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1. Registering 

There are three different scenarios that you may find yourself in when wanting to register on the 

website. 

1.1. A new client registering on Online Services Site 

1. Select the ‘click here to register’ link on the home page. 

 
2. Fill in the form on the following page with the correct contact details. 

 
3. When filling in this form you can choose the region that your business is located in, this will 

help locate courses within your region.  To do this select an area from the list in the region 

drop down box. 
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4. Then select the register link at the bottom of the page, you will receive a registration email 

containing your account details and your KeyCode, for further information on KeyCodes, see 

section 3. 'What is the KeyCode?'. 

1.2. An existing client with an Online Services Site Account already created 

If you are part of a company that is already registered with the Online Services website then you 

should not register again as a new company. In order for you to have an account on the Online 

Services site you need to contact who ever has created the original account for your company. 

You can then be added as a user to the account, access to the website will depend on your user 

type. For further information see section 14. ‘How do I add a user?’. 

1.3. An existing client without an Online Services Site Account 

An existing company within the Mercia database can also register for use on the Online Services, 

as soon as the have registered on the site they can be authenticated and will be able to be 

confirmed on courses and gain access to any Digital Publications that they have signed up to. To 

register on the website please follow the steps shown in 1.1. 

 

2. Log in 

2.1. How do I log in? 

1. Enter your username (email address) and your password in the login box.  

  
2. Then select the ‘Login’ button 

3. If this is your first time that you are logging in on a new account then you will be asked to 

enter the KeyCode that you received upon registering. Your password will be set as 

password but you will be prompted to enter and confirm a new password to be used with the 

online booking account.  

2.2. Forgotten password 

1.   Select the ‘forgotten password' link on the home page. 
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2.   This will open up a new window, enter your email address (the one you registered with) and      

select the ‘Submit’ link. 

 
3.  An email will be sent to you containing your password. 

3. What is the KeyCode? 

The KeyCode is generated the first time you register for Mercia’s online services. It will be sent to 

you in an email shortly after registering, this is required to activate the account and you will be 

prompted to do so the first time you log in.  

 
 

Once the KeyCode is entered you will gain access to the site immediately.  The KeyCode is also 

required by new users set up on an existing Mercia online account. It will have to be entered the 

first time that the new user logs into the account. Your KeyCode will expire on the 1st July 2009, 

you will be issued with a new code and will have to re-enter the new code when prompted.  The 

KeyCode is needed to stop employees no longer working for your firm accessing your online 

information e.g. digital publications.  
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3.1. How do I find out what my KeyCode is? 

The email containing the KeyCode will look like the following and this is emailed to you the 

first time you register on the site and then every time a new user is added to the account. 

 
 

If you have lost your KeyCode then you can request that your KeyCode to be re-sent. To do 

this either email onlineservices@mercia-group.co.uk or telephone the team on 0116 258 

1200. 

4. How do I find a course online? 

If you have registered with the website you will have the option of filtering you search to display 

courses localised by region, please see 4.1 for instructions.  Alternatively, you can also search for 

courses without registering, you will be able to access course details, dates and venues but will 

not be able to book online, please see 4.2 for instructions. 

4.1. If you have registered with the website 

1. Log onto the site.  

2. Then select the 'Online Booking' link at the top of the page.  

        

 
        3.  If you are on the ‘My Services’ page, select the ‘online booking’ link from the list 

 
 



 - 5 - 

 

4.  This will bring you to the Course Selection page; it will be set to show you only courses 

within your specific group or region.  

5. To view all courses that are available you must select 'Show All Open Courses' from the 

drop down menu above the search options, and then select go.  

 
 

6.  In order to refine your search you can use the search options provided on the Course 

Selection page.  

Option 1 To find a course by date, you can enter the start and end dates (under 

option 1) and then select go.  

Option 2 To find a course by name, location or level select the required information 

from the drop down boxes (under option 2) and then select go.  

Option 3 To search using a keyword, enter the keyword in the search box (under 

option 3) and select then select go. 

 

Please note:  If you have selected to 'Show All Open Courses' all courses will be displayed, if 

you have selected a specific group or region, only courses within that area will be displayed. 

  

 
 

7.  To view more details about a course you can select the 'More Details' button along the 

right hand side of the page or click on the course name. 

8.  To view details about the course venue, click on the course venue name. 

 
 

4.2. If you are not registered with the website 

1. Then you can choose to register or you can view courses without registering, however if 

you do not register then you will not be able to book courses online. 

2. Select the ‘online booking’ link at the top of the page.  Then select ‘Click here to view 

courses’.  
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3. This will bring you to the ‘Course Selection’ page and you will be shown a list of all of the 

courses available.  

4. In order to refine your search you can use the search options provided on the Course 

Selection page. 

 
Option 1 To find a course by date, you can enter the start and end dates (under 

option 1) and then select go.  

Option 2 To find a course by name, location or level select the required information 

from the drop down boxes (under option 2) and then select go.  

Option 3 To search using a keyword, enter the keyword in the search box (under 

option 3) and select then select go.  

5. To view more details about the a course you can select the 'More Details' button along 

the right hand side of the page or click on the course name. 

6. To view details about the course venue, click on the course venue name. 

 
7. If you then select book now you will be taken to the home page to register as you cannot 

book a course unless you are registered. 
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5. Enrolling on a course online 

1. After finding the course you want, click on the ’Book Now’ button to book places on the 

course or click more details to see more information, for example the start times or 

venue. 

 
2. After clicking ‘Book Now’, course details will be displayed along with the option to add 

more people on to the course; you can do this by changing the number of places. 

Then click ‘Go to Step 2’ 

 
3. You now have the option to add new or existing delegates onto the course(s) you have 

selected.  To take advantage of the training record facility available, it is important to 

include delegate names where possible.  For further information, see section 7. 'Your 

training record'. 

 
        4.  To add delegates to the course click on the blue bar that contains the courses name.  It 

will open up enabling you to enter delegate’s names.  

        5.  The delegates that appear under the existing delegates section match with those stored 

on the Mercia database. 
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 6.  Once the delegates names have been entered select ‘Confirm These Details’. 

 

 7.  Course and delegate details along with the total price for the course(s) will appear.  If 

correct, click ‘Confirm & Book Places’.  If not, click the back button to change the appropriate 

details on the previous screen. 

 
 

 8.  The final screen will show a summary of your booking, a provisional confirmation 

email will be sent automatically.  If you do not receive a provisional confirmation email, please 

contact Enrolments on 0116 258 1200. 

 

 
 

6. How do I view my course enrolment history? 

1. Once you are logged onto the course booking site, click on ‘Online Services’ at the top of 

the page.  

2. Then select ‘My Booked Courses’ at the top of the page.  

3. This will bring up a list of your provisional bookings and confirmed bookings.  

a. Provisional bookings - These are bookings that have been generated on the 

website but have not yet been added onto the database. 
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b. Confirmed bookings - These are bookings that have been made on the website 

and have been added into the database. 

4. To view courses that have already taken place you have to select the ‘Include Past 

Courses’ tick box and then select go.  

5. To view the delegate information on the summary page, select 'Include Delegate 

Information' tick box and then select go. 

6. You can then download a copy of a .CSV file containing a list of your booked courses and 

previous courses to your PC. To do this click on the ‘Download .CSV Data File’ link 

towards the bottom left hand side of the screen.   

 

7. Your training record 

As a 'Member Co-coordinator' you can view the course you have booked as well as the course (s) 

booked by colleagues.  This information can be used to create individual training records, 

accessible whenever required. 

The training record will show all Mercia courses but for your convenience can also be 

supplemented with other training you have undertaken with other providers, giving you a 

complete training record. 

 

1. To download an individuals training record after logging in select 'My booked courses'   

2. Enter the from and to dates that you would like to cover in the training record and click go 

 

 
 

3. Details of the Mercia training courses attended and number of CPD hours will appear 

along with a summary.  At this stage you can click on 'Download .PDF Training Records 

Summary Data File' and the summary will be converted into a training record. 

4. There is also the facility to record any additional training you have completed with other 

training providers.  To do this, populate the required information and click 'add'. 
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5. Click on 'Download .PDF Training Records Summary Data File' and the summary will be 

converted into a training record. 
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8.  How do I add a delegate to a booked course? 

In order to add a delegate online the booking must have originally been made via the website. 

1. Once you are logged into the course booking site, click on the ‘My Booked Courses’ link 

at the top of the page.  

 
2. Click on the name of the course that you wish to add an extra delegate to.  

 
3. Scroll down to the add delegate table.  



 - 12 - 

 

 
a. If you have added users under the ‘My Users’ section, their names will appear 

under existing users in the drop down box. 

 

b. If the new delegate doesn’t appear in the drop down box, enter their forename 

and surname into the boxes provided.  Then click the ‘Add’ button at the bottom 

of the table.  

 
 

c. The delegates’ name you have just entered will now appear in the scroll down 

menu under the ‘Existing’ heading.  Select the delegates name and click on the 

‘Add’ button.  

 

 
 

d. If the delegate is an existing delegate then select their name from the drop down 

box in the ‘Add Delegate’ table.  

 

 
 

e. Then click the ‘Add’ button at the bottom right of the table.  

 



 - 13 - 

 

 
 

9.  How do I download course notes/slides? 

There are currently notes and slides online for all Mercia non-specialised CPD courses. 

You will need a copy of Adobe Acrobat Reader installed on your PC to view or download pdfs.  

9.1.  Full National/Local members: 

1. Once you are logged onto the ‘Course Booking Site’ click on the 'Notes/Slides' link at the 

top right of the page  

 
 

2. To download the notes/slides right click on either the ‘Course Notes’ or ‘Course Slides’ 

options and select Save Target As.  

 
 

3. Then select the location where you would like to download the notes/slides to and select 

save.  

4. To view the notes/slides online left click on either the ‘Course Notes’ or ‘Course Slides’ 

options and the document will open.  

9.2.  If you book your courses on a Pay As You Go basis: 

1. Once you are logged onto the ‘Course Booking Site’ click on the ‘Notes/Slides’ link at the 

top right of the page  

 
 

2. Locate the course that you wish to view the notes or slides for from the list 

3. Then select the ‘Course Notes’ or ‘Course Slides’ option depending on what you wish to 

view.  
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4. This will then open up a window asking you to confirm your choice.  

 
5. If you wish to continue select the ‘Request Notes/Slides’ link in the centre of the window. 

If you do not want to continue then select ‘Close Window’ to return to the Notes/Slides 

page.  

6. Once you have selected 'Request Notes/Slides' the window will then verify this and you 

will receive an email containing your notes and/or slides.  

 
 

10.  How do I change my login details? 

1. Log onto the site and select the ‘My Details’ link at the top of the page.  

 
2. Enter your amended details in the text boxes in the ‘member information’ or ‘address 

information’.  
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3. Once completed click on the ‘Apply All Changes’ button located at the top of the page. 

11.  How do I change my password? 

1. Log onto the site and select the ‘My Details’ link at the top of the page.  

 
 

2. Then select the ‘My Password’ link near the top right of the page.  

 
3. Enter your current password into the ‘current password’ text box.  
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4. Enter your new password first into the ‘new password’ box and then into the ‘confirm new 

password box’.  

5. Then click the ‘Apply All Changes’ button. 

12.  How do I delete a user? 

You are unable to delete a user from your account but you can disable their access and hide 

them from view by removing the tick their active box (you do this by clicking on the tick). 

1. Once you are logged into the course booking site, click on the ‘My Users’ link at the top 

right side of the screen.  

                                                             
2. Scroll down the page to the table called ‘Individual Users’  

 
3. Locate the user that you wish to deactivate and remove the tick from their active box.  
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4. Then scroll down to and click the ‘Apply All Changes' button.  

 
5. To hide the deactivated users from view locate the drop down menu above the ‘Individual 

Users’ table.  

 
6. Then to view only active users select ‘Active Members’ from the drop down menu.  

 
7. To view only In-Active (deactivated) users select ‘In-Active’ from the drop down menu. 

 

13.  How do I delete a delegate? 

This is the same as deleting a user, you must make them inactive to hide them, see section 12.  

'How do I delete a user' for full instructions. 

14.  How do I add a user? 

1. Once you are logged onto the course booking site click on the ‘My Users’ link towards the 

top right side of the screen.  

2. Scroll down the page to the ‘Add User to Member’ table.  
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3. Enter the users’ salutation, forename, surname and email address. Ensure the email 

address is correct and unique as this will be their username when they log onto their 

online booking account.  

 
4. Next you have to choose the permission type you wish to give the new user: 

 
a. Member Co-ordinator - A member co-coordinator can book multiple places on 

courses for themselves and others and view the bookings of other users in the 

company as well as generating training records for the firm.  

b. Booking Permission - A user with booking permission only will be able to book 

places on courses for themselves but cannot view bookings made by other users.  

c. View Only - A view only user will be able to see the courses that are available on 

the online booking website and will not be able to view any bookings that have 

been made by the company, or book any places for themselves.  

5. Then select whether the new user would like to receive the Mercia Newswire e-

Newsletter by selecting the tick box.  

 
6. Then click on the ‘Add User’ button to the right of the table.  

 

15.  How do I add a delegate? 

1. Once you are logged onto the course booking site click on the 'My Users' link towards the 

top right side of the screen 

                                                             
2. Scroll down the page to the ‘Add Delegate to member’ box 
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3. Enter the delegates forename and surname 

4. Click on the ‘Add Delegate’ link 

5. Click on the ‘Apply All Changes’ link 

 

16.  How do I view my digital publications? 

You can only view the digital publications that you have subscribed to.  To access your digital 

publication: 

1. Firstly, log onto the Mercia online website, accessed via the ‘login’ link on the Mercia 

Home Page.  

2. Once logged on you can gain access to the individual subscriptions by using the links 

provided on the home page; either the top of the page or from the main section in the 

centre of the page.  

 

 
 

3. Once on the page for the subscription you require, you can view the subscription online 

by left clicking on the link, or you can download it by right clicking on the link and 
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selecting  ‘save target as’.  Then select the location where you would like to save the 

document to and click 'save'.  

 

16.1.  Client Factsheets 

1. Firstly, log onto the Mercia online website  

2. Once logged on you can gain access to the individual subscriptions by using the links 

provided on the home page.  

3. Once in the client Factsheet area you can select the Factsheet that you wish to view 

 
4. Then right click on the Factsheet you wish to download and select ‘save target as’. 

 

 

16.2.  Technical manuals 

1. Firstly, log onto the Mercia online website  

2. Once logged on you can gain access to the individual subscriptions by using the links 

provided on the home page.  

3. Once in the technical manual area select the technical manuals that you wish to view 
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4. Then right click on the manual you want to download and select ‘save target as’. 

 

16.3.  Vision 

1. Firstly, log onto the Mercia online website  

2. Once logged on you can gain access to the individual subscriptions by using the links 

provided on the home page.  

3. Once on the vision page right click on the newsletter you wish to download and then 

select ‘save target as’. 
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16.4.  eNEWS 

1. Firstly, log onto the Mercia online website  

2. Once logged on you can gain access to the individual subscriptions by using the links 

provided on the home page.  

3. On the eNEWS page you can locate the issue that you want to view by using the 

navigation bar found down the right hand side of the page. 

 
4. Or you can use the search box to locate any articles containing the words you search for 

5. Once you have located the issue you want, right click on it and select ‘save target as’. 
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17.  I have downloaded a manual and I am getting a Macro error in Word 

If you experience an error message when you first enter the creator document informing you that 

"the Macros in this document are disabled...", this is due to a security setting not allowing the 

macro to run. 

 

1. In Microsoft Word (versions 2000 to 2003) click on the tools tab in the top toolbar and 

choose Macro and scroll over to Security.  

 
2. In the security window, select the Medium setting and click OK  

 
3. Exit Word completely and double click on the creator document shortcut from your 

desktop again and when asked, enable macros  
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18.  I have downloaded a manual and I am getting a Macro error in Word 2007 

1. Firstly click on the Microsoft Office logo which can be found in the top left hand corner of the 

screen 

 
2. Then click on Word Options at the bottom of the window  (this could be Access options, 

PowerPoint options or Excel options depending on what Office application you’re running). 

3. Now click on Trust Centre settings. 

4. From the left hand menu, choose Macro settings and then select from the right hand side list 

which security level meets your needs. In order to run all macros, select the last option in the 

list -  “Enable all macros (not recommended; potentially dangerous code can run)”. 

 


