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.

L]
Clickhere & O [E Newmb % op

G (al

. Profile 2
a

Back up your browsing data and see your
favorites, passwords, history, and more on all
your devices,

Microsoft Privacy Statement

Choose an account

o

r =  Add new account ~

Glick here
R

Wallet B8 L %

£ Person1

@ Set up new personal profile

;%, Cther profiles >




BS Microsoft

Let's get you signed in

Enter your NHS email Enter email including Gmail or phone or Skype

Mo account? Create with any email, Gmail or phone!
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YOU WILL THEN NEED TO ENTER YOUR 2-FACTOR AUTHENTICATION, WHICH COULD BE BY
TEXT, TELEPHONE OR APP.
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4)  Open your emails from Outlook or Webmail.

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

Inbox ~ € CPD Courses April 2024 =

6) Download the CPD Flyer.

Fw: CPD offer 2024 for nurses and AHPs

C CPD (NHS NORTH EAST LONDON ICB - ASASR)
To: @ AMARTEY, Rebecca (THE SURGERY (BARRETTS GROVE])

B 'E;F;[?{;:ourses April 2024 - Marc... Click the arrow

Cb Preview
Hi Rebecc
 Save to OneDrive - NHS

L
Click ‘Download’ 4 Dewnload




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

ae NHSE & HEE Funded CPD Courses for General
t:o.:; East Practice in North East London
Training Hub 2024-2025

These courses are fully funded, therefore please ensure you read the cancellation and DNA policy
carefully before booking.

These courses are for the following job roles only:
- General Practice Nurses (including ANP & ACP)
- Nurse Associates
- Dieticians
- Paramedics
- Physiotherapists
- Podiatrists

Booking Information
Ticket sales for all events close 2 weeks prior to the start of the session.

Please ensure you use Microsoft Edge to complete the Form, and that you login with your nhs.net email
address (or you will get an error message) —the login details for all sessions will be sent the email
address provided.

Please be aware that you will receive an automated confirmation message screen to let you know that
you have submitted the Form —you are advised to save your response, as this will email you a copy of
your submitted Form, with the date you have applied for. This is not confirmation that you have a place
on the training.

fou will be informed by email if you are on the training or if you are on the waiting list. This is due to:
1) The high volume of applications for some of the training, which comes in at a faster rate than can
be effectively managed in real time.
2) Incomplete or missing information that means your application will be rejected.
3) Finding that you have applied for inappropriate training for your job role.

Preparing for the Training Session
Please check that you have received the joining link for your session at least 48hrs prior to the start date.

Please check your junk email folder as you will receive the jeining link a minimum of twice from the
provider.

If you ask for the login on the day of the event you may not receive it in time, and this will count as a
DNA.

. Please ensure that you have complaeted this in good time.

If you are asked to provide an address for training materials, please give your home address — they will
not be sent to a work address.

During the Training Session

Please login to your session a minimum of 15mins before the start time. If you cannot login and have
not attempted to before the start of the session, this will count as a DNA.

Please check that you have a working camera and microphone, and that you are in a place where you
can fully interact with the session.

Mabile phone use is not accepted for attending training — you will be ejected from the training, and it
will count as a DNA. However, some training will request mebile phone use for interactive elements,
such as quizzes.

If you login late, you may not be accepted into the training, and this will count as a DNA.

If you leave a session early you will not receive your certificate — depending on how early you leave, this
may count as a DNA.

Cancellations

If you need to cancel, please give a minimum of 5 working days’ notice [e.g. if the training is on Thursday,
you need to let us know by 5pm on Wednesday the week before) so that we have time to fill the space.
If you do net, this will count as a DNA.

To cancel, you must email nelondonich.cpd@nhs.net — do not email the trainer directly.

Once you have received confirmation that you have a place on the training session, please liaise with
your Practice Manager to organise your clinical schedule. Failure to do so, without cancelling with 5 full
working days’ notice, will count as a DNA.

DNA Policy

1= DNA: You and your Manager will receive an email informing you that you have DNA'D a pre-booked
session without cancellation.

272 DNA: You will automatically be removed from any further CPD training for the current financial year.
You and your Manager will receive confirmation of this by email.

If you have to cancel your place later than 5 full working days prior to the start of the session, please
email nelondonich.cpd@nhs.net explaining your exceptional circumstances, and these will be taken into
consideration when deciding whether it counts as a DNA.

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

Click the link

Interpreting Blood Test Results

Interpreting Blood Test Results
7.5 CPD hours

Wednesday 15/5/24 09:00-15:00

Thursday 13/5/24

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

with your name and email address.



Interpreting Blood Test Results

9am - 3pm: 7.5 CPD hours

Hi, Rebecca|When you submit this form, the owner will see your name and email address. |

* Required

Application to Attend

You MUST be able to attend the full session.

1. Which date would you like to attend? *

O Wednesday 15/5/24 - CLOSING DATE 1/5/24

O Thursday 13/6/24 - CLOSING DATE 30/5/24

2. What is your job role? *
() GPN

O Murse Associate

O Paramedic

3. What is your NMC / Registration Number *

Enter your answer

10) Once you have completed the Form, please save your response so you know
which date you have booked.

v 4

Thank you for your application. Please be aware that this is an automated confirmation message to let you know that you have submitted the Form - you are advised to save your response, as this will
email you a copy of your submitted Form, with the date you have applied for.

This is not confirmation that you have a place on the training.

You will be informed by email if you are on the training or if you are on the waiting list. This is due to:
1) The high volume of applications for some of the training, which comes in at a faster rate than can be effectively managed in real time.
2) Incomplete or missing information that means your application will be rejected.
3) Finding that you have applied for inappropriate training for your job role.

Important thing you can do next

Click here




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

‘ @ O (9 Newtab X =
C (al

€3 Import favorites & Practice Index - Blue Stream @ Open §

Click here

. B MO & Newsb x

@] Q_  Search or enter web address

P Import favorites | % Practice Index > Blue Stream

Apps Microsoft 365 —

R Outiook @ OneDrive
Word Excel
@ Powerboint @ oneNote
P Ssharehoint W Teams

Click here

All Apps —>»

Apps Get more Apps

i | @ = e

Teams Word Excel PowerPoint Outlook ‘OneDrive OneNote

All apps —>

Click here - — Employes Experience

Forms Calendar Stream Visio To Do
L4

Customise surveys and quizzes, get real-time results. Manage and share your schedule. Share videos of classes, mestings, presentations, and Simplify and communicate complex information List and manage your tasks.
training sessions. visually.

Bl Project B U £ SharePoint P Power Automate W Planner

Develop project plans, assign tasks, track progress, Allows users to create, share, and track data inside Share and manage content, knowledge, and Sync files and more to simplify your work. Create plans, organise and assign tasks, share files,
and manage budgets. lists. applications to empower teamwork. and get progress updates.
E§ Clipchamp N Lo @ Learning

Make and edit videos. Enabling teams to think, plan, and create together. Keep leaming, keep growing with Viva Leaming.



[] 3 New Quiz &) Quick import

Click here

E My forms [] Filled forms O3 Shared with me 17 Favourites

[E3 New Quiz &) Quick import

(© Recent E My forms A Filled forms 82 Shared with me 1 Favourites

Your saved completed Form

Interpreting Blood Test Results

Filled form
Submitted 02/05/2024, 13:33:46

Application to Attend

You MUST be able to attend the full session.

1. Which date would you like to attend? *

The date you chose Wednesday 15/5/24 - CLOSING DATE 1/5/24

Thursday 13/6/24 - CLOSING DATE 30/5/24



Issues and Problems

1) Ifit shows this error message... check that you are logged into Microsoft Edge (see
step 4).

You don’'t have permission to view this form

Create my own form

Powered by Microsoft Forms Privacy and Cookies

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.



