South Gloucestershire Learning and Development Services
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Registering

To register to use the website, click on First Time Here and follow the instructions.

Once you have done this the HR Workforce Development Team will authorise your account.

If you are a line manager you can be set up to request places for yourself and on behalf of your
team/establishment and monitor any training they are booked to attend.

Once you are registered you then just need to click on Log-in to access the site.

To view any training booked or to change any of your details, click on My Account on the home
screen.



Requesting a place on a course

There are a few ways you can search for a course —
e Type a keyword in the search bar
e C(lick on Search Events and type in a keyword. Please note if you are looking for e-modules
click in Online Learning. You can filter your search further if required.
e Orfrom the home page select a category and then sub category to find a course.
Any matching courses will appear at the bottom of the screen. Check the date and time to ensure
you are booking onto the correct course.

Click REQUEST A PLACE

Search for Learning and Development Services and Pathways CALENDAR
Caourse Type ® Events ) Online Leaming < April »
Keyword |craae storytenng < 2016 ¥

Sun Mon Tue Wed Thu Fri Sat

Starts during or after | Togay ~
12 3 g
Category [Chilren and Young Peopie v | 5 5 7 B B H
5 5 2 T |1
Subcategary Early Years v s " Ll
19 21 24 25
Target Audience | 8slect a target audience % | n = | 56
Eventtype [All Events v Use this calendar fo display
events based on stan date
Search |
1 avent founa ik Prinzer menoly
Page 1 af 1
Creative Storytelling in Early Years Settings Code:; SGC/15124

Lets make story imes fun. Through stones, young ¢hildren can be supported 1o make sense of thelr ives and the world around them. We will
explone the principles of stonyielling including $Ensory experiences for babies, active storyielling Tor wa year ¢lds and extending Itaracy for 3 - &year

ks We will consider the aduil's rake Jurng story time:
Print Event
Essential Information

Seszsion Session Date Session Time Sezsion Venue Map

1 13 August 2015 13:00 - 16:00 Emersans Green Yillage Hall m

Add any SPECIAL REQUIREMENTS (if applicable) to the box, tick to say you have read and agree to
the TERMS AND CONDITIONS and click SUBMIT

Request a Flace

P Compiete the 10 Dekw i FEquest 8 place on e event
Reques! a place Full defails Prini Event Bave Event Event List
= Chck here if you would like 10 request a place on behall of a colleague

Ewent Title Creative Storytelling in Early Years Semtings (SGC/15124)

Venue Emersons Green Village Hall, Emersons Way, Emersons Green | Map |
Start time and dats Thursday 13 August 2015

Your name Mary Poppins

| Request a place on behalf of a colleague |

Your emall address TEMMaryRoppins@southglos gov. uk
Your Directorate Mary Poppins
Cost £0.00 Discownts may apply

Special requirements

(eg access. dietary requirements)

[ 1 J)ave read and agree to the terms and eonditions | Temns and Condiions | «

Cancel

Your request has been submitted to the HR Workforce Development team who will approve your
request and a confirmation email will be sent to you



Cancelling a place on a course

From the HOME SCREEN click on MY ACCOUNT

Welcome Mary Foppins

Zf i‘ L
South Gloucestershire
Council

Learning & Development Services

My Account

Home Search Events Help Contact Us Log Out

Under MY LEARNING — EVENTS click CANCEL A BOOKING

My Learning - Events

e =

E-Learning courses Events

o

Saved events

Find the bookings which you wish to cancel and click CANCEL BOOKING

Cancel Booking

B The list below shows events you are due to attend with the oplion to cancel Back to My Leamin
2 events found

Page 1of 1
Gonflict Resolution as a Tool for Managing Behaviour 1.30 - 4.00 Coade: SGCMA2

Date and time: Thursday 23 July 2015 1330 - 1600
Bradiey Stoke Jubilee Centre. Savages Wood Road. BS32 8HL | Map |

| Show detais | Cancel booking | Booking status: Confirmed

Creative Storytelling in Early Years Settings Code: SGCHEN2Y
Date and time: Thursday 13 August 2015 1300 - 16:00
rsons Way, BS16 74P | Map |

Booking status: Unconfirmed

Enter a REASON FOR CANCELLATION
Tick to confirm that you have read and agree to the cancellation policy and click SUBMIT QUERY

Cancel Booking
Your name hary Poppins |
Your Directorate Mary Poppins_ 1
Your e-mail Address TEMMaryPoppins@smthglos gov.uk
Your Telephone
Event Titie .'Crcuu-.-u Storyieling in Early Years Setings
Event Start Date 13 August 2015 I
Reasan ter Cancellation SICKNESS
1 have read and agree to the cancellation policy | Cancellalion Paolicy |
D
| Submit Cesery
T N—

This window will appear to confirm that your cancellation request has been sent

Cancel Booking

Your canceliation requast hasg besn sent




Training Records

From the HOME SCREEN click on MY ACCOUNT

Walcome Many Fappins

e Wd N
South Gloucestershire
Cowpncil

Learning & Development Services
7 TN

My Account

N

Home

‘Search Events Help Contact Us Leg out

You can view your own record, or if you are a line manager you can see your staff’s records.

To view your own record under MY LEARNING — EVENTS — click on Events. From here you can see
any events you are due to attend or have attended. By clicking on E-learning, you can also see any
e-learning you have completed or partially completed.

Home My Account SearchEvents Help ContactUs LogOut KEYWORD m

My Learning

My Learning - My Account

] a 1 Q
Change username & password Change contact details. Course Alerts Update equal opportunity

[update your equal opportunity response

My Learning - Events

(] -] ® Z
E-Learning courses Events Cancel a booking Saved events

This is where you can also change any of your details to keep your account up to date.

If you are a line manager you will have more options on the My Account screen to enable you to
see any events your staff have booked or attended.

If you want a quick view, select either of the options along the top line i.e. Events colleagues are
due to attend, to see which courses your team are booked onto.

To get a full report, under LINE MANAGER TOOLS — EVENTS click EVENT REPORTS

Line Manager Tools - Events
-] = = @
Events | have booked for coleagues Events colles e due to attend Ewvents attended by coll=agues Unauthonised booking requests
& o
Colleague report Ewvent reporis
S

Set REPORT to EVENT ATTENDANCE HISTORY

Select your desired DATE RANGE

There is no need to change TARGET AUDIENCE or PARTICIPANT NAME
Click SUBMIT



Line Manager Reporis

Report Event Attendance History +|
ﬂl'ull'"!l‘llﬂl‘l arsa Extermal
Establishment Mary Poppens
Date range |Anytme v o |Anytime ~|
Target audience Adoplers
All Intermal Stafr ~
CAH Slafm
CECH Staft

Childminders

Connecied Carers
CounciBors

ECS Stafl

Extemnal Care Providers
Foster Carers

{Hald down Cirl 1o select more than one arget audience)

Oreier results by Participant name |

Reset

The following screen will appear showing details of all courses you have attended or are booked to
attend

Line Manager Reports

Back to My Leaming

Report [Event Attendance History »
QOrganisation area Exlemal
Establishment Mary Poppins
Date range j}\nytime v ta |'Am||me v}
Target audiance Adoplers

All Infernal Staff "

CAH Staff

CECR Stair

Childminders

Connected Carers

Councilars

ECS Staft

Exiernal Care Providers

Foster Carers

(Hold down Cirl to select mode than one target audience)

Order results by Parlicipant name w|
2 records found | Printer friendty | [] Download to Excel |
Page 1of 1

First Last Register Time of

name name status Department Event litle Subjects Stan date event

Mary Poppins Mot marked Mary Creative Storyieling in Early Years Seftings Thursday 13 August 13:00 - 16:00
Poppins 2015

Mary Popping Mot marked Mary Conficl Resolution as a Tool for Managing Behaviour 1.30 Thursday 23 July 2015 1330 - 16:00
Poppins 400

You have the option to print this information or download it to Excel.

If you experience any problems using our website or need any more information contact
hrworkforcedevelopment@southglos.gov.uk




