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Adding New CPD to Your Record 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 







 



Downloading a copy of Your Record 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 





 



Troubleshooting: 

The system appears to have timed out and did not save my entered CPD – the system will ‘time out’ if a user does not interact with the site for 30 minutes. 
The user will need to log back in and re-enter their CPD if this occurs. To avoid this, ensure you select ‘Save as Draft’ and press ‘save’ if walking away from 
your screen for more than a few minutes. 

I made a lot of entries at once and only some of them have come up on my list – CPD entries made in quick succession may not show up all at once. Be 
sure to hit ‘Save’ at the bottom of each entry and ensure all fields have been completed. The system has a built-in ‘refresh’ after 1 hour and CPD that does 
not show up instantly should appear within the hour If you log out and in again. If this does not occur, please contact us for assistance. 

The CPD I entered is not showing up on my record – this can occur when required fields have been missed during the entry process or if multiple entries 
have been made in quick succession (refer to the above example). Be sure to complete all required fields when making an entry and hit ‘save’ at the bottom. 

My CPD is showing up but does not show for the correct practising year – The system has a built-in ‘refresh’ after 1 hour and will look for entries and the 
year they have been entered against. CPD should appear against the correct year within the hour is you log out and in again. If this does not occur, please 
contact us for assistance. Ensure you are checking your drafts for accurate information before submitting and delete any duplicate entries. 

I don’t have a confirmation certificate for the CPD I entered – this is fine. Not all CPD will have an attendance certificate. Please add a ‘Note for the auditor’ 
at the bottom of the CPD entry to let the auditor know that there is no certificate available for this CPD. Please refer to the CPD guidance documents for 
what meets audit requirements as suitable evidence. 

 

Mac Troubleshooting: 

I’m having trouble loading the site on Safari – ensure that you’re using a different browser, such as Chrome, Edge or Firefox, as Safari is known to have some 
compatibility issues. 

I’m having issues with the site, and I don’t use Safari – try loading up the site using an incognito/private window to ensure any browser settings you have 
active aren’t interfering with the website. If you google ‘incognito/private window’ you will find instructions online for how to do this. 

I’ve tried all of the above and I’m still having site issues – please take a screenshot or ‘snip’ of your browser console logs and email it to 
Lindsey.Pine@chinesemedicinecouncil.org.nz. To access your browsers console logs in Safari, go into Safari's preferences (Safari Menu > Preferences) and 
select the Advanced Tab. Once that menu is enabled, you will find the developer console by clicking on Develop > Show Javascript Console. For Chrome or 



Edge, right click anywhere on your browser window and click inspect. Console should be one of the selectable tabs when the developer console is opened 
up. Take a screenshot when you first land on the CPD page and after you submit your information. 

My CPD entry keeps loading when I press Submit – this can happen if the text you pasted into a field contains hidden formatting from Word or AI, has 
unsupported special characters (like bullet symbols), or the field exceeds the character limit once formatting is counted. 

• Try pasting as plain text (no formatting) – instead of normal paste, use: Windows: Ctrl + Shift + V / Mac: Option + Shift + Command + V. This 
removes hidden formatting and reduces the chance of the site rejecting the text. 

• Use a “Notepad/Memo” transfer method – paste your text into Windows Notepad (or TextEdit on Mac set to Plain Text) first, then copy it from 
there into the CPD field. This strips hidden HTML/rich text that can cause submission errors. 

• Replace special characters before submitting – update your text to use simple characters: 
o Smart quotes “ ” and ‘ ’ → straight quotes " " and ' ' 
o Long dashes — / – → standard hyphen – 
o Decorative bullets • → use 1, 2, 3 or simple hyphens - 
o Check the character count before pasting – if the field has a maximum (e.g., 3,000 characters), try to keep your entry around 2,800 

characters to avoid the system rejecting it, as hidden formatting can make the system count more characters than you can see. 
o Confirm your session has not timed out – if you’ve drafted/refined text for a while (especially when going between AI or another 

document) and then return to Submit, your login session may have expired. If Submit keeps spinning, copy your text out, refresh/log back 
in, and re-enter (or Save as Draft first if available). 

o If it still won’t submit – try a different browser (Chrome/Edge/Firefox), then try an incognito/private window. If the problem persists, take 
screenshots (and console logs if requested) and send them through to the Council for investigation. 

 

 

 

 

 


