
 
User instructions for the Irish College 

of GPs CPD Accreditation Platform 
 

The URL for the CPD Accreditation Platform is https://www.icgp.ie/go/cpda  

Log into the Accreditation platform using your www.irishcollegeofgps.ie log in details. Note that 
you do not have to be a GP or member of the College to set up a website account, and each 
user of the site should have their own account rather than sharing credentials. 

Please be sure that you have reviewed the Irish College of GPs Guidelines for CPD Accreditation 
thoroughly before making an application, as once the application has been submitted any fees 
paid are non-refundable and non-transferable. 
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Adding an organisation to your account 
In order to make applications you will need to be associated with an organisation. You can see 
the organisations you are associated on the left side of your dashboard, below the Quick 
Access menu.  

https://www.icgp.ie/go/cpda
http://www.irishcollegeofgps.ie/
https://www.irishcollegeofgps.ie/Home/Lifelong-Learning-PCS/Professional-Competence-Scheme/CPD-Accreditation#applying-for-accreditation-of-cpd-activities


 

If you do not have any organisations listed here, or you want to submit an application for a 
different organisation, click Add Organisation. You will need to supply details of the 
organisation you want to have added to your account. The College PCS administration team will 
set this up for you, or add you to the existing organisation if it has already been set up, usually 
within a couple of days. You will get an email when this is ready or if there are any questions. 

Starting a new application 
To start a fresh application, click New Application at the top of the Quick Access menu to start 
an application.  

 

You will need to make three selections to set up a new application. 

1. Select the organisation for the application. 

 

2. Choose whether this is a College or Non-College activity. 



 

If you are unsure whether your activity qualifies for College status please contact us before 
submitting your application. 

3. Select the activity format. 

 

• Offline Activity – fixed dates and locations: activities with at least one mandatory 
element taking place in person. You must have details of the location and dates 
finalised before submitting and include these in the application. 

• Online Activity – live broadcast: activities with no in-person element and at least one 
mandatory element taking place online at a specific date and time, such as a webinar or 
live video meeting. 

• Online Activity – on-demand: activities which are entirely online and accessible to 
users at any time, such as an e-learning module. Accreditation for these activities 
covers twelve months from the approval. 

• Extended course: activities where participants must complete a number of activities 
over several weeks or months, such as a course with multiple meetings. These activities 
can be online, off-line, or a mix. 

Please get in touch before submitting your application if you are not sure which activity format 
applies to your situation. 

Cloning an application 
Alternatively, you can choose to start a new application by cloning a previous application. This 
will bring over most of the details provided previously as a draft, allowing you to edit and make 
changes before submitting. 

Note that a cloned application will have the same organisation, College status, and activity 
format as the original application. To change any of these elements you would need to start a 
new application from scratch. For example, an application for an online activity with live 
broadcast cannot be cloned to create an application for an on demand online activity. 



To clone an application, click All Applications at the right of your dashboard, in the Recent 
Applications area. 

 

Scroll down to find the application you want to clone and click Clone.  

 

You will be immediately brought into the newly cloned application. You can update any of the 
information that has been copied over, and you will need to add dates, documentation, and 
confirm any mandatory declarations before submitting. 

 

Preview the application ��elds 
Note that the wording for some fields may vary depending on the type of application. 

 



 

 

 



 

 

 



 

 

 



 

 

* For online activity types, you will be asked for a URL instead of a location. For on-demand 
activities you will be asked for a start date for the 12-month approval period.  

 

 

 

At the end of the application, Non-College applicants will be shown the fee calculated 
according to the scale of fees and have the option to add CPDR codes. If you have any 
questions about the fee please contact us before paying as fees are non-refundable. Details of 
the scale of fees can be found in the Guidelines for CPD Accreditation, which can be found on 
our website along with the CPDR Code Policy. 

https://www.irishcollegeofgps.ie/Home/Lifelong-Learning-PCS/Professional-Competence-Scheme/CPD-Accreditation


 

You must click the Finalise Application button to submit your application. College staff cannot 
see or process your application until it has been submitted. 

 

After submission 
You can check the details of your application after you have submitted it. 

1. Find the application in the list of either Recent Applications or All Applications, and click 
to open. 

2. You will see the status of the application and a quick overview of the dates you have 
applied for with credits and study leave. If you have CPDR codes assigned, they will 
appear here. 

3. Click View Application Details to see how you answered the application questions.  

 

If you need to make changes to anything in a submitted application, please contact the College 
on CPDAccreditation@icgp.ie 

 

Editing your application 
Once submitted, you will not be able to make changes to your application. If you do need to 
make a change please contact the College. We can either return the application to you or make 
small amendments on your behalf (e.g. correcting an email address). 

mailto:CPDAccreditation@icgp.ie


If College staff need you to make amendments or additions to your application, you will see the 
application return to your dashboard with the status Action Required. 

 

Click on the application title to open it. You will see a message from College staff telling you 
what you need to do in the green box below the ARN. 

 

To make the required changes or include additional information click Continue Application 
Process. You will be brought back into your application form and can make any changes. 

When you get to the final screen, you will see the message Your application is ready for 
resubmission. You must click the Finalise application button on this page in order to resubmit 
it to the College. 

Questions? 
The Irish College of GPs PCS Team is here to support you with any questions. If you are unsure 
of any aspect of the application form or are encountering any technical issues please email us 
on CPDAccreditation@icgp.ie or phone the College on 01 676 3705. 

mailto:CPDAccreditation@icgp.ie
Veronica Biondi
might be worth including some screenshots here
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