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myCPD QUICK START GUIDE

Welcome to IFST’s myCPD online CPD management system!

Before starting to use this valuable tool we recommend you work through this simple
quick start guide which describes the basic elements of the myCPD system so that you

can start recording your CPD activities straight away.

Start by logging in to myCPD using the Username and password provided by IFST

CPD Management System

(@) You have been logged out

< Welcome Login
Welcome to IFST's Continuing Professional Development Management System, MyCPD, which has been especially designed to help you get the most out of your Please enter your username and password
professional development activities. below in order to login
Whether you are undertaking CPD for your own personal development, as part of your company’s internal development requirement or in order to maintain your Username:

professional status, MyCPD is designed to help you plan, record and reflect on your personal development experiences in a simple but thought-provoking way. If you
would like some guidance on how to get started using MyCPD., click here

We hope that by regularly logging onto your records within MyCPD you will soon start to appreciate the benefits of regularly focussing on your personal and Password:
professional development. Keeping a record of these activities and filing details of useful learning materials can also help you to draw out the most important elements
of leamning from your various experiences. @ Your password is case sensitive

For more information and guidance on how to get the most from your CPD, click here

Don't forget to refer to the ‘Help’ section by clicking on the tab to the right hand side of each page which have been written to give you lots of hints and help about how

best to complete your personal records within MyCPD.

Good luck with your development! Forgotten your login details?

e-Portfolioc/CPD Software & Design Copyright @ 2007-2014 Premier IT. All rights reserved.
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STARTING TO RECORD CPD

Step 1 — Hover over the tab
‘Learning Activities

€& - C' [ wwwmycpdifstorg/portfdio/activities/

are logged in as

CPD Management System

Reports

= Learning Activities

Step 2 — Choose ‘Add
Personal Learning Activity’

IManage your Learning Activities

Add Personal Learning Activity

g h List Personal & subscribed shared learning activities

Add personal Learning Activity Wiew persenal and subscribed shared leaming activities

8 h Learning Activities Awaiting Review ﬁ h Add Special Circumstance

View leaming activities awaiting review Add special circumstance

ﬁ h List Special Circumstances List Statutory Mandatory Training

List special circumstances List statutery mandatory training

g h Available Shared L earning Activities s Past Unsubscribed Shared L earning Activities
View and subscribe to available Shared Learning Activities Wiew past unsubscribed shared leaming activities

e-Portfolio/CPD Software & Design Copyright @ 2007-2015 Premier IT. All nghts reserved
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STARTING TO RECORD CPD

Learning Activity
Title *

Start Date 03/02/2015 12 v |:[10 v | (dd/mmiyyyy hh:mm)

Step 1 — Complete the

details of your learning Fna Date r]:[_x]dmmiysyy bhimm)
activity (items marked B =c ’
= = Status nov
WIth a o are reqUIred “ g:ﬁ;?swith _E‘l‘cgessgloyour ponfoﬁowill Dn‘Ly be able to ieg Op;n_\_eaming Activities
flelds) nly you will be able to access Learning Activities marked as Private
Details
Note — There are
help hints and
tips available by
clicking on the
- ‘Help’ tab on the
S right hand side of
Link to this Learning Activity
many pages
Supporting Evidence v
Step 2 - AIWayS PDP Objectives v

remember to click ‘Save’

Add Your Review

| Sayf and link to Professional Registers or General Competency Framework |

Save

You can stop at this point and add your review later when you have completed the activity
or you can continue to the next step if you have already completed the activity
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COMPLETING A LEARNING ACTIVITY

To complete a learning activity you need to write a short ‘Review’ which is a
reflection of the benefits of this learning activity to you and others

Step 1 - Continue
completing your new
learning activity or select Sy
from previously entered ‘
learning activities still
needing a review

s Open ~

Users with access 1o your portolo will oy Be able 10 see Open Leamng Actates

v ;3 * (Edmmiyyyy Moemm)

« (BFmmiyyyy b mm)

Ordy you will Be abie 10 3c0e8s Loarming Acties rravked 34 Private

Detads Yood

Link 50 Ihvs Leamng Activey

Step 2 — Tick box to add
your review

Supponting Evidence

POP Otpectves

Step 3 — Add your review in

Safety group

rHECr

the space provided

Step 4 — Don’t forget to
click ‘Save’



RECORDING A PERSONAL ifst

DEVELOPMENT PLAN (PDP)

myCPD gives you the option to record a Personal Development Plan or PDP if
you wish to. You can then link specific CPD activities and so keep a record of
your progress against your plan.

CPD Management System

Home

Step 1 - Hover over the
PDP tab and choose S -

icreate New Pel'sona| Create New Personal Development Pla
Development Plan; L ersonal Development Plaae

1fst

I I VCPD CPD Management System Z] Cycle Details

View Portfolio Evidence Leamning Activities PDP Reports @ Hours prescribed

@ Hours completed
current cvcle 0

Step 2 — Complete The
details of your plan in the
dialogue box that opens

[ Create New Per: evelopment Plan

Title

Description

Step 3 — Don’t forget to
click ‘Save’

Start Date (dd'mm/yyyy)

(dd/mm/yyyy)
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ADDING OBJECTIVES TO YOUR PDP

Once you have created a PDP and pressed ‘Save’ you have the option to start
adding development objectives to your plan
Remember, you can always return to add more at a later date

CPD Management System

% Pensonal Development Plan has been croated

I View Personal Development Plan
View Eoe Assocations Destete
Titte: Loasership sichs Date Range: 07/112044 - 311272015 Dot Creatad: ST/112014 1454
Status: Open

Tralnee Name Mo e
Tide Leadershp sially

Tick thg bo?< to qdq anew
PDP objective, fill in the Statws Opes
details in the dialogue box Date Range  07/112014 - 31122015 Date Croated  07/1120% 14 54

that opens and remember
to ‘Save’.

POP Objectives

Thes perscnal development pias does Aot yet contan My POP ojectives

Add New POP Otsmectve
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LINKING YOUR LEARNING ACTIVITIES

TO YOUR PDP

The next time you create a
new Learning Activity you
can click on ‘PDP Decsis
Objectives’ and from the

dropdown menu choose to

make connections between

your learning activity and
your PDP objectives...

...don’t forget to ‘Save’!

T ameymne 15 = o 40 = [émmyyy home)

- - * (ddimerdygyy Bh mm)

" gl -

' e
Uksars wath acoess 0 o portioko will ey b abis o Ses Open Leamang Acimbes
Cinky yo walll by able by access Leaming Actutisy marked au Privabe:

T

In-:lqug LiL i.md-g;
LT 00 £ O Trd i i Bl
Ladin sl byachanba bt haiguind

Sove | | Seve and ek in Professonsl Regeiers gparsl Compatency Framework

bGP Software & Dedegn Copynght & H0T-D0a Prases: iT. Al ights niseresd

acthithes. fronkend add_review

Review

actiities. [rontend sdd_perusaal ol

Other

&
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ADDING EVIDENCE TO SUPPORT AN
ACTIVITY

You can add evidence to support a learning activity

Hover over

‘Evidence/Add =zz1fst

Evidence’ and click to

open this page. mVCPD CPD Management Syste

View Portfolio Evidence Leaming Activities

£ Add Evidence
From the ‘Type’

dropdown menu select
the type of evidence

Complete the detail of
the evidence and then
remember to save.

| Save and link to Professional Registers or General Competency Framework Cancel

The next time you
record a Learning
Activity you can link it
to this evidence



