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Distribution 

Although this user guide is expected to be distributed across the CBMS Delegate user base, this 

document is confidential and must not be made available publically or distributed to persons outside 

of your organisation. 
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1 Introduction 

This guide is to assist you with setting yourself up as a delegate and navigating through to book 

yourself on Courses, administer your account and also provide feedback to help improve services for 

future courses. 

 

1.1 Overview 

The Course Manager system allows Delegates to book onto a course or event online, submit 

cancellation requests and email administrators questions about courses. 

Courses are the shell; they contain basic information regarding the course. An Event is a specific 

instance of a course. There may be one or more Event dates for a Course, but each Event in a Course 

follows the same programme. 
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2 Getting Started 

2.1 Accessing the System 

When first accessing the System you will be presented with the CBMS login page, where you can 

search for specific Course and Events prior to logging on. 

The CBMS login screen is displayed. 

 
Fig 2.1 CBMS login screen 

From this screen you can do the following: 

 Login to CBMS by entering your email and password into the fields located within the Sign In 

panel on the left-hand side, in the area outlined in red in Fig 2.1 above 

 Register for an account, in the area outlined in orange in Fig 2.1 above. For further details see 

section 3  

 View available Courses and Conferences by clicking on the hyperlinks and searching for a 

Course/Conference by name or browse Events by expanding the required month,  for further 

details see section 4  
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 Reset your password, in the area outlined in green in Fig 2.1 above 

o When you click on forgotten your password you are taken to the reset password 

screen, as shown in Fig 2.2 below. Enter your email address and click on Reset 

password. You will be emailed a new password 

 
Fig 2.2 Reset password screen 

 

2.2 CBMS Home Screen 

When you have logged onto the system there are numerous functions that will be available to you, 

which will be covered in this section. 

Once you have an account and logged into CBMS you will be taken to the CBMS home screen. 

The CBMS Home Screen is displayed. 
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Fig 2.3 CBMS home screen 

At the top of the Home screen is the Notification Bar, in the area outlined in red in Fig 2.3 above. 

This displays the currently logged in user on the left and number of unread messages on the right. 

On the left hand side are the menu items. These direct you to the various pages within the system. As 

you click on an option from the left hand menu, the menu on the left may change to reflect additional 

sub-menu items within. To direct back to the original menu, click either ‘cancel’, ‘back’ or ‘Home’. 

From the Home Screen you can perform the following actions: 

 View available Courses and Conferences by clicking on the hyperlinks and searching for a 

Course/Conference by name or browse Events by expanding the required month 

 Access your Personal account information by selecting the relevant sub-category from the 

left-hand menu 
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3 Register for a Delegate Account 

If you need to create an account, from the CBMS login page select register here as shown in Fig 2.1, 

in the area outlined in orange. 

Note that self-registration for CBMS may not be possible, depending on individual system 

configuration. 

The Register screen is displayed. 

 
Fig 3.1 Register screen 

The first section of the screen is where you can set up your account credentials.  

 Enter and confirm your Email address and Password 

The rest of the register screen is for you to enter personal details and any specific requirements that 

you may have, as shown in Fig 3.2 below. 
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Fig 3.2 Continuation - register screen 

Complete the details as follows: 

 Select Yes or No to Are you a Clinician, and your Delegate type 

o Note, depending on what you put as a answer to Are you a Clinician? Will determine 

on what Delegate types appear. Delegate types are used to determine what job role 

you do and therefore what courses and events are suited to you. These are controlled 

by system administrators so if you have any issue about what delegate type you 

should be in or have an issue with your delegate type then please speak to them. 

Once a delegate type is chosed then the rest of the fields will become avalible to fill 

in. Please give as much info as possible. 

 Enter your personal details and any relevant details with regards to Dietary requirements 

and Personal biography 

 Select and read the Terms and Conditions and if in agreement click in the tick-box alongside 

 Once all details have been completed scroll to the top of the screen and click on Submit, in 

the area outlined in red in Fig 3.1 above. This will then create your delegate account 

o Please keep a note of your password which is case sensitive but this can be reset 

using the Forgotten your password link, see Fig 2.2 in section 2.2 for more details 

 

The Registration Successful screen is displayed. 
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Fig 3.3 Registration successful 

Your account has now been set up and you will receive an email confirmation. 
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4 Searching for Courses and Events 

Courses and Conferences are grouped by category for ease of searching or alternatively an instance of 

a Course, known as an Event, can be viewed by month. All Courses or Events can be viewed in a list 

format by clicking on ‘Course/Conferences’. These pages contain options at the top of the page 

allowing filtering of the lists to show specific Courses or Events based on their location or content. 

Note, you can search for a course when you are not Signed In. 

 

4.1 Courses 

There are two ways in which you can search for a Course/Conference, from the left-hand menu and 

from the home screen. 

From the General menu on the left-hand side select Courses/Conferences. 

The Course/Conference search screen is displayed. 

 
Fig 4.1 Course/conference search screen 

 From this screen you can do the following: 

 Use the search criteria to narrow the results 

 Within the search results view a list of the Courses available to you 

 View a specific Course by clicking on the name - on doing so the Course/Conference screen 

will be displayed as shown in Fig 4.2 below. 
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The Course/Conference details screen is displayed. 

 
Fig 4.2 Course/conference details screen 

This screen has all the information that you will need to know about the Course including the Course 

Programme and Information, once clicked on these will download in a PDF format.  

To see detailed information for a Course click on each tab in-turn to see the following: 

 Event dates within the course 

 The Aims for the course  

 Target Audience as to who this course is designed for 

 Any Documents associated to the course 

Any other information will be displayed within the Comments tabNote, all these fields are populated 

when the Course is created by an administrator. 

Should you have any questions in relation to the Course you can contact the administrator by clicking 

on Ask a Question on doing so a message pop-up screen will be displayed as shown in Fig 4.3 below. 
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Fig 4.3 Message pop-up – course  

Enter a Subject and Message then click on Send. Another pop-up will display informing you that the 

message has been sent correctly, click on Ok you are returned to Course/Conference details screen. 

 

4.2 Events 

There are two ways in which you can search for an Event, from the left-hand menu and from the home 

screen 

There can be multiple Events in a Course. For example if the Course is running over multiple 

days/weeks or there are different venues doing the same Course etc. You can also register interest in 

the Course and the system will alert you if/when new events are added to the Course. Useful when 

there are no spaces left on the current events. 

From the General menu on the left-hand side select Events. 

The Events screen is displayed. 
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Fig 4.4 Events screen 

From this screen you can: 

 Use the search criteria to narrow the results 

 Within the search results see a list of the Events available to you 

 View a specific Event by clicking on the name within the search results, on doing so the 

Events detail screen will be displayed as shown in Fig 4.5 below 

The Event details screen is displayed. 

 
Fig 4.5 Event detail screen 
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This screen has all the information that you will need to know about the Event. To see all the relevant 

information click on each tab in-turn to see the following: 

 Within the Date(s) tab you will be able to see the start and end times along with Venue and 

contact details 

 Target Audience as to who this event is designed for 

 Event Requirements to fufill before booking 

 Any Documents associated to the Event 

 Book onto the Event, see section 5 for further details 

 View relevant Information, such as aims and objectives 

o Once clicked on this will download in a PDF format 

Note, all these fields are populated when the Event is created by an administrator. Also note that you 

can only book on to an Event and not on to a Course. 

Should you have any questions in relation to the Event you can contact the administrator by clicking 

on Ask a Question on doing so a message pop-up screen will be displayed as shown in Fig 4.6 below. 

 
Fig 4.6 Message pop-up - event 

Enter a Subject and Message then click on Send. Another pop-up will display informing you that the 

message has been sent correctly, click on Ok you are returned to Course/Conference details screen. 
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5 Booking on an Event  

When you book on to an Event it will give you multiple options depending on what was included 

when the Course and Event were populated by an administrator. 

Follow the steps in section 4.2 and locate the specific Event that you want to book onto.  

From the Event Details screen click on the Book Now Tab. 

Book Now tab screen is displayed. 

 
Fig 5.1 Book now screen 

Complete the details as follows: 

 Click in the tick-box for the the event fees for your delegate type.  

o Note, this field may already be ticked depending on your delegate type but the 

example in Fig 5.1 is for any delegate type  

 Select Accommodation and Subsistence if relevant along with any Other items such as, 

literature for event or permit parking 

 You can Calculate the Total cost of the Event  



 

Intrepid V10 Course Booking Management System (CBMS) Delegate User Guide – 

Confidential Four 

 

 

 

 
17 of 42 

 

  

 Select from the drop-down as to how did you hear about this course/conference 

 Confirm that you agree to the terms & conditions along with cancellation & refund policy 

by select the tick-box alongside 

Note, depending on system configuration there may be a option next to Book saying Add to Basket 

so that you can add a course to My Basket and carry on browsing.  
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6 Packages 

Packages are a number of Events that span a certain period of time. An administrator will create a 

Package if there are a number of Events that are mandatory in relation to one another  i.e. if a 

delegate needs to book on all of the Events as they are dependent on completing each other, you can 

book on the Package and this will book all the Events associated for you. 

6.1 Viewing Packages 

To view Packages from the General menu on the left-hand side select Packages. 

The Packages screen is displayed. 

 
Fig 6.1 Packages screen 

From this screen you can do the following: 

 Use the search criteria to narrow results 

 See available Packages  

 Select and view individual Packages 

Once you have located the relevant Package click on the name of the package within the search 

results. 

The Package Details screen is displayed. 
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Fig 6.2 Package details screen 
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Fig 6.3 Continuation of package screen 

From this screen you can see and do the following: 

 Within the Dates tab you can see all the Events associated with this Package, giving the date, 

start and end time along with the venue details 

 Target Audience as to who this Event is designed for 

 Event Requirements to fufill before booking 

 Any Documents associated to the Event or Course 

 Book onto associated Events within the Package 

Note, all these fields are populated when the Events and subsequent Package is created by an 

administrator. 
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Should you have any questions in relation to the Package you can contact the administrator by 

clicking on Ask a Question on doing so a message pop-up screen will be displayed as shown in Fig 

6.4 below. 

 
Fig 6.4 Message pop-up - package 

Enter a Subject and Message then click on Send. Another pop-up will display informing you that the 

message has been sent correctly, click on Ok you are returned to Package details screen. 

 

 

6.2 Booking a Package 

Within the Package detail screen select the Book Now tab. 

The Book Now screen is displayed. 
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Fig 6.5 Book now screen 

From this screen you can do the following: 

 See all available Events within the Package  

o You can view each individual Event in more detail by clicking on the name of the 

Event in the area outlined in red in Fig 6.5 above, on doing so you will be taken to the 

Event screen  

 Select and book onto the Events by clicking in the tick-box alongside 

Once you have selected the relevant Events, scroll to the bottom of the page where you need to 

confirm your booking as shown in Fig 6.6 below.  
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Fig 6.6 Continuation - book now screen 

Complete the details as follows: 

 Select from the drop-down as to how did you hear about this Course/Conference 

 Click in the tick-box to accept the terms and conditions along with the cancellation and 

refund policy 

 Click on Add to basket, on doing so you will be taken to My Basket screen where you can 

proceed to the checkout or clear basket, see section 7.1  for further details.  
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7 Online Payments 

If the administrator has set up the online payment functionality against a specific Event, you will be 

able to book and make relevant payments to complete the booking process.  These actions are carried 

out through the left-hand menu option My Basket; see section 7.1 for further details. 

7.1 My Basket  

If the system administrator has configured the system to allow online payments, once you have 

selected and booked onto Events those items will moved to My Basket, where you will need to either 

proceed to checkout or clear you basket to finalise the booking. 

To access My Basket from the left-hand Personal menu select My Basket. 

The My Basket screen is displayed. 
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Fig 7.1 My basket 

From this screen you can do the following: 

 See a breakdown of costs associated with each Event 

 Unselect a booked Event  

 See your total amount payable and the Deposit, see 7.2 for further details 

 Proceed to Checkout to make payment, see section 7.4 for further details 

 Clear Basket of selected event bookings, see section 7.3 for further details  

 

7.2 Deposit  

If a deposit amount has been specified by the administrator it will be displayed in the area outlined in 

red in Fig 7.1 above. Should you try and put in a lower amount than the deposit then the following 

message will be displayed. 
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You can pay anything over and above the deposit amount but this allows the option to be able to pay 

in instalments. To make further payments follow the steps in section 7.4. 

 

7.3 Clear Basket 

There are two ways in which you can clear your basket, either through the My Basket screen or when 

you sign-out of CBMS. 

From within My Basket screen scroll to the bottom of the page. 

To clear your basket of bookings select Clear Basket. The following message is displayed: 

 
Fig 7.2 Confirmation message when removing basket items 

Click on OK  

You are returned to My basket screen where all bookings have been removed as shown in Fig 7.3 

below. 

 
Fig 7.3 Clear basket 

Note, you can also indiviually deselect any of the Events by unticking them in the basket screen. That 

will take them out of the total amount to be paid. 



 

Intrepid V10 Course Booking Management System (CBMS) Delegate User Guide – 

Confidential Four 

 

 

 

 
27 of 42 

 

  

The second way to clear your basket is to click on Sign Out within the General left-hand menu. 

 The following mesasge is displayed: 

 
Fig 7.4 Confirmation message when signing out with unpaid items 

Click on OK 

You are returned to the CBMS login screen and all items in your basket will be removed. 

 

7.4 Checkout 

There are two online payment types. The first one is Debit Cards. This will have no effect on the total 

amount in your basket and will pay for just your events and options. The second is Credit Cards. When 

this option is selected an additional line of text will appear warning you that extra charges will be 

applied to your total, as shown in Fig 7.5 below. These charges are 2.9% + 20p. This will then 

automatically update the total.  

From the My Basket screen once selections have been made scroll to the bottom of the page where 

you will see the How do you wish to pay drop-down, as shown in Fig 7.5 below. 

 
Fig 7.5 Credit card payment option 

Note, if you select Credit Card as your payment method then you will need to click in the tick-box to 

agree with the extra charges. 

Click on Checkout  

The Payment method screen is displayed. 
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Fig 7.6 Payment method screen 

Select the preferred payment method. 

The personal payment details screen is displayed. 

 
Fig 7.7 Personal payment details 

Enter the card details then click on Make Payment. 

Once payment details are completed and submitted there are a number of screens that you can be 

redirected to in CBMS.  

If there was an issue with the payment you will see Fig 7.8 below. 

 
Fig 7.8 Booking declined 

Click on Back  

If the payment goes through, then the booking acknolwledgement screen is disaplyed, as shown in 

Fig 7.9 below. 
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Fig 7.9 Booking acknowledgement 

You will also receive an email to confirm the payment and details. 
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8 Administration of Delegate Account 

From the CBMS Home screen under the Personal left-hand menu you will see a list of options 

available to you, which will enable you to manage your account and bookings.   

 

8.1 My Account 

This is where you can change your email address and password. 

 

8.1.1 Changing your Email Address 

From the Personal menu on the left-hand side select My Account. 

The Account Credentials screen is displayed. 

 
Fig 8.1 Account credentials 

To change or amend your Email address, click on the link Change Email Address. 

The Change Email Address screen is displayed. 

 
Fig 8.2 Change email address screen 

Complete the details as follows: 

 Enter and Confirm your email address  

 Click on Save.   

A pop-up will display advising that your email address has been changed successfully, click on ok.  

You are return to the Account Credentials screen. 
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8.1.2 Changing your Password 

From the Personal menu on the left-hand side select My Account. 

The Account Credentials screen is displayed. 

 
Fig 8.3 Account credentials 

To change or amend your Password, click on the link Change Password. 

The Change Password screen is displayed. 

 
Fig 8.4 Change password screen 

Complete the details as follows: 

 Enter your Current password, New password and then Confirm 

 Click on Save 

A pop-up will display advising that your password has been changed successfully, click on OK.  

You are return to the Account Credentials screen.  

 

8.2 My Personal Details 

This is where you can make amendments to your personal details. 

From the Personal menu on the left-hand side select My Personal Details. 

The Personal Details screen is displayed. 
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Fig 8.5 Personal details screen 

From this screen you can make changes to your name, job title, address, specialty, dietary 

requirements and personal biography. 

To return to the Home screen without making any changes click on Cancel and if changes have been 

made then click on Save & Back.  

You are returned to the CBMS Home screen. 

Note, you cannot change your delegate type as that is your job role. 

 

8.3 My Courses/Conferences 

This section contains a list of your courses or events that you have ever booked on. 
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From the Personal menu on the left-hand side select My Courses/Conferences. 

The Courses/Conferences screen is displayed. 

 
Fig 8.6 Your courses/conferences screen 

The first section of this screen allows you to see an overview of your bookings in the area outlined in 

red in Fig 8.6 above and search for a specific booking using the search criteria. 

The rest of the screen will display a list of your current bookings as shown in Fig 8.7 below. 
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Fig 8.7 Your bookings 

From this screen you can do the following: 

 See an overview of the Event along with all other available options such as, accommodation, 

requirement and documents associated with the Event  

 Click on Programme, on doing so it will download a PDF document with the Event itinerary  

 Click on Venue to see details of where the Event is being held 

 

8.4 My Requirements 

This section will show you what Requirements are outstanding from you. 

For example, a delegate who is looking to book on this Course must have an educational supervisor 

approval form and or personal supporting evidence. 

From the Personal menu on the left-hand side select My Requirements. 

The Requirements screen is displayed. 
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Fig 8.8 Requirements screen 

From this screen you can do the following: 

 Use the search criteria to narrow results 

 See the specific details of the Requirements, the due date and if it has been received by the 

administrator 

Note, you cannot submit Requirements to the administrator via CBMS this will need to be done via 

other means. Should you have any questions in relation to the requirements then you can contact the 

administrator by selecting Ask a Question from the events detail screen see section 4.2 for further 

details. 

 

8.5 My Course Evaluations 

If the system administrator has aligned a specific Evaluation in relation to the Course or Event for you 

to complete it will be displayed within the My Course Evaluations section.  

From the Personal menu on the left-hand side select My Evaluations. 

The Evaluations screen is displayed. 
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Fig 8.9 My evaluations 

From this screen you can do the following: 

 Use the search criteria to narrow results 

 See your Evaluations that are yet to be submitted 

 View and complete outstanding Evaluations 

To view and complete a specific Evaluation, click on the arrow-icon alongside. 

The Evaluation screen is displayed. 

 
Fig 8.10 Evaluation screen 

Once you have completed the Evaluation click on Submit. 

You are returned to the Evaluations screen. 
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8.6 My CPD Calculator 

This section shows total of hours/points you have accumulated. Each course or event will have CPD 

hours/points set by the administrator and will build up as you do more. 

From the Personal menu on the left-hand side select My CPD Calculator. 

The CPD Calculator screen is displayed. 

 
Fig 8.11 CPD calculator screen 

From this screen you can do the following: 

 Us the search crtiria to narrow results 

 See all your accumulated CPD Hours and Points 

 

8.7 My Certificates 

This section is where you can view any certificate(s) that have been issued to you after attending an 

event. 

From the Personal menu on the left-hand side, select My Certificates. 

The Certificates screen is displayed. 

 
Fig 8.12 My certificates screen 
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From this screen you can do the following: 

 Use the search criteria to narrow results 

 See all Certificates that have been issued to you 

 Select and view a specific Certificate 

To select and view a specific certificate, click Certificate alongside the relevant one within the Search 

Results. 

 

8.8 My Basket 

When booking on Events it will give you the option to add to your basket so that you can pay at 

another time. 

From the Personal menu on the left-hand side select My Basket. 

The My Basket screen is displayed. 

 
Fig 8.13 My basket screen 

From this screen you can finalise your bookings see section 7.1 for further details.  

 

8.9 My Messages 

Any Messages you may have regarding new events that you have expressed an intrest for or any other 

correspondance with regards to an Event, Course or Package will appear here.  

From the Personal menu on the left-hand side select My Messages. 

The Messages screen is displayed. 
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Fig 8.14 My messages screen 

From this screen you can do the following: 

 Use the search criteria to find a specific Message 

 See all messages Received and Sent  

 View a specific Message by clicking on the blue-arrow icon alongside, this will open up the 

Message detail screen as shown in Fig 2.1 below 

 
Fig 8.15 Message details screen 

From this screen you can do the following: 

 View the Message details 

 Delete the Message 

 Reply to the Message, on selecting reply the Message template is displayed in Fig 8.16 below. 
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Fig 8.16 Message template 

Enter the Subject and Message and click Send or Cancel to return to the Message detail screen. 
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9 Other Features 

 

About Us: This info is administrated by the administrators and just provides info of your deanery, 

organisation etc. 

Contact Us: Details of administrators and how to contact them. 

Feedback: This is where you would log any complaints, praise or feedback that you may have about 

the system. This will go to your administrators and then, if required, will feed back to Hicom 

Technology. 

FAQs: Frequently asked questions with answers as to what to do if… 

Terms & Conditions: Terms & Conditions of use of the application. 

Cancellation & Refund Policy: How to request a refund if you have paid for a course or event and 

then cannot make it. 

Data Protection: How any data that is input in to the system is protected. 
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10 Document Revision History 

Version Date Sections changed Comments  

V2.00 24/07/2015 Document created 

V2.01 11/08/2015 Document restyled, and minor amends throughout 

 


