
How to Add CPD activities  
From our home page 

 
 
Once you are on our website you will see the following home page  

 
 
From here you want to click on our big orange Log in to button  
This will bring a drop down menu  
From here you want the top option “MyCollege” 
 



 
 
You may already be logged in but if not it will bring you to a page that will look like this  



 
You will need to enter your username and password.  
There are orange buttons if you are unsure of either and you can tick Keep me Signed in if you don’t 
want to be logged out. When ready to enter My College press login.  
 
 
It will bring you to a page that will look like this. You may not have all the options shown below but 
as long as you have “My CPD home” you will be able to proceed. If you can’t see it give us a call!  



 
You can select Go  to proceed 
 
It will bring you to this page  

 

You can change the reporting cycle by  hitting this button  
 Select the year you want from the drop down. If you can’t find the year you need please give us a 
call.  
 
From there you will want to add an activity  
 



 
It will bring you to this page showing up top whatever year you choose.  
 

 
Down the left hand side there are the activity types 
You should select the type of CPD for this example it is ALS, you can see that selecting the green text 
brings up more options for you to choose from.  

 
 
And you will come to the final page  
 



 
 
I have highlighted under where it shows the pathway that you took to get here.  
There is also a CPD Resources button which provides all our CPD resources.  
Enter your activity details and answer a few questions on where it was  

 
 
Finally you can upload evidence of your activity  

 
 
 
 
 
 



Select Browse and you can choose the file you want.  
If you get stuck anywhere along this process please give us a call  
 
 


