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Accessing the Website

» Open a browser window (Internet Explorer), 'copy & paste' or click on this link

http://www.cpd.norfolk.gov.uk/sdms/
> | would suggest you add this link to your Favourites.

> This opens the E-training page where you can either log directly into the ‘E-training’
system to view and book delegates onto courses or go into the ‘Practice Area’ first.
Registered Users: All schools and those Governors who have been issued with access

codes to view and enrol onto courses.
Unregistered Users: All teachers/individuals who can view courses.

a Norfolk LA Online Booking System. - Microsoft Internet Explorer

JF\|E Edit “iew Favorites Tools  Help

J =Back - = - ) . ﬁ | @SEarch @]Favnr\tes reda £4 | Ey- & - 5] &L

JAddress I@ fhp:,

JLmks &) Customize Links @FreeHotmal\ @W\ndows &) windows Media

3 Ootober 2007

Opportunities for
Professional Learning and Development

Login to E-training
Registered Users:

click here ta log in

e Welcome to the In-service Training Programme provided by MNorfolk LA.

click here to view courses
ar

:;5'.« g County Councail orofessional I3(3hi|::|ren's S‘;ecrvictes

rofessional Development Centre

Powered By @ your service Woodside Road

SDMS Norwich, NR7 9QL
Todays Date:

click here to register as a Govetnar

Practice Area

Arthing you enter here will not
affect the live e-Training site:

Reugistered Users:
click here to (o in
Unregistered Users:

This programme of opportunities represents the core of the training and development being offered to staff
wiorking in Morfolk's schoals and other educational settings.

Effective Continuous Professional Development (CPD) ensures all staff have individual opportunities for
personal growth and development. It also helps schools to be effective and plays a significant part in creating a
learning enwironment of reflection, research, challenge and engagement. | am sure you will find much to interest

you and to meet some of your schools needs

To search for courses and enrol members of staff please use the links on the left.

click here to view courses
or
click here to register as a Governor

|

&

iastart”] e [ @ H [ b - Micrasoft .| []inbax - Micrasaft ...| s0rs v staff Dev...| #]Darla SoMS E-trai... | [E7Norfulk LA Onlin..

S B B Y T
[INSDIEEE 1307

NA _/

SDiS N County Council
Powered By @ your service
SDMS
Todays Date:
2 o 2007

>«egis|e. ed Users:

Opportunities for
Professional Learning and Development

Unregistered Users:
click here to view course:

click here ta log in

Click here to login to book or
view courses.

Please note: all schools are
automatically set up as
Registered Users.

click here to register as a Gor

click here to view course:

Children's Services

Professional Development Centre
Woodside Road

Norwich, NR7 9QL

e provided by Norfolle LA

and development being offered to staff working in
ational settings.

taff have individual opportunities for personal growth

ignificant part in creating a learning ervironment of
find much to interest you and to meet some of your

if please use the links on the left

or
click here to recister as & Governat

If you encounter any problems using this website please contact
us by

&P phone: 01603 433276

=F e-mail: advisory.service@norfalk.gow uk

SDMS LTD 2006 All rights reserved

every child matters

 brighter future for Norfalks young peogle




b follk County Council

LN

@ your service

To login erter yvour Staff Reference and
Pazzwiord and click on Login button

Enter your school’s Staff Reference

Staff ‘
H;erence M@WW’M@W@ and Password.

_ If you do not have this information
Pazsword sesessesses email:

advisory.service@norfolk.gov.uk
Roset

To return to the welcome page, click I

For help pleaze call 1603 433276

Finding a Course - with a Known Course Code

» If you know the Course Code i.e. EPCAS3 (5 characters ONLY) type it into the ‘Course
Code’ field and click on the 'Go' field. Now proceed to 'Course Details' on page 6.

P For help pidase call 11603 933276 £ Home FBack

Training
@ Contact Details

cords using the Previous «and Mext
viewy more detalls ahout & course

To find the courses or scral through th
» huttons on the top of the courses table.
tlick on Details fnk % at the end of the record.

Fram ay E] foor [ 12 ay E] boos [
Training Area |Make Selection E] Keywords
(R Course Code Clear Sei
View ® a0 Courses O Internal Courses (O Senral Courses
4 £
#4 Advanced Search Go
@ Monthly Calendar
411 matching courses found, 25 results displayed per page, Prey 0 Next 386
llext 25 PP

Course Evert Ref Course Tile enue Start End S.tm E!“d Statuz  Plac
Reference Time  Time
ESXal A Leadership Academy - Day 6 Marwich Professional Development Centre 140507 140507 0330 1600 Scheduled 3
EPYAS A Martle of the Expert &= a Learning Approach - Implications for Leadership Marwich Professional Development Centre 140507 140507 0300 1200 Scheduled 15
ECSAZ A Secondary Athletics Sportapark (UEA) 140507 140507 0300 1530 Scheduled 29
ECARE € Desveloping Partnerships with Creative Organizations Wayland High School 160507 160507 1615 1815 Scheduled 30
ESFA2 A Leading in & Cuture of Change Sproveston Manor Hatel and Courdry Club 170507 ATIOSOT 0300 1530 Scheduled 159
EPYAS B Martle of the Expert &= a Learning Approach - Implications for Leadership West Nortolk Professional Development Certre 170507 ATIOSOT 0300 1200 Scheduled 24
EPLA4 A Effective Management - Maraging People Marwich Professional Development Centre 180507 180507 1300 1600 Scheduled 25



Finding a Course — without the Course Code

» If you do not know the Course Code or the full title, you can search by the first word of

the course title.
» Click the Course Code link.

@\ Course Code l

% For help pleage call V1603 3535206 Ll Home o HacK =¥ L ONTACT DETals
To find the courzes or scroll through the records using the Previous Mand Mext
buttons on the top of the courses table. To views more details about & course
click on Detailz nk W &t the end of the record.
Fram [ta  Joctoher A | [oor To T Joctober Al | 200
I Tramniig Area |Make a Selection ¥ | Keywords I
|
|

EL & 4l Courses ™ Internal Courses ' Certral Courses
7 Jo
#4 Advanced Search Go
@ Monthly Calendar
458 matching courses found, 25 results displayved per page, Prev 0 Mext 433
Hext 25 PP
Caiee | (Bt Course Titls WENLE Start Endl S_tart
Reference  Ref Time
EMACS A MYQ3 Teacking Assistants City and Guilds 7327 22;}";‘:" el 12/09/07 020708 1330
ENABY & Nurture Groups 4-day Courss M S M S M 240807 08A1/07 09:30

» You can now see the ‘Courses by Course Title’ screen.

» Type in the first word of the ‘Course Title’ and click on ‘GO’

Note: you must use
the 'Go’ button instead
of the 'return/enter' key
on your keyboard

 Norfolk Online Booking System - Courses by Course Title - Microsoft Internet Exolorer

Courze Reference Coursze Title

_Gn/o

Hext 10 PP
241 matching records found, Prev 0 Mext 231
Course Reference Cowese Title

EPF&1 A Guide to the nevy Morfolk Syllabus for RE

Frrad A Prartical Inzinkt intn the Rizk Maranrment nf Trees for Oiddone | earninn
> When you find the course,

click on the course title.

Course Reference Course Title

> This brings you back to G0 £

main screen. Notice the
‘course code’ is in the
Course Code field. Click 'Go'.

hing records found, Prev O Mext 397

Course Title
EPCF2

‘ Social and Emotional Aspects of Learning - SEAL Training

N ow pr eed tO COU rse \ ESTAS 'a' | evel Geography Metwork Meeting

D t 'I L) P 6 ™~ e 2-Day course for Teaching Assistants for Literacy

etalls’ o age EPCC 2-thay Literacy course for Teaching A nt: :
EPMB1 3 Day Maths Course for Teaching :]GICk here to select this Course
—
3 ' [ES] > '

@\ Course Code |EMGA2 Test Course 2

Wiew @ Al Courses O Internal Courses (_Geriramadurses

2
#% Advanced Search

DGD

(. V.YV A




Finding a Course by Specific Area

The Advanced Search facility enables you to find a course by Training Area, Specific
Subject Area and Phase.

> From the Course Booking screen click on the ‘Advanjed Search’ button

7 For help please call 01603 433276 2% Home L]

&7 Contact Details

To find the courses gf scroll through the records using the Previous « and Mext
buttons on thpfop of the courses table. To view more details about & course
olick on DetailzAnk W ot the end of the record.

Fram [24  |octaber ¥ | Jz007 ]| To 23 |octoker ¥ | [2008
Training Ares |Make & Selection ¥ | Keywwords: I
@\ Courze Code |
gt & sl Courses ' Internal Courses ' Central Courses
v Lo
#4 Advanced Search Go

@ Monthhy Calendar

460 matching courses found, 25 results displayed per page, Prey 0 Mext 435
Hext 25 PP

> The search screen opens allowing you to select from the drop-down liss, the
Training Area, Specific Area, Course Type, Phase and date range you/are
interested in.

> Click on ‘Search Courses’

<} Advanced search - Microsofl. Internet Explorer : ' =10 x|}

Training Area

ICharacter and Innow.

Specific Area

zearch. Course Type !
The Kevyward Search gption examines ICDurse
the Title, Scope and Prpgramme of held

course looking for & sfitable match. Phasze

hd
Usze the fields on the right to define yaur IICT ﬂ
hd
hd

IPrimary Zchoals

Start Dates Between
T eek " month i term

[24 [octoner ﬂ [zoor [
[22 [octoner ﬂ [oos

HKeyward Search

Search Courses Re=zet I X Close Window

Lp e T T




Course Details

> This screen displays the course reference, event reference, course title, venue, start and
end dates, time, status and number of available places.
> Click on the 'blue arrow’ to view further course details.

\

1 matching courses found, 25 results displayed per page, Prev 0 Hext 0 \
Course Stat  End

Evert Ret Course Title Wenue Start End Status Flases
Reference Time  Time

EMGA2 B Test Course 2 ‘Wiest Morfolk Professionsl Development Certre 124107 144107 0200 16:30 Scheduled 533 L 2

» Click on the ‘Scope’ tab below to view course context and target audience and the
‘Programme’ tab to view the course objectives.

|

¥ For help please cgll 01603 433276 {at Home “ Back “+¥ Contact Details
|Adivi‘ty Reference ’ |E\-'ent Title | Evert Dates
[Ecaca | |[Starting Drama - the Basics [ 15107
|Central Course ’ |Availahle to Al Course Fee
Available Spaces 23
Training Area Charactdr and Innoy. Specific Area Drama
Phaze Primary Bchoals Course Type Course
Event Status Schedufed Clozing Date 144 0/07
Event Reference A
Provider
tdain Trainer Patricg Baldwin
Admin Contact Gill Seston =1 E-Mail @ 01603 433276
Enrol Delegate M Print Course Advert %
Return to Course List 4=
Sessions Scope Programme Trainers

Scope

This non-threatening and basic course iz designed for teachers, teaching assistants and athers wworking with children and young people, who recognize the need to tes
teach it but mayhe lack the confidence and knowledge to get started.




Venue Maps

» View location maps by clicking the 'Sessions' tab and then click 'Venue Details’.
» Click on the web address link for a map in PDF format or click on the Multi Map link.

»’L\di;f'rty Reference
EMGA2

[certral Course

Avalable Spaces

Training Area Character and Innoy.
Phase Primary Schools
Event Status Scheduled

Evert Reference B

Prvicier

Main Trainer Dorcthy Tyrrell

Admin Contact Margaret Goddard

Return to Course List +E

‘?For help please call (11603 433276

:Evem.'i'ﬂie
Test Courss 2

Sessions Scope Programme | | Trainers

Session Dete \Times

120107 09:0010 16:30
131107 09:00 10 16:30
140107 09:00 to 16:30

it omy .
2l Norfolk Online Booking System - ¥enue Details - Microsoft Internet Explorer
Venue Map

Addrese:

rawen FOR A MAP

Hortelk PLEASE CLICK

NRT 9L ON THE WEB
ADDRESS OR

Telephone: 01603 433276

Fax: 01603 700236

Q Get map frem Multi Map

Qwvners Mame:

Display Other Dates @ Enrol Delegate & View Delegates & With E-Mail Address:

Mone

MULTIMAP LINK .

* Close Window

Web Sddress:

kit fadvisaryserviceactive norfolk.gov ukinsetimapsin0t ot

1107

‘Yenue

West Mortolk Professional Development Centre
West Morfolk Professional Development Certre

West Morfolk Professionsl Development Centre

Eé[lv Detail ~
anue n!s <;

Venue Maps can also be obtained from the ‘Login’ screen by clicking on the website link

and selecting the appropriate venue. Maps will be presented in PDF formaydr printing.

J Address I@ httpef fv, cpd. norfolk, gov, ukfsdms e, sdms?APPNAME=5taf fDev{eb)&PRGNAME=Login

JLinks @CustomizeLinks @FreeHotmail @Windows @WindowsMedia

= County Council
@ your service

To login enter your Staff Reference and
Password and click on Login button

Staff ll—
Reference
Pazsword I

For help pleaze call 01603 433276

click here

To return to the welcome page, elick here

Forgotten Password? To receive a reminder,

“enue Maps

http:/fadvisoryserviceactive.norfolk.gov.uk Inset/venues.html




Enrolling a Delegate (Registered Users only)

» Step 1. From the ‘Course Details’ screen, click on the 'Enrol Delegate’ button.
» Step 2. From the staff list find your delegate and click on the vEnrol button next to their

name. TIP: Find your staff member quickly by searching by surname. From the Enrolment
Screen type in the surname and click on ‘Search by Surname’

Test Search by Surname p

Wignw & )l Staft " approved " \waiting List  withdrawn

22 matching peonle found. 10 results disnlaved ner naoe. Prev 2 Next 10

? For help please call 01603 433276 @ Contact Details

Activity Reference Event Title Event Dates
EMzAZ Test Course 2 121107 to 14111007
Certral Course Avalable to Al (Course Fee 13000

21 matching people found, 10 results displayed per page, Prev 0 Next 11
Available Spaces

Hext 10 PP
Surname Cther Names Staff Reference School on Enrolment Approval Status
Training Area Character and Innov.
Phase Primary Schools Coardinator INSET INSETI935 aining School + Enrol @Wai‘ting Li
Evert Status Scheduled
Deput Dan MGO011 D v Enrol iting Li
Evert Reference B i From the Staff @}mug
Provider Duhig Suszan ME0003 [ |_ | St, c h oose eh Kwithdraw % peplace
LG Derothy Tefre Goddard  Margaret MO0t ¥ your delegates vEwol B witing Li
Admin Corta Wargaret Goddard
Governor Ted MG0010 I a n d e n ro' by +' Enro} @}waiting Li
Head Jane MG00002 N clicking the \  Enrol 2 waiting Li
Display Other 2x¢=s ) Enrol Delegate T Vieym seqat v'Enrol button
Return to-Coui e LISLT 4 Hemmings Chris MGO007 I i) &Wﬂﬂing Li
Idiens Jenny MG00004 MPDC Training Schoal + Enrol @Wai‘ting Li
Sessions Scope Programme | | Traing jores James pACANA DR Training Sehonl VN T—
Session Date Times Microsoft Internet Explorer
Jones Jed | aiting Li
1260107 09:00to0 16:30 2
g‘/ Please confir wish ta Enral Deputy, Dan, School on Enrolment: NPDC Training School?
130107 0900t 16:30 ‘et Morfolk Profes
140107 0900t 16:30 ‘ezt Morfolk Profes i

- i y A
i Ok - ;;ancel

—

> Step 3. Click 'OK' on the confirmation screen to confirm your booking.

» Once enrolled, a PINK notification will appear in the middle of the Course Details
screen thanking you for your booking and confirming the booking has been approved via
the website. The booking is now complete and you will receive an automatic email back.

» You can now enrol another delegate or return to the Course Details screen.

Please Note: Once a delegate has been enrolled the vEnrol button will change to XWithdraw
which will then enable you to Withdraw or Replace a delegate at a later date if necessary.

Staff List: If your staff list is not up-to-date, please email margaret.goddard@norfolk.gov.uk
or the advisory.service@norfolk.gov.uk with the necessary changes.




Replacing a Delegate

» From the Enrol Delegates Screen — find the enrolled delegate and click on 'Replace’.
» You will be asked to confirm your actions - click 'OK"

HeXt Iy Fr
Surnsme  Other Names Staff Reference School on EfueE iR BICTG 83 ] LT )

Coordinator INSET INSETS9993 WP Training 2

: : : iz 5
Deputy B MEO011 MPDC Trainin \QJ Please confirm that you wish ko Replace Jones, James, School on Enrolment: WPDC Training School?
Duihig Susan G000 MPDC Trainin

[ Ok ] [ Cancel ]

Goddard Margaret GO001 MPDC Trainin
Governor Ted MO0 0 MPDC Training School  Approved via the Wekb X Withdraw @ Replace Costs @ Ho Hotes =B Evaluate
Head Jane MGO0002 MPDC Training Schaal v Enrol [ waiting List
Hemmings ~ Chris ME0007 MPDIC Training School  Approved via the weh X Withdraw 8 Replace Costs Z o llotes B Fvaluate
Idiens Jenny MGO0004 MPDC Training School Replaced " Enrol
Jones James MS0013 MPDC Training School  Approved via the Web X Withdraw

Replacement Enrollee ]MGDEIEI?

/
» Click the ‘List’ button to display your staff list.

IX Clasa Windlaow

> Select the person by clicking on their 'Staff Reference’ number.

2l Norfolk Online Booking System - Staff by Staff Name - Microsoft Internet Exploren |-_7||7|7|
Statf Reference Staff Mame
| Go D
Click on the text 10 PP
18 matching people found, Prew O R
Staff
Staft Reference Staff Mame
INSET2993 Reference T
G001 1
number
rAGO003 u be
MG0001 Goddard, Margaret
MGO010 Governor, Ted
MGO0002 Head, Jane
MGO0004 Idiens, Jenny
MG0013 Jones, James
MO0 S Jones, Jed
RAG0012 Jones, Sarah




> Click the 'Enrol’ button and click 'OK' on the confirmation screen if the selection is
correct.

A Select Replacement Enrollee for Jones, James - Microsoft Internet Explorer EHE|E|

Replacenent Enrolles |MGDD1 2. I@\ List Jones, Sarah

< ,i% Cancel

Microsoft Internet Explorer

\:',/ Please confirm that wou wish to replace Jones, James with Jones, Sarah on this course?

K ] ’ Cancel ]

» This brings you back to the 'Enrol Delegates' screen where the transaction is confirmed
in the 'Approval Status' field and in the pink bar displayed in the centre of the screen.

Approval Status
Replaced

Approved via the YWeb

Withdrawing a Delegate

> From the ‘Enrol Delegates’ Screen — find your delegate and click on 'XWithdraw'
beside the delegate’s name — then click ‘OK’ on the confirmation screen if the selection
is correct.

» A confirmation of the withdrawn delegate will be displayed in the pink bar in the centre of
the screen and the Approval Status for the delegate will show ‘Withdrawn’.

Approval Status

+ Enrol E§Wailing List

Wyithdrarn + Enrol E}Waiting List

+ Enrol E}Waiting List

v Enrol [ waiting List
Approved via the Web X @i’ Replace

+ Enrol E}Waiting List

10



Special Requirements

After you have made an enrolment you may record any ‘Special Requirements’ that a
delegate may have i.e. dietary requirements, hearing loop or wheelchair access.

» Click on the 'Special Requirements' button alongside the delegates name.

\

¥ matching people found, 10 results displayved per page, Prev 0 Next 11
tlext 10 PP

Surname  Cther Mames Staff Reference  School on Enralment Approval Status
oordinatar INSET INSETS999 MPDC Training School  Approved via the Wek K withdraw Q&l Replace | Costs @'Nu Hotes E\raluate Special Requiremen
Jeputy Dan MGO011 MPDC Training School Approved via the Wk 3 Withdraw @mﬂaﬁ | Costs @ Ho Notes Bl Evaluate  Special Requiremer
Iuhicy Suzan MG0003 MPDC Training Schoal Replaced + Enrol @}Waiting List
socdard  Margaret MG0001 MPDC Training Schadl + Enrol @Waiting List
sovernor Ted MGO00 MPDC Training School Approved via the ek X Withdraw ﬁd 'Replace | Costs @-5 Ho lotes Evaluate
ead Jane MG00002 NPDC Training School + Enrol E?Waiting List
femmings  Chriz MGO00T MPDC Training School  Approved via the Web X Withdraw @J Replace | Costs @ Ho Hotes Fvaluate  Special Requiremer
diens Jenny MG00004 MPDC Training Schoal Replaced + Enrol @Waiting List
lanes James MG0013 MPDC Training Schoal Replaced + Enrol E}Waiting List
lanes Jed MG0018 MPDC Training Schaal v Enrol E}Waiting List

» Follow the instructions on the screen to add, delete or edit a special requirement.

To enter nevy information click on the plus I__?E‘ image at end of the titles below:,
To change information, click on the pencil i image for that line.

To delete information, click an the waste bin image for that line.
Reguirement 2 ] %
T Requirement Description Fequirement Motes |__?,‘,:
WHEL Meed standard size wheelchair ramps into building F

»> When you have finished entering the request, click ‘Update’ and when prompted click
on ‘Close Window’.

Erter the type [~ 4 o date’ Mo ?53;”““ Make  Selection E
Enter the deso when fInIShed Requirement I DIE.'ta.r*:.-'
requirement entering the Descrigtion | Hearing Lu;u:.p

request : [[\heelchair Access .
Erter the note Reguirement i
recuirement Fotes

:! Update ‘1 Reset
| :

11



Print Course Details (Advert)

> From the ‘Course Details’ screen click on the ‘Print Course Advert’ button.

/

Log Out

T For help please call 01603 433276 f4t Home P Back =2 Contact Details
|Ac1iv'rty Reference |Event Title / | Event Dates
[Ecacs [Starting Drama - the Basics | 151007
|Centra| Course |Available to Al Course Fee
Available Spaces 23
Training Area Character and Innovwv, Specific Area Drama
Phasze Pritnary Schools Course Type Course
Ewvent Status Scheduled Clozing Date 141007
Event Reference A
Provicler
Main Trainer Patrice Balchwin
Admin Contact Gill Sestan =1 E-Mail @ 01603 433276

Enrol Delegate @ Print Course Advert %
Return to Course List +E

» The following screen will appear - click on the ‘Print’ button to open your usual print
options screen.

Morfolk Online Booking System - Cours:

J File Edit View Favaorites Tools Help

J dmEack - = - & 7t | G search @Favorit}! »
— J.ﬂ.ddress IE:] http:,fll'www.cpd.nanolk.gov.uk,l'sdms,l'e.sdny(C\PPP\j @Gn |

= J Links @Customize Links @Free Hatrmail @Wi}{:ws =
V4
a A
| Customizations
All courses
Course Reference ECACS Starting Drarpé - the Basics
Dates from 128 0007 to 1140408
re
Actual Costs
e
Statf
e
| hternal ket 2olo
Finished Print re:rna courses aremarkedin o e
report

Organisation Children's Services, Norfolk Advisory Service

Course
Reference e
Course Title Starting Drama - the Basics
Places 30
Dates Maon 13 Oct
Yenue Unknowyn location

Organiger Gill Seaton

This nan-
threatening and basic course is designed for teachers tea

Cost 130.00
Report ran from 13:21:52 10 13:21:52 and found 1 event. | LI

Scope

w

o

12




Monthly Calendar

>

the middle of the Course Booking/Listing screen.

viewed by scrolling down the page.

If you wish to view courses by month, click on the 'Monthly Calendar' button found in

@ Monthly Calendar

Search by clicking on the month buttons at the top of the calendar. Each day can be

09:00 10 15:30 Secondary Ahletics

09:00 10 12:00 Mardle: of the Exped a2 &
Learning Approach - Implications for
Leadership

09:30 10 16:00 Leadership Academy - Day
i

20, 21, 22,

(09:15 10 16:00 Beginning to Implement the  |09:00t0 1200 The Role of Schoal
e Agreed Syllabus: Key Stages 1 and 2 inprovement Padners

(09:30 10 16:00 Concilistion Skills: Training
for Front Ling Staff in the SEM Sector

09:30 40 16:00 How fo Physically Azsist
and Support Pupils with Physical
Dizahilties

1300 t0 16:00 S0 YoulMant ToBe A
Deputy Head 12:0040 16:00 Individual Child Risk
Management

16:30 10 18:00 Heatthy Schools

Intrardurtion

S Print Return to Course List #3
Previous Year ﬂ Feb March April May June July
Previous Month Today Tuesday 08 May 2007 |
View ® &l courses U e Crees eleGantsakCauraas
Sun Man Tue Wieel
1 2
08:0040 16:30 Test Course 2 08:00 0 16:30 Test Course 2
& T i 9
030010 16:30  |09:00 to 16:30 Test Course 2 09:0010 16:30 Test Course 2 09:30 o 16:00 Undlerstanding Lutistic
Test Course 2 Spectrum Disorcers and the Principles of
TEACCH
16:15 10 18:15 Developing Partnerships with
Crestive Crganisations
i 14 15. 16.

16:15 40 18:15 Developing Pattnerships with
Crestive Crganisations

23,

05:00ta 12200 The Role of School
Improvement Partners

Aug Sept ﬂ Hov Dec Hext Year
Hext Month
Thu Fri
4l 4. 5
0500 to 16:30 Test Course 2 0800t 16:30 Test Course 2 030t
Test
09:30 to 1530 Wiorking with REAL Art
10 1. 12.
09:30 to 16:00 Understanding Autistic
Spectrum Disarders and the Principles of
TEACCH
09:30to 16:00 ICT for Teaching Assistants
and ather Clazsroom Support Staff (Primary)
17 18. 19.
09:00 to 15:30 Leading in & Culture of 130010 16:00 Effective Management -
Change Managing People
09:00 to 12:00 Martle: of the Expert &z &
Learning Appromch - Implications for
Leadership
24 2. 2.

09:15to 16:00 Fund-raising for Az and
Creativity Infistives

09:15 10 16:00 &rt and ICT - Exploring
Image Transter Procezzes st KS1 and
Ks2

09:15 to 16:00 School Grounds: Designing

and Liizing them Effectively

(09:30 to 16:00 Murture Groups Mebwork
Meeting

09:30 to 16:30 First Steps in Curriculum Re-
rlezinn

» To view a course select the course by clicking on it and you will be taken to the Course
Details screen. Refer to the appropriate sections to enrol delegates or view the course

details (Page 8).
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Costs

» You can also record financial information per delegate by clicking the 'Costs' button next

to your delegate's name. /
21 matching people found, 10 results displayed per page, Prev 0 Mext 11
text 10 PP
Surname  Cther Mames Staff Reference  School on Entolment Approval Status
Zoordinstor INSET INSET9999 MPDC Training School  Approved via the Wek K Withdraw @J Replace M @ Special Requiremen
Deputy Dan Mz0011 MPDC Training School  Approved via the Wk K Withdraw Q‘Replace M @u Hotes B Special Requiremer
Zuhig Susan MG0003 MPDC Training School Replaced + Enrol @Wﬂhing List
Soddard Margaret rAGO001 MPDC Training School v Enrol @Wailin i,
Sovernor  Ted MG0010 PO Training School Approved via the wish X Withdraw @J Replace % Z:410 Hotes Evaluate
ead Jane MAGO000Z MPDC Training School +’ Enrol @Wailing List
Hemmings  Chriz MGO007 HPDC Training School Approved via the Wb X Withdraw @J Replace % @ Ho Hotes Evaluate  Special Requiremen
diens Jenny MGO0004 MPDC Training School Replaced + Enrol @Wﬂi‘lillﬂ List
lones James ME0013 MNPDC Training School Replaced + Enrol @Wai'ling List
Jones - o e ea e m = mm m ioao oo T = —_— oo

Select SubBudget to viewsenter costs for ;-ND Budget Assigned |

[Emcaz Test Course 2

o=t Category Actual Amount Estimated Amount Finalized

Accommodation 0.ao 0.0 Mo Add Cost |
Acvisory Admin o.oo 0.oo Mo Add Cost |
Catering 0.0 0.o0 Mo Add Cost |
Central Expenditure 0.oo 0.oo Mo Add Cost |

Course Fees 0.00 0.o0 Mo Add Cost |

Delegate Azzessmert Input any Charges, 000 Fa  Add Cost |
Fees from Mon-LE&, Sq feeS, or other Q.00 Mo Add Cost |

Inzpection Fees expend.itures that 0.oo0 Mo Add Cost |
On site Consulbancy Fe may be Incurred tO 0.oo Mo Add Cost |

_ assist you with
Preparation 0 0.o0 Mo Add Cost |
your budgeting

Prirting and Materials requirements .00 Mo Add Cnst
Residertial Fees o.ao i Add Tose :
Staff Replacement Click Add Cost to 0.00 N> Add Cost |[<
Subsistence add 0.00 Mo SAAd Cast lI

TU Staff Cost Click Return to 0.00 Mo  Add Cost |

Trainer and Tutar Fees fInISh 0.0 Mo Add Cost |
Training Equipment 0.a0 oo Mo Add Cost |
Travel o.oo 0.o0 Mo Add Cost |

Tatal= 0.0 0.0

Enter Cost Description |

3 2 Please refrain from wsinc
Submit Estimated Cost | Return.. | c
ik dithale it e letters in the description
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Menu Navigation

By hovering over the drop down menus you can access various reports including Training
History, Web Applications, Staff List, Weekly Events Lists etc.

Training Menu
» From the Training menu, you can navigate to the Course Booking screen; search the
Training History of your staff and View Web Applications.

Links @&]Custamize Links & ]Free Hotmail @& ]Windows & windows Media

0

call 01603 433276 fat Home < Back 522 Contact Details

To find the courses or scroll through the records using the Previous « and Mext
» buttons on the top of the courses table. To vievy more details about a course
click on Details link W ot the end of the record.

| "~ [octoner ﬂ [oor To [0 [octoner ﬂ
Tt i mca e & Selection ﬂ HepmEits |
@\ Course Code I
View Web Applications

» From the ‘Training’ drop down list choose 'View Web Applications'. After clicking on a
name the following choices become available: Event Details; Person Details; Approve;
Not Approve; Email Person.

MG
Character and Innow.

Course
Training Ares
Phaze Primary =chools
Evert Reference
Start Date

Courze Fee

031007
£130.00

Event Details %l Person Details %l Approve % Hot Approve % E-Mail Person (=

Click on the rovy belowy to manage the application

Hext 10
43 matching records found, 10 results displayed per page Prev 0 Mext 33
Applicant MName Schoal

Coordinator, INSET MPDC Training School
Depty, Dan MPOC Training School
Deputy, Dan MPDC Training Schaol
Duhig, Susan MPDC Training School
Muihin S1i=an KPME™ Trainine Sehnnl
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Reports Menu

Training History
> From Reports Menu select People Reports> Training History.

?Forr )

id the courses ¢

M buttons on the o)

e s click on Details link =

From ﬂ [oor

Training Area IMake a Selection ¥ |

» You will be presented with the following search screen where you can search for the
Training History for all staff members or for an individual.

» Step 1. Select the appropriate ‘List’ link and select the school or person from the list.
» Step 2. Check the dates are appropriate for your needs, especially the year.
» Step 3. Click on Run|{Report.

\

? For help please call 01603 4332F6

{2 Home A Back

People

=7 Contact Details

Course I L

Status |

Group MName - l— i
Perzon Membership @“ﬂ
Persan I i

Training Area I Staff Type |Make a selection

[« << £

Specific Area I

List
hd
Gender |Make a selection ﬂ
hd

© Irternal Courses Ethnicity IMake & selection

€ Central Courses @
* Current Staff
& 4l Caurses
' hon-Current Staft
Courzes Starting

y
between [ [October ﬂ [ooor 7

and IB INovember ﬂ I2DDS |
Run Report Reset
Budget Period | ﬂ

Bath

Sub-Bunet I List
Example of Training History Report
Finished | Print Internal courses are marked in red Self study is marked in green Go to botl

Staff Reference Hame Main School Hame
MG0011 Deputy Dan MPDC Training School

Ref./Training Area Course Title/Description Date(s)
EMGEZ Test course 4 28m2m07
Staff Reference Hame Main School Hame
MG0003 Duhig Susan MPDC Training School

Ref./Training Area Course Title/Description Date(s) Duration

Staff Reference Hame Main School Hame
MG0001 Goddard Mags MPDC Training School

Ref./Training Area Course Title/Description Date(s)
ECAE4 ‘Warking with REAL Art 030507
ECALG Developing Partnerships with Crestive Organisations 09ms07
EPLBES Performance Management Training for Schools 180607
EmG0000000001 1 Test course 4 ozaoroy
EMGEZ Test course 4 28m2m07
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Logging Out

» Log off by choosing 'Log Out' from the drop down menu.

Log Out
Z For help please call 11603 433276 £t Home < Back = contact Details
To firn ar scroll through the records using the Previous « and Mext
P Log out ap of the courzes table. To vievy more detsils about & course
click on Details link " at the end of the record.
From [os  |octaber ¥ | 2007 ] To joa foctoner i |
Training Area |Make & Selection ¥ | Keywords I

Frequently Asked Questions

Q1.
A1,

Q2.
A2.

Q3.
A3.

Q4.
A4.

Q5.
A5.
Q6.
A6.
Q7.

A7.

Where do | find my Staff Reference and Password?
Email: margaret.goddard@norfolk.qgov.uk or advisory.service@norfolk.qov.uk

The system can’t find my course — what am | doing wrong?

Check you have the correct 5 digit Course Code and you have clicked on the ‘GO’ field.

Check the from and to dates on your search screen are correct and cover the period in which the
course takes place.

I have the correct 5 digit code but why do | still get ‘No Results Found’?

Possible reasons:

- Some Literacy/Numeracy courses are marked for Specific School bands only —

check the course is available to your school band.

- You may have been ‘timed out’ before the system completed it’s search.

- The course may not be on the website — contact the course organiser or fax a booking form in.

The course is visible on the website but why doesn’t it allow me to enrol?
Some courses require certain criteria to be met or special hardcopy application forms to be
completed — contact the course organiser.

How do | update my staff list?
Email: margaret.qoddard@norfolk.gov.uk or advisory.service@norfolk.gov.uk with your changes.

When | enrol a delegate onto a course should | get an automatic email back?
Yes — if you don’t receive one please email the organiser of the course to confirm your place and
to check we have the correct email address for your school.

After enrolling a delegate the wording ‘XWithdraw’ appears beside their name - is this
correct?

Yes — you then have the option to Withdraw or Replace that delegate at a later stage if you wish to
do so.
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