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Online Training Booking Quick Reference User Guide 

Section1: 

Setting yourself up as a User 

1. Open the internet & type the following in the browser 

 

www.sutton.gov.uk/childrenstraining 

 

You will now be directed to the homepage of the Sutton Training Course 

booking system 

You will need to click Sign up 

 

 
 

2. You will need to create a Username, please add your first name & surname in 

lower case & without any space between the two.  Then add your work email 

address & click next.  Please see the screenshot below for an example 

 

 

http://www.sutton.gov.uk/childrenstraining
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3. You will need to fill in the following fields & click Submit.   

 

First Name (required) 

Surname (required) 

Date of birth (you are not required to fill this in) 

Contact Number (required) 

Job title 

Team  

Service Area (for CYPLD only) 

Sector 

OFSTED Number (for Early Years Settings only) 

New Password  (required) 

Repeat New Password (required) 

 

 
 

Once you have submitted this, you will receive the following message  

óYour account has been created and an email has been sent to (YOUR EMAIL 

ADDRESS).  Please follow the link in the mail within 5 days to complete your 

applicationô 

 

4. You will need to access your email inbox to complete the account set up process.  

You will receive an email from do-not-reply@sutton.gov.uk  titled óValidate Userô.  

The email will direct you to a link to activate your account.   

If you do not receive your email please check your Junk mail inbox. 

**Please note that you may receive a phishing message preventing you from 

accessing the link.  This will be displayed at the top of the email.  If this does occur 
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please click on the message and click on óadd sender to the safe listô.  Once you 

have completed this the phishing message will disappear.  You will now be able 

access the link** 

 

Once you have accessed the link you will receive the following message as shown in 

the screenshot.  You can now log on & start booking on courses. 
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Section 2: 

Booking onto courses & waiting lists 

Booking onto courses 

1. Click log on & it will direct you to input your Username & Password.  Once added 

please click log on on the right hand side. 

 

 

 

2. You will now be directed to your home page.  To search for training click the create 

booking tab 
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3. The Childrenôs & Young Peopleôs Workforce training covers several areas as outlined 

below.  Please click the appropriate area for your training needs.   

 

 

4. You will then be directed to the full list of courses in date order based on the selection 

you make.  It will display the course dates, location & available seats. If the course is full 

it will state óJoin Waitlistô.  

*If the course you wish to attend is fully booked & you wish to join the waitlist please 

follow the steps on page 12 to add yourself to the list**   

 

To view a specific course click the (i) information icon & you will be directed to the 

Events Details page where you can view all the relevant course details such as course 

description, learning outcomes & scheduled dates (this is titled Occasions for this 

event). 

 

If you click on the course title (highlighted in blue) this will take you directly into the 

booking process.  If you have accessed this in error & wish to view the course 

information first, scroll down to the bottom of the page & de-select the event by clicking 

on the course title. 
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5. If you would like to attend the training, on the right hand side of the screen you will see 

the following options.  Please click Select 

If you click Cancel you will be directed back to the full list of courses within that area. 

 

 
 

6. Once you press Select your course will show up at the bottom of the page.   Please note 

that you can repeat steps 4 & 5 if you wish to attend additional courses 

 

 

 

7. On the right hand side further up the screen select Next 

 

 
 

 

 

 

 

 



7 
 

8. If you are booking onto a chargeable course you will be directed to a page outlining the 

prices. 

If you do not pay for the training please just click Next. 

 

 

 Please note: 

If you are a day nursery, pre-school or childminder in the Private, Voluntary and 

Independent Sector please select the appropriate charging role. 

If you are selecting LSCB, Social Work or General  Childrenô s Training (including CAF 

training) there is no charge for attendance 

If you are a school please select óMaintained school ONLYô and you will be invoiced after 

the course has taken place. 

 

Please select Next 

 

 

 
 

 

9. A message will come up in red asking you to correct a problem.  Although you have set 

up a user account, you would still need to add yourself as an attendee in order to secure 

a place on the course.   

Please note that you would only have to enter the attendee information once & it 

will be saved under your user account for future bookings. 

 

Please click on Manage attendees. 
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10. Once youôre directed to the manage attendees page please click Add attendees 

(located on the bottom right hand side). 

 

 

11. Please ensure that you complete all the required fields & click Save 
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12. Once you have clicked save you will be directed to the manage attendees page 

confirming that you have been added as an attendee.  Please click Return. 

 

 

 

13. You can now continue with your course booking & select yourself from the attendee 

dropdown.  You now need to click Next. 

For future course bookings you will automatically appear on the drop down option. 

 

 

 

14. Please read the terms & conditions & tick the box and click Next 

Please note that terms & conditions vary for different course, so please read carefully. 
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15. If you are a: 

ü staff member from a maintained school attending Early Years & Child Care Training 

course  

OR 

ü attendee of  non payment course (e.g. LSCB or social work training) 

 

Please check that the course you have booked to attend are correct & click submit.   

**Please note that maintained school attendees will be invoiced after the course 

takes place** 
 

If you are paying for your training please click the Axis payment provider & submit.  

Please then follow the payment process.  This must be completed within one hour of 

booking otherwise attendees will be removed from the course. 

 

Once you click Submit you will be provided with a booking confirmation reference 

number. 

 

 
 

 

16. Shortly after booking your place on the course, you will receive a booking confirmation 

email with the full details.   

If you have made multi bookings there will be an attachment titled ónot supported 

calendar messageô .This is an invite for the course dates in which you can add to your 

email calendar. 

 

For single bookings you will receive a calendar invite ready to accept. 
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You have now completed the booking process. 

 

** If for any reason you need to cancel a place this can only be done by contacting the 

CPD team on  

 childrenstraining@sutton.gov.uk 

 OR 

 

Early Years Training  020 8770 6863 or 020 8770 5471 

 Social Work Training  020 8770 6684 

 LSCB Training   020 8770 4023 

 Multi Agency Training  020 8770 5471 
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 Waiting List 

1. If a course is fully booked you will prompted to join the waiting list 

 

2. Once you have clicked this you need to Save 

 

 

 

3. You will now be confirmed as having a place on the waitlist.  You will also be provided 

with a position on the waitlist. 

These details will be stored within your Account homepage under óYour event waiting list 

entriesô 
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4. If a place becomes available you will receive a confirmation email titled óTraining 

course placement has become availableô. 

The email will instruct you to access your online account to accept the place within 48 

hours; otherwise the next person on the waitlist will be given the opportunity to book. 

 

To accept a place on the course, access your homepage & you will see the message 

below (please note that waiting list times may vary). 

Please click on the course title (highlighted in blue) to access the acceptance page. 

 

 

 

5. Please click Accept to confirm your place.  If you do not wish to attend please click 

Decline. 

 

If you accept, you will then receive a booking confirmation email & the event details will be 

stored under Your event booking. 
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Section 3: 

Additional Information 

 

CONTACT DETAILS 

When you access the www.sutton.gov.uk/childrenstraining link you will be directed to the 

Children & Young Peopleôs Workforce Training start page.   

Here you will find contact details for all training covered within the Childrenôs Professional 

Development Team, should you have any queries surrounding the online booking system or 

courses. 

 

 

 

Passwords reset 

Please note that if you have forgotten your password you cannot re-set this yourself so you 

will need to contact your administrator using the contact details on the Start Page. 

 

 

 

 

 

 

http://www.sutton.gov.uk/childrenstraining
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Your account homepage 

When you log onto your account you will be directed to your Home Page.  Here it will detail 

any training events you have booked onto, including any courses you are on the waitlist.  

 Your Messages 

Your course booking confirmations will be stored here.  If you wish to delete the 

confirmation, please click on the Training Course Booking Confirmation link.  You can 

then select Delete and this will be removed from Your Messages. 

 

 Your event bookings 

If you click on the reference number you will see the full details of the event you are 

booked on. 

 

 Your event waiting list entries 

Here it will list any courses your currently on the waitlist.  Please refer to the waitlist 

notes for full details (Pages 12-13) 
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TIP ï Adding the Connect 2 website to your Favourites 

 

1. We would advise that you add the online booking site to your favouriteôs sites in order for 

future easy access. 

 

To do this click on Favourites 

 

2. Then Add to Favourites 
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3. Then click Add 

 

 

 

4. For future access please click Favourites & this will be listed. 

 

 


