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Cornwall CPD Online 
General User Guide 
 

 

1) Access the Site 

 

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

 

 
 

 

 

 

2) Registration 

 

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

 

 
 

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. 

 

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

 

 
 

 

 

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: 
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4) My CPD Online 

        

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

 

 
 

 

b) From this page you will be able to manage your account and courses. 
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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. 

 

 
 

 

 

 

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. 
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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. 
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6) Course Catalogue 

 

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

 

 
 

 

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

 

 
 

 
 

 

f) From here you can view details of the course and request a place on the course. 

 

 

7) Searching For Courses 

 

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

 

 
 

 

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. 

 



 

  Page 10 of 14 

   

 
 

 

 
 

 

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). 
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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. 

 

 
 

 

c) 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. 

 

 
 

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.  

 

 
 

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. 

 

 
 

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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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. 

 

 
 

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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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. 

 

 

 
 

 


