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Start your Application  
 

If you have already registered as a CPD Provider, log in to your CPD Provider Dashboard to apply for 

CPD Recognition for an event.   

If you have not yet registered as a CPD Provider, go to the CPD Recognition Online Portal and click on 

Apply Online. 

How to Log in if you are both a CPD Provider and a BANT Member 
If you have used the same email address for your CPD Provider login as for your BANT 

membership, when you enter your login credentials, you will be prompted to “choose your 

role” of CPD Provider in order to proceed to make your application. 

 

 

Note that if you want to, you can switch back to your BANT member dashboard, after you 

have finished your CPD application, by toggling your role next to the Log Out button: 

https://www.bant.org.uk/bant/jsp/login.faces
https://bant.org.uk/cpd-online-application-portal/
https://bant.org.uk/bant/jsp/app_provider_email.faces


 

 

After logging in to your CPD Provider Dashboard, go to the Apply for CPD Recognition tab: 

 

Click on Start New Application: 

 

Click on Create New CPD Event: 

 

On the next page, enter the title of your event: 

 

 

 

Next upload the BANT Local Networks logo: 

https://bant.org.uk/bant/jsp/provider/provider_app_start.faces
https://www.dropbox.com/s/9vze3vkukmz36ar/BANT-local%20networks.jpg?dl=0


 

You may need to adjust the size of the logo to make sure that it fits the photo upload window, by 

dragging the button on the photo before clicking on Upload: 

 

 

 

  



Enter your Activity Details 
 

On the next page, add your activity details. 

Enter Start and End Date/Time for your Event 

Use the date/time widget to enter the Start and End dates and times: 

 

 

 

 



 
 

If you are planning to hold your meeting online, enter ONLINE in the location field: 

 
 

Or if you will be meeting in person, enter a location as this is a mandatory field. If you do not want to 

put your home address on the BANT Members’ CPD webpage, you can enter the town only: 

 

 

Email for Booking Queries field 
As you entered your email address when you registered as a CPD Provider, if you intend to use the 

same email address for booking queries, you do not need to enter it again here, as it will 

automatically be listed on the CPD webpage.  However, if you wish to use a different email address, 

enter it here in order for it to be listed on the CPD webpage. 

 

Website Field 
As you entered a link to your details on the BANT website when you registered as a CPD Provider, 

you do not need to enter it again here, as it will automatically be listed on the CPD webpage. 

However, if you would like a different weblink to be listed, e.g. a link to Eventbrite booking page, 

enter it here in order for it to be listed on the  CPD webpage in the BANT Member’s Area. 

 

 

Speaker Name 

If you have a visiting speaker, enter their name here.  Alternatively, enter your own name. 

 

 

  



Cost of Event 

If your event is free of charge, e.g. Local Network Meetings, enter the cost as 0 as this is a mandatory 

field: 

 

Any extra information about your event can be added in the further information field: 

 

Enter the Number of CPD Hours 

Enter the number of CPD hours that will apply.  Note that the number of CPD hours should relate to 

the duration of the educational content and relevant discussion/networking.  Extra time, e.g. coffee 

breaks or lunch, should not be included. 

 

Then click on Next to review the details.  Either click on Back to amend the details or Next once you 

have entered all of your event details. 

Click on Submit Application when you are ready.  Alternatively, you can Save For Later if you need to 

return to make any changes 

 

NOTE: once you have submitted your application, the BANT admin or CPD team will check you’re 

your event is correctly listed, so there will be a short delay before it is listed on the CPD webpage. 

  



Add Attachments (Regional Branches only) 
 

LNCs: You can ignore the Add Attachments button – attachments are not required for Local Network 

meetings.   

RBs: to add your supporting documents for CPD Recognition, upload your documents as per the 

following instructions. 

Click on Add Application Attachment beneath your event details to add relevant materials in support 

of your application: 

 

 

Select your attachment and then click on Save.  Repeat this step until all of your attachments have 

been saved: 

 



 

Click on Submit Application when you are ready.  Alternatively, you can Save For Later if you need to 

return to make any changes or add further attachments. 

 

 

Your RB meeting application will be reviewed by the CPD department and you will receive an email 

notifying you of the outcome and next steps. 

 

  



To View Existing CPD Applications 
 

If you have saved an application, but not yet submitted it, you can find it under the View Existing 

CPD Applications tab. 

 

You can search by application type (not all will be relevant to you): 

 

If you have started an application and “saved for later”, you can Continue your application, e.g. edit 

details. 

 

 

  



Edit Event Details 
 

If wish to edit the event details before you submit it or if you Saved for Later, click on the Edit 

button: 

 

Unless you need to edit or change the logo, click on Skip Image Upload as there is no need to upload 

your logo again: 

 

Once you are happy that your event details are complete, click on Submit Application. 

 

 



View your Listed Events 
 

Once you have paid for your approved application, your event will be included under the View My 

Listed CPD Events tab.    

 

 

 

If your event is listed here, then it is listed on the CPD webpage in the BANT Members’ Area. 

Note that live events will be removed from the Listed CPD Events tab and from the BANT website 

the day following the date of the event and pre-recorded web-based media will be removed after 3 

months.  (Once a live event has passed it will automatically be included in the list of events available 

for selection in the BANT Members’ CPD Log. 

Therefore, Previously Listed Events = Events available for BANT members to select in the CPD Log. 

  



View Previously Listed Events (CPD Log) 
 

To your previous meetings, i.e. meetings that have been added to the CPD Log listing, select Include 

previously listed events in the View My Listed CPD Events tab: 

 

 

 


