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Entering CPD Events – For Association Administrators 

 

Introduction: 
This guide walks you through the steps involved in entering a CPD event for a member, from 
the Administration portal of Evolve. We normally encourage associations to motivate their 
members to add their own CPD events, however you can add these from the admin side also.  

 
 

 

 
Step 1: Log into Admin Portal 
 
Visit www.activ8evolve.com and click on the Administration Admin link as highlighted below: 
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Enter your admin username and password: 
 

 
 

Step 2:  Find Member Record 
 
Click on the Members link to open the member listing screen 

 
Find the member you wish to add the CPD event to using the find tool or the lists provided 
as shown below and click on their name to open their profile. 
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Once in their profile click on the CPD tab under their name to view their CPD history. Note 
you can also see their work history, education history, membership details AND a notes 
section from the same screen. 
 

 

Step 3: Add CPD Event 
 
From the CPD History screen you can click on the “Add CPD Event” link on the right that will 
open the new CPD event screen. CPD events already in the system are listed here for editing 
or review also. 
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The Add CPD Event screen allows you to indicate all the core fields decided by the 
associations involved in the Evolve project, including the CPD Type, and a list of the Related 
Core Competencies. Mandatory fields are enforced to stop incomplete records being entered.  
Be sure to set the CPD Approval to “Approved” here. Events that are entered in the Member 
Portal require your approval, however events entered by the association itself you should 
entered as “approved” to save the unnecessary approval process afterwards. When complete 
click “Save” at the bottom. 
 

 
 

You are Done! 
You have now added a CPD event in the Administration Portal of Evolve. If you have any 
questions about this process please email it to us at care@activ8.com.au  for assistance. 

 
 


