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Singapore Nursing Board (SNB) is pleased to present a 
Step-by-Step Guide for Nurses & Midwives to submit 
CPE Claims when they engaged in learning events under 
these CPE Award Categories:

o V-A Self-directed learning

o V-B Self-directed reading

o II-B Local/Overseas Event

o III Nursing Quality Improvement /Research/EBP 
Projects

o IV Publications

o VI Formal Courses

Step-by-Step Guide for Nurses/Midwives to Submit CPE Claims
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Step-by-Step Guide for Nurses/Midwives to Submit CPE Claims

https://www.healthprofessionals.gov.sg/snb/continuing-professional-education/for-nurse-midwife

Login to SNB’s website and select Continuing Professional Education (CPE)

Select “For Nurse/Midwife CPE Claims

https://www.healthprofessionals.gov.sg/snb/continuing-professional-education/for-nurse-midwife
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Step-by-Step Guide for Nurses/Midwives to  Submit CPE Claims

Be familiar with the  CRITERIA FOR AWARD OF CPE POINTS
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How to submit CPE Claims

For Categories 

 V-A Self-Directed Learning

 V-B Self-Directed Reading

Nurses/Midwives CPE Claims will be auto-approved when they engage in

Self-directed learning Access to Self-directed Learning

and

 Readings Access to Self-directed Study/Reading

Available on SNB’s CPE webpage

https://www.healthprofessionals.gov.sg/snb/continuing-professional-education

NB: Nurses/Midwives can engage in other websites apart from those on SNB’s

webpage and submit for CPE claims

https://www.healthprofessionals.gov.sg/snb/continuing-professional-education/access-to-self-directed-learning
https://www.healthprofessionals.gov.sg/snb/continuing-professional-education/access-to-self-directed-study-reading
https://www.healthprofessionals.gov.sg/snb/continuing-professional-education


Singapore Nursing Board 

Auto Approval of Nurses CPE Claims - Category VA (Self-Directed Learning)

For CPE events published on SNB website, CPE claims submitted will be auto-approved

Check your spam email box folder if you did not receive the approval notification email the next day
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Auto Approval of Nurses CPE Claims - Category VB (Self-Directed Reading)

For CPE events published on SNB website, CPE claims submitted will be auto-approved

Check your spam email box folder if you did not receive the approval notification email the next day



Singapore Nursing Board 

Step 1: Go to SNB website

https://www.healthprofessionals.gov.sg/snb

Step 2: On SNB website page
Click on the Login button

Log in to SNB Website

Following completion of your self-directed learning and/or reading and 

saving document/screen shot of certificate of completion or journal article  
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Select Authorised Users on SNB Website

Step 3: Select Nurse/ Midwife
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Step 4: Select For Individual Users 

Log in with Singpass
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Step 6: Select Submit CPE Claims

Step 5: Select CPE

Once logged in, go to CPE tab/page on the right-hand side
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Under Submit CPE Claims  
there is a drop-down list of Categories for you to select

List of Categories to select
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Step 7: Category Select V-A

Step 8: Type of Activity

Select Self-Directed Learning

Step 9: After selecting Category and Type of Activity 

 Click Proceed

Submission of CPE Claims: Category page
V-A Self-directed Learning and/or V-B Self-directed Reading
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Step 11: After completing/checking the relevant details above click Proceed

Step 10: Select 
appropriate specialty or 
Others (Non-core) from 
drop down list under 
Programme Specialty. 

Complete the rest of 
information as required in 
the * mandatory fields.

Ignore non-mandatory 
fields

Submission of CPE Claims: Claim page
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Step 12: Under the Mandatory Documents – 
Choose one of the file that you have saved   
(e.g. Certificate of completion/Assessment or 
Result of assessment )

Step 13: Choose  the file (jpg or 
jpeg or PDF) from your Photo 
Library /Take Photo/Choose File 
to upload evidence of learning

Step 14: Click Attach & the name 
of the document will appear under 
Documents Attached

Submission of CPE Claims: Documents page
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Once the required document is uploaded, the name of 
the Document will appear in blue
Step 15: Click Proceed

Once the required document is attached/uploaded 
Upload successfully in green will appear

Submission of CPE Claims: Documents Upload
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Step 16: After checking the above information is correct, click Confirm

Submission of CPE Claims: Confirmation page
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Submission of CPE Claims: Acknowledgement  page
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Second email 
that claim 
has been 
approved

First email on 
Successful 
Submission

You will receive 2 Email Notifications from SNB
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Under the Copy of article
Upload the journal article
And click Attach

Under the Reflective learning journal 
Upload the SAME journal article 
(reflective journal not required)
And click Attach

For  Self-directed Reading (Category VB)

On Documents page, select/upload & attach the required file/s as indicated in 
Mandatory Documents
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Once the required document is uploaded, the name of the 

Document will appear in blue under Documents Attached
Click Proceed

Once the required document is attached/uploaded 
Upload successfully in green will appear

For  Self-directed Reading (Category VB)

Documents page



Singapore Nursing Board 

For Categories

 II-B Local/Overseas Event

 III Nursing Quality Improvement / Research/ 
Evidence-Based Projects

 IV Publications

 VI Formal Courses

How to submit CPE Claims

Follow the same Steps 1 to 11 -  for 
self-directed learning/reading as in the previous 
slides
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Category Mandatory Document/s to select and attach

II B 

Local/ 
Overseas 
Events

Participant role:
• Confirmation letter/document indicating your registration/ attendance   OR
• Certificate of Attendance (indicating date/s & duration)    AND
• Event Programme/Schedule (if certificate of attendance does not have event duration) OR
• Screenshot of the event title/date and Zoom/MS Teams details

Speaker role
• Supporting document indicating your role as Speaker
• Event Programme/Schedule

On the Documents page, select (from your file folder) & attach the required file/s 
as indicated under the Mandatory Documents 
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Category Mandatory (indicated as “Optional”) Document/s to select and attach

III
Type of Activity

Oral Presentation

Poster Presentation

Quality Improvement

Research

(Activity must be completed within 
the Qualifying Period)

• Document indicating your role as Team Leader or Team Member
• Document indicating your role as the Presenter
• Copy of the research paper/poster
• Document indicating the approval for the quality improvement 

project, with projected timelines
OR 
• Document indicating the project/research has been published/ 

presented/given an award

On the Documents page, select (from your file folder) & attach the required file/s 
as indicated under the Mandatory Documents 
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Category Mandatory Documents

IV
Publication
(Article/book/guidelines must 
be published/established at the 
point of submission)

Role as Author/ Co-Author
• Copy of the article/chapter/guidelines

Role as member of practice guidelines
• Copy of workgroup membership page
Role as Reviewer
• Copy of the article/chapter/guideline
• Appointment letter as reviewer

VI
Formal Courses
(Courses not submitted by 
Providers and not awarded 
CPE points) 

Clinical Attachment 
(HMDP

• Document indicating you completed the 
course/Certificate of completion

• Course Outline with duration

• Official acceptance letter
       AND
• Report stating details of your observation/ learning 

points during the attachment

On the Documents page, select (from your file folder) & attach the required 
file/s as indicated under the Mandatory Documents 
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Critical steps prior to submitting  CPE Claims
  After completing the various categories of learning activity (IIB, III, IV, V-A, 

V-B & VI) 

• Save the certificate of completion/result of assessment, journal article and 
other  mandatory documents on your computer/mobile device

• You can either save the document/s as a screen shot using the camera or 
save into the “File” folder/app

• Certificate/article/document must be in jpg/jpeg or PDF (to upload/attach)

• File size should not be more than 1MB

Always save as pdf format where possible

 Proceed to login to SNB website as a nurse/midwife to submit your CPE claim

NB: For claims under Category VI – if the programme schedule on the website is too big a 
file, copy the page/s with contents and duration on to a Word file and convert to pdf for 
uploading
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