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All communications from the Professional Development Portal will come from
info@cambridgeinternational.org. To make sure you receive all relevant information for your courses

and to prevent emails going into your spam folder, please save info@cambridgeinternational.org to
your address book.

We recommend using Google Chrome for this website.

If you have a query that cannot be resolved using the information in this guide, please contact the
Customer Services team at info@cambridgeinternational.org or on +44 1223 553554

Further guides and FAQs are available here. Updated: 07 August 2024



Professional Development Booking Portal Guide (continued)

Section 1: Introduction

There are many ways that you can learn about our professional development courses including our
marketing materials and emails, and the professional development section of the Cambridge
International website. When you decide to book on a course, all bookings are processed on the

Cambridge International Professional Development Booking Portal.

This guide will show you how to set up an account and use this Booking Portal.

.78 Cambridge Assessment
¥ International Education

Home @
| Welcome to the P —
Search Q  Events and Training
Calendar & Planner
{ Use our Events and Training Planner to
My cart - find and book Cambridge International
events and training courses near you.
Login +]

You can then view and manage your
bookings, see pre-event details and

browse related events.

Download the guide

We believe that supporting teachers in their professional
development leads to improved outcomes for learners.

We offer a wide range of events, training, and professional
development for teachers according to their experience and needs.

Cur approach to training and professional development supports
teachers to become confident, responsible, reflective, innovative and
engaged.

introducing

The Events and Training Planner

"Training is a wonderful
opportunity to learn from one
another. | have become a better
instructor and presenter because
of the teacher training
programme.”

Sheree Cumberlander, Whites
Creek High School, USA




Professional Development Booking Portal Guide (continued)
Section 2: Managing your account
Section 2a: Accessing your account:

1. Click ‘Log in’ in the left panel of the Booking Portal’'s home page.

T Cambridge Assessment
# International Education

Home a
Welcome to the B e s
Search Q  Events and Training
The Events and Training Planner
Calendar & Planner
Use our Events and Training Planner to
My cart - find and book Cambridge International
- events and training courses near you.
l Login I You can then view and manage your
bookings, see pre-event details and

browse related events,

Download the guide

2. Check to see if you already have an account. Note: This is not the same login information as
the School Support Hub.
a. If your email is recognised but you do not know your password, click ‘Forgotten your
password?’
b. If your email address is not recognised, click ‘Create account’ on the right-hand side.
Note: Please check all your commonly used email addresses before clicking ‘Create
account’.

Log in or create a new account

Please note: this account is separate from other Cambridge International accounts you may already have.

Login New account

SO =

The Email Address field is required.

Password |

The Password field is required.

Forgotten your password?

-




Professional Development Booking Portal Guide (continued)
Section 2b: Editing your account details:

When you click ‘Create account’, you will be prompted to complete the information below. If you wish
to change any of the information listed in this section, click ‘View profile’ in the left panel. Note: The
First Name and Last Name listed here is what will be printed on your certificate, so please check for
correct spelling and capitalisation.

2

Home @A .
My profile
Search Q
‘ Contact details must be provided before the portal can continue to be used. Please enter these details below.
Calendar
My cart - Title (Mr, Mrs, Miss, ‘ 8
oo 2]
View profile First Name* ‘
My bookings =
i Last Name ‘
Past bookings = g
Centre Number @ ‘
Connections &
ition*
Lot = Position v ‘

Verify Email Address*

Phone Number

Address Country *

O Ifyou are happy to receive email updates about our

qualifications, services or future Cambridge
International events, please check this box.

|
\
\
|
|
Email Address*® ‘ ‘
\
|
|
Dietary Requirements ‘

Marketing Privacy

' Ifyou would not like to receive email updates about
our qualifications, services or future Cambridge
International events, please check this box.

Occasionally we would like to invite you to take part in research to gather feedback on our services,
qualifications and support materials. Please check this box if you are happy for us to do this.

[l I consent

Please add any dietary or access requirements as this helps with the planning of our face-to-face
events. If your dietary requirement is not listed, please contact us with details so we can add this to
your profile.

Dietary requirements

L Gluten free

1/ Halal

I Nutallergy

LI Seafood allergy
I Vegan

[l Vegetarian

LI None

Access requirements (if applicable)

Access requirements |
(if applicable)




Professional Development Booking Portal Guide (continued)

Section 2c¢: Making connections:

In order to book onto a course using the invoice option, your account must be connected to the
Cambridge International centre or organisation where you are a member of staff, in either a teaching
or administrative role.

Any booking using the invoice option must be approved by an administrator at your centre. The
invoice will be issued to this centre upon completion of the course.

Using the ‘Connections’ page, you can check the centre or organisation that you are connected to, as
well as make changes if you move to a different Cambridge centre.

1. To connect to your centre, enter your centre number in the request box seen below. Do not
include any spaces (e.g. XX999). Your request will be sent to the centre’s administrator to
approve this connection.

Note: Your centre number is not your centre’s name. If you are unsure what your centre
number is, please contact a school leader.

1 Cambridge Assessment
International Education

2 Austin Owen
Home a '
Connections
Search Q 3 P el i
On this page you can see the Cambridge International centre (school) or organisation that you are currently
—— | connected to. This usually means that you are a member of staff at this centre in either a teaching or administrative
role.
My cart - Any training courses or events that you book using the Events and Training Planner will need to be approved by an
X
administrator at the centre you are connected to. Your booking will not be finalised until your connected centre has
View profile 3 approved your booking. If you choose to pay for any training courses via invoice, this will be sent to the centre that
you are connected to for payment.
My bookings -]
How to connect:
Past bookings B Enter your Centre number in the request box below, do not include any spaces (i.e. 'XX999')
o Current Affiliation(s):
Connections O

¥

Tomou Request Affiliation: m’

Terms and conditions
Contactus / help

Copyright © UCLES 2019

3. To remove a connection to a centre, click ‘Remove’ on the same screen in the ‘Current
Affiliation(s)’ section.
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Current Affiliation(s):

Request Affiliation:

Lahore Acadia (Requested)

WATERFRONT LEARNING CENTRE

\




Professional Development Booking Portal Guide (continued)
Section 3: Making a booking
Section 3a: Finding a course:

Use either the Professional Development Booking Portal or the Professional Development Calendar
on the Cambridge International website to search for a course.

You can apply filters on either website to narrow your search using any of the following options (in the
Portal click the ‘More filters’ button for more choices):

e Date or month: select a suitable month or date range
Format: face-to-face or online
Programmes and Qualifications: Primary, Lower Secondary, IGCSE™, O Level, AS & A Level
Region (and location): Region of the world, country and/or territory
Course type/Training level — Introduction, Focus on Teaching, Enrichment, Marking
Workshop, etc.

In the Booking Portal, you can search for specific syllabuses in the search bar.

[E:# Cambridge Assessment
&P International Education

L Austin Owen

Home S

Search Search for courses by keyword or date. To search all courses, click the ‘Search’ button below.

Calendar Sedrch

W oBm O R

My cart

Course date From
View profile

3 To
My bookings

Past bookings Format

S W @ e

Connections
Programmes and

Qualifications

@

Logout

Region

Training level

Terms and conditions
Contact us/help

Copyright © UCLES 2019

In the Calendar, you can sort by ‘Subject area’ in the left panel.
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> Events and training calendar

Filter events

Date

[ Sep 2020
0 Oct 2020
O Nov2020
[ Dec2020
O Feb2021

Home > > Tnsining >

Events and training calendar

o Coronavirus update

We have taken the decision to cancel face-to-face training workshops until February 2021 and
will be offering more online introductory, extension and marking workshops over the coming
months. These will be in the form of online tutor guided courses, offering the same high-quality
training. If you have any questions, please email us.

0 Marking workshop

[ Introductory

[ Improving Speaking
Performance

[ Extension

[ Exams administration

View more

Location

CUsA

Format Qualification Region
[ au v AL v AL v
[ Languages
O The Arts Cambridge O Level Additi ics (4037) - 2020-2022 syllabus - ion |
[ Sciences Online, Tutor-guided
(0 Technology 16 Sep 2020 - 04 Oct 2020
View more Extension Training is for teachers who have at least one year's experience of teaching Cambridge
and qualifications. This online...
Course type

Cambridge O Level Arabic (3180) - 2021 syllabus - Extension | Online, Tutor-g
16 Sep 2020 - 04 Oct 2020

ed

Extension Training is for teachers who have at least one year's experience of teaching Cambridge
programmes and qualifications. This online...

Cambridge O Level Art and Design (6090) - 2020-2022 syllabus - Extension | Online,
Tutor-guided
16 Sep 2020 - 04 Oct 2020

Extension Training is for teachers who have at least one year's experience of teaching Cambridge
programmes and qualifications. This online.
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Section 3b: Booking onto a course:

1. Once you find the course you would like to attend, click on the title of the course. If you are in the
Calendar, click ‘Book now’ and it will bring you to an overview page on the Booking Portal. Scroll to
the bottom of the page and click ‘Add to cart’.

With the exception of Active Learning and Assessment for Learning in Primary, our Active Learning and Assessment
Workshops are aimed at secondary subject teachers at all levels.
Timings
« Day 1:9:00am - 5:00pm
« Day2:9:00am - 5:00pm
All Cambridge Enrichment workshops
« focuson giving delegates practical ideas, based on academic research, to be used in their school
+ give delegates plenty of time to ask questions and share ideas

«+ are designed to meet delegate needs and experiences
= give delegates, where appropriate, accompanying electronic resources to be used before and/or after the event

Language

This training will be delivered in English so participants are required to have sufficient competence in English to participate

inthe training. All candidates should have English language competence comparable to Level B2 in the Common European
Framework of Reference for Languages (CEFR). We recommend a minimum requirement of 5.5 on the International English
Language Testing System. Further information may be obtained through the Council of Europe website.

Please note: in the event that a training event is cancelled for any reason, we are unable to refund any travel or hotel costs
that you have incurred.

Location

Venue confirmed on booking

| Add to cart Close

2. If you are making multiple bookings, repeat step 1 and add the additional course(s) to your cart.

3. Once you have all your courses in your cart, click ‘My cart’ in the left panel. Check that you have
the correct course(s) in your cart. If you added a course by mistake, click the ‘Remove’ button to
remove it from your cart.

Home a w S My cart (1item)

Search Q Course Date

Calendar & Cambridge O Level Additional Mathematics (4037) - 2020-2022 Wednesday, September 16 2020
| syllabus - Extension | Online, Tutor-guided

My cart - Registration GBP100.0 ~ -l

View profile a

Book
My bookings i

4. Click ‘Book’.

5. Enter the number of places you would like to book in each course. Each place is for one person.
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Course Date Fee
Cambridge O Level Bengali (3204) Wednesday, September Registration GBP 100.00
-2021-2022 syllabus - Extension | 16 2020

Online, Tutor-guided
Ente.r discount code ‘ ‘ Apply
(optional) L

]

Cambridge O Level Wednesday, September Registration GBP 100.00
Environmental Management 16 2020

(5014) - 2019-2021 syllabus -

Extension | Online, Tutor-guided

Enter discount code ‘j Apply
(optional)

.

Total GBP 200.00

Section 3c: Payment options:

Once you have finalised your cart, you will see two payment options: 1) Card payment and 2) Invoice
to centre. Note: If you are from a new school that does not yet have a centre number, you must select
‘Card payment’ and pay with a credit card.

Payment Method

® ICard payment (Visa/Mastercard onlyl

| GBP i

© Invoice to centre

| Enter centre number ‘

Option 1: Card payment — If you wish to pay with a card (we accept Visa and Mastercard), you can
select your desired currency to avoid changes in the exchange rate and foreign currency surcharges
from your bank. A receipt will be sent with the booking confirmation email once the transaction is
processed.

Payment Method

® Card payment {Visa/Mastercard only)

GEP v

Confirm

Option 2: Invoice to centre — If you’d like your centre to be invoiced for the cost of the booking(s),
enter your centre number in the box below. Do not include any spaces (e.g. XX999). This will trigger
an email to the centre administrator to approve or reject the booking. If the booking is approved, an
invoice will be sent to your centre within four weeks after the course is complete. If the booking is
rejected, your booking will be cancelled.

10
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Payment Method

©_Card payment (Visa/Mastercard anly)
usD v

® Invoice to centre

Purchase Order Number

| Enter centre number

-

Select your preferred method of payment. Then click ‘Confirm’.

11
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Section 3d: Delegate information and booking confirmations:

Enter the first name, last name and email for the person attending each course in your cart. The
details provided during booking must be those of the person participating in the course. This
name will be used on the sign-in sheet and certificate. Please make sure all spelling is correct.
Each person must have a unique email address.

My cart

If you select ‘Invoice to centre’ we will send an invoice to the centre that you are connected to. The centre will then
need to arrange for the invoice to be paid.

Back to shopping cart

Course: Cambridge IGCSE Mathematics (0580) - Extension | Bogota, Colombia

First name * Last name * Email *

T T 1 T T
Marc Ramshaw info@cambridgeinternational.org

First name * Lastname * Email *
Participant One ’ participant.one@cambridgeinternational.org

Course: Cambridge IGCSE Mathematics (0580) - Extension | Cali, Colombia

rﬂ.nanﬂ - Lactoomor ool
Mathematics Teacher ‘ maths.teacher@cambridgeinternational.org

|

1. Agree to the terms and conditions.

2. Click ‘Book’.

3. If you selected the invoicing option:
= (1) If you are not the administrator for your centre, you will receive a pending booking email.
An email will automatically be sent to your centre administrator to approve or reject your
booking. Once it has been approved, you will receive the booking confirmation.
= (2) If you are the administrator for your centre, this booking will automatically be approved and
confirmation emails will be sent.

Administrator
books using the
invoicing option

Centre
administrator
approves booking

Confirmation email
sent

User books using
the invoicing option

Any user books
using the credit
card option

12
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Section 4: Managing existing bookings

Section 4a: Pending bookings:

If your booking is pending, please contact your centre administrator. Pending bookings must be
approved within two weeks. After this time they will be cancelled.

Section 4b: Cancelling bookings:

To cancel your booking, click on ‘My bookings’ in the left panel. Then click ‘Cancel’ next to the
relevant course.

Be sure to read the terms and conditions before accepting as there may be associated charges.

If you made payment by credit card a refund will be processed within 5—10 working days.

Home a )
Bookings
Search Q
Calndar & Courses waiting for approval
My cart w - —
Cambridge IGCSE™ Registration Wednesday, February
View profile ;¥ Global Perspectives 12 2020 -
(0457) - 2021 syllabus Sunday, March 22
My bookings = - Introductory | Online, 2020
Tutor-guided
Past bookings =
Connections & m
Log out [c g

Section 4c: Upcoming bookings:
You can view your course bookings by clicking ‘My bookings’ in the left panel.

¢ Digital materials: If the face-to-face course has a digital material pack you will be able to
download it by clicking on the title of the course. This will not be available for pending
bookings. These materials will become available at least one week before the start of

the course.
Home @ )
Bookings
Search Q
Calondar & Courses waiting for approval
My cart w . —
Cambridge IGCSE™ Registration Wednesday, February
View profile 2 Global Perspectives 122020 -
(0457) - 2021 syllabus Sunday, March 22
My bookings 8 - Introductory | Online, 2020
Tutor-guided
Past bookings =
Connections & m
Log out [cg

13
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Section 4d: Past bookings:

After the course, you will receive an email from info@cambridgeinternational.org that contains a
link to the Participant Feedback Survey and your certificate.

You can also access your face-to-face course certificate by logging into your Booking Portal
account:

1. Click ‘Past bookings’ in the left panel.
2. Find the relevant course and the ‘Certificates’ column.
3. Click ‘View’ next to the relevant course.

Note: If the information on your certificate is incorrect, you can edit your information under ‘View
profile’, make the necessary changes, and re-generate the certificate.

Bookings
Course Date Certificate
Introductory IGCSE Participant Monday, December 17
Mathematics (0580) 2018 -

Monday, December 17
2018

To access your online course certificate, please log into your online learning dashboard profile.
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If you have a query that cannot be resolved using the information in this guide, please contact
us:

Customer Support
info@cambridgeinternational.org
+44 1223 553554

Further guides and FAQs are available here.



