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at the top of the page.

To start logging your CPD, visit www.theimi.org.uk and enter your
username and password in the log in section which can be found

If you have forgotten your username or password you can request

these details on the top right hand side of the page.
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Password Forgotten password
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Once you have successfully logged in to the IMI home page, a box
will appear on your screen.

Click the ‘Log CPD’ icon to access the CPD homepage.

L

Professional IMI Magazine Booked
Register Courses

Thank you for logging in to The IMI family of websites. If you'd like more information on anything
not covered online, please contact us.
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To Log CPD click on the green ‘Log CPD’ button.

LogCPD View my CPD CPD courses

| M I INSTITUTE or1ee

MOTOR INDUSTRY

o

Welcome

# LogCPD

©

IMI Courses

View IMI Courses

A

4

Log CPD

View My CPD IMI Courses My M Help » p
Natifications

il

My Progress

CPD Credits
@ Youare here

)

CPD Cyde

O Today
Start Date End Date
21/01/2014 ‘ 31/03/2018
CRD Credits Achiovad Tirf Rermaining
39/30 o7 1
0 Remaining Years MMaonths  Days

# Print| PD Sumn ary

| www.theimi.org.uk

View courses

Print CPD

Remaining
summary time to
CPD complete
credit your CPD
process bar
CPD cycle

start & end date

Institute of the Motor Industry



STEP BY STEP GUIDE TO LOGGING CPD

You will now be able to select the type of CPD you would like to
log. If unsure of which CPD activity type to select, click on ‘other’.

Select CPD activity

IMI mf,ﬁ:‘;{,‘;fl Home [ENa:0MM ViewMyCPD  IMiCourses  MyIMi Help »

Natifications

Activity Type Activity Details | Impact Analysis Evidence  Complete

What CPD activity type would you like to log?

Course ore-learning booked through the IMI

* Course or a-learning booked outside of the [MI

Member Association (MA) Event

Nationally Recognised Qualification (Degree, Diploma, VRQ etc)

Reading (book, article, report etc)

Other (seminar, conference, expert working groups etc)

Which one do | choose?
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Depending on the selection you have made, a screen will appear

requesting further details about the type of activity you would like
to log. For example, if you select the ‘Course or e-learning booked
outside of the IMI” option, the following screen will appear:

0 1 Course Title

Enter the name of course that you have attended.

02 Course/Qualification Provider

Who provided the course i.e. name of training provider, university or online
provider e.g. IMI, Thatcham.

03 Completed Date
Enter the date that you completed your CPD activity. This date must be within
your CPD cycle.

04 Course Duration
E.g. if the course started at 9am and finished at 5pm, you can enter 7 hours.
Please do not include break times.

0 5 Was the Course Assessed?
If you completed an assignment, exam or a test after your CPD activity, select:
“Yes’. If you did not take an assessment, leave it at: ‘No’.

06 New Knowledge and Skills
Complete this section with examples of what you have learned as a result of
this activity.
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Please enter the relevant information in the boxes provided.

eTuTE e oy HMome [WNUSELUM  Uiew MyCPD  IMiCouses Myl Helg)

of oty Type '\ oty st | impacténalyss | Evdens | Campets:

[—

m Cowrse / Qualification Provider
Course Duratian (HrMn) &)
[B—" = m_ mER

e |

Wias the course assessod?
fesT Ma®

Herw Hnaratedge and Skills (3)
In wpou hoant From the activity not what the activity wos).

Clich to claze axmples

Exampies for Miow Hrowiodge and Shills

Technical Szenario
| b lmarmt rews skills 1 usig basc best equipmant ta dingrosa faults on veficks slectrical/ elactrans
systams. | naw know and understand aternati methads of fauft dagnoss without total reliance an
Fande cocke radars.

Customer Servics scenaria
| e Inarmt s custamer serice skills inchuding a raally
meta custamars.

Management scenaria | have learnt about vanaus e,
7 i wch will help ma be far - manager.

Fi Membors' gude

| ey learmt

Save & Continue

Institute of the Motor Industry

When you have completed this section, click ‘Save & Continue’.

www.theimi.org.uk
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To gain additional credits, enter the relevant information in the
boxes shown below.

wenure..o [0}

BTTE iy Home  LgOD  VewMyCPD  MICases My Helph =

lchiy T | oSty Daisls | pctbsbeis | Badercs | Comglets

How has this activity g g
‘Changed your Behaviour and e bt e e e
Approach’ using your new a1
knowledge and skills? i e e
Completing this section will e

give you an additional s

2 CPD credits. o

What is the ‘Impact and t::mm

Result’ of this activity and s

what difference has it made

Completing this section will
give you an additional
4 CPD credits.

to you and your organisation? ‘M,m,,",wmmw ‘

R

When you have completed
this section, click ‘Save & Continue’.

Ienpactand Resai (worthamextr & crodiesh

Cleken comm oxsmptes
Exarmple for bmpact snd ezt

Technicatscamie
Tha impart ard restts oy aaring t ok e tha | am sbl 0 auste difese, cos-ffctin

Theimpactand rasute of my learing at ok are

CPD Activity Credit Summary
05

Credits achieved for time spent anactivity: 05
Credits achieved throughimpact analyeis: 0
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You will now see the evidence screen, where you can upload any
evidence or certificates related to the CPD you have logged.

If you do not have any evidence or certificates please click ‘Save
& Continue’ to move through to the final page.

If you have evidence or certificates related to the CPD activity you
have logged, you can upload a single file at a time, as follows:

C”Ck the ¢ B rOWSG’ button @ e Home Log CPD View My CPD 1 IMI Courses My IMI Help » »&gm
to find the file you want
tO upload, The system hctivityType  PActivity Detalls  vlmpact Analysis  Evidence  Complete
will only accept the e
following file types: = e e
Word documents, e=ibn —
jpPg, png, pdf. s

> o Browse

® Upload Evidence

Once you have found >
and attached your ﬁle/S, Uploading material to our site

File Limit s 8MB

click ‘Upload Evidence’.

?

Once you have successfully
uploaded your file/s, click
‘Save & Continue’.
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You have now completed this CPD log and will be able to see how many credits you
have achieved.

IMI INSTITUTE or 7ee o

MOTOR INDUSTRY Home Log CPD View My CPD IMI Courses My I Help »

Matifecations

Congratulations

You have achieved

0.5

credits for this CPD Activity

Credits achieved for time spent on activity: 0.5
Credits achieved through impact analysis: 0

At this stage, you can log
additional CPD activity, or Log Another Back to
return to the IMI site. CPD Activity  theimi.org.uk

This will complete the logging of your CPD activity.
Congratulations on the CPD credits you have achieved.

If you have any questions regarding CPD or the CPD logging process,
please call the Professional Development team on +44 (0)1992 519 025

or email cpd@theimi.org.uk.

www.theimi.org.uk Institute of the Motor Industry
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SEVEN TOP TIPS FOR VALUABLE CPD

1 Do spontaneous CPD

Any activity that helps you meet your development goals can count towards CPD. This
includes reading magazine articles, taking part in online tutorials, technical updates,
peer-to-peer learning, and networking. How has the activity has helped you improve?

2 Link CPD to your job role

Continuing professional development is the practice of maintaining and developing
the skills and knowledge required in your job role. What challenges do you face? How
can you to meet them? Challenges can range from keeping up to date with technology
changes to managing people on a day-to-day basis.

3 Break up CPD into small bite-sized chunks

Set aside short periods of time in your diary to record a CPD activity. You could plan
what you want to record on your way to work, or you could make this your last task each
week. Record your activities regularly and CPD won’t become an end-of-year rush.

4 Share your learning
Encourage your colleagues to share their learning experiences and resources with you.

5 Come out of your comfort zone

You don’t have to do CPD in the same way every time. Try different approaches such as
reading a newsletter, webinars and eLearning modules.

6 Continuing ‘Personal’ Development

The ‘P’ in CPD can also stand for ‘personal’. Think about how you can develop your
personal skills. Possibilities could be building confidence through public speaking or
volunteering for a local event (as long as it is relevant to your job role — see point 2).

7 Attend local events and resources

You don’t have to travel miles to do CPD. The IMI offers free or low-cost events. As long
as you show how the event is relevant and you reflect on what you got out of it,
attendance can count towards your CPD.

As an IMI member, you can For a wide range of courses

take advantage of that cover all your business
on our needs, check out the IMI

automotive-specific eLearning courses and events at

and training courses www.theimi.org.uk/courses-and-events

Institute of the Motor Industry www.theimi.org.uk | 11



Institute of the Motor Industry = imi@theimi.org.uk

Fanshaws, # +44 (0) 1992 511 521
Brickendon, 7 @the_IMI i
Hertford SG13 8PQ ® theimi.org.uk v

A company limited by guarantee. Registered in England No:225180  Version 2.0 Established 1920



