
 

  Page 1 of 12  

  © WebBased Ltd 2011  

   

 
 

 
Suffolk CPD Online  

 
CPD Leader User Guide  

 
 
 

Table of contents  
 
 

1)  Access the Site  ................................ ................................ ................................  2 

 

2)  Log In  ................................ ................................ ................................ ............  2 

 

3)  Making a Booking F or a Colleague  ................................ ................................ .....  3 

 

4)  My CPD Online  ................................ ................................ ................................  6 

 

5)  CPD Leader Reports  ................................ ................................ .......................  10  
 

 

 
 

 
 
 

 
  

 
 
 

 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 



 

  Page 2 of 12  

  © WebBased Ltd 2011  

 

 
 
 

 
Suffolk  CPD Online  

CPD Leader  User Guide  

 

 

1)  Access the Site  

 

a)  To acce ss the LIVE site use the following URL:  www.suffolkcpd.co.uk/   

 

b)  This will take you to the screen below:  

 

 
 

 

2)  Log In  

 

a)  Select the channel  you wish to enter.  You will be taken to the home page for that 

channel . Type in your username and password and then either press enter on your 

keyboard or select óEnterô on the page. 

 

  

http://www.suffolkcpd.co.uk/
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b)  This will take you to the screen overleaf:  

 

 
  

 

 

3)  Making a Booking  For a Colleague  

 

a)  Click óSearch Eventsô on the top menu. 

 

 
 

b)  This will take you to the Search Events  page . 
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c)  Select your search criteria and click the óSearchô button to search for events. 

Alternatively if you know the date of the event you are looking for you can click on 

that date in the event calendar and you will be shown all the events on that day.  

 

d)  When yo u have found an event you would like to request a place on , select 

óRequest a placeô. 

 

 

 
 

 

e)  You will be taken to the request a place page.  
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f)  Click on the óRequest a place on behalf of a colleagueô link. 

 

g)  Select a colleague from the óColleagueôs nameô drop down list.  

 

h)  If your colleague does not already have an account on the site you can create one 

for them by clicking on the óClick here to add a colleagueô link. Fill in their details 

on this page and click óSubmitô. You will be taken back to the request a page where 

your colleague will now be shown in the drop down list.  

 

 
 

i)  To read the booking terms and conditions click on the óTerms and Conditionsô link 

and a popup will appear. If you agree to these terms and conditions click on the 

box on the request a place page.  

 

j)  Click óSubmitô to request a place for your selected colleague.  

 












