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WCL – a guide for external users 
 
 
To log on to the site: http://learning.myoxfordshire.gov.uk  
 
You will see the screen below:  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
From this page you can browse all Learning & Development courses which are 
divided in to folders, e.g., Adults or Health, Safety and Wellbeing. 
 
 
The following pages will offer guidance on how to first register on the site and 
then to book and withdraw yourself or your staff from training courses. 
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TO REGISTER: 
 
To register you need to go to the box on the right hand side entitled ‘Everyone 
else’ and with in this box click on ‘New users register now’ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You will then see a screen asking you to register: 
Here you simply need to fill in the details you wish to use, including: a User ID, 
password and email address.  We will also need your name, contact address, 
billing address and any special requirements you may have.  
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 You will then need to identify the letters in the box and click ‘Register’: 
 
 
 
 
 
 
 
 
 
 
 
You will now be registered and can then log in to book courses by clicking on the 
‘Continue’ button: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The system will then ask you to confirm which type of user you are: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
As a care or nursing home or domiciliary agency you are classified under 
‘Private, Voluntary and Independent Care Sector’. Then click ‘Ok’. 
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TO BOOK YOURSELF:          
 
You will now be returned to the initial page where you can browse the courses, 
except that now you will be registered and logged in so you are able to book a 
course.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Now you are registered you can select a course to book, so you click in to the 
folder you are interested in, e.g. Adults. The courses are further broken down in 
to different categories:  
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You can then click on to these sub categories to view the courses. For example, if 
you click on Care Induction and Refresher Programme you can view the courses 
within this:  

 
 
 
 

You can then click on the course to view details and available dates:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
If it is not possible to book it will display as fully booked or booking closed, but 
dates that can be booked on to will display as ‘book now’: 
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To book click on ‘book now’. You will then see the below screen: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
From here you can book yourself on or you can book a member of staff.  
 
To book yourself – click I want to attend the course and then select next. You 
will then see the below screen: 

 
 
 

Check additional details and then select next. You will then be taken to our page 
of terms and conditions, including our cancellation policy: 
 
You need to tick the box to confirm you agree to the terms and conditions and 
then click next. 
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You will then be booked on to the course and see the below confirmation screen: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
As you can see on the right hand side under Registered Interests there is a list of 
the upcoming events you are booked for. 
 
You will receive an email confirmation on the same day to confirm your place. 
 
 
TO WITHDRAW YOURSELF: 
  
Against each event is the option to withdraw.  Please note that if you withdraw 
within 10working days a cancellation charge will be incurred. 
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BOOKING ON BEHALF OF OTHERS: 
 
To book a member of staff - you follow the same process above, except when 
you get to the booking page (see below) select I’m making the booking for 
someone else. Then click next.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You will then see the below screen: 
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From here you can click on create new user. This will take you to the below page: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
From here you can add a member of staff. Each person needs to have their own 
user ID, but you can set the password and have all the contact details as your 
own. Once you have completed all the necessary information, click on the finish 
button at the bottom of the screen. You will then see the below screen confirming 
this user has been created: 
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Then click next at the bottom of the page; this brings you to the page where you 
can fill in a contact number and any special requirements: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Once you have done this, click next at the bottom of the screen. You will then be 
taken to our page of terms and conditions, including our cancellation policy:  
 
You need to tick the box to confirm you agree to the terms and conditions and 
then click next. The person you have registered as a user will now be booked on 
to the course, so you will see the confirmation screen below.  Email confirmation 
will be sent to the email address you specified. 
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MANAGING BOOKINGS ON BEHALF OF OTHERS: 
 
If you made bookings on behalf of staff and need to check/withdraw staff from 
courses you can do so by logging in as the staff member, or managing their 
bookings from your own account. 
 
To do this click the ‘Manage Bookings’ link on the home page as shown below: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You will then see a list of all staff and all courses you have booked: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To withdraw a staff member click the ‘withdraw’ button next the appropriate 
course/delegate as circled above. 
 



 

You will then see this screen: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If you wish to substitute the person for another member of staff you can either 
search for the person by entering their User ID in the box provided, or you can 
register a new user to substitute. 
 
If you do not wish to substitute simply select the withdraw button on the right 
hand side. 
 
Please note that if you withdraw within 10working days a cancellation charge will 
be incurred. 
 
 
 
 
 
 

 

 
If you have followed this user guide and require further guidance 
please contact the Learning & Development Team, Oxfordshire 
County Council by email or phone: 
 
Email:  landd.sharedservices@oxfordshire.gov.uk 
Phone: 01865 797123 
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