Online Training Booking Quick Reference User Guide

Sectionl:
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

= connect2 - Windows Internet Explorer
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@ 3 - e 37.188.117.158
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Connected to Course Bookings Children & Young People's &
Not logged on / § Log on Sign up - . s = 3
Workforce Training rd
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If you have any queries regarding
online bookings please contact:

& chitdrenstraining@sutton.gov.uk

Early Years Training - 020 8770 6863
== or 020 8770 5471
Su on Social Work Training - 020 8770 6684

Children and Young People's Workforce
Training Course Booking System

LSCB Training - 020 8770 4023

Multi-Agency Training - 020 8770

5471
Training course bookings are ONLY accepted through this system.

How to use this system
If you are new to the system, click the “Sign-up” link at the top of the page to create an account,

If you have an account, please login to find out about the planned Training Courses through 2013 and 2014

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

Connected to Course Bookines

Mot logged on / & Loz on

Sign up

Usermnames {required])

The usermame to use when logging in
|annexarnple |

Email {required)

| The email address wou want associated with
anne.example@mywork.co.uk

wour account

connect? by Lorensberss (wersion 2_8_4B05_21496)

| Registered to: London Boroush of Sutton - Ewents



http://www.sutton.gov.uk/childrenstraining

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)

First name (required) =
= Your first name / given name
Anne

Surname (required)

Your last name / family name
Example

Date of birth

01/01/1960

The date when you were born

“

Contact number (required)
Your contact number

Job Title

Connect 2 Administrator

Team

Children’s Susiness & Professional Develcpment Team

Service Area (CYPLD Only)

Commissioning, Performance, Training & Developme ¥
Sector
CYPLD Cther v

OFSTED Number (Early Years Only)

New password (required)

Repeat new password {required)

ssscece

Back l Submit |

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

6Your account has been created and an email l
ADDRESS). Please follow the link in the mail within 5 days to complete your
applicationd

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 t i tMaeldi dbdat e User 6.
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



mailto:do-not-reply@sutton.gov.uk

please click on the message and click on @dd sender to the safe listd . 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.

Children & Young People's

Workforce Training

rse BEookings

! @ Logon Sknup

Congratulations! Your sccownt has been scthated and you can login now

conmeci by Lossmbarpn iversion 3. BG808 P19 | Repimsred to: Londan Borasgh of ucion - Demz




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.

s ; Children & Young People's
Not logged on % : : e
Workforce Training

-

Log on
Enter your username and password in the form to the right Username
seneexamle

Password

LT
LCo On

Lost username /password

Sign wp

coneect? by Loramsbergs (version 2 6 4805 T14%) | Regttersd to: London Sorough of Setton - Drmts

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

start page  home page  create booking  find booking  events

Home page - Anne Example (annexample1) Home page tasks
This is your home page. Here you can see all your internal messages and your upcoming bookings. Use links below to perform
additional home page tasks.
Your messages 3 Start page
di 12 & Home page
Header From Received
No messages found
i Event booking tasks
Your resource bookings ; ke
2 & Use the links below to perform
“ ¥ w additional tasks relating to your
Ref no Start date End date Resource name event bookings
No bookings were found. & Manage attendees
Your event bookings
di P {2
Ref no Event Next occasion Resource name




3. TheChildrenbs & Young Reae pgdinegceverg/several areas as outlined
below. Please click the appropriate area for your training needs.

-
[ e g s | Workforce Training g ]

start page home page  croate bookdng find booking  events

Select Training Course Type Find free tme

Select one of the inks from the B3t Below 1o create a new training booking Fesource type

1. Early Yoars and Childcare Training (Last yazord used)

Narme
2. Training for Social Workers
3. Sutton Local Safequarding Chisdrens Bosrd Traiming Oate irequired) =
OS/04/2013 »
4. General Craldrens Workdorce Training Strt ot
Nedti-dgency it Integrated Working (including CAF)
‘ Search i

Connect? by Lorersbergs (vertion 2.8 4K 214%) | Regiteced to: London Borough of Sutton - Cvents

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 owi || state 6Join Waitlisté.

*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.

start page home page create booking find booking events

Early Years and Childcare Training - Select event

Select event Terms & Conditions Verify booking

Displaying results 1-10 of 1% 48 Next page b
Early Years & Childcare (Date/time) Location Seats Price
{Available)

One-on-One Supervising Staff - 20 (20) £0.00 - o
05/06/2013 - 12/06/2013 £30.00

Course Location: Trinity Centre, Maldon Road, Wallington SM6

8BL

Effective Communication with Parents - 20(18) £0.00 - (3]
13/06/2013 0%:30 - 16:00 £25.00

Course Location: Trinity Centre, Maldon Road, Wallington SM6

8BL

1st Steps in Leadership: Leadership and - 20 (20) £0.00 - o
Management £25.00

26/06/2013 05:30 - 16:00

Course Location: Trinity Centre, Maldon Road, Wallington SM6
8BL




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.

Select event

Click select to use this event in
your booking or click cancel to
go back.

| Select || Cancel ]

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

Selected events
Event Date/time Seats
% One-on-One Supervising Staff 05/06/201% - 12/06/2013 b
# Persona Doll Training 29/06/2013 09:30 - 15:30 i
# Health and Safety Training for Childminders {inc.R 06/02/2014 18:30 - 20:30 i

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

Common Core of Skills & Knowledge
[Jeffective Comms & Engagement

[ child & Young Person
Development

O Safeguarding & Promoting
Welfare of Child

O Supporting Transitions

DMulb’-agency & Integrated
Working

information Sharing

-




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.

I f you are selecting LSCB, Social Work or

training) there is no charge for attendance

I f you are a school pl ease select O6Maintai

the course has taken place.

Please select Next

Early Years and Childcare Training - Price

b rice P St atendocs P Term & Conions Y Verkty bk

Maintained Schools: Please be aware that you will be invoiced for the total amount
after the course has completed.

Childminders {inc.R

Update total cost No price of booking

Price
Event Seats Charging role Tax Total cost
1
co [ Back ' [ Next ]
One-on-One Supervising Staff 1 Maintained School ONLY (Invoiced) (£0.00 (vl No Tax £0.00
Allow bookings o
Persona Doll Training ! [ o1 G'cu' :g'e & Childminders (£30.00 / s} No Tax £0.00
Health and Safety Training for DI | - 1 41 (11510 ek o g10101 w4 |90 B W A RANA S 1010 § R ORUO19) .00 No Tax £0.00

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.

Early Years and Childcare Training - Select attendees

Verity booking
Booking confirmation

Please correct the following problems in order to continue

* Mo attendees have been added, please click Manage Attendees and add an attendee

One-on-One Supervising Staff Select attendess

Attendees [

Back N Measxt

]

Attendee details - 1
Event booking tasks

Attendee (regquired) t booki
event bookings

& Manage attendees

Persona Doll Training

Attendees

Aoraiie

Use the Enks below to perform
additional tasks relating to your

Gene

ned



10. Once youde directed to the manage attendees page please click Add attendees
(located on the bottom right hand side).

- Children & Young People's

weammpls | Log off

Workforce Training

ilart page hacerne jprager ereale booking find bookig ety

Manage attendees

First name Surname Date of Birth Erall Contact number Mansgs sisedess

Create and wpdate your
atbendees, then rebem o the
wizard by cHoking the button
Balgw,

Aflondees task
Wis Bnkd balow for additanal

attnndes Ridks.

i attandpsd Toand

conrwctT by Lorembergy (version 2.8 88000 714 | Regntersd to- London Borough of Sution - [vnita

11. Please ensure that you complete all the required fields & click Save

First name (required) Emadll irequired)
Ann ann.examgieSchatier.com
Attendee’s first name / given name The email address you want asoclated with the attendee
Surname (required) Contact number (required)
Example 0208 770 SO00
Attendee’s st name / family name The attendee’s contact number
Date of birth
“w

The date when the attendee was born

Job Title (required) Manager's Name (regquired)

Connect 2 Administrator N-s I Manage

Place of Work e.g. name of school setting, surgery Manager's Emall irequired)
{required) L. manageSchatter.com
Steneccunt, Corshazon
Please describe your ethnic origin (required)
Team (required) White-Englgh v
Chidrers Business & Frofessional Cevelopment Team
Gender irequired)
Service Area (CYPLD ONLY) {required) v
Commissioming, Perfermance, Traring & Develocgme v
Do you have a disability? {required)
Sector {required) Yes -

CYPLD QOther .




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.

Children & Young People's
Workforce Training o

alart page e jpuager ereale booking Find bookig evrnki

Manage attendees

Rlanage atiendhas

Creats and update your
sttendess, then rebarm to the
wizard by clckdng the button
Ealge,

REbanm

Abendees task |

Uaa Bnks balow for additional
attended Lidki.

Fhrit iasme Surfilsi Date of birth Emadl Contact nusbr

Ann Examply . e paargle o ha tier com 08 770 00

e Add stfendas

connect? by Loremabarg (version 25800 7149) | Repntered to- London Boroegh of Sutton - [rmts

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.

Select attendees
Attendees
Attendee details - 1 [ Back | [ next |
Event booking tasks
Attendee (required) Use the links below to perform
[ v additional tasks relating to vour
event bookings
T
- & Manage attendees

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.

s

Children & Young People’'s

Workforce Training

create booking  find booking  events

Early Years and Childcare Training - Terms & Conditions

Terms & Conditions Verify booking

Booking confirmaticn

London Borough of Sutton rezerves the right to withdraw 2 delegate from a course i any entry requirements are Not met
or any information provided i found to be & ate

By Scidng the box on this page. you huwe <

irmed that

e an colne evalsation, post-training and & three month follow up

work with Childeen. Young People and their Fam@es in Sutton

Terms & Conatons
= Lendon Borcugh of Sutton resenes
the right 1o withdraw a delegate
from a course I any entry
requirements are not eet O any
information provided & found to be
inaccurate.

[ TS ] —— |




15. If you are a:

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

course
OR

U 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

=
¢ Print page
Booking confirmation @ Return to start page
Download appointment

Reference number
@ Con000034
Owmer
-
Created by
- on 02/04/2013 14:37
Charging
Event Charging role Seats Price Tax (included)
Health and Safety Training for Childminders {inc.R Maintained School ONLY (Invoiced) 1 £0.00 £0.00
One-on-One Supervising Staff Maintained School ONLY (Invoiced) 1 £0.00 £0.00
Persona Doll Training Maintained School ONLY (Invoiced) 1 £0.00 £0.00
Total £0.00 £0.00
Payment

No payment registered

Event Date/time Seats Attendees

One-on-One Supervising Staff 05/06/2013 - 12/06/2013 1 Ann Example

Persona Doll Training 29/06/2013 05:30 - 15:30 1 Ann Example

Health and Safety Training for Childminders (inc.R 06/02/2014 18:30 - 20:30 1 Ann Example

Suggested events
Others users who booked these events also booked the eventis) below.

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 attachmenttited6 not supported
cal endar nibisisam qetéfor the course dates in which you can add to your

email calendar.

For single bookings you will receive a calendar invite ready to accept.

10



Subject: Training Course Booking Confirmation

Anne Example (annexample),

Reference #Con@08234

Thank you for booking a place on the following training course:

One-on-One Supervising Staff, ©5/06/2013 - 12/06/2013: 1 seats Persona Doll Training, 29/06/2013 ©9:30 - 15:30: 1 seats
Health and Safety Training for Childminders (inc.R, ©6/02/2814 18:3@ - 208:30: 1 seats

If the course needs to be paid for, payment for the course must be received immediately.

If payment is not received within one hour of the booking c¢reation time, it will be automatically deleted.

You will receive 3 separate email when payment has been confirmed.

REMINDER: For courses free of charge there is a £75.00 non attendance fee for cancellations with less than 48 hours
notice.

Kind regards,
Children's Professional Development Team

You have now completed the booking process.

** |f 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

11
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Waiting List

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

WOTRIOTGCE TTaIninge x
Early Years and Childcare Training - Select event Setoct ovem
Cesplaying results 1-20 of &1 “ Nest page b
Early Years & Childcare (Date/time) Location Seats Price N
(Available) )

Start date
& Yol waiting O BII2015 -
fist

[This svark s fully bockad. Jown the veskine bt Jf date

srew Location: Trinity Centre, Maldon Road, Wallington SM6 -

n Co -
BEL ;
[“linchude events with a waiting list
SENCo Training:Working in Partnership 25 2%) o ¢ G
with Parents ourse Location —
02/05/2013 09130 - 15:00
Common Core of Shills & Knowledge
[CJEffective Comms & Engagement
[ nid B Youns Beseon

Course Location: The Chaucer Centre, Canterbury Road
Morden SM4 49

2. Once you have clicked this you need to Save

Children & Young People's

Workforce Training

start page home page  create booking find booking  events

Waiting List Entry @ Back

Enter the number of seats you would ke for this event. You will be only notifSad if all these saats bacome mailable. To
increase the Skelyhood of Being offered a seat. you can Create 2 separate waiting Bst entry for each block of seats you

regquest
Oumer
-
Event Date ume
Pretend event 25/04r2003 05:30 - 16:30
Seats Status of your waiting kst entry
The number of seats you would Ske to book (required) Your position in the waiting Bst will be nomber |

Save Cancel

corectl Oy Loremerp (veviian 1 8 4803 214%) | Regiitared 33 London Boroug® of Setion - Dveess

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 underé Yo ur e v e nlist
entriesbo

Your event waiting list entriss

Displayving results 1 of 1 41 [
Ewent Date/time Stakus Seats
& Fretend event 250/ 2093 030 - 630 Your podtion in the walbeg Bt is number 1 1

12



4. If a place becomes available you will receive a confirmation emailtitted 6 Tr ai ni ng
course placement has become avail abl ed.

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.

Your event waiting list entries

Displaying results 1 of 1 ¢ ! 1
Event Date/time Status Seats
X Pretend event 25/04/2013 05:30 - 16:30 Seats are available on this event, this option will 1

expire in 2 days, 23 hours and 58 minutes

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.

start page home page create booking find booking events

Accept waiting list option

Your waiting list option is ready to be converted into a booking. Enter the number of seats that you request below. If you
no longer wish to utilize this option you can actively decline it.

Owner
=
Not authorized
Even Date/time
Pretend event 25/04/2013 08:30 - 16:30
Seats Status of your waiting list entry
The number of seats available to you: 1 Seats are available on this event, this option will expire in
The number of seats you would like to book {required) 2 days, 23 hours and 57 minutes
[ Accept ] [ Cecline l [ Cancel ]

13



Section 3:
Additional Information

CONTACT DETAILS

When you access the www.sutton.gov.uk/childrenstraining link you will be directed to the
Children & Young Peoplebdbs Workforce Training sta

Here you will find contact details for all training covered withintheChi | dr ends Pr of essi
Development Team, should you have any queries surrounding the online booking system or
courses.

: =
Children & Young People's ( %
Not loggedon / § Log on Sign up y v m 5. .o -

Workforce Training b

If you have any queries regarding
online bookings or need to cancel a

place on a course please contact:
& childrenstraining@sutton.gov.uk
——— Early Years Training - 020 8770 6863

Sutton or 020 8770 5471

Social Work Training - 020 8770 6684

Children and Young People's Workforce
Training Course Booking System

LSCB Training - 020 8770 4023

Multi-Agency Training - 020 8770

Training course bookings are ONLY accepted through this system. 5471

How to use this system
If you are new to the system, click the “Sign-up” link at the top of the page to create an account.

If you have an account, please login to find out about the planned Training Courses through 2013 and 2014.

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.

14


http://www.sutton.gov.uk/childrenstraining

Your account homepage

When you log onto your account you will be directed to your Home Page. Here it will detalil
any training events you have booked onto, including any courses you are on the waitlist.

e 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.

e Your event bookings
If you click on the reference number you will see the full details of the event you are
booked on.

e 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)

Home page - Anne Example (annexample) Home page tasks

This is your home page. Here you can see all your internal messages and your upcoming bookings. Use links below to perform
additional home page tasks.

Your messages » Start page
Displaying results 1 of 1 i iy & Home page
Header From Received
Training Course Booking Confirmation Children's Professional Development Team 02/04/2013 14:37

Remove all messages

Event booking tasks
! Use the links below to perform
- w additional tasks relating to your
Ref no Start date End date Resource name event bookings

Your resource bookings

No bookings were found. & Manage attendees

Your event bookings
Displaying results 1 of 1 ai iv
Ref no Event Next occasion Resource name

.....

Con000034 Multiple events 05/06/2013 09:30 - 16:00

Your event waiting list entries

Event Date/time Status Seats

You are not on any waiting lists

15



TIP i Adding the Connect 2 website to your Favourites

1. We would advise that you add the online booking site to your f a v o u sitéstinerdles for
future easy access.

To do this click on Favourites

= connoct2 - Windows Internet Explorer

e 37,180.117.058

v 4 X
Fle E& Vew FaverRes Tooks Hep
-A Favortes o4 optimum learning portdl 8 Free Motmal 2 ~
L B8 2 e Py

Children & Young People's
Workforce Training

¥ you have o
cnine booking

place on » ¢
Chiideens ey

e Early Years Tyl

Sutton o
Children and Young People’s Workforce S e
Training Course Booking System Re

2. Then Add to Favourites

7~ connect? - Windows Internet Explorer

e 37.108.317.158

Fle E&t Vew FavorRes Tooks Hep

- = B cotmmieanbopot ) hesnst & -

@ A3 to Favorkes... )

Favortes Feeds  Mstor ~
P Children 4
e Workforc
2 Agesso

£ Odd and Faemdy Traney

£ Chidren & Young Pecgle Now Latest news, wobs. ..
Pt Fraeooworks - LIVE

& ICT Sef Service portal

£ (Treck So¥ Servxe

£ London Borough of Suthon Framewrss Project
£ London Borough of Sutton Learning & Developen. .,
£ MSN.com

£ Outlook Web Access C—

£ Rado Ruron Guade sllnon

B Scaroer

B oS 1d Young People’s Workforce
Sapton's P, ]

e 3 Course Booking System

1 RaminG O€Cx

£ Uodate User Detals sookings are ONLY accepted through this system,

£ Engloyees handbook. jan 2013

n”:'l’(\‘.'.,'

How to use this system

sk the Signup” ink at the top of the page %o create an account
28 Tum on Suggested Stes...

WOyUT TIeve e uuns perase vogn 10 Tind sut about the planned Training Courses through 2013 and 20§




3. Then click Add

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