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User Guide Introduction

This guide will help you navigate the system, manage your CPD activities, and
track your progress. Each page of the platform is designed to make it easy to
access articles, record your learning, reflect on your experiences, and generate
certificates. Whether you are completing CPD within the system or logging external
learning, this guide explains how to use each feature effectively. Take a few
moments to familiarise yourself with the navigation and options so you can get the
most out of your CPD portfolio.



S O E  C P D  H U B  U S E R  G U I D E

The Dashboard is your home
page when you log in and
provides a clear overview of
your CPD progress at a
glance. On the left is the
main navigation menu,
which allows you to move
between sections such as
Dashboard, Browse Articles,
Reading List, CPD Activity,
and My Certificates. 

At the top of the page, you’ll
find a button to hide or
show the menu for a cleaner
view, as well as a search bar
to quickly find articles or
CPD content.



S O E  C P D  H U B  U S E R  G U I D E

The top-right corner features
a light/dark mode toggle and
your account menu,
accessible by clicking your
initials. The main content area
shows two tabs, In Progress
and Completed, so you can
quickly see which activities
you are currently working on
and which ones you have
already finished. Below the
tabs, the latest CPD articles
are displayed, keeping you
updated with fresh learning
opportunities. 

Your current CPD hours out of
the required 35 are also
prominently displayed, giving
you an instant understanding
of your progress. The
Dashboard essentially acts as
a central hub, keeping all your
CPD information in one
convenient place.



S O E  C P D  H U B  U S E R  G U I D E

The Browse Articles page is
where you explore all CPD
content available in the
system. The left-hand
navigation menu and top
search bar work the same as
on the Dashboard, making it
easy to move around the site
or search for specific topics. 

The main content area
displays a list of articles,
each showing the title,
author, and a bookmark icon.
Clicking the bookmark icon
adds the article to your
Reading List for later, while
clicking it again removes it.



S O E  C P D  H U B  U S E R  G U I D E

On the left, a filter menu lets
you narrow down articles by
category, making it easier to
find content relevant to your
learning goals. You can select
only one category at a time. 

This page is designed to help
you browse, organise, and
plan your CPD efficiently, so
you can focus on the topics
that matter most.



S O E  C P D  H U B  U S E R  G U I D E

The Reading List page shows
all the articles you have
bookmarked for future
reading. Each article displays
its title, author, and
bookmark icon, allowing you
to remove articles you no
longer wish to keep. 

The page provides a
convenient way to organise
your learning without having
to search for articles again.



S O E  C P D  H U B  U S E R  G U I D E

On the right-hand side, the
latest CPD articles are
displayed, keeping you
informed of new content
even while reviewing your
saved items. 

The left-hand menu and
top search bar remain
accessible, allowing you to
continue browsing or
navigate to other pages
easily. The Reading List
helps you prioritise your
learning and ensures
nothing gets lost in your
CPD journey.



S O E  C P D  H U B  U S E R  G U I D E

The Article Details page
appears when you select an
article from the list. Here, you
can see the title, author, and
a short abstract summarising
what the article covers. 

The abstract helps you
quickly understand the focus
of the article and decide
whether you want to proceed.



S O E  C P D  H U B  U S E R  G U I D E

When you’re ready to begin,
click the Start CPD button
to access the full content.
This page ensures that you
are informed about the
article before starting and
gives context to guide your
reflection later. 



S O E  C P D  H U B  U S E R  G U I D E

The left-hand navigation and
search bar remain available,
so you can explore other
content if needed.



S O E  C P D  H U B  U S E R  G U I D E

After reading an article, the
Reflection Question page
prompts you to consider
what you have learned and
how it applies to your
professional practice. 

Every question in the system
is reflective, encouraging
you to actively think about
your learning rather than
simply reading content.



S O E  C P D  H U B  U S E R  G U I D E

You must complete this
reflection to log the CPD
activity. Type your
response in the provided
field, focusing on key
insights and practical
applications. Once
submitted, the activity and
CPD hours are recorded in
your portfolio. 

This step is essential for
turning reading into
actionable learning that
contributes to your
professional development.



S O E  C P D  H U B  U S E R  G U I D E

Once you submit your
reflection, the Completed
Article page confirms that your
CPD activity has been
successfully logged. You can
view the article and abstract
again, see your updated CPD
hours, and choose to re-read
or retake the activity.

If a certificate is available, you
can download it directly from
this page. The Click here
button allows you to go to
your CPD portfolio, where you
can edit details, upload
evidence, or make
adjustments. 

This page serves both as
confirmation of completion
and as a hub for any follow-up
actions you may want to take.



S O E  C P D  H U B  U S E R  G U I D E

When you open a CPD entry
in your portfolio, most details
are autofilled, but you can
edit certain fields such as
hours, CPD method, and
evidence. The hours reflect
the time you spent on the
activity, while the CPD
method can be selected to
indicate any additional work
completed outside the
system.

You can also upload
supporting evidence, such as
certificates or documents.
Once you’ve reviewed and
edited the entry, scroll down
and click Save Activity. This
ensures your portfolio is
accurate and up to date,
reflecting your true learning
experience.



S O E  C P D  H U B  U S E R  G U I D E

The CPD Activity page shows
a complete overview of all
CPD you have completed or
uploaded, including total
hours earned. You can edit or
delete any entry, helping keep
your portfolio organised and
accurate.

If you’ve completed CPD
outside the platform, you can
use the Add Custom Activity
button to log it, including
supporting evidence such as
certificates or documents.

The Download Portfolio
button creates an .xlsx file of
all your CPD entries, ideal for
audits or personal records.
The Additional Requirements
section lets you attach further
documentation as needed.
This page acts as a central
hub for managing and
tracking all of your learning.



S O E  C P D  H U B  U S E R  G U I D E

If you have completed CPD
outside the platform, this
page allows you to add it to
your portfolio. Enter the
activity title, start and end
dates, hours spent, select the
CPD method, and upload any
supporting evidence.

Once all details are entered,
scroll down and click Save
Activity to include it in your
portfolio. This ensures that
your total CPD hours are
accurate and that external
learning is properly
documented. 

Adding external CPD gives a
complete picture of your
professional development in
one place.



S O E  C P D  H U B  U S E R  G U I D E

The My Certificates page
lists all CPD activities
completed in the system
that generate certificates.
You can click a CPD title to
view your results in your
browser or click the
Certificate button next to
the title to download the
certificate as a PDF.

This page provides quick
access to official proof of
your CPD completion, which
can be saved, printed, or
submitted as required. It
makes it easy to keep all
your learning certificates
organised and accessible in
one place.



End of guide.


