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1 Introduction 

The following on-line system has been created to record all Continuing Professional 
Development (CPD) activities. Participants can view details of events which have 
been organised, and decide which associated activities they will subscribe to. They 
can also record all their personal activities in the CPD diary.  Appropriate 
management personnel from the company/organisation will be able to access 
information recorded on-line by participants. 

1.1 CPD Monitoring 

This system allows for the allocation of points for activities completed, to keep track 
of how much time has been spent on activities, or simply to keep track of continued 
learning. Generally users are required to complete a review form when the activity 
has been completed and managers can access these to monitor the progress of the 
individual and to assess the success of the programme as a whole. 

1.2 Downloading the CPD Policy Document 

Where available, the company/organisation's CPD Policy Document (along with a 
copy of this manual) is available to download from the CPD system Help page. 

2 Security 

2.1 User Account Setup  

 

The CPD System Administrator should set each user up on the system and provide 
the user with a Username and Password.  The password may be changed by the 
individual user following their first successful login.  

 

���� In some cases the user may be able to set themselves up on the 
CPD system.  
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2.2 Logging In 

 

� Enter the CPD address in your browser's Address Bar and press Enter 

� The LOGIN page will be displayed 

 

 

 

� Enter your Username and Password (remember that passwords are 
case-sensitive) 

� Press Enter or click on  

� If you enter the incorrect Username or Password the following will be 
displayed 

 

 

� When you have logged in successfully the CPD Home Page will be 
displayed 

2.3   Changing Password 

 

���� For security reasons we recommend that you change your password 
after entering the on-line system for the first time.  

  

When creating a new password remember that passwords are case-sensitive. You 
should type in the password in the exact format you require, if necessary using 
upper and lower case letters where appropriate. When you enter the password a 
string of asterisks (*) is displayed. It is suggested that you use a password that has 
both letters and numbers.   

Make it something you will remember easily! 
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� Click the  tab at the top-right of the page 

� Click    

� The CHANGE YOUR PASSWORD page is displayed 

 

 

 

� Enter your Current Password and then your New Password (twice) in 
the appropriate fields 

� Press Enter or click   

� A confirmation message will be displayed if you have successfully 
changed the password, or an error message if there is a problem  

� Click  

2.4 Logging Out 

 

� On the CPD Home Page the name of the user logged in is displayed, 
with a logout link next to it 

 

 

 

� Click logout 

� A confirmation message is displayed 
 

 
 

���� Your CDP session will end automatically if you do not use the system 
for some time. The LOGIN page and a message - 

 will be displayed when you 
attempt to carry out an action.  
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3 Working with My Diary 

3.1 Viewing the Diary 

 

� Click  

� The MY DIARY (BY MONTH) page is displayed 

� The diary page shows all Events and Activities for the selected month 

� The activities are colour-coded:  

 
Note: The list on your screen may vary from that shown here due to  
changes made to customise the system for your specific requirements. 

 

Events An Event contains a number of Activities. The 
CPD administrator puts these onto the CPD 
system. 
See section 5.1.5 on page 15 for information on 
adding the Event Activities to your diary.  

Available Shared Activities 
Office Approved 
Sponsor 

These are Activities (sometimes associated with 
an Event), which you have not yet subscribed to. 
The CPD administrator puts these onto the CPD 
system. They may be Office Approved 
(originating from your own 
Company/Organisation), or Sponsor (originating 
from an educational provider or associated 
company/organisation for example) 
See section 5.1.5 on page 15 for information on 
adding the Activities to your diary.  

Subscribed Shared 
Activities 

These are Office Approved or Sponsor Shared 
Activities which you have subscribed to. 
See section 5.1.5 on page 15 for information on 
adding the Activities to your diary.  

Personal Activities These are your own Personal Activities related 
to CPD. 
See section 4.1 on page 7 for information on 
adding Personal Activities to your diary. 
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3.2 Changing the Diary View 

3.2.1 Viewing a different month  

 

� Scroll to the bottom of the page and select the month, year and duration 
required from the drop-down options provided in the Select Period panel 

 

 

 

� Click  

3.2.2 Changing to Week view 

 

� Click  

� The MY DIARY (BY WEEK) page is displayed 

� In the week view the name of the Activity is displayed along with the 
name of the Activity Organiser 

� Use the Select Period panel to view details of the Previous or Next 
week 

 

 

 

� Or, click  to display a Calendar to choose a date from  

 

 

 

� Click   
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3.2.3 Changing to Day view 

 

� Click  

� The MY DIARY (BY DAY) page is displayed 

� In the day view the name of the Activity and the Organiser is displayed 
along with the details of the activity 

� Use the Select Period panel to view details of the Previous or Next day 

 

 

 

� Or, click  to display a Calendar to choose a date from 

� Click   

 

���� In the Month view click on a date to go straight to the Day view for 
that day. 

    

3.3 Showing and Hiding Events and Activities 

 

� Tick the checkboxes next to items to show, and untick the checkboxes 
next to items to hide 

 

 

Note: The list on your screen may vary from that shown here due to  
changes made to customise the system for your specific requirements. 

 

� Click  
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4 Working with My Activities 

4.1  Adding a Personal Activity 

 

� Using the diary, display the Month in which the activity is to take place, 
and then click the  on the date the activity is to be added to 

OR 

� Click  followed by  

OR 

� Hover over  and choose  from the 
menu 

� The EDIT PERSONAL ACTIVITY page is displayed 

� This page is used to enter details of a new activity or to edit the details of 
an existing one 

� Enter details of the activity – the fields marked with an asterisk (*) are 
required fields and must be completed 

 

 
Note: The fields on your screen may vary from those shown here due to  
changes made to customise the system for your specific requirements. 
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THEN EITHER 

� Click  

OR 

� If your organisation uses a category structure click on the 

 button  

� A list of Categories will be displayed 

 

 
Note: The categories on your screen will vary from the example shown here  
and will be based on the needs of your organisation. 

 

� Click  to expand and collapse the lists 

� Tick the categories that the activity should be linked to 

� Click  

4.2 Viewing/Editing details of a Personal Activity 

4.2.1 Via the Diary 

 

� Locate the activity in the Month, Week or Day view and click on the 

name of the activity  

� The EDIT PERSONAL ACTIVITY page is displayed 

� If any changes are made, click  to save the changes 

OR 

� Where applicable, click  to add/remove linked 
categories (as explained on page 8) 
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4.2.2 Via the Activities List 

 

� Access the list in one of the following ways 

EITHER 

� Click  followed by  

OR 

� Hover over  and choose  from the menu 

� The MY PERSONAL ACTIVITIES page is displayed 

 

 
Note: The headings and options on your screen may vary from those shown here  
due to changes made to customise the system for your specific requirements. 

 

� Click on any heading which is underlined to sort the list by that column 

� In the example above the  symbol shows that this list is sorted by Start 
Date with the oldest activities at the top 

� Clicking on the heading will reverse the sort order so that the oldest 
activities will be at the bottom of the list 

� The Review column indicates whether a review has been added or not – 
once the activity has been completed a review should be added – click on 
the name of the activity in this list to access the EDIT PERSONAL 
ACTIVITY page and complete the review 

� Use the Delete checkboxes followed by  to remove activities 

� If the list is very long it will be displayed on more than one page – use the 
numbered links  to go to a particular page, or next /previous  
to move forwards/backwards 

� In a long list, use the FILTERS panel to specify which activities you are 
interested in displaying  
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Note: The filters on your screen may vary from those shown here  
due to changes made to customise the system for your specific requirements. 

 

� Choose to view Personal or Shared activities using the Type drop-down 
list, use the FILTER BY DATES lists to view activities for a particular 
month and/or year, or enter dates From and To 

� Once you have specified your criteria click  

� Click  to remove your settings and view the entire list once again 

4.3 Removing a Personal Activity 

 

� Access the list in one of the following ways 

EITHER 

� Click  followed by  

OR 

� Hover over  and choose  from the menu 

� The MY PERSONAL ACTIVITIES page is displayed 

� Tick the checkbox in the Delete column next to the activity to be removed 

� Click   

� A message is displayed to confirm deletion  
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4.4 Reviewing a Personal Activity 

4.4.1 Via the Diary 

 

� Locate the activity in the Month, Week or Day view and click on the 

name of the activity  

� The EDIT PERSONAL ACTIVITY page is displayed 

� Use the fields available in the MY REVIEW area to add information 
regarding how the activity went, what was learnt etc. 

� Click  to save the changes 

4.4.2 Via the Activities List 

 

� Access the list in one of the following ways 

EITHER 

� Click  followed by  

OR 

� Hover over  and choose  from the menu 

� The MY PERSONAL ACTIVITIES page is displayed 

� Click on the name of the Activity to be reviewed 

� The EDIT PERSONAL ACTIVITY page is displayed 

� Use the fields available in the MY REVIEW area to add information 
regarding how the activity went, what was learnt etc. 

� Click  to save the changes 

4.5 Subscribed Shared Activities 

4.5.1 Accessing the My Shared Activities page 

 

� Hover over  and choose  from the 
menu 

OR 

� Click  followed by   

� The MY SHARED ACTIVITIES page is displayed 

� This only shows shared activities to which you have subscribed 
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4.5.2 Using the My Shared Activities list 

 

� Use the list as described in section 4.2.2 on page 9 

4.6 All My Activities 

4.6.1 Accessing All My Activities 

 

� Hover over  and choose  from the menu 

OR 

� Click  followed by   

� The ALL MY ACTIVITIES page is displayed 

� This shows all personal and shared activities to which you have 
subscribed 

4.6.2 Using the All My Activities list 

 

� Use the list as described in section 4.2.2 on page 9 

5 Working with Shared 

5.1 Events 

5.1.1 Accessing the Events list  

 

� Hover over  and choose  from the menu 

� The EVENTS page is displayed 

� This page lists the Events which have been organised by your 
organisation, a sponsor or a partner, and to which you may subscribe – 
this list is added to and maintained on the CPD system by the System 
Administrator 
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Note: The headings and options on your screen may vary from those shown here  
due to changes made to customise the system for your specific requirements. 

 

� Sort the list and use the FILTERS panel as described in section 4.2.2 on 
page 9 

5.1.2 Viewing the Event Details 

 

� Click on the Title of the Event 

� The EVENT DETAILS page is displayed 
 

 
Note: The headings and options on your screen may vary from those shown here  
due to changes made to customise the system for your specific requirements. 
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5.1.3 Accessing the Event Activities 

 

� Click  

� The SHARED ACTIVITIES FOR EVENT: NAME OF EVENT page is 
displayed 

� This is a list of Activities which are part of the Event 

 

 
Note: The headings and options on your screen may vary from those shown here  
due to changes made to customise the system for your specific requirements. 

 

� Sort the list and use the FILTERS panel as described in section 4.2.2 on 
page 9 

� The Status column shows if the activity has been Subscribed to  
(i.e. added to your diary) or is still Available 

� Use the Add checkbox in the Action column followed by  to 
add an Available activity to your diary 

� Use the Remove checkbox in the Action column followed by  
to remove a Subscribed activity from your diary  

� The Review column shows if the review has been Added or not 

 

���� Clicking the view activities link on the EVENTS page will bring you 
straight into this list without showing the Event Details first. 
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5.1.4 Accessing the Activity Details 

 

� Click on the Title of the Activity 

� The details of the SHARED ACTIVITY are displayed 

 

 
Note: The headings and options on your screen may vary from those shown here  
due to changes made to customise the system for your specific requirements. 

 

� The information panel at the right of the 
screen tells you if you have subscribed to the 
activity or not, and also provides a button to 
remove the activity. 

 

5.1.5 Adding a Shared Activity 

 

� Click  

� The SHARED ACTIVITIES FOR EVENT: NAME OF EVENT page is 
displayed 

� Use the Add checkbox in the Action column followed by  to 
add an Available activity to your diary 
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5.1.6 Reviewing the Activity 

 

� You can only review an activity once it has ended. 

 
� Scroll down the SHARED ACTIVITY page to display the MY REVIEW 

section 

� Enter details as required – the fields marked with an asterisk (*) are 
required fields and must be completed 

 

 
Note: The headings and options on your screen may vary from those shown here  
due to changes made to customise the system for your specific requirements. 

 

� Click  

� A confirmation message will appear  
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5.2 Available Shared Activities 

5.2.1 Accessing the Shared Activities list  

 

� Hover over  and choose  from the menu 

� The SHARED ACTIVITIES page is displayed 

� This only shows activities to which you have not yet subscribed 

 

���� Clicking on  will bring you straight to the SHARED 
ACTIVITIES list. 

5.2.2 Using the Shared Activities list  

 

� Sort the list and use the FILTERS panel as described in section 4.2.2 on 
page 9 

� View details of an activity by clicking on its Title 

� Use the Add checkbox in the Action column followed by  to 
add an Available activity to your diary 

5.3 All Shared Activities 

5.3.1 Accessing the All Shared Activities list  

 

� Hover over  and choose  from the menu 

� The SHARED ACTIVITIES page is displayed 

� This shows all activities – those which are available and those to which 
you have subscribed 

5.3.2 Using the Shared Activities list  

 

� Sort the list and use the FILTERS panel as described in section 4.2.2 on 
page 9 

� View details of an activity by clicking on its Title 

� Use the Add checkbox in the Action column followed by  to 
add an Available activity to your diary 

� Use the Remove checkbox in the Action column followed by  
to remove a Subscribed activity from your diary  

� The Review column shows if the review has been Added or not 
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6 Resources 

 
Resources are typically documents and websites which are used to supplement and 
support training or to provide evidence of completion e.g. course certificates. 

6.1 Personal Resources 

6.1.1 Accessing Personal Resources 

 

� Hover over  and choose  from the menu 

� The PERSONAL RESOURCES list will be displayed 

� This shows resources that you have added to the system yourself 

 

 
Note: The headings and options on your screen may vary from those shown here  
due to changes made to customise the system for your specific requirements. 
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6.1.2 Using the Personal Resources list 

 

� Click on any heading which is underlined to sort the list by that column 

� Click on the heading again to reverse the sort order  

� The Type column indicates whether the resource is a file or a reference 
e.g. a web site address 

� The View link in the Action(s) column will open the file (if the resource is 
a file), or will display details of the reference 

� Use the Delete checkboxes in the Action(s) column followed by 

 to remove resources 

� If the list is very long it will be displayed on more than one page – use the 
numbered links  to go to a particular page, or next /previous  
to move forwards/backwards 

� In a long list, use the FILTERS panel to specify which resources you are 
interested in displaying  

 

 
Note: The filters on your screen may vary from those shown here  
due to changes made to customise the system for your specific requirements. 

 

� Choose to view File, URL or Reference resources using the Type 
drop-down list, use the FILTER BY DATES lists to view resources added 
within a particular month and/or year, or enter dates From and To 

� Once you have specified your criteria click  or click  to 
remove your settings and view the entire list once again 
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6.2  Add a Personal Resource 

 

� Hover over  and choose  from the menu 

� The ADD A RESOURCE page will be displayed 

� This page is used to enter details of new resources 

 

 
Note: The headings and options on your screen may vary from those shown here  
due to changes made to customise the system for your specific requirements. 

 

� This page is used to enter details of a new resource or to edit the details 
of an existing one 

� Enter details of the resource – the fields marked with an asterisk (*) are 
required fields and must be completed 

THEN EITHER 

� Click  

OR 

� If your organisation uses a category structure click on the 

 button  

� A list of Categories will be displayed 
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Note: The categories on your screen will vary from the example shown here  
and will be based on the needs of your organisation. 

 

� Click  to expand and collapse the lists 

� Tick the categories that the resource should be linked to 

� Click  

6.3 Shared Resources 
 

� Hover over  and choose  from the menu 

� The SHARED RESOURCES page will be displayed 

� This page lists the resources added to the CPD system by the System 
Administrator and available for your use 

 

 
Note: The headings and options on your screen may vary from those shown here  
due to changes made to customise the system for your specific requirements. 

 

� Use the list as described in section 6.1.2 on page 19 
 

���� Click  to go straight to the SHARED RESOURCES list. 
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6.4 Propose Shared Resource 

 

� Hover over  and choose  from the menu 

� The PROPOSE A SHARED RESOURCE page will be displayed 

� This page is used to enter details of new resources 

 

 
Note: The headings and options on your screen may vary from those shown here  
due to changes made to customise the system for your specific requirements. 

 

� Continue as described in section 6.2 on page 20 

� These Proposed Shared Resources will only appear in the Shared 
Resources list once they have been approved by the System 
Administrator 

7 Reports 

 

The Reports available to view within the CPD system will vary depending on the 
requirements of your Company/Organisation. 

� Point to  and choose a report name from the menu for example 

 

� This list can be sorted and navigated as described in section 6.1.2 on 
page 19 

� Use the view activities link to see a list of all Activities linked to that 
Category 
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8  My Details 

 

� Click on  to access these options: 

8.1 Personal Details 

8.1.1 General User Details 

 

� Click on  

� The EDIT USER page is displayed 

� This page is used to edit information about the user  

 

 
Note: The headings and options on your screen may vary from those shown here  
due to changes made to customise the system for your specific requirements. 

 

� The fields marked with an asterisk (*) are required fields and must be 
completed 

� Click  
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8.1.2 Addresses 

 
� Scroll down the screen to display the following: 

 

 
 

� The user may add an address  to use as a Primary Address 

 (for contact purposes), or may use a Public Address 
(which will have been added by the System Administrator) 

8.2 Change Password 
 

� Click on  

� The CHANGE YOUR PASSWORD page is displayed 

� Change your password as described in section 2.3 on page 2  

8.3 My Profile 
 

� Click on  

� The PERSONAL PROFILE page is displayed 

� A list of CPD Standards may be listed (The content of this will vary 
depending on the requirements of your Company/Organisation) 

 

 
 

� Various fields are available in the Personal Profile area – use these to 
enter as much information as possible about your CPD experiences 

� Click on  


