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1. Access the Site  
 

a. To access the site use the following URL:  
www.vtfours.co.uk/cpdonline 

 

 
 
2. Log On – New User 
 

a. From the front page click on New User option with in the Logon box. 
b. This opens the New Online User Step 1- complete this page with your 

personal details and enter your own user name and password. 
c. Continue to Step 2 – This allows you to choose which subject area and 

target audience you would be interested to receive event information on. 
d. Once this is complete the user will be able to login immediately.  
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3. Log On 
 

a. Type in your username and password and then either press enter on your 
keyboard or select ‘Enter’ on the screen. 

 

 
b. This will take you to the following screen: 

 

 
 

c. From here you can search for events to book on to.  
d. To get to it from other pages select the „Search Events‟ tab.   

 

 
 
 

4. Search Events 
 

 
 

 
a. Enter the search criteria for a specific event, or leave blank to view all 

events.   
b. You can also search by the start date of the event, by using the calendar.   
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c. Once you have found an event, the event(s) will be shown as above.  
d. There are buttons on the right that will enable you to do the following:  

 
i) Full Details  
This will bring up a screen showing all the details of the event. 
   
ii) Print event  
This will bring up the option for you to print the event.   
 
Iii) Save event  
This will save event details to your “My CPD Online” area for you to look over 
at a later date.   
 
iv) Request a place  
From here you can book yourself onto the event.   
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5. Make a Booking  
 

a. Select the ‘request a place’ button.  
 

 
 

b. This will take you to the ‘Request a place’ screen.  
c. Your details will already be completed. 

 
Note: The payment method will default to your establishment’s chosen payment 
method; this can be changed if it needs to be 
 

 
 

d. Once any special requirements have been added and the Terms and 
Conditions have been read, tick the box to confirm you have done this.  

 

 
 

e. Click on ‘Submit’ to book yourself onto the event. 
f. A confirmation message will display to confirm the process is complete 

 

 
 

g. You will receive an email when your place has been confirmed. 
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6. Make a booking on a conference 
 

a. If the conference has seminars, the request a place screen will look like 
the below:  

 

 
 

b. Select your order of seminar preference by selecting the seminar in each 
drop down box. 

c. Once any special requirements have been added and the Terms and 
Conditions have been read, tick the box to confirm you have done this.  

 

 
 

d. Click on „Submit‟ to book yourself onto the event.   

e. A confirmation will display to confirm the process is complete.  
 

 
f. You will receive an email when your place has been confirmed.   
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7. My CPD Online 
 

 
 

a. Select the ‘My CPD Online’ tab to bring you to the screen as shown: 
 

 
 
 
8. My CPD Online – My Account  
 

a. This is where you have access to your own account details 
 

 
 
 

i)  Change username & password  
Select this to change your username and password.   
  
ii) Change contact details  
Select this to edit or change your basic details.   
  
iii) Update your user profile  
Select this to change the way you are updated with event information.    
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9. My CPD Online – Events 
 

a. This is where you have access to your events.  
 

 
 

i) Events due to attend and booking status 
This is where you can see a list of events you are due to attend.   
 
ii) Cancel a booking  
This is where you can cancel bookings that you are due to attend.   
 
iii) Events attended 
This is where you can see a list of events you have attended.   
 
iv) Saved events  
This is where you can see a list of events that you have saved to review later.  

 
10. My CPD Online – Other Events 
 

a. This is where you have access to CPD events that you have taken part in 
that have not been recorded by CPD Online.  

 

 
 

i) View other CPD events  
This is where you can view other CPD Events that you have taken part in and 
added to your profile.  
  
ii) Add CPD event  
This is where you can add other CPD events that you have taken part in that 
have not been recorded and booked through CPD online.           
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