
   

User guide for EFI CPDme platform 
EFI CPDme is a platform for EFI members to easily capture Continuing Medical Education and 

Continuing Professional Development (CME/CPD) activities you have undertaken, save 

evidence and create reflective notes. 

It’s easy to use, log in via the EFI website.  Activities can be recorded under 4 different 

categories (Educational, Clinical, Professional or Academic) and self-reflective notes and other 

supporting documentation can be linked to each activity. 

You can also create a portfolio report / annual statement to summarise your activity (suitable 

for EFI accreditation submissions). This can be filtered using a timespan or personal tags. 

Noteworthy, CPDme is meant for those EFI members that do not have access to a similar 

system through their work organization. Hence, if you already have a good system in use there 

is no need to start using CPDme as well. 

You can access all the information you need for CPDMe by clicking the CPDMe Platform button 

on the EFI homepage.   

 

 

 

 

Here you can log into your CPDMe account and find other useful resources: 

• Log into your CPDMe account 

• Request a CPDMe account 

• Access the CPDMe User guide 

• Find examples of points and categories for CME / CPD 

• Access the CPD reflective notes template 

 

 

 

 



   
 

A. How to Obtain your CPDMe User Account Details 

EFI Members will follow a 4-step process to obtain their CPDMe user account details: 

1. Click on the CPDMe Platform button on EFI homepage to go to the CPDMe request an 

account form: 

 

 

2. Click the “Request an account” button and complete the simple form with your name 

and email. 

 

 

 



   
3. Click “OK” and then enter your EFI membership number: 

 

 

4. Submit your form which will be emailed to the EFI Office.  The office will then complete 

your account details and email confirmation to you.   

 

   

 

 

B. Getting started 

 
1. Go to the CPDMe platform button and then select “Log into your CPDMe account” 

 

2. Login using your CPDme registered 

email account and password: 

 

 

You can start recording your 

CME/CPD activities using the new 

platform by accessing the CPDMe 

website directly and entering your 

user account details. 

 



   
3. You are now logged on to your Dashbord 

 

 

 

 

C. Your CPDme Dashboard 
 

 

 

In addition to the home option, 

the following are the primary 

options to use  

1) Diary 

2) Entries  

3) Profile 

4) Portfolio 

5) My files 

 



   
D. Using the Diary   

 

1. To make a CPDme entry use the Diary option and fill in the information: 

 

 
 

a. Title: this could be the name of a conference or course, or type of activity 

b. Hours 

c. Dates 

d. Governing body is EFI (if not automatically assigned, select this before filling 

out more information) 

e. Choose which ESHI Diploma Module the credits are related to if relevant, 

otherwise choose ‘not applicable’ 

 

 

 

f. The CPD activity category (See EFI CME/CPD point allocation guidelines for 

examples) 



   
i. Education 

ii. Clinical  

iii. Professional  

iv. Academic  

 

g. Credits claimed (example: 0.5 point per 30 min) 

h. Under the section ‘The nature of the learning activity’ you can add for 

example 

i. information about the organizers, where did the activity take place 

ii. information about your participation (were you attending, invited 

speaker, organizer and so on) 

iii. information in general on the nature of the activity 

i. Upload certificates or evidence 

 

 

Optional: 

j.  ‘Description of the learning activity’ add a more extensive description 

k.  ‘Outcome of the learning activity’ add and describe what and or why this 

activity is relevant for your work and the credit claim 

l. Paste relevant website address under ‘Website addresses relating to activity’ 

 

2. Save 

 

 

 

 

 

 



   
An example: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



   
 

 

 

 

 

 

 

 

 

 

 

 



   
E. Using Entries 

You can use Entries to display a summary of your diary entries: 

 

 

F. Profile 

Click on Profile to amend and update your profile details and add personal tags (section H):  

 

 

 



   
G. Creating a Portfolio 
1. Complete each step to customise your portfolio. 

 

2. Select your portfolio frontpage by scrolling through options 

3. Download your portfolio 

 

 

 

 

 



   

 

 

 

4. Select “Summary of work – EFI format” to produce a shortened summary suitable for 

EFI accreditation applications. 

 

 



   

 

 

H. Using tags 

Add personal tags to your profile (red box) to enable easy entry selection when generating a 

portfolio: 

 

  



   
Add tag(s) to your entries, you can use several tags if needed: 

 

 

If using tags, you will be able to extract specific activites related to your personal tags (generated 

under your Profile) to be included in the portfolio: 

 

 

 

  



   
 

I. Using My Files 

View and upload evidence using My files 

 

 

 

J. Annual CPDme membership certificate 

  

At the end of each year, you will 

receive a CPDme membership 

certificate to show you have 

been using the CPDme platform 

to record your CME/CPD 

activities. 

 

 


