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Log in here if you have been provided with the relevant details — if you are an early years, ofsted
registered , day nursery, preschool or playgroup you will have been emailed log in information to the
setting generic email address held by the Birth to Five Service. You should always use the setting
details here so as discount can be applied — individual user details will not be recognised.

If you are a Registered Childminder or Out of School club you will need to click on the register now
button and provide the information requested in order that a username and password can be created for
you — this will automatically allocate the discount for your training at the point of checkout..

If you currently in the process of registering as a childminder then you should enter as much information
as possible, in the register now boxes, and where it asks for your date of registration just type in IN
PROCESS OF REGISTRATION. Do remember though to email the system administrator with your
registration number and date of registration once your certificate arrives in order to start benefitting from
a discounted rate.

Please note - These log in details are for your setting only and should not be shared with other
organisations. Misuse of the information may result in the details being cancelled.

If you are a partner professional working within the children’s workforce in Lincolnshire — such as a
school, children’s centre or development team, you are more than welcome to book relevant training
that is advertised here, but you will be required to pay the full cost that is displayed on each course
outline. Click on the register now button and provide as much information as possible in order that log in
details can be created for your team.

If you are a Local Authority department / organisation you will then be able to pay for your training by a
Local Authority IDT or by budget code transfer — you should have the appropriate budget code to hand
which you would like the payment to be taken from when making a booking, this should be quoted when
prompted.

Just click on close if you just want to continue to browse course information.

14



N

1. You will see here that you are still able to log in if you didn’t do it in the initial pop up on the
home page - this strap line will be displayed on each page so you can log in at any time.

When you do log in it will have your registered settings name displayed within the grey line and
it will automatically take you to the home page.

2. Now to look through the training, you will find the courses by a variety of means — by clicking
on the courses button on the left hand side panel, this will enable you to view all of the courses
on the system alphabetically.

3. If you clicked here it will also open up the sections of the training directory, if you wanted to
narrow your search by category. If you know which course you are looking for you should see it
listed here alphabetically.

4. If you know the course you want or the subject that you want to cover, you could always try
a search in the lighter grey strip. e.g. just type outdoors and it will identify suggested courses
for you.

On the right hand side you have 5 buttons:

Home: Home page — this will always take you back to the page you first clicked on
Courses: The full course list will appear here alphabetically

Common Core: explaining the Common Core

Contact us: Who to contact if you have any questions



1. On the left hand side you will see the category headings ... so if you are looking for
communication courses, like we have here, you will click on the 4™ heading and all of the
relevant courses will appear on the main screen.

2. On this page you will see the title of the course and a very brief description — this will give
you a bit of an overview for you to be able to see if this is the sort of course you are looking for.

3. On the right hand side of each description you will see how it is delivered e.g. e-learning or
external course.

4. To find out more about a course because you believe this is what you are requiring, click on
the details button at the end of the row.



1. When this has opened you will be able to view the course outline in more depth. Here you
will be able to see the aims of the course, how it fits with the Early Years Foundation Stage
framework and the expected learning outcomes.

2. The price that is displayed here is the cost per person. VAT will be added at the checkout.

3. The details of the Training Provider delivering this course (and logo if available) are also
displayed here for your reference. They are delivering the course on behalf of the
Lincolnshire County Council, therefore all contact regarding this training should come directly

to the Workforce Development Team at the Birth to Five Service and not the Training Provider.

The Local Authority is committed to providing continued professional development for the
Private, voluntary or independent early years sector and therefore offers the courses at a
subsidised rate. You will see the discount applied after you have added a course to your
basket.

As you scroll the page down further you will be able to see the every child matters relevance,
target audience and course duration — please note that if the course is to be delivered on
more than one day you will see the course dates here.

10



=

Are you sure that this course is aimed specifically for you in your current job role and going to
be delivered at the right level for you?

Scroll down the page further and click on the view event dates / details button, this will open
the list of all of the courses that are available.

1. At the end of the line you will see the number of places that are remaining on each particular

course. As you purchase the course, this number will reduce by the number of places you
bought automatically.

Once the course is full, that particular date will be removed from view.

You are able to change the number of people attending on the next page if more than one
delegate requires a place on the same day. If you have staff that want to do the same course
but on a variety of dates you need to select each date and add it to basket and then continue
shopping to add further dates as the system will only allow you to select one course at a time.
e.g. 2 staff members wish to do the course on 7" June and another staff member wishes to
attend on the 7" January 2012 — You should click on 7" June, add it to basket and then alter
the number of people attending and refresh your page — shown later in this guide, after which
you should continue to shop and then add the 7" January course to your basket, all of the
courses you require should then be viewed in your cart so finally go to checkout.

2. If you have decided that you, or a member of your staff team is able to attend on one of the
advertised dates, you should click in the relevant course code box , the line will turn pink.

3. If you're a registered setting that is eligible for discount, the amount will be shown here.
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1. Simply now scroll back up the page and add it to your basket .
2. Again, if you haven’t yet logged in, now is the time to do it before you get to the checkout.

Click onto the box above the price and enter your details.
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1. In your basket you should be able to review your order. At any time whilst browsing the
system you can click on the View Cart button and it will bring you back to this page if you have
clicked to buy anything it will be displayed here until you either remove it or go to checkout.

2. To increase the number of people you want to attend the training, type the amount in the
guantity box and click on refresh, this will update your trolley

3. If you've changed your mind and decided this course is not the course you'd like to attend,

just click on the red cross at the end of the row and this will remove the item from your basket.

As this user is not a Private, Voluntary or Independent early years setting they are not entitled
to receive any discount.

You are advised, if connected to a printer, to print a copy of this page for your records in order
that courses can be recorded on your Birth to Five Service annual calendar that should have
been posted to you recently.

4. So they can now continue to shop by clicking on the relevant button at the bottom or, if you
know what else you are looking for, click on the course drop down list at the top of the screen
and scroll to find the course you want

If you have finished shopping simply go to Checkout .
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1. On this slide you will see the difference if the setting is a Private, Voluntary or Independent
early years setting, the system will have recognised their log in details and automatically
generated the discount that they are entitled to for the course.

2. Again, in the same way, this setting can continue to shop if there is a range of courses they
need to book

3. Or go to checkout if they have finished browsing.
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Final step is to pay for your training.

1. Please note that in your top web address toolbar, the web address should start https — it is
the s within this address that confirms the site is a secure web page.

2. Click to continue

Unless you are set up to pay by a Local Authority budget transfer, you will be required to pay by
one of the advertised methods — Visa Debit / Credit, Maestro or Paypal

As cheques are gradually being phased out of use, it is recommended that users consider what
methods of payment will be used in the future.

You should receive two emails now, one to confirm your purchases as an automatic response
from the system administrator and the other as receipt for you payment.
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Once you have finished at the checkout you will be asked to allocate a learner to each course.

1. If this is the first time the learner has been booked onto a course then the information on the
right needs to be completed. It is best if you can have their personal email to hand in order that
this can be submitted at this point, then confirmation emails will be generated to both the setting
and the personal email accounts. This is so as that the Manager of the setting constantly has an
overview of what the team are doing, but the individual learner will be able to access their own
learning in order to complete pre and post course questionnaires.

2. If the learner has previously attended training via this system (or you’ve completed a form
providing us with your staff details so we could enter them ready for you use in the drop down list
if you), unclick the new learner box and type in the userID that has been allocated to that learner
previously (this can be changed by the learner if they log in and edit their details)

All correspondence with regard to the courses will be done by email, so you are advised to check
your email accounts on a weekly basis as a minimum.

3. Click on Continue once all of the boxes are complete
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17



Now we are going to look at how you manage your settings learning account. Go back to the
home page of the online booking system.

1. Click on the black strip that says Click here to access your training
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1. In the username and password boxes, enter the settings log in details (the same that you
used to log into the buying end of the system).

The Registered Organisation will have an overview of all the training that has been booked for
staff in their setting (it is generally just one person that will be nominated with this task to monitor
bookings etc..)

Please note - These log in details are for your setting only and should not be shared with other
organisations. Misuse of the information may result in the details being cancelled.

This is the same place that an individual will go and log in with their unique details but they will
only be able to view their own bookings.
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Once into your account you will be able to view what has happened most recently, or click on one
of the quicklinks on the right.

1. If you've got any messages from the system administrator — that will also have gone to your
email address you will see that you have messages in your inbox at the bottom.

2. The first thing you are advised to do is personalise your account. So if you click on Edit
Profile now we’ll go through this process.

3. On the top line you will see that currently you are on the Organisation Admin Dashboard, as
you click on each area of your system you will see that path that you have travelled at the top
here. This can be used as your shortcut to get back to where you need to be at anytime.
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1. The priority here is to change your password as the one that you have been provided with
initially is the default setting. Make it something that you will remember (although if you do forget
it you can email the system administrator on the contact us page)

Confirm the password in the box below — ensuring it is spelt exactly the same as the first entry

2. Here you can change your email address if necessary — if it is the setting generic email that
has changed please remember to update the Birth to Five Administration Team so as the records
held are as up to date as possible.

3. Now to do the final touch — not mandatory but it will make it more personal. Why not upload a
photograph or logo. Simply browse your folders on your computer to find the picture you want
and then click on upload

4. When you think you've made all the changes you want to simply click on Save.

Now to go back to your main page — click on the Organisation Admin Dashboard link along the
top line
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The most common link that you will use is the Users category under the quicklinks

1. Click on the Users button
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1. Here you will find your staff team, with their userlD . Click in the small circle at the end of the
line of the user you want to view — the chosen users details will be highlighted.

2. If you have a large staff team you can search for an individual by choosing how you want to
search for them and enter that data — click on find

3. If your team is only small (or its just you) you should see the registered organisation and then
the list of learners, just click on the circle next to their name, the line will change colour — click on

View User
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1. Check along the top here that this is the name of the user you wanted to review

2. You will see under the quicklinks on the right there is a number of things you can do with
each of your staff members. Use these buttons here as shortcuts to go wherever you need to.

3. Under each staff member you will be able to view the courses that have been booked for
them, and the status of their booking. In this case the course has been confirmed, but had it said
awaiting confirmation you should remind the named delegate to log in and click view at the end of
the line.

4. As the delegate completes all of the course requirements the box will move from zero to
100%

5. This is where training certificates will be stored for all the courses that have been completed
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1. This will then open up this page, the course outline of what they have booked

2. If this page appears it means the candidate has not yet logged in and confirmed their
attendance. It is recommended that Managers encourage theirtea  m to do this themselves
so as they can complete the pre-course questions at the same time. They will each have
individual user accounts linked to your setting (so you have an overview of what your
team are doing but they have to the responsibility of managing their own account once
the manager has made the booking). There is a step by step user guide for individual
candidates to support them in managing their accoun ts.

You should be reminded that these courses are non-refundable, once the booking has been
made — unless the course is cancelled or date altered by the Birth to Five Service, as this is at no
fault of the setting.

Should you or a staff member have a last minute emergency (or they’ve left the setting) and you
want to allocate an alternative staff member to the training then please contact the Birth to Five
Service (email us via the contact us link on the home page providing as much information as
possible) and we will amend your booking for you.

If you find that no-one else can go in their place then please remember to cancel their place so
as the setting doesn't get charged the non-attendance fee of £25
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1. Once the staff member has confirmed their attendance, it activates the system to make live the
pre course evaluation questions for each delegate to complete within their learning account.
Once this has been done you will be able to see the comments they have made under each of
the headings.

This is the same for the post course evaluation — the staff member should be accessing their
account within 10 days of course completion (any longer than this and they may have forgotten
the content of the course and any feedback they wanted to give). When this is submitted their
comments will be displayed, this may be useful to discuss at supervision / team meetings as they
could have valuable suggestions for changing practice.

Please note - The system will not allow the staff member to complete the post course evaluation
until after the last date the course was delivered.

Don’t forget to continue to promote the use theTraining Passport as this is an ongoing record of
their training (additional copies of these can be requested from the Birth to Five Workforce
Development Team)
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1. When the course is finished and the required evaluation form has been completed, by the
learner, the system will automatically activate the attendance certificate. = The staff member
can access this from their account but as a manager you can also print these off for your
records. Under the ‘quicklinks’ heading on the staff members profile you will see the heading
print certificates

2. If you follow the link to the course certificate you want to print off

3. Click on the printer picture, this will send the request to your default printer (please make
sure the printer is connected to your PC).

Don’t worry if you’re not, this will stay in your learning management system.
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As a Manager there may be occasions when you want to print off your training record to show

professionals e.g. Ofsted Inspectors, your training plan for the year ahead can be done here for
you!

Back on the top line, click on Organisation Admin Dashboard and under the quicklinks you
should click on Report

1. Depending on which type you want — click on the relevant Export link.

Please note: If you want to create an Excel report you need to ensure that you have either Excel
or Open Office Calc loaded onto your PC or it won't recognise the format.
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You will see here that you have a number of reports that the system will create for you.

1. The most popular is learner course list.

2. Highlight the one that you want to create and after a couple of seconds the submit button will
come live, click on here .
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1. There will be a prompt to appear to ask you what you want to do with the file — open it or save
it. | suggest that initially you click to open it as you will have the option to save it once it is
opened if it has data on there that you want to save and view again later.
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Should you have any problems, queries or suggestions for future improvements to the system,
please don’t hesitate to contact the system administrator via any of the methods advertised.
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Most frequently asked questions to date:

>0 » 0 >

O

. Do we get a username and password for each staff ~ member or just for the setting?

The setting will get log in information in order to benefit from the funding that is available for
training — they will always be classed as the super user for the setting and all bookings are
made on this information.

Individual users will receive a user name and password once they have been set up on the
system, in order to be able to view their profile, course bookings and complete course
evaluations. As a default the setting email address is the one that will be used for bookings
so the Manager will be the person to receive any correspondence regarding the course. If
an email is sent to the delegate it will go to this email address and can also be viewed by
the delegate when they log in to view their record.

Can my staff team have a look at the trainingon  any PC?

Yes, as the directory is situated on the Birth to Five website you can view the courses from

anywhere there is an internet connection. So rather than having the paper based book that
was previously passed around the staff team, they can now have a look at what is on offer

and bring a suggested list to their supervision / appraisal meetings ready for discussion

Is there a recommended number of training days s  taff are required to do this year?

With the reduction in a training budget the Birth to Five Service are no longer able to
support settings financially with their staff cover costs. As a result the recommendation is
that staff ‘do a reasonable amount of training in order to continue to meet the EYFS
requirements’

Is there a limit to the number of training cours  es that my staff can do?

No, as there is not the funding available to support the settings with funding for staff cover it
will be at the discretion of the Manager to discuss their staff teams training needs during
supervision / appraisal meetings.

I've forgotten my log in details, how can | find out what they were?

If you saved the email confirmation that could be referred too, but if not then please contact
the system administration and you will receive an email back with these details

If a staff member leaves the setting who does th e training course belong to?

The training belongs to the person that paid the booking fee

There seems to be a lot of emails from the syste  m, is this right?

The booking generates emails for a number of reasons, confirmation of a place, event
confirmation nearer the time of delivery, any changes to the course schedule etc... The
payment receipt will come from World Pay (one the chosen payment method) and will
appear on your bank statement as WP Virtual College

| haven't had confirmation of a course, should | have done?

Yes, course confirmation is automatic and should be received as an email almost
immediately. If you have any doubts as to whether or not your booking completed please
contact the system administrator by one of the methods on the system and it can be
investigated for you
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. As the person responsible for overseeing the set  tings training bookings, can | alter
the names of staff due to attend a course

. No, but it can be done, if you email the Birth to Five Service system administrator (click on
the email link on the contact us page of the training directory booking system). If you add
the information of the delegate that is booked on and the name of the person you want to

alter it too, then it will be done and email confirmation will be sent to you

. What if | can no longer attend on the date that | have originally booked?

. You will need to contact the system administrator via email on the contact us link, providing
all of the information in order that a transfer can be made.

. Can staff members book onto the training courses themselves?

. Itis not recommended, only the nominated person should book through the registered
organisation log in details. Users are all supplied with usernames and passwords but this is
for them to manage the bookings that have been made for them. An individual can book a
course but they would not be entitled to the discount that the setting receives if they book it
themselves.

. Do delegates have to complete the pre-course que  stionnaire?

. Itis very helpful if delegates complete these questions in advance of the course so as the
trainer can be prepared for any individual / learning needs. Its also useful to know the level
of knowledge delegates have and their expectations of the course as it could mean the
trainer has to prepare additional materials in order that everyone goes away with the
knowledge they hoped to gain

. Who can see the post-course evaluation comments?

. The delegate will have this retained in their system, therefore the person overseeing the
settings training will also be able to view these. The training will be able to get a summary
of comments that are anonymous. It is useful if you can be honest and constructive with
your feedback as it is useful to plan for the future and see where changes would be
appropriate

. What if the Birth to Five Service should need to cancel a course?

. This is avoided wherever possible but a course needs to be financially viable wherever
possible and of course the low numbers make group participation very difficult. In extreme
circumstances that this will happen, due to low numbers of delegates, extreme weather
conditions or tutor illness (if a replacement tutor cannot be organised). You will be
contacted at the earliest opportunity and informed of the rescheduled date. If you cannot
attend the new date a full refund will be given.

. What if a staff member fails to attend a course?

. The registered organisation is responsible for overseeing all bookings made so there
should be regular communication between them and their team. If it is found that a
delegate, for any reason, can't attend a course please email the system administrator so
the booking can be either cancelled or transferred — if another staff member can go in their
place that is great, or if the original candidate can attend an alternative date, the booking
can be moved.

Failure to cancel or reschedule a place on a training event will incur a £25 fee
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So here’s to being pioneering ...

Should you get stuck, please don’t hesitate to get
In touch and we’ll talk you through it!

01522 552758

eyworkforcedevelopment@lincolnshire.gov.uk

www.birthtofive.org.uk

@LincsTraining

BirthtoFiveTraining
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Managed Service on behalf of
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