
 

   
 

How to book onto a training course in 
the ERP 
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Updated 

1 Scope: 
This guidance is to show you how to book onto a training course in 
the ERP. 
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2 Introduction: 
There are some Shropshire Council training courses (i.e. First Aid 
courses) that need to be booked, checked and cancelled through 
the ERP. 

03.08.2026 

3 Navigate to 

Main Menu → Your employment → Your development → Course 

catalogue 
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4 Step by step process  

4.1 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Booking a place on a course in the ERP: 
 
To book onto a course (such as a Health & Safety First Aid course) 
in the ERP, navigate to the Course catalogue. 
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To find a specific course, start typing ahead in the Course field and 
click on the course description in the list.  
 

 
 
You can then click Search to filter the list to those courses only. 
 

 
You can also just scroll down to the full list of Scheduled courses.  
If the course is available, you will see a tick in the Sign up column. 
Some courses may not be available to all and this will be 
highlighted in the Prerequisite column as an open palm stop 
gesture. This example shows that a requalification course is only 
available if you have previously completed the full course. 
 

 



 

   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To view details about the course, you can click on the Zoom icon 
to see information such as where the course is taking place, who to 
contact regarding the course, start and end times and duration.  
 

 
 

 
 
Click Close to close the Dynamic zoom. 
 
To sign up to one of the courses, click on the Sign up tick icon.  
 

 
 
 



 

   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The New course selected box will pop up where you can add any 
comments for the instructor or course administrator to see (for 
example, if your training costs are being covered by another 
budget, please make sure you comment here with the correct cost 
code to charge) but it isn’t mandatory to add anything here.  
 

 
 
If this is the only course you wish to sign up for, you can select 
Save to make the request or, if you wish to sign up for multiple 
courses, select Continue.  
 

 
 
You will see this course showing under Selected courses. You 
can, if required, sign up to another course before selecting Save to 
send your request for line manager approval. If you have selected 
Continue, you must make sure you select Save to send the 
request for approval. 
 

 
 
 
 
 
 
 



 

   
 

4.2 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Checking your courses: 
 
To check the progress of your request or details of any courses 
you are booked onto, go to the Your courses tab in Course 
catalogue. 
 

 
 
You will see the list of Courses to attend you have requested. If 
the request is showing as Workflow in progress then it is still 
waiting approval. If it is showing as Finished then it has been 
approved and the workflow has finished. If it is showing as 
Rejected, then the request has been rejected and you may have a 
task with you to cancel the request or resubmit for approval. 
 
You can again check the course details by clicking on the zoom 
icon. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

   
 

4.3 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4.4 

Cancelling your place on a course: 
 
If you need to cancel your place on a course, you also do that in 
the Your courses tab.  
 

 
 
Tick the box on the course line or lines that you need to cancel and 
select Deregister. You must then select Save at the bottom to 
send this cancellation for approval. You will not be removed from 
the course until this cancellation has been approved by your line 
manager. 
 
Checking Competences: 
 
When you have completed a training course and the course 
administrator has updated their training records, you will receive 
the related Competence in the ERP. 
 
Navigate to the Main menu > Your employment > Your 
development > Competences or Competence information. 
 

 



 

   
 

In the Competences screen, you can view by Competence type. 
 

 
Select the required Competence type and all competences you 
have in that group will show below.  
You can also add competences that you have achieved outside of 
Shropshire Council through self service here. Select Add, add all 
the details, attach the certificate to prove that you have completed 
the course to acquire that competence and select Save to send to 
your manager for approval (see video link below How to add a 
qualification.) 
 

 
 
 



 

   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
 
 
 
 
 
 
 
 
 

5 Related guidance and policies 
 
Video Links 
 

• How to book onto a training course 

• How to add a qualification 
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https://youtu.be/rSbGzGjhmcg?si=8K6WKXAa-bMc80KY
https://youtu.be/OmDK4Ta6J5Y?si=I3nfn8QjjJ9pIQms

