This User Guide will give directions to the User of the Web Portal on how to interact with the

Portal. However, kindly read through carefully to get intense knowledge on how to navigate

through the Web Portal.

In conclusion, the Guide is only to be used by the CPD Providers on the CPD Providers Web

Portal (which is a section of the MDCN Web Portal). The User requires an Internet-enabled

Device with a Web Browser (preferably Google Chrome, or any other modern browsers) to

access this Portal.
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CHAPTER ONE

1.1 DASHBOARD

1. Type the Web Portal URL (https://cpd.portal.mdcn.gov.ng) into the address bar of the

Web browser.

Fig 1.1.1 Login Page

2. Enter your registered Email Address and valid Password, and click on the Login Button.

The Dashboard page will be displayed as shown below.
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Fig 1.1.2 Dashboard Page

1.2 CREATE AN ACCOUNT

For first time users, you have to create an account on the portal first, by following the procedures

below.

1. Click on Create New Account button.

Fig 1.2.1 Register Page
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2. Enter a valid Email Address and Password.

3. Select CPD Provider type from the list, then agree to Requirements.

4. Check the robot section, then click on Create Account button.

Note if Account was created successfully, then refer 1.1 (Dashboard) to login, if error repeat the

process.

1.3 FORGOT PASSWORD

This section is used in case the user forgot his password.

1. Go to the Login Page (see 1.1).

2. Click on the Forgot Password button and the reset password page will be displayed as

shown below.

Fig 1.3.1 Reset Password Page

3. Enter the valid registered Email Address and click on the Reset Password button.

Note you will receive an email containing a new password that will be used.
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1.4 CHANGE PASSWORD

This section is used to change the account’s password, however, try to change your password

frequently as possible.

1. Go to Dashboard Page (see 1.1).

2. Click on the Change Password button and the Change Password page will be displayed

as shown below.

Fig 1.4.1 Change Password Page

3. Enter the current password of your account.

4. Enter the new password you want to use.

5. Re-enter the new password again and click on the Update Password button.

Note: the password will be changed successfully.
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CHAPTER TWO

2.1 CPD APPLICATION

This section is to explain the procedures for CPD application (for new CPD Providers, while old

ones just need to renew).

1. Go to Dashboard Page (see 1.1). After login, for first time user an Application page will

displayed as shown below, else your dashboard page will be displayed.

Fig 2.1.1 Application Page

2. Click on the I Agree button and the decision page will be displayed as shown below.

Fig 2.1.2 Application Decision Page
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Note for new CPD providers should select appropriate from the upper part of the page, while

existing CPD Providers should select the bottom buttom. Also payment can be made either by

using your Debit Cards or generating RRR number from the portal and paying through

designated banks.

2.1.1 NEW CPD PROVIDERS

3. Click on the I do not have RRR and I have not made payment button, and the page

will be displayed as shown below.

Fig 2.1.1.1 Application Payment Page

4. Fill the necessary valid details and click on Proceed Now button, and the page will be

displayed as shown below.

Fig 2.1.1.2 Payment Details Page
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5. For online payment via Debit cards, click on Pay Directly Online Now button. You will

be redirected to Remita page for payment as shown below.

Fig 2.1.1.3 Remita Payment Page

Note after successful payment, you will be redirected automatically to the application form page,

if error then retry again.
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6. If you want to generate RRR for payment through the designated banks, click on

Generate RRR & Pay at the Bank button. And RRR will be generated as shown below.

Fig 2.1.1.4 RRR Generated Page

Note You can print an invoice by clicking on Print Invoice button, afterwards proceed to

designated banks for payment.

2.2 CPD APPLICATION FORM

1. Go to Payment Page (see Fig 2.1.2).

2. Click on I have RRR and I have made payment button and the page will be displayed

as shown below.

Fig 2.2.1 Application Payment Check Page

3. Enter valid RRR number, and click on Proceed Now button, and the Application form

page will be displayed as shown below.
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Fig 2.2.2 Profile Data Page

4. Fill the Profile Page, then proceed to MD Passport Page, click Change Photo button, to

upload image (Note the image specifications).

Fig 2.2.3 Add Passport Page

5. Then proceed to Director’s Page,  fill the form and click on Add Record as shown below.
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Fig 2.2.4 Add Director Page

6. You proceed to add Support Staff one by one, fill the necessary details and click on Add

Record button as shown below.

Fig 2.2.5 Add Support Staff Page

Note repeat the process to add more Support Staff, after adding at least one You will be allow to

proceed to the next page.

7. Fill the Profile Page, then proceed to Consultants Page, fill the form and click on Add

Record as shown below.
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Fig 2.2.6 Add Consultant Page

Note repeat the process to add more Consultants, after adding at least one You will be allow to

proceed to the next page.

8. You proceed to add documents to the appropriate places one by one as shown below.

Fig 2.2.7 Add Documents Page

Note after adding all necessary documents, You will be allow to proceed to the next page.

9. After successful addition, click on Continue button, to preview what You have imputed

before submitting.

Note after submission, You can’t make changes so preview for any error before You submit.

10. After clicking on Submit Now button, You will be refer to click on Dashboard button to

proceed to your dashboard page as shown below.
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Fig 2.2.8 Dashbaord Page

Note You are to wait for approval by MDCN before You can preview your certificate on your

page.

2.3 CPD RE-ACCREDIATTION FORM

1. Go to Application Decision Page (see Fig 2.1.2).

2. Click on Existing CPD Providers button, and the application form will be displayed.

3. The procedures of filling the form see 2.2 (CPD Application Form).

4. At the preview stage, click on Proceed to Payment button as shown below.
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Fig 2.3.1 Application Preview Page

Note that payment can be made either by using your Debit Cards or generating RRR number

from the portal and paying through designated banks.

5. For online payment, click on Pay Online Now button, and You will be redirected to

Remita Page for payment as shown below.

Fig 2.3.2 Remita Payment Page
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Note after successful payment, you will be redirected automatically to your Dashboard page, if

error then retry again.

6. If you want to generate RRR for payment through the designated banks, click on Pay Via

RRR button, and page will display as shown below.

Fig 2.3.3 Pay via RRR Page

7. Click on Generate RRR button to automatically generate RRR which can be paid at any

designated banks as shown below.

Fig 2.3.4 Generate RRR Page

8. After successful payment at the bank, see (Fig 2.3.3), click on Add RRR button, and

page will display as shown below.
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Fig 2.3.5 Add RRR Page

9. After successful addition of payment, click on Dashboard Now button to go to your

Dashboard page see (Fig 2.2.8).

Note You are to wait for approval by MDCN before You can preview your certificate on your

page.
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CHAPTER THREE

3.1 VIEWING CERTIFICATES

This is the section where user uses to view all approved certificates by the Council.

1. Click on My Certificates button, and the page will be displayed as shown below.

Fig 3.1.1 Certificates Page

2. Click on the preferred certificate to view.

Fig 3.1.2 Certificate Sample
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3.2 RE-ACCREDITATION APPLICATION

This section is where user uses for Re-accreditation application.

1. Click on Re-accreditation button, and page will be displayed as shown below.

Fig 3.2.1 Re-accreditation Page

2. Then see 2.2 (CPD Application Form), and follow the procedures.
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