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General User Guide

1) Access the Site

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

Text Size: | Small | Medium | Large |

Cornwall

Search Courses

Search for courses

Course [Aloourses_[v]

© Cancettion o Go11 and co13 (T

In the light of the Secretary of State’s recent announcement that the school self-evaluation form (SEF) vill be 7] Today's courses
I i e gy f Sl e ot e 0 ool e
Calendar
dwi ed search
© ew Course - From Good to Outstanding (I = onoberzoro o
S p— This course will give participants the opportunity to go through the new Ofsted criteria highlighting differences S M TWTFE s
between good and outstanding and what theze mean in practice. Participants vill have ... T2
2 4 5 6 7 8 9
— © Early Years conference exploring the emotional well-being and involvement of children; raising quality to new 10 11 12 12 14 15 16
levels in Cornwall @ 17 18 19 20 21 22 23
This conference is led by intarnationally renovned Professor Ferre Laevers and Julia Moon. It takes place on 24 25 26 27 28 23 30
vszmame ] Tuesday 9 November 2010 at Eden for EYFS and KS1 teachers and head teachars. See coursa ... 21
Usa thiz calandar to dizplay
© New Terms and Conditions lcourses based on start date.
Password |:| Blease be aware of our new terms and conditions when booking places on our courses. © Show courses by subject
znd month
Pupil Prog deration Meetings (APP)
Please note the APP Modaration Mastings for Decamber are now bookable online. The course code is APP which

Forgotten Password - New User? o0 = jnint Reading, Writing and mathematics course. These are all day courses.

© Home © webBased CPD Online Version 1.07 Cornwall | Better outcomes for Children, Schools and Families

2) Registration

a) If you do not already have a user account for the site you can sign up online.

Logon

Forgotten Pagsword Mew Uzer?

Click on the ‘New User’ link in the logon box to begin creating your account. You will be
taken to the new user page. Fill in your details and click ‘Submit’ to create your user
account.
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http://www.cornwallcpdcourses.co.uk/

cpd opportunities
supporting the future

0 complete the form below to create your new Cornwall Learning Online account

e e ]

Firstname | | *

Lastname | | *

Jaob Title | Select a job title [v] *

Local authority | Cornwall [i]

etablishment | Select an establishment (v

or D I am registering with my home address

Email address | | *

(You can use your work or a personal email address)

Usermame | | *

Paseword —
Coafim sassword —

Special requirements

e.g. dietary and access reguirements

[Sov) (Garee]

You will then be taken to the update profile page where you can select whether to
receive course alert emails and for which types of course. Tick the relevant boxes and
‘Activate course alerts by email’ then click ‘Save’ to activate course alerts.
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I am interested in courses
intended for

Activate course alerts by
email

Save

[[] Administrators - Local Authority
[[] Administrators - School

L Aspiring Leaders, existing Headteachers and

Governors

O Bursars/Managers of Support Staff
[ clerks to Governors

[ cPD Leaders

O Development Teachar

O Early Years Professionals

[ Head of Department

[[] Headteachers and Chairs of Governors
[] 1nduction Tutors

[[] Lead Teachers

O Newly Qualified Teachers

O Playworkers

I:‘ SENCO

I:‘ Senior Managers

D Social Workers

D Subject Co-ordinators

O Support Staff

[[] Teachers in their second year of teaching
O Teaching Assistants

[ Trainee Teachers

O

[] Administrators - Other
[] Advanced skills Teachers

[] Assistant Headteacher

[] chairs of Governors

[ councillors

| Deputy Headteachers

| Early Years Practitioners

D Governors

[] Headteachers

| Higher Level Teaching Assistant (HLTA)
[ LA staff

D Learning Mentors

[] parent su pport Advisers

D Primary Languages Coordinators
[] senior Leaders

[] senior Managers/ teaching staff responsible for
conducting Lesson Observations

[] subject / Aspect Leaders

D Supply Teachers

[ Teachers

| Teachers/LSAs/TAs/Learning Mentors
[ Trainee social Workers

Your account has now been created; you will be shown a confirmation message. Click on
the ‘Click here to login’ link in the message to log in to the site.

cpd opportunities
supporting the future

& Your user account has been created

@ Click here to log in

3) Log In

a) Type in your username and password and click ‘LOGON’ on the page.

b) This will take you to the following page:

Page 4 of 14

WebBased Education
Online solutions for schools, providers and Local Authorities © 2010




Text Size: | Small | Medium | Large |

Cornwall

Search

@

Search for courses

Welcome to Cornwall Learning Online (TEST) Keyword |:|

Today
Please check your account has a valid email address as communications are sent via email to update please El
click on My cpd online and then update contact details and special requirements. R

I

cpd home

course catalogue

s courses

© New Terms and Conditions
<<  August2011 ==

find course
Plaase be svare of our new terms and conditions when bocking places on our courses. ==
S M T W T F §

[

today's courses

1 2 32 4 5
7 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30 31
Use this calendar to display
courses bazed on start date.

© Show courses by subject

and month

advanced search

You are logged in as
Toby Clarke

0 Home O Contact Us @ WebBased CPD Online Version 1.07 Cornwall | Better cutcomes for Children, Schools and Families

4) My CPD Online

a) To access your ‘My CPD Online’ area click on the link in the left menu.

course catalogue

find course

today's courses

advanced search y

You are logged in as
Toby Clarke

b) From this page you will be able to manage your account and courses.
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course catalogua 4 cpd opportun_ltles
supporting the future

find course

8 g g

advanced search change username & contact details and special

password reguirements

update your user profile

cancel request

my cpd online

o it

You are logged in as
2 B P F

courses due to attend and

- cancel a booking courses attended saved courses
booking status

5) Managing Your Account

a) To change your username and/or password click on the ‘change username &
password’ link. This will take you to the change username and password page; fill
in your details and click ‘Save’ to update your username or password.

cpd opportunities
supporting the future

Username |3wuser | *

Enter your current password |:| *
Enter your new password |:| ¥
Confirm your new password I:I *

b) To change your contact details click on the ‘change contact details’ link. This will
take you to the change contact details page; fill in your details and click ‘Save’ to
update your contact details.

Page 6 of 14

WebBased Education

Online solutions for schools, providers and Local Authorities © 2010




Title
Firstname
Lastnamea
Job Title

Local authority

Establishment

Email address

Special requirements

Save Cancel

M [x]

|3wus.er | *
|swuser | *
|Teacher [i] *

Cornwall

[ webBased Ltd, asd

or I:‘ 1 am registering with my home address

|3in1nn.webster@webbased.cu.uk

*

{¥ou can use your work or a personal email address)

e.g. dietary and access requirements

c) To update your user profile click on the ‘update your user profile’ link. This will
take you to the update profile page where you can select whether to receive
course alert emails and for which types of course.

I am interested in courses
intended for

Activate course alerts by
email

Save

[[] Administrators - Local Authority
[[] Administrators - School

L Aspiring Leaders, existing Headteachers and
Governors

O Bursars/Managers of Support Staff
[ clerks to Governors

[ cPD Leaders

O Development Teachar

O Early Years Professionals

[ Head of Department

[[] Headteachers and Chairs of Governors
[] 1nduction Tutors

[[] Lead Teachers

O Newly Qualified Teachers

O Playworkers

I:‘ SENCO

I:‘ Senior Managers

D Social Workers

D Subject Co-ordinators

O Support Staff

[[] Teachers in their second year of teaching
O Teaching Assistants

[ Trainee Teachers

O

[] Administrators - Other
[] Advanced skills Teachers

[] Assistant Headteacher

[] chairs of Governors

[ councillors

| Deputy Headteachers

| Early Years Practitioners

D Governors

[] Headteachers

| Higher Level Teaching Assistant (HLTA)
[ LA staff

D Learning Mentors

[] parent su pport Advisers

D Primary Languages Coordinators
[] senior Leaders

[] senior Managers/ teaching staff responsible for
conducting Lesson Observations

[] subject / Aspect Leaders

D Supply Teachers

[ Teachers

| Teachers/LSAs/TAs/Learning Mentors
[ Trainee social Workers
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6) Course Catalogue

d) You can view or download all the courses on the site using the Course Catalogue.

Course Catalogue

@ Click on one of the links below to access courses currently on CPD Online.

Primary Courses

|I,:| Display Primary Courses by Subject | Download Primary Courses by Subject |
U_:] Display Primary Courses by Role | Download Primary Courses by Role |

Secondary Courses

u,:l Oisplay Secondary Courses by Subject | Download Secondary Courses by Subject |
U_:] Display Secondary Courses by Role | Download Secondary Courses by Role |

e) Click on the links to display or download relevant courses.

Applied Art and Design (1 Course)
Behaviour and Attendance (3 Courses)
Continuing Professional Development (1 Course)

Early Professional Dev/1st Five Years in Teaching (11 Courses)

English (8 Courses)
Foundation Stage (1 Course)
Governors (71 Courses)
1 (13 Courses)
rning & Teaching {1 Course)
Modern Languages (5 Courses)
Personal Social Health B Economic Education (2 Courses)
Science (4 Courses)
Special Educational Needs (10 Courses)
Teaching Assistants (9 Courses)

ICT for Success - TWO DAY COURSE (SECOND DAY WILL BE 23/11/10])
Enabling every child to be a talker through Podium

Effective use of IWE to enhance learning in line with the
recommendations in the new primary curriculum

Enabling every child to be a talker through Podium

Effective use of IWE to enhance learning in line with the
recommendations in the new primary curriculum

Enabling every child to be a talker through Podium

An easy way to assess pupils' ICT in line with new Ofsted framework in
the primary school

An easy way to assess pupils' ICT in line with new Ofsted framework in
the primary school

Free ICT resources - providing access to the curriculum for all

Enabling every child to be a talker through Podium

Enabling every child to be a talker through Podium

Effective use of IWE to enhance learning in line with the
recommendations in the new primary curriculum

An easy way to assess pupils' ICT in line with new Ofsted framework in
the primary school

f) From here you can view details of the

7) Searching For Courses

Azsessment (9 Courses)

Catering (1 Course)

Design B Technology (1 Coursa)

Early Years (30 Courses)

Every Child Matters {1 Course)

Gifted and Talented {1 Course)

Health, Safety and Well Being (1 Course]
Leadership & Management (4 Courses)
Literacy/Maths (5 Courses)

Music (2 Courses)

Religious Education (2 Courses)

Society, Health and Development (1 Course)
Support Staff Training (6 Courses)

Tuesday 16 November 2010
Thursday 23 November 2010

| Wiew details | Reguest a place |

| Wiew details | Course closed |
Monday 29 November 2010 | Wiew details | Request & place |

Thursday 27 January 2011 | Wiew details | Reguest a place |

Weadnesday 9 February 2011 | Wiew details | Regquest a place |
Tuesday 15 February 2011 | Wiew details | Request & place |
Monday 7 March 2011 | Wiew details | Reguest a place |
Tuesday 8 March 2011 | Wiew details | Reguest a place |
Tuesday 22 March 2011 | Wiew details | Request & place |
Thursday 5 May 2011 | Wiew details | Reguest a place |
Tuesday 17 May 2011 | Wiaw details | Request a place |
Tuesday 24 May 2011 | Wiew details | Request & place |
Monday 13 June 2011 | Wiew details | Reguest a place |

course and request a place on the course.

a) There are a few different ways to search for courses. For a basic search, enter a
keyword for a course you are looking for, eg SEN, into the search courses box

and click ‘GO’
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Text Size: | Small | Medium | Large |

Cornwall

| . .

Search Courses
@

b) This will take you to the Find Course page and results will be displayed.

. Calendar
cpd opportunities
supporting the future <<  October 2010 ==

S M T W T F s
Find Course oz
3 4 5 6 7 8 9
10 11 12 12 14 15 16
Keyword 17 18 19 20 21 22 23

24 23 26 27 28 29 30

Starts during or after a1
Course Code I:l Use this calendar to display

courses based on start date.

Subject | All subjects [ll aﬂndS:::;EEurses by subject
Course type Ficomes V]

Other categories O 1419 O primary Mational Strategy
D Secondary National Strategy
Include courses without a start date D
43 courses found. 4 Printer friendly

(Page 1 of 5]
122435 Next>>

The National Award for SEN Coordination South West Consortium

Wednesday 15 September 2010 9:00 - 16:00 (first day is 14:00 - 16:00) (This course has sessicns that are still to run see

Starts: below)

Code: SE1

Venue: The Berlewen Building, Pool, Trevenson Road, Pool, Redruth, TR15 2PL | Map |

About this course

The course is aimed at practising SEN coordinators who are new to the role since September 2008 (this qualification is a statutory
requirement for colleagues new to the role since September 2003) qualified teacher status is a statutory pre-requisite for the role of
SEMCo.

Please note: this course is fully funded by the TDA for SENCos new to the role since September 2008, including university costs, supply
cover and LA taught days.

c) You can also access the search page by clicking on *find course’ ‘today’s courses’
or ‘advanced search’ from the left navigation menu. Select your search criteria
and click the ‘Search’ button to search for courses. Alternatively, if you know the
date of the course you are looking for you can click on that date in the calendar
and you will be shown all the courses on that day.

d) Search results will be shown as above.

e) To view more information about a course, click on the ‘Full details’ link and you
will be taken to a page with more information.
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swiest1011

Starts: Thursday 10 November 2011 10:00 till 16:00 Code: swtestiOll

Venue: Paradise Park, 16 Trelissick Road, Hayle, Cornwall, TR27 4HE | Map |

About this course
swtestidil

| & Request 2 place | FuIIUDetails | % Print Course | Save Course

swiest1011
Venue
Tutors

Admin Contact

Key Stages

Target Audience
Course Types
Course Description
Course Objectives
Need for Course

Course Subject Area

LA Subscribers Cost

Non LA Subscribers Cost

Start date

Times

Closing date
‘Other Categories

No of sessions

| é Request = place | Full Details | % Print Course | 1 attached document | Save Course | 42 Course List |

Paradise Park, 16 Trelissick Road
Simon Webster
Siman Webster (simon.webster@webbasad.co.uk)

Early Years W
KS 1%

ks 2 ¥

KS 3+

KS 4 ¥

Post 16 ¥

Administrators - Local Authority
Coursa

swtestioll

swtestioll

An opportunity to meet and share issues and solutions to getting the best out of this course
Art

E12

£ 18

Thursday 10 November 2011
10:00 till 16:00

Thursday 10 November 2011
Secondary National Strategy
1

f) To save the details of a course to your My CPD Online saved courses page click on
the ‘Save course’ link.

g) To view any documents attached to the course click on the ‘x attached
document(s)’ link and a pop-up will appear.

h) To download the attached document, click on the link (the name of the attached

document).

Attached Documents

OThe following documents have been attached to the course you selected
@ Click on the document to download to your computer

Course swhest1i011
Venue Paradise Park, 16 Trelissick Road
Start date Thursday 10 November 2011
test (1Z2KB
Attached documents > ( )
test

Page 10 of 14
WebBased Education

Online solutions for schools, providers and Local Authorities © 2010




8) Requesting A Place

a) When you have found a course you would like to request a place on select
‘Request a place’.

b) You will be taken to the Request a Place page.

Request a place on a course
| i{g} Request a place | Full Details | & Print Course | 1 attached document | Save Course | 4= Course List |

© Complete the form below to request = place on the course

Course Title swtest1011 (swtestl011)

Venue Paradise Park, 16 Trelissick Road, TR27 4HE | Map |
Start time and date 10:00 till 16:00 Thursday 10 Movember 2011

Price ig

Your name Swuser swuser

Your email address simon.webster@webbased.co.uk

Your establishment WebBased Ltd

Special requirements

(=g access, dietary requirements)

I:‘ I have read and agree to the terms and conditions | Terms and Conditions |

Save || Cancel

¢) To read the booking terms and conditions click on the ‘Terms and Conditions’ link
and a pop-up will appear. If you agree to these terms and conditions click on the
box on the request a place page and click ‘Submit’ to request a place.

d) A confirmation message will be displayed. If your establishment requires booking
authorisation, your CPD Leader will be sent an email prompting them to authorise
this booking.

Request a place on a course
| {‘} Request a place | Full Details | @ Print Course | 1 attached document | Save Course | 42 Course List |

© Your booking reference number is: SCPD/ 76027
0 Plzase note that this does not confirm your place on swtest1011.
O Your request for a place on swtest1011 is being processed.

0 Request another place on swtestioii

© Back to course list

e) If your request for a place is authorised, the course admin for the course is
notified (this will happen straight away if your establishment does not require
booking authorisation).

f) The course admin will then either confirm or cancel your place on the course; you
will be notified by email when your booking is confirmed/cancelled.

9) Courses Due to Attend

a) To view courses you are due to attend click on the ‘courses due to attend and
booking status’ link in My CPD Online. From this page you can view the full details
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of the course by clicking on the ‘Show details’ link, download attached documents
by clicking on the ‘Download documents’ link and check the status of the booking.

Courses due to attend
| Back to my cpd online |
2 courses found

Page 1 of 1

swtest1309
Date and time: TEA
Wadebridge School, Gonvena Hill, PL27 6BU | Map |

Code: swtest1303

| Show details | Download documents | Booking status: Confirmed
swiest1709sessions

Date and time: Saturday 17 September 2011 test
Brockdale Hotel, Tregells Read, TR1 112 | Map |

Code: swtest1709sessions

| Show details | Download documents | Booking status: Unconfirmed

10) Courses Attended

a) To view courses you have attended click on the ‘courses attended’ link in My CPD
Online. From this page you can view the full details of the course by clicking on
the ‘Show details’ link, and download attached documents by clicking on the
‘Download documents’ link.

Courses attended

| Back to my cpd online |

1 course found

Page 1 of 1L

swiest1309
Date and time: Monday 13 September 2010 test
Wadebridge School, Gonvena Hill, PL2Z7 68BU | Map |

Code: swtesti305

| Show details | Download documents | Bocking status: Confirmed

11) Saved Courses

a) To view courses you have saved click on the ‘saved courses’ link in My CPD
Online. From this page you can view the full details of the course by clicking on
the ‘Show details’ link, request a place on the course by clicking on the ‘Request a
place’ link or remove the course from your saved courses page.
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Saved Courses

| Back to my cpd online |
© You have saved the following courses

4 courses found
Page L of 1

swtest1309 Code: svtest1309

This course has already run
Date and time: Monday 13 September 2010 test
Wadebridge School, Gonvena Hill, PL27 6BU | Map |

| Show details | Remowve from saved courses |

switest1709 Code: swtest1709

This course has already run
Date and time: Friday 17 September 2010 test
Brookdale Hotel, Tregells Road, TR1 112 | Map |

| Show details | Remowve from saved courses |

swiest17092 Code: swtest17052

This course has already run
Date and time: Friday 17 September 2010 test
Brockdale Hotel, Tregells Read, TR1 112 | Map |

| Show details | Remowve from saved courses |

swtest1709sessions Code: sviest170%sessions
Date and time: Saturday 17 September 2011 test
Brookdale Hotel, Tregeolls Road, TR1 112 | Map |

| Show details | Remove from saved courses |

12) Cancel a booking

a) To cancel a booking click on the ‘cancel a booking’ link in My CPD Online. On this
page you are shown a list of bookings for upcoming courses with the option to
cancel a booking. To cancel a booking click on the ‘*Cancel booking’ link.

Cancel booking

| Back to my cpd online |

1 course found

Page 1 of 1
swtest1709sessions Code: swtest1709sessions
Date and time: Szaturday 17 September 2011 test
Broockdale Hotal, Tregolls Road, TR1 112 | Map |
| Show details | Download documents |Cancel booking | Booking status: Unconfirmed

b) You will be prompted to fill in a cancellation request and this will be sent to the
course admin. To view the cancellation policy click on the ‘Cancellation Policy’
link. If you agree to this, click the tick box at the bottom of the cancel request
page and click send.
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Cancel Request

Your Name |swu3er swuser *

Yourta comunt 3]

Your Establishment [ select an estabishment [v]*
Your Email Address |simun.wehster@wehhasad.cu.uk

Your Telephone I:I

Course Title/Course Code [swiestiT09zessions *
Course Start Date *

Additional Information
(including reason for cancellation)

Enter the code exactly as you see it in the image
(Cotassmusthe snabied) -

13) General Enquiry

a) To send an enquiry about CPD, click on the ‘general enquiry’ link in the left menu.
Fill in your contact information and details of your enquiry then click send.

General Enquiry

Your Name | | *
Your Telephone I:I *

Your Email Address | | *
Preferred method of feedback [Email [+ | *

Your Enguiry

Enter the code exactly as you see itin the image
(Coclues mustbe ensbied -
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