
Step-By Step Guide to Booking Training on Microsoft Forms 
 

1) Logon to your computer or laptop. 

 

2) Open Microsoft Edge. 

 

 
 

3) Logon to Microsoft Edge. 

 

 
 

 
 

Click here 

Click here 



 
 

 
 

YOU WILL THEN NEED TO ENTER YOUR 2-FACTOR AUTHENTICATION, WHICH COULD BE BY 

TEXT, TELEPHONE OR APP. 

 

Enter your NHS email 

Enter your NHS email password 



 
 

YOU MAY OR MAY NOT HAVE YOUR PHOTO, BUT YOU SHOULD SEE THAT YOU ARE 

LOGGED IN AND SYNC IS ON 

 

4) Open your emails from Outlook or Webmail. 

 

 
 

5) Find the email which has the CPD Flyer attached. 

 

 
 

6) Download the CPD Flyer. 

 

 
 

Click the arrow 

Click ‘Download’ 



7) Read all of the information and instructions outlined on the CPD Flyer. 

 

      
 

8) Click on the link for the training you want to book onto. 

 

 
 

9) It should bring up the Form, ready for you to fill in, and it will already be populated 

with your name and email address. 

 

Click the link 



 
 

10) Once you have completed the Form, please save your response so you know 

which date you have booked. 

 

 
 

Your name 

Click here 



11) You can now find this in your saved Forms. 

 

 
 

 
 

 
 

Click here 

Click here 

Click here 



 
 

 
 

 
 

  

Click here 

Your saved completed Form 

The date you chose 



Issues and Problems 
 

1) If it shows this error message… check that you are logged into Microsoft Edge (see 

step 4). 

 

 
 

2) If it still won’t work, see if someone in your workplace can help, or call your IT services 

to help you. 

 

3) If you don’t have access to Forms from your Microsoft Apps Menu, call IT and get this 

enabled. 


