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1) Access the site 

 

a) To access the site use the following URL: http://www.cornwallcpdcourses.co.uk 

 

 
 

 

 

 

2) Log in 

 

a) Type in your username and password and then either press „Enter‟ on your 

keyboard or select „Log In‟ on the screen. 

 

  
 

 

 

b) This will take you to the following screen: 

http://www.cornwallcpdcourses.co.uk/


 

    

 

 
 

c) Select „Find Course‟ on the left menu and from here you can search for courses to 

book on to. 

 

 
 

 

3) Search Events 

 

a) Enter the search criteria for a specific course, or leave blank to view all courses.  

 

b) You can also search by the start date of the course, by using the course calendar.  

 
 



 

    

c) Once you have found a course, the course(s) will be shown as above. 

 

d) There are links below that will enable you to do the following: 

 

i) Full details 

This will bring up a screen showing all the details of the course. 

 

ii) Print course 

This will bring up the option for you to print the course. 

 

iii)  Save course 

This will save course details to your „My CPD Online‟ area for you to look over at a 

later date. 

 

iv) Request a place 

From here you can book yourself onto the course. 

 

 

 

4) Make a booking for yourself 

 

a) Select the „Request a place‟ link 

 

b) This will take you to the „Request a place‟ screen. 

 

c) Your details will already be in place. 

 

 
 

 

d) Once you have completed the form, select „Save‟ to book yourself on to the 

course.  

 

e) A confirmation message will display to confirm the process is complete. 

 

 

 



 

    

 

 

 

 
 

f) You will receive an email when your place has been confirmed.  

 

 

5) Make a booking on behalf of a colleague 

 

a) From the „Request a place‟ page, select  

 

b) The following form will be displayed for you to complete on their behalf: 

 

 

 
 

 

c) Select your colleague‟s name from the drop down and complete the form.  

 

d) Click on „Save‟ to book your colleague onto the course.  

 

 

 

6) My CPD Online 

 

a) Select the „My CPD Online‟ tab on the left hand menu to bring you to the screen 

shown. 



 

    

 

 

 
 

 

 

7) Your Cornwall CPD Online account 

 

a) This is where you have access to your own account details. 

 

 
 

i)  Change username and password 

Select this to change your username and password. 

 

ii) Contact details and special requirements 

Select this to edit or change your basic details. 

 

iii) Update your user profile 

Select this to change the way you are updated with course information. 

 



 

    

 

8) CPD Courses 

 

a) This is where you have access to your own course activity as well as your 

colleagues‟.  

 

 
 

i) Courses due to attend and booking status 

This is where you can see a list of courses you are due to attend. 

 

ii) Cancel a booking 

This is where you can cancel bookings for courses that you are due to attend. 

 

iii) Courses attended 

This is where you can see a list of courses you have attended. 

 

iv) Saved courses 

This is where you can see a list of courses that you have saved to review 

later. 

 

v) Courses I have booked for colleagues 

This is where you can see a list of courses you have booked for colleagues. 

 

vi) Courses colleagues are due to attend 

This shows a list of courses colleagues are due to attend. 

 

vii) Courses attended by colleagues 

A list of courses attended by colleagues 

 

 

9) CPD Leader Tools 

 

 
 

a) Colleagues 

 

Select the “colleagues” link to view colleagues listed at your establishment with 

access to their user and training profiles 



 

    

 

 
 

 

b) Switch off email notifications 

 

You can switch off alerts to yourself if there is at least one other CPD Leader     

receiving these.  

 

 

10) Course Reports 

 

a) To run a course attendance report for your colleagues, select „Course Reports‟ 

from the left hand menu.  

 

b) The below screen will then display. 

 

 
 

 

c) Select the filters as required and select „Search‟ to run the report.  

 

 

 

 

 

 


