
Booking course 

Courses can be found by Title, Venue, Category and Date.

To learn more about the course and to book a place click on 

More Information & Booking

This will take you to the course page, where 

you find all the details about the training.

The ability to book will only be visible once 

you have registered for a learning account.

You will need to agree to the terms and 

conditions before booking can be completed.



To manage your learning account, click on 

Once you have booked a place onto an in-person course, it 

will then appear in the Active Bookings area. 

This is where you can:

1. View the date, time and location of the course(s) you have 

booked

2. If available, you can download pre-course materials

3. Add events to personal calendars

4. If you are unable to attend you can cancel the course, this 

will need to be done at least 3 working days ahead of the 

training and you will be required to provide a reason. 

Please note your line manager will also receive a 

notification of this cancellation.

Details of the courses that have been attended or cancelled 

will appear here: 

A link to your certificate will appear here, if you have 

completed a training evaluation for that course.



Booking and managing your eLearning courses 

Once you have booked an eLearning course, it will then 

appear here: 

To load the course, you will need to click on the screen icon.

Once you have completed the course and training evaluation 

details will appear here:

 

This is where you can:

1. Download additional resources (if available).

2. View your results and the number of remaining attempts if 

you haven't passed. You can attempt the course up to three 

times.

3. Download your certificate using the provided link.

4. Check the date you passed the course for your records. 

Please make sure to read the introduction 

page at the start of the course. It outlines 

the learning objectives and provides 

instructions on how to navigate the course.

For support or any training related questions please email cscptraining@croydon.gov.uk
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