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Website Guidance for PBSGL Members

Website address for CPD Connect incorporating PBSGL is:

www.cpdconnect.nhs.scot

1. Loggingin to CPD Connect website
e The login button is at the top right hand side of the website
*  You should use your normal PBSGL user name and password to login to the site
* Please see guidance on page 3 about linking PBSGL to your Portal and SOAR accounts

2. Navigating to PBSGL
¢ Once logged in you will remain on the CPD Connect Home page, you will see at the top
right hand side of the screen that you are logged in
e Click on the PBSGL tab and this will take you to the PBSGL page. You will see that the
PBSGL page has a menu on the left hand side

3. Accessing Modules

* Click on ‘PBSGL Modules’ from the menu

e Search / scroll the list of modules

* Click View/Join to access the full module (please note that if you haven’t logged in to the
website from the home page the system will prompt you to log in at this point)

e Ifyouare unable to access the modules this may mean that your annual fee is outstanding
and so your website access has expired. It is now possible to renew your membership
through the website. Once logged into the website there will be a message displayed on
the PBSGL page below the picture and welcome message which will look like this:

Membership
Your membership of PBSGL expires on 28 February 2016

»

When you click the ‘CONNECT WITH PORTAL TO RENEW’ button you will be prompted to
login to the website again, but on this occasion you should login using your Portal login
details. Once you do this you will see that at the top right hand side of the screen that you
now have a basket which should contain your annual membership fee. You should click
on the basket and follow the payment prompts until you complete your payment. Once
we have confirmed receipt of your payment your website access will be reactivated.



e If you do not have website access and your annual membership fee is up to date then
please contact the PBSGL Administrators at pbsgladministrator@nes.scot.nhs.uk.

4. Managing Your Membership

e C(Click on the group code, which you will find on the PBSGL page under
‘My Group(s)/Membership’ on the left hand side of screen (if you are involved in multiple
groups a list of all of your group codes will appear here)

e From here you can view any log sheets that your Facilitator has completed and submitted
—you will only be able to view log sheets for meetings that you have attended.

e If you are unable to access the log sheets this may mean that your annual fee is
outstanding and so your website access has expired, please follow the steps detailed at
number 3 above.

5. Linkage to SOAR
¢ The website has the unique function of allowing direct upload of your PBSGL log sheets to
SOAR
e Once you are logged into the new website with your PBSGL login details, if you click on
the ‘Connect to SOAR’ button which should be just above where is says ‘Your Group(s) /
Membership’ on the PBSGL page as follows:

Connect To SD.&R.@

MY GROUP(S)/MEMBERSHIP

EUO2

e This will prompt you to login to SOAR and once you have done that your PBSGL and
SOAR accounts will be linked, and thereafter when you are in your group page, the log
sheet options will include a new one called ‘Send to Soar’ as follows:

Send to SOAR <:=

e And once you click ‘Send to SOAR’ you have to complete a short CPD form and then you
would click ‘Save to SOAR’.

Linking Portal & PBSGL Logins

Portal and PBSGL have their own distinct login mechanisms. Without rewriting both of these systems
it has been necessary to develop a new login mechanism to the CPD Connect website that supports
both Portal and PBSGL.

1) Existing PBSGL users: should be able to login to CPD Connect using their existing PBSGL login
details. This will allow access the modules.



2) Existing Portal users: can login to CPD Connect and pay for annual PBSGL membership fees or CPD
Connect courses using their existing Portal login details.

3) Existing users with BOTH PBSGL and Portal accounts: can login in using EITHER login
details. However, they can only pay for Portal fees / courses ONCE they have logged in with their
Portal account details - and - they can only access PBSGL modules ONCE they have logged in with their
PBSGL account details. So, a user visiting the site for the first time may be prompted to login twice,
once for Portal, and once for PBSGL. After that has been done successfully, they can login with either
account details and pay for Portal courses AND access PBSGL modules.

4) New/future users: will require to go through a similar process, e.g. in order to access PBSGL
modules they must login using PBSGL details - and - paying for Portal courses will require a Portal
login. Suggestion: new PBSGL users should register for PBSGL with their Portal login details, and vice
versa.

5) SOAR users: SOAR users are only required to provide SOAR login details once when they attempt
to send CPD information from CPD Connect to SOAR.



