Using the
Training Suite
on GCC Plus

The Training Suite allows you to book and manage
training for you and your site. The following will go over
how you can browse and make bookings on the site. Then
will move on to how you can use this to manage your
training events and more.

Booking Training

All training is managed via the Training tab
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Ways of browsing:
1. You can use the search tool to browse for any courses or topics that you
are looking for
2. Suggested courses will look at some upcoming course that link to your
role in your site to suggest what may be of interest to you
3. You can also view the next 3 scheduled courses available to book to
ensure you don’t miss out on anything that may be of interest to you.
4. If you know of a specific dated course, you can also use the calendar to
find the course. Blue tiles indicate there is a course available for booking
on a specific day. Green tiles indicate a date for which a course is
booked, more on this in the management section
5. In the jump-to section you can also view our on-demand training. On
demand training is set training events that can be booked at your
discretion around time and dates that are most comfortable for you.

Once you have found the training course you wish to attend
you can then book your place.

Booking Scheduled Training
Once you have found training course you wish to book on to, you will
need to click on the event to reach the below screen.

You will then need to select a delegate from the list. This is the
individual who will be attending the training event.
If the delegate is not already listed, you can add a new delegate by
clicking CREATE NEW DELEGATE ACCOUNT. You can then add the
details as per the below; these should all relate to the delegate.

You can then select request. This item will
then appear in your basket on the Training
& Events side, ready to check-out.

Booking On-demand Training
Once you have found training course you wish to book on
to, you will need to click on the event to reach the below
screen.

With on-demand course, you can set the parameters for the training
event. Including the Date & Time, Duration (though this will often de
predetermined but gives us a good indicator), the Venue and any
tailored content. You can set the number of delegates within the
allowed amount. Some training courses are charged per delegate
(rather than one cost per site), therefore once you have added the
delegate numbers, click update price (green box) to check.
Once you’re happy with your set parameters, click request
It will then be with service area to view and respond to the booking;
similar to a quote request. They may communicate with you at some
point during this to confirm details.

The Service area will then respond to the request, if all is okay, the item
will appear in your basket to check-out. Confirming the booking

Managing Training
You can also use the system to manage your training
bookings and events
The majority of tools for managing your
bookings are in the Training Tab but you
can also use the upcoming events widget
on the left of your home page. This will
show all upcoming events month by
month. The tiles indicate:
 Dark green: an upcoming training
course you and/or a colleague is
booked on to
 Light green: A training course
available to you that you may wish to
book on to
 Blue: Links to an article with a set
action date for that day.

There are also tools available in the Training tab
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The main tools you can use to manage your bookings are:
1. My bookings which relates to specifically to bookings made for
you as the specific delegate
2. My organisation bookings which relates to all bookings made by
your site
3. There is also another Monthly Planner Widget which shows
booked training events (green) and available training events
(blue).
All of these can then be expanded to show further details via the
view all/ view full links (underlined in red).
You can then check the full details on all these courses including
timings, booking information, related documents and the name of the
booked delegates by clicking on the course name.
A booking may be recorded as not
confirmed. This is because the booking
has not been checked out of the basket

