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This guide is designed to assist you in registering to use and recording yourdiPBywCPD Lag

|Accessing the myCHDBg |

Log intoMyLIBFusing yourLIBFcontactnumber and password. You will have been given these
when you registered to study, joined as a member or obtained a Statement of Professionah&tandi

(SPS) or Certificate of Professional Achievement (CPAUBoihe number usually starts with the
first letter of your last name.

Forgotten your password?

Once logged onMembers- and those whose membership has lapsed but entered CPD in the past
will see theMyCPDiab within their main menu on the home page. Click on the tab.

The London Institute
of Banking & Finance

You are logged in as Mrs SB Wiggins CeMAP DipFA AWPETR

Cookies ContaciUs Help Logout

Home my Details my Studies KnowledgeBank CPD Financial World

he latest Bank of England

Actions



https://my.libf.ac.uk/Account/Login.aspx
https://my.ifslearning.ac.uk/Account/LostPassword.aspx

Recording your CPD activity

Stepl

To begin logging your CPD click through'tiew current CPD Recd" Tab. Only your latest CPD

entrieswill be shownon thisscreen.

You are logged in as Mrs SB Wiggins CeMAP DipFA MIFS

Home my Details my Studies KnowledgeBank my CPD

my ifsieaming —> my CPD

Loc ter
CPD Seminar: Long term care: an

Step2

You are logged in as Mrs SB Wiggins CeMAP DipFA MIFS
Home my Details my Studies nowledgeBank my CPD

my ifslearning — my CPD — Record

Other options available on this page include:

1 Ability to delee an entry;(current members only)

1 Print/ reproduce your log (seg@age8 for more details) ;

1 Download any files you have uploaded to the log (sage9);

1 hange the date to view whatever 12 month period you requijre
1

For those with ouSP®r CPAthe date it is due for renewal will be displayehd




1 Add Personal Development Plans / Statements to set out the learning objectives you
have planned over the year. Keeping all your training & development in one place.
(current members only)

Step3

Use the drop down box to indicate whether your activity wag"Structured or Unstructured CPD

You are logged in as Mrs SB Wiggins CeMAP DipFA MIFS
Home my Details my Studies

my ifslearning = my CPD —» claim a CPD Activity

Claim a CPD Activity

Boxes marked with (*) are mandatory

Activity Category* Select

KnowledgeBank my CPD

Name of Activity*

=

———

Provider*

Summary of Activity*

Leaming

Benefit to your role*

31 Jul 2013

I R0

Activity Date*

il

|

Hovering ovea@- will display guidance notes for you.

Click on'Continue"

b) Type or copy
and paste
detailsof your
CPD activity in
the free text
boxes*

c) Enter the date
you carried out
the activity

d) Enter the
amount of
time you
spent on the
activity

*Please note, the maximum number characters youtgae or copy and paste into the Summary,
Learning Objectives and Benefit to your role boxes, is 500 including spaces.



Example entry:

You are logged in as Mrs SB Wiggins CeMAP DipFA MIFS

Home my Details my Studies KnowledgeBank my CPD
my ifslearming —> my CPD —> amend a CPD Activity
Amend a CPD Activity

Boxes marked with (*) are mandatory

Activity Category* Structured

e

Name of Activity* Retirement Seminar

Provider* The Programme Provider ABC

® @0 6

Summary of Activity* Seminar explaining the options for the over 50s with regard to
retirement planning

I( I’

®

Learning objectives* More and more clients are being orphaned by the bankassurers =
and traditionally they have not been offering pension or

retirement advice. Retail Investment advisers need to seek out
these individuals explain there options and get to work on

providing something for their old age. =

Benefit to your role* The Seminar gave me examples of how even the over 50s can = ®
still plan for retirement. i.e. families could help pay into pensions
to allieviate potential IHT burdens, risker invsestment may need
to be considered if there is any hope of building a pot, how -
reliance upon inheriting is flawed (IHT, Care costs etc) | will -l

Activity Date* 31 Jul 2013 ] e.g. 04 Dec 2011

2" [oo 3 @




Step4

Current Membersare able to 'upload supporting documentatiofi such asattendance certificates,

email trails, pdfs, photographs, word or exdecuments. Uploading file orfile(s) is not

compulsorybut we do recommend you include some evidence of the activity you carried out in case
this is required in an audit.

Cick the '‘Browseé" button to
search your computer folders for
the file you wish to upload. *

You are logged in as Mrs SB Wiggins CeMAP DipFA MIFS

Once found click on thupload"

M.Wncm,m P button to upload this to your log.
psd The file name will appear in the
Deee box when successfully uploaded.

You are able to add more than
one file if you wish. You can also
delete files.

* The size of the file uploaded should not exceed 20mb. File names which contain more than 100
characters, including spaces will not upload onto your log. You will need to rename thre yideir
compuer to contain less than 100 character®nce loaded you are unable to reopen the file from
here. Please see page 7 regarding retrieval of your evidence files.

Step5 - (Only applicable to those with a Statement of Professional Standing)

To ensure you€PD is relevant to thele of aretail investment adviser please tick one or more of
the examination standardshich relate to the CPD you have carried out.

Upload
Delete

:A\Q\Y\!!V\II\[




Sep 6

"Submit" your entry.

17177720

10000

=
~

Note: if wishing to return to the previous page please use'tak" button within the log rather
than the esss== (back arrow) on your browser.

Your entry will now show on your Progress Summary page.

Producing and printing your log

Current members and those whose membership has lapsed but have entered CPD into the log in the
past ,are able to print a copy of entries made in the log.

You are logged in as Mrs SB Wiggins CeMAP DipFA MIFS ookies ContactUs  Logout 1) F|rst|y deCIde Wh|Ch
Home my Detail my Studie KnowledgeBank my CPD 12 month perIOd you
wish to cover if thisis

not the 12 months to
date click on the
o "Change this Date" tab -

the print will always
a .. cover a 12 month
period.

my isieaming — my CPD — Record

You are able to change
this to any 12 month
B i period you wish.

2) Click oriPrint"

A pdf will be produced which can be printed or saved and emailed.



PD Log
This i 8 record of Contmung Professional Deveicpment for
Susan Beatrice Wiggins
Covenng e percc Fom
31 Juty 2012 to 31 July 2013

CPD Hours
)

o21s

Forter mformaton

F

Retrement Semmar Lesrmeg obmctees
Wore 3nd more cherts e beng ODRaned By
e berkassurers

31 3y 2013 %
ver 505 wan regars say2013 |02 re
The Semunar gave me examples of how even
e over 508 can S Dian for retrement e

T PRy

You can reproduce this pdf wheneveecessary by returning to the Print facility above.

Retrieving your evidence files

You are able to download all the evidence files you have uploaded in a 12 month period. Choose the
period you require bglicking ofi Change tis date".

Then click oriDownload"

The files will all be downloaded in one folder which you can save on your computer or email to
anyone needing to see your CPD evidence. The folder displays the files in date order.



