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Contents

The Console is a learning management system that puts you in
control of both your own and your team’s training.

This guide aims to walk you through so you can make the most
of your platform.
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Logging in

https://
Web address
To access your eLearning platform, please enter the following
web address in your browser.
Credentials
This will bring you to the sign in page. Enter your username o> CPL

; ®® Learning
and password using the below format.

Username T Srowpmewore Unlock your potential...

| Remember me?

Trouble logging In?

Password




The Basics

Home Tabs @ =

You can navigate home at any The tabs allow for quick Use this menu to navigate to When the tabs run out of
point by selecting your navigation between sections. the following pages: space on screen... this s
company logo. They also display notification

bubbles to let you know where 2Ll where you can find them.

. . « Profile Simply select the icon to view

new content is available. 3 list of sections
® « Account :

® - About

« Sign out
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Adults with Incapacity
(Scotland)

Ef?g”?ﬁc"é”e e Fire Safety Awareness

This course will illustrate the Made in association with Cask )'\ This course has been developed ;
processes of decision making, Marque, this e-learning course to provide learners with a basic

capacity assessments, and the covers legal policies, customer knowledge and understanding of
purpose of the Adults with service skills, and information on Fire Safety awareness.

Incapacity (Scotland) Act how to correctly serve a range of

drinks




Courses

Easy access to our compliance, product knowledge and personal
development courses

Search & Filter

View all courses allocated to you. Use our search function
and predefined categories to help you find a specific course.
To access a course, simply select the tile and begin learning.

Trending

See the courses popular amongst your peers.

Refresh

The refresh button will allow you to keep your course status
up to date.

Go to the next page to learn about our course
navigation

or CPL |
B® Learning
Stats Bookshelf

& Q | search

Cask Marque Cask Beer
Uncovered

This course, developed in
partnership with Cask Marque,
introduces learners to the
brewing and serving of cask and
keg beers, and the secrets
behind their increasing

c Q | Search

Adults with Incapacity
(Scotland)

This course will illustrate the
processes of decision making,
capacity assessments, and the
purpose of the Adults with
Incapacity (Scotland) Act.

“ ) Uncovered

This course, developed in
partnership with Cask Marque,
introduces learners to the
brewing and serving of cask and
keg beers, and the secrets
behlnd their increasing

Cask Marque Cask Beer I

Adults with Incapacity
(Scotland)
This course will illustrate the @
processes of decision making,
capacity assessments, and the
purpose of the Adults with
Incapacity (Scotland) Act.
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MY COURSES TRENDING CARE

Ml Cask Marque Bar

L Ol Excellence
Made in association with Cask >\
Marque, this e-learning course
covers legal policies, customer
service skills, and information on
how to correctly serve a range of
drinks.

PCl Data Security
Standards

This course aims to provide
knowledge and understanding of
the PCI DSS requirements and
how these can affect a business.

MY COURSES TRENDING CARE
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1 Cask Marque Bar
\_ G Excellence

Made in association with Cask
Margue, this e-learning course
covers legal policies, customer
service skills, and information on
how to correctly serve a range of
drinks.

PCl Data Security
Standards
This course aims to provide )\
knowledge and understanding of
—

the PCI DSS requirements and
how these can affect a business.
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Events Courses Certificates

COMPLIANCE SOFT SKILLS

é'ja) Fire Safety Awareness

This course has been developed
to provide learners with a basic
knowledge and understanding of
Fire Safety awareness.

Basic Life Support

This course aims to ensure the
learner will be able to respond to
a casualty in need of basic life
support and deliver effective
treatment.

1Y)

COMPLIANCE SOFT SKILLS SuU

Fire Safety Awareness
J

This course has been developed
to provide learners with a basic
knowledge and understanding of
Fire Safety awareness.

Basic Life Support

This course aims to ensure the
learner will be able ta respond to
a casualty in need of basic life
support and deliver effective
treatment.
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Course navigation

Progress - Navigate between pages you have already visited within

the course.
1O Food Safety Level 2
< > Navigation - If the arrows are not visible, complete an action on the Welcome
page ‘to proceed. ::dm'::[y";n::ir Within food safety it is important that requirements are maintained

9 Pinned pages - Pin pages so you can quickly return to particular
parts of the course.

/ Notes - Add annotations to help your learning. These cannot be
&z accessed during the final exam.

Change background colour

) Audio - Adjust the volume settings and replay the voiceover within a
E(] )) page if you missed a bit.

to make text easier to read.

Translation - Choose from a wide selection of languages to translate

3 Accessibility - Allows you to select an alternative background colour
@ the course content.

E" Save & Exit - Leave a course midway through, take a break, and
resume from where you left off.



Certificates

View, download and print your course completion certificates

My Certificates

Browse and download certificates from any of your completed elLearning
courses.

Team Certificates

Browse and download certificates for any member of your team .

Download Certificates

Need to download a batch of certificates? Use the download all button to
request a full zip file of certificates for you or your team.

QWY CERTIFICATES  TEAM

Age Verification Beer Basi Beer Styles v Conflict Manag... o Disability Awa... o Drugs Awaren... o
Nov 22 Nov 22 Nov 22 » Nov 22 » Nov 22 » Nov 22
Emergency Firs... o Equality & Div... o Fire Awareness o FoodSafety o GDPR Awaren... o Health & Safety o
Nov 22 » Nov 22 » Nov 22 » Nov 22 » Nov 22 » Nov 22 >
(QQ MY CERTIFICATES ~ TEAM

Filter by. SCENDAN COURSE

@ sonviueas

e Charlie Picton

@ Samuel Armstrong fut

@ Hannah Sharp Age Verification Beer Basics v

Nov 22 = Nov 22 =

@ Chris Pallister

: Downloads

Beer Bas| Download Outstanding

Nov 22

B DOWNLOADS
[—_-
| 0 i v c
4/572019 Outstanding  Complete

i 3/4/2019 tstanding X T
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MY STATS TIMELINE Complaints ncidents Documents il Roles
a s Average course completion... Last log in Last course accesse
o

14 12 Oct .( :::l Basic L
minutes 2020 Suppo

Progress Last Accessed Answers Correct  Course Time Exam Time Stalus

Provides individuals with an instant view of their online learning progress.
Managers can review team performance, comparing training history, E
progress and outcomes from e-learning courses.

Adult Support and g &
Protection vi elfy 0% N/A 0% 0 0 NOT STARTED

Adults with
Incapacity 100% 22/0817 65% 22 9 IN PROGRESS

(Scotland)

Cask Marque Bar
E Excellence 28% 16/0120 3% 2 1 IN PROGRESS
M ats Y -

ementia

y t t LJ) Awereness vielty 0% N/A 0% 0 0 NOT STARTED

Cask Marque Cask
1 Beer Uncovered ¥% 24/0419 0% 12 9 IN PROGRESS

View which courses you have passed, which courses you have failed and L
those you have not yet started. - : )

OB ~varcness

Timeline ,
MY STATS TIMELINE Show All v Download
A timeline of your learning and development where you can filter which ezt
records to show by type, add training records and download. p— — —
2021
Descendants
Unit 1 Course Attending 30ct2021
See where your team are performing well and courses team members are T — - i 201
struggling with. Reset failed courses for team members to retake.
2020
Hello - comments have been disabled - text post News Read 9 Oct 2020
E m p I oyees Hello and Welcome to the Team News Read 9 Oct 2020
An overview of your team’s hierarchy (up to 20 levels down), with access to e s——
each team members individual Stats, Hello comments have been enabled text post News Read 9 Oct 2020

MY STATS TIMELINE DESCENDANTS EMPLOY

Kevin Nowak th al @ Sally Lucas
Chalie Picton
Samuet Armstiong th il @ Sally Lucas
Hannah Sharp th ol @& Charlie Picton
Chris Pallister i Samuel Armstrang

Hannah Sharp

Chris Palister

Sally Lucas



Bookshelf

Upload resources to provide team members with access to the most current content.

Assign to specific job roles and set permissions to ensure confidentiality. Toggle
between tile and list view to suit your viewing preference.

Search & Trending

If you are looking for something specific, use our keyword search function to save
you time. Or see what is popular with your peers with our Trending items.

View & Organise

Clear, organised folders allow you to quickly navigate through resources. You can
also toggle between tile and list views to optimise your browsing experience
even further.

Upload & Edit

Admin users can create folders and add items by simply selecting Add. Once
created these items are just as easy to edit and remove using the : icon.

e»r CPL |
®® Learning
Stats

Search

Trending

E

Example Resour
N/A

e» CPL
®® Learning

Trending

E B

Example Resour.. g Link Test

Folders :tolders

A - edited Edge
A new folder s8

App Videos

Search

Folders oroiders

|tem5 3 Items

. N -~

0

Appraisals

E

Link Test
21Feb

MY BOOKSHELF

Q 2]

Surveys Reports News

B &

New Link Test Koala
4 Mar 17 Mar

oala Koala Ke

......

> PERSONAL RESILIENCE



Today 45 [ Apr|| 2019 Year | Month = Week  Day List
Monday Tuesday Wednesday Thursday Friday Saturday Sunday
1 2 3 4

Events boost team engagement, share knowledge and increase s 6 Y : s :
connection and interest
Calendar oot

1200Event L.,
Provides a clear view of all upcoming / past events.

19 20 21 22 23
Filter
Refine your event search using the filters which include available events,
booked events and events pending approval. Q REENEY.  BESIGOER INTAREST  RESCEET

M Event type o
Register Interest Tosay | | ¢ | >
Upcoming events that are yet to have a date confirmed, where team — Timedey
members can register their interest to receive further information.
15:00 APLH
Req uests @ Action Required
Manage your own and your team’s event requests. ® Available ) . o
Event Booked

Video Meetings

Connecting with colleagues has never been so easy! Now you can set up your New Meeting x
own video meeting on our platform. Simply click on the video icon, fill in the
meeting details then send the invite. i Puaeve

DDMM/YYYY 00:00 > DDMMAYYYY 00:00

Once you have sent the invite the meeting will appear in your calendar, where
you can join or cancel the meeting. R sattyping



Appraisals

View, download and print your course completion certificates. Toggle
between tile and list view to suit your viewing preference.

Content

Simple and intuitive layout allows you to switch between sections as you are
completing your appraisal.

Admin

Provides functionality to mark appraisals as no longer required and transfer a
team member's appraisal to another manager.

Filter

Refine your search through appraisals by using the Status and View filters.

My Appraisals
Team Appraisals

Admin

Current Archived

Filter

Show Al

D Awaiting Employee
D Awaiting Manager
D Complete

D Edited by Employee

Intro

Section 1- Text Questions

Section 2 - Slider Questions

Section 3 - Star Rating Questions
Section 4 - Number Rating Questions
Section 5 - Generic Questions
Section 6 - Multiple Choice Questions
Section 7 - Date Picker Questions
Section 8 - Drop Down Questions

Section 9 - Miscellaneous Questions

Print A Uploads

Save

Submit to Manager

Q search

Appraisal Managemssigned

[] cPL online Appraisal Quick ...
[] Appraisal App Test 18 July 2... Nell.. 18/07/2019
[] scottk Ap's 2 (images &9 B... ™
[] scottkaps3

SW COAAP Test
[] sw Appraisal App TEST
[] Appraisal App Test SW COAL Full . 107172016
[] Appraisal App Test N 8/08/2016
[] cPL Online App Appraisal

[] scottkAp's1

Slider Rating With Notes

Employee Rating:

Manager Rating:

L

Employee Comments/Evidence:

Type something..

Manager Comments/Evidence:

Section 3 - Star Rating Questions

Star Rating

Status

111}
-ﬂn 8
oo

1/10

1/10



Surveys

Surveys help you improve communication and engagement by
encouraging team feedback. Toggle between tile and list view to suit your
viewing preference.

Search

Use the search function to quickly find a specific survey.

Filter

Choose from four filters to view your surveys by their status.

Content

Simple and intuitive layout allows you to switch between sections as you are
completing your survey.

pr CPL
18 Learning
Stats Bookshelf

My Surveys

Survey Editor

Filter

Show Al
D Not started
D Part complete

D Submitted

< Back

Section 2
Section 3

Section 1

Appraisals  Auths Surveys

Survey Name

18th Aug - Chrome Normal ...

18th Aug Chrome Template ...

1st September - Team Mem...

CPL Online App Survey 5

CPL Online App Survey 6

SWiOS Android test survey

Test for Automated Script

Test Revamp Survey 1

Reports

Date open

18/08/2020

18/08/2020

1/09/2020

20122019

20A2/2019

6/04/2018

5/07/2019

29/04/2019

News Events

Q search

Date closed

31/08/2020
6/09/2020
24/09/2020
31112/2025
3112/2025
17012021
3112/2025

27/03/2021

Status

O Not Started

O Not Started

() Not Started

@ Pant Complete

O Not Started

O Not Started

O Not Started

O Not Started

18th Aug - Chrome Normal Survey

Test Desc

Section 2

Description 2

Multiple Choice Single Answer

1
2
3

Slider

1/10




Survey Editor £ B . o e . @e

Stats Bookshelf Appraisals Auths Surveys Reports News Events Courses Certificates =

Surveys help you improve communication and engagement by e Q searn = 8
encouraging team feedback. Toggle between tile and list view to suit your Survey Edtor
. . Survey Name Date Created Date open Date closed Type

viewing preference. i g - i
Test NPS Question and mult... 18/03/2020 18/03/2020 27/03/2022 Normal Survey

Sta rt from scratCh A Bit of Everything - Extra Q... 18/03/2020 20/02/2020  31/03/2022

You can create a survey from scratch by clicking ‘New Survey’ and ‘Start from Test promoter survey

scratch’. Here you can choose to create a standard or a splash survey. Engagement Survey - Multip,. 13022020 13022020 S/0v202

Once the survey has been created, you are free to start building your survey. festhppfiotientons e e
Test team quiz 13 Jan 13/0V2020 13/012020 13/042020 Normal Survey = &

Team quiz start at 4:25 and ... 3/0V2020

Start from a template
— Date Created Date opel

| Start from scrartch/>

25/09/2020 25/09/202

Test NPS Question and mult... 18/03/2020 18/03/202!




Features

Add Section

Here you can add new sections

to the survey.

Add Question

Here you can select from a
variety of question types to add

Preview button

This allows you to preview the
survey before you allocate it.

Date pickers

Here you can select the start
and end date for the survey.

to the survey

< Back

Leavers/Exit Survey Form - Copy

First Impressions
What initially attracted you to work for us?
If other, please explain your answer below:

Please explain your answer below:

. = Add Question

+ Add Section

—0

Allocation button

When you are happy with your
survey, you can allocate it by
division, position, site, and
individual employees.

Survey Title
Leavers/Exit Survey Form - Copy
Description

Aim: To gather feedback from departing employees to identify patterns in
churn across the business or within a particular site/area

Survey Settings

Active/Not active ‘

Survey start date Survey end date

‘ 01/09/2020 06/09/2020

Active/ inactive

This toggle allows you to
activate or deactivate the
survey form.

—0



:D CPL
® Learning L] -] (-] L] @
Messages  Stats  Bookshell  Appraisals  Auhs Suveys  Reports  News  Events  Courses Certiicates
o EEE
Sta rt fro m a Te m I a te Template gallery Team Member Feedback Form Wellbeing Survey Form Leavers/Exit Survey Form
Aim: Gauge job satisfaction and Aim. Ass: g of team across Aim:
I Pick a template or click *Start from scratch® happiness within ther current role busines rther personal empl
10 Create a brand new survey. support ded acros:
site/a

Templated surveys have been have created to aid super speedy set ups!

View template View template View template

Simply click ‘New Survey’ then select ‘Start from a template’

Q Sses

< Start from a templyte

Start from scratch

Date Created Date opel

25/09/2020 25/09/202

Test NPS Question and mult... 18/03/2020 18/03/202]




MY AUTHORISATIONS TEAM AUTHORISATIONS
< EMPLOYEE ONLY WITH FINAL SIGN OFF
es|

View and mark off assigned tasks and groups of authorisations. Monitor
and quality check team member task sign-offs.

O

Documents

Download documents that support your authorisations.

Comment

Download documents that support your authorisations.

Resources

New York

New York




News

A secure internal social media solution. Allows any team member to
start a conversation by posting and leaving comments and likes.

Feed

See what your peers are talking about and keep up to date with company
news.

Like & Comment

Engage with others with likes and comments.

Share

Create your own posts and tailor them using the text/media toggle. Media
allows you to upload your chosen media at ease and add a complimentary
caption or hyperlink. Text allows you to tailor and edit your post with rich text
formatting as well as adding documents and hyperlinks, providing valuable
information to your team.

L 4

o @ o

Stats Bookshelf Appraisals Auths Surveys Reports

e Neil Roberts
Software Tester, Unit 1 Upstairs

Hello to you all from Wallace

0O w

Daniel Mok2

Report & Software Tester, Unit 1 Upstairs

3 likes 1comments



Messages

Allows users to communicate with one another. Messages also has
notification functionality built in depending on use of our other products.

Inbox & Sent

View all messages received and sent. Highlight messages as unread and delete
messages to tidy up your inbox.

Create

Attach files to your messages, format the text and send to users within your
company address book.

Q

L

O

[

Search

Neil Roberts (Unit1 ...

RE: test android 11 subj...

Neil Roberts (Unit1 ...
Test Course (ID:47658)

Daniel Mok2 (Unit1 ...
Coffee Chat Cancelled

Daniel Mok2 (Unit] ...

Coffee Chat Invite Upd...

Daniel Mok2 (Unit1 ...
Coffee Chat Invite

Neil Roberts (Unit1 ...
New Test Course (ID:8...

Daniel Mok2 (Unit1 ...
Event Booking

New message

|

0910720
14:32

18/09/20
09:51

1/09/20
14:59

17/09/20
1433

17/09/20
1443

17/09/20
12

12:47

17/09/20
0819

INBOX SENT

RE: test android 11 subject REPLY

Neil Roberts (Unit! Upstairs)
09/10/2020 14:32

Neil Roberts
Trst
Stephen Watson

test android 11 message

IMG_1802250266511 jog
app-photo-2020-10-09_1602250286224.jng
Koala 2.jpg

FORWARD

Create New




T I B l ® ® l Activity Viewall  x
e C I v I y News Events Last Week
5 You have just been allocated the
‘ e n t re E@l \Working Safely wi...

CARE COMF
o You have just been allocated the
A \Working Safely wi...
The Activity Centre is the platforms new notification hub. Here you will be notified on Older
new courses or when content becomes available on the platform as well as feature
Hello and welcome to your new
updates! — &) L
You can swiftly navigate through the console by clicking on the notification as it will
take you to the relevant section of the console. S E.,ew d 5
Safely with DSE course z Hello and welcome to your new
activity centre
P S e vedero
b ?Eerl’\'g:ndwelcumemyournewaniw!y 1510

< You have just been allocated the Achieve _—
together - STOMP course




Managing
your account

To access the account area, select your initials in the top right corner and the select
Account.

Security

Control your password, along with backup options if you get locked out of your account.

Your password protects your account so make sure it's nice and secure. A strong
password is hard to guess, does not resemble a real word and is only used for this
account.

We ask that you provide an email address and pick three security questions. This will
help us identify you should you ever need to recover your account.

People

This area allows you to support team members with any account enquiries. You
can view a summary of their account access, what security information they have
linked to their account and provide a recovery code if required.

COURSES Account
About

Sign Out

SECURITY

Signing In
Recent URLs Username

Control your password, along with backup options if

you get lacked out of your account

Poople

Summary

Last Login Successful Logins Having issues signing in?
Last 30 days

Username zharahaquet



Call 0151 647 1057
o) CPL Email support@cplonline.co.uk

B® |earning

8am-6pm, Monday to Friday

10am-2pm, Saturday and Sunday (email support only)





