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WebPortal Training Guide – Applying for a new Qualification 

 

Log on to your WebPortal > Go to the Centre tab and on the drop down select Centre summary 

 

On the Centre screen shown below, select Qualifications & Contacts  

 

 

 

 

 

  



 

iPET Network 
WebPortal Training Guide – Applying for a new Qualification  

Doc: T9 / Version: 1 / June 2022 
 

2 

 

 

 

Click on Qualifications & Linked Centre Personnel > Select Request a New Qualification & CP 

 

Select add against the qualification you wish to deliver 
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Input estimated registrations, as seen below 

 

Scroll down to then tick the relevant tutors for the qualification (if the required tutor is not on the 

list or new to the centre please refer to the ‘Adding a new tutor guide’ before completing this 

process’ > select Choose Files to upload the evidence that supports the requirements to deliver the 

qualification (see section 8 of the qualification guide) this evidence may include a CV and relevant 

certificates). 
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Select submit (Repeat for each qualification) 

 

This request will then go to iPET Network to be reviewed for approval. 


