
How to Use the PDH Log –  
Professional Engineer 

8/8/25 
The PDH Log can be used to log your continuing education courses you’ve taken along 
with uploading your certificates In the event you are selected for audit, the information will 
already be showing in your renewal in the education log and the Board can review the 
information.   

If you elect not to use the continuing education log, in the event you are audited, you will 
be required to enter your courses during renewal along with uploading your certificates. 

 

• Go to the website and click on My BELS Login  

 

• Login to your BELS account  
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• Click Applications 
  

 
 

• You will see the PDH Log, Exam and Education History.  When you are ready to 
enter courses you have obtained, click Open. 

• Note:  Renewals open around October 1 in the odd years.  You will not have access 
to your renewal until the renewal period opens.  

 
 

• You will see the PDH Log.  If you entered courses previously, you will see those 
courses.  Click Add PDH 
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• Select the activity that best fits the type of course you took.  Click +Select next to 
the activity you want to enter.  

 

Active participation in educational outreach activities pertaining to 
professional licensure or the surveying/engineering profession that 
involved K-12 or higher education students. 

• Hit +Select 
 

 
 

• You will enter –  
 

o Title of the Course 
o Sponsoring Organization’s Name 
o Instructor/Speaker Name (if there were multiple speakers enter multiple. If 

there were no speakers enter NA) 
o Date of Activity 
o Units Guidance – just information on the max amount of PDH that can be 

claimed 
o Requested Professional Development Hours 
o Guidance about Supporting Documentation – just information on what 

support documentation is acceptable and will need to be uploaded 
o Supporting Documentation – you need to upload your documentation (if you 

want to upload the documentation later, Click Finish Later) 
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Actively participating in professional or technical societies as defined 
in 330-X-13-.02(8)(f). 
(requires that a licensee serve as an officer and/or actively participate in a committee of 
the organization) 
 

• Click +Select 
 

 
 

• You will enter –  
 

o Title of the Course 
o Sponsoring Organization’s Name 
o Instructor/Speaker Name (if there were multiple speakers enter multiple. If 

there were no speakers enter NA) 
o Date of Activity 
o Units Guidance – just information on the max amount of PDH that can be 

claimed 
o Requested Professional Development Hours 
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•  
o Supporting Documentation – you need to upload your certificate (if you want 

to upload the certificate later, Click Finish Later) 

 

Attending seminars, in-house programs, workshops, or professional or 
technical presentations made at meetings, conventions, or 
conferences. 

• Click +Select 
 

 

• You will enter –  
 

o Title of the Course 
o Sponsoring Organization’s Name 
o Instructor/Speaker Name (if there were multiple speakers enter multiple. If 

there were no speakers enter NA) 
o Date of Activity 
o Units Guidance – just information on the max amount of PDH that can be 

claimed 
o Requested Professional Development Hours 
o Guidance about Supporting Documentation – just information on what 

support documentation is acceptable and will need to be uploaded 
o Supporting Documentation – you need to upload your documentation (if you 

want to upload the documentation later, Click Finish Later) 



Page 6 How to Use the PDH Log – Professional Engineer 

 

 

Authoring published papers, articles, books, or accepted licensing 
exam items. 
(It cannot be claimed until it is actually published) 
 

• Click +Select 
 

 
 

• You will enter –  
 

o Title of the Paper, Article, Book or Accepted Licensing Exam Items 
o Sponsoring Organization’s Name (enter NA) 
o Instructor/Speaker Name (enter NA) 
o Date of Activity 
o Units Guidance – just information on the max amount of PDH that can be 

claimed 
o Requested Professional Development Hours 
o Supporting Documentation – you need to upload your published document 

or accepted licensing exam items (if you want to upload the documentation 
later, Click Finish Later) 
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Receiving a United States Patent  
(It cannot be claimed until the patent has been awarded) 
 

• Click +Select 
 

 
 

• You will enter –  
 

o Description of the Patent 
o Sponsoring Organization’s Name (enter NA) 
o Instructor/Speaker Name (enter NA) 
o Date of Activity 
o Units Guidance – just information on the max amount of PDH that can be 

claimed 
o Requested Professional Development Hours 
o Supporting Documentation – you need to upload your documentation 

showing the patent was awarded (if you want to upload the documentation 
later, Click Finish Later)   
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Serving the Board as a Technical Advisor 
(Earned on an hourly basis) 
 

• Click +Select 
 

 
 

• You will enter –  
 

o Title/Description (enter Technical Advisor) 
o Sponsoring Organization’s Name (enter BELS) 
o Instructor/Speaker Name (enter NA) 
o Date of Activity 
o Units Guidance – just information on the max amount of PDH that can be 

claimed 
o Requested Professional Development Hours 
o Supporting Documentation – you need to upload the certificate you were 

issued by BELS (if you want to upload the certificate later, Click Finish Later) 
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Successfully auditing qualifying college or university sponsored 
courses 

 
• Click +Select 

 

 
 

• You will enter –  
 

o Title of the Course 
o Sponsoring Organization’s Name (enter college name) 
o Instructor/Speaker Name 
o Date of Activity 
o Units Guidance – just information on the max amount of PDH that can be 

claimed 
o Requested Professional Development Hours 
o Supporting Documentation – you need to upload a letter from the school, 

showing the course name, date audited, the hours attended and the course 
synopsis (if you want to upload the letter later, Click Finish Later) 
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Successfully completing college or university sponsored courses 

 
• Click +Select 

 

 
 

• You will enter –  
 

o Title of the Course 
o Sponsoring Organization’s Name (enter college name) 
o Instructor/Speaker Name 
o Date of Activity 
o Units Guidance – just information on the max amount of PDH that can be 

claimed 
o Requested Professional Development Hours 
o Supporting Documentation – you need to upload the college transcript (if 

you want to upload the transcript later, Click Finish Later) 
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Successfully completing qualifying courses which are awarded 
Continuing Education Units (CEU) 

 
• Click +Select 

 

 
 

• You will enter –  
 

o Title of the Course 
o Sponsoring Organization’s Name  
o Instructor/Speaker Name (if there were multiple speakers enter multiple) 
o Date of Activity 
o Units Guidance – just information on the max amount of PDH that can be 

claimed 
o Requested Professional Development Hours 
o Supporting Documentation – you need to upload your certificate (if you want 

to upload the certificate later, Click Finish Later) 
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Successfully completing tutorials, short courses, correspondence 
courses, televised courses, internet courses or videotaped courses 

 
• Click +Select 

 

 
 

• You will enter –  
 

o Title of the Course 
o Sponsoring Organization’s Name  
o Instructor/Speaker Name (if there were multiple speakers enter multiple) 
o Date of Activity 
o Units Guidance – just information on the max amount of PDH that can be 

claimed 
o Requested Professional Development Hours 
o Supporting Documentation – you need to upload your certificate (if you want 

to upload the certificate later, Click Finish Later) 
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Teaching, presenting or instructing – college or university sponsored 
courses 
(non-faculty – teaching credit is valid only for the first offering of the course) 

(Faculty – may not claim teaching credit associated with their regular duties) 

 
• Click +Select 

 

 

• You will enter –  
 

o Title of the Course 
o Sponsoring Organization’s Name  
o Instructor/Speaker Name (enter your name) 
o Date of Activity 
o Units Guidance – just information on the max amount of PDH that can be 

claimed 
o Requested Professional Development Hours 
o Supporting Documentation – you need to upload a letter from the school, 

showing the course name, date taught, the hours taught and the course 
synopsis (if you want to upload the letter later, Click Finish Later) 
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Teaching, presenting or instructing – qualified courses which are 
awarded Continuing Educational Units (CEU)  
(non-faculty – teaching credit is valid only for the first offering of the course) 

(Faculty – may not claim teaching credit associated with their regular duties) 

 
• Click +Select 

 

 
 

• You will enter –  
 

o Title of the Course 
o Sponsoring Organization’s Name  
o Instructor/Speaker Name (enter your name) 
o Date of Activity 
o Units Guidance – just information on the max amount of PDH that can be 

claimed 
o Requested Professional Development Hours 
o Supporting Documentation – you need to upload a signed letter from the 

sponsoring organization, showing the course name, date taught, the hours 
taught and the course synopsis (if you want to upload the letter later, Click 
Finish Later) 
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Teaching, presenting or instructing – seminars, in-house programs, 
workshops, or professional or technical presentations made at 
meetings, conventions or conferences  
(non-faculty – teaching credit is valid only for the first offering of the course) 

(Faculty – may not claim teaching credit associated with their regular duties) 

 
• Click +Select 

 

 

• You will enter –  
 

o Title of the Course 
o Sponsoring Organization’s Name  
o Instructor/Speaker Name (enter your name) 
o Date of Activity 
o Units Guidance – just information on the max amount of PDH that can be 

claimed 
o Requested Professional Development Hours 
o Supporting Documentation – you need to upload a signed letter from the 

sponsoring organization, showing the course name, date taught, the hours 
taught and the course synopsis (if you want to upload the letter later, Click 
Finish Later) 
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Teaching, presenting or instructing – tutorials, short courses, 
correspondence courses, televised courses, internet courses or 
videotaped courses 
(non-faculty – teaching credit is valid only for the first offering of the course) 

(Faculty – may not claim teaching credit associated with their regular duties) 

 
• Click +Select 

 

 
 

• You will enter –  
 

o Title of the Course 
o Sponsoring Organization’s Name  
o Instructor/Speaker Name (enter your name) 
o Date of Activity 
o Units Guidance – just information on the max amount of PDH that can be 

claimed 
o Requested Professional Development Hours 
o Supporting Documentation – you need to upload a signed letter from the 

sponsoring organization, showing the course name, date taught, the hours 
taught and the course synopsis (if you want to upload the letter later, Click 
Finish Later) 
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• Once you’ve entered your course, you will see the course name, completion date, 
PDH hour earned and the Education Provider. (Submitted just means you’ve 
entered it, it has not been submitted to the Board office.  The first number 
under PDH will show as 0.00 unless you are audited by the Board during the 
renewal process) 
 

• Also, you will see which renewal the course would apply towards.  Note:  If you 
enter the course after you have renewed, it will not change your carry 
forward hours.  It will be for information purposes only. 
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• If you need to edit what you entered, you will need to click the 3 dots next to 
Submitted then Click Edit.   

 

 
 

• Click Submit Education Activity Details 

  
 

• Make the correction and Click Submit  
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• You can log back in at any time and continue to add your courses.  Click Open 

 

• You will see what you’ve entering all along.  To add more courses, Click Add PDH 
 

Note:  If you enter courses after you have renewed, it will not change your carry 
forward hours.  It will be for information purposes only. 

 


