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How to book a course on the PVI portal  

 

1. Login to your account 

 

 

 

2. Click the ruler icon & select ‘Professional 

Development’ 

 

 

Click on the person icon & fill 

in details as required. Click 

login  

Select the ruler pencil icon and 

click on professional 

development to view all 

courses. 
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3. Filter the courses page to ‘Early Years PVI’ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select the bottom option of 

‘Early Years PVI’ 

Filter the options by selecting 

the branch button and viewing 

the drop down list 
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4. View and select the course you want to attend 

 

 

 

 

 

 

Using your finger to 

scroll, view the options 

and click on the course 

you wish to attend 

mailto:EHSAdmin@southwark.gov.uk


Designed by Grant MacMaster on behalf of Early Years Quality Improvement Team 2023 

     EHSAdmin@southwark.gov.uk  

5. Press the ‘book’ or ‘book staff’ button 

 

 

 

 

To book staff members please 

click ‘book staff members’ and 

select which one(s) to attend a 

course. 

To book yourself, click book 
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6. Once booked, pay for your course 

Click on the person icon and 

select the ‘Courses, resources, 

SLAs’ icon  

mailto:EHSAdmin@southwark.gov.uk


Designed by Grant MacMaster on behalf of Early Years Quality Improvement Team 2023 

     EHSAdmin@southwark.gov.uk  

Click the ‘courses pending’ tab 

to view payment pages. 
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Once you have reviewed the 

course, click ‘pay’ to make 

payment via banking details 

mailto:EHSAdmin@southwark.gov.uk


Designed by Grant MacMaster on behalf of Early Years Quality Improvement Team 2023 

     EHSAdmin@southwark.gov.uk  

 

 

 

 

 

 

 

 

Enter your details as required 

and click ‘complete’ to pay.  

 

You will then receive an email 

from us notifying you of 

booking confirmation and any 

other course details.  
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