Step by Step DBE Courses for Parish
partners/attendees

These instructions are intended for those that access DBE courses like open the book from parishes
or as parish partners.

As someone from a parish you will be seeing two types of courses, one which like open the book
which only shows a parish cost of course to attend and the other which also has PSA/Non PSA
options for people accessing these courses from schools.

Please see our Step by step to register on the website (which is something you only do once) so that
you are ready to log in and start booking a course as described below.

Step 1- Login in - Click or press the Log in tab
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Step 2 - Finding a course — from the home screen click-all courses
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To find your course you can filter the list to just show school/parish courses
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Courses

Home » Learning » Courses

Navigation \ |Sea rch for courses | Show all courses | Past deadline only

Show courses related to:

* Learning
* Learning at STETS
» Our venues

#fip & Training | Safeguarding | All courses

75 courses listed

Click/Press here

* Discipleship Home Course
* Ministry How do | live with myself? Part 2 |
¥ CPD (b sk Where Sarum College SP1 2EE
* Parish and PCC When 18:30 - 14:00, Thursday 28 April 2016
* Deaneries Last session Friday 29 April 2016
» Diocesan Certificate in Church Availability Places available
Music
* Music Courses
* Resources
R Continuing Minksterial Develapment
Courses promo [a—
} Courses

# 1 au Dactnral Accictant Traininn

Displays.... (Notice course number has reduced from 77 to 6)
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Home > Learning > Courses

Courses

I Navigation [Search for courses I Show all courses | Past deadline only

Show courses related to:

> Learnin,
. g School/Parishes | Discipleship & Training | Safeguarding | All courses
> Learning at STETS
» Qur venues 6 courses listed
> Discipleship Open the Book (Beginners)
> Ministry Where St. James School, Alderholt

> CPD 0? e n When 09:00 - 12:00, Tuesday 10 May 2016
> Parish and PCC / Availability Places available

» Deaneries

> Diocesan Certificate in Church
Music
» Music Courses ‘
> Resources
> Courses promo

» Courses
* Lay Pastoral Assistant Training
Course
P Lay Worship Leader Course More information or book this course »
> Take one Concepl: Raising the
g‘l’;'“};eosfttgacr“"g andilearnmngli British Values and Combating Extremism in your School
> Aldhelm Term 1.Course Where Devizes, The Trinity CE Academy
o . When 16:30 - 18:30, Tuesday 17 May 2016
;;a'::;‘a%_sr‘:‘;?g::;r:iﬁnas Last session Tuesday 14 June 2016
u i Vi - e -
Ctitae Availability Places available
* NEW DBE Test Course PSA Non
PSA only
* RE Assessment beyond levels: More information or book this course >
Simple. Meaningful, Secure -
TEST . o .
> NEW Free CMD Course o test Embedding Spiritual Development in your School

max &amp: Reserve list function I o cnable Leaders to develop a shared definition with




Or if you know the name of a course you are looking for type it in the search
box, and press go
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Home » Learning > Courses

Navigation Go | Show all courses | Past deadline only

? Leaming School/Parishes | Discipleship & Training | Safeguarding | All courses
* Learning at STETS

> Qur venues 75 courses listed

* Discipleship Home Course

* Ministry How do | live with myself? Part 2

* CPD B R Where Sarum College SP1 2EE

¥ Darieh and D Whan 1230 - 1400 Thoredav 28 Anril 201/

Step 3. Booking you course. Having found the course(s) you wish- there are

two different types of courses you will see

a) Parish cost only courses
L T EEEEENETE

Home » Leaming » Courses » Open the Book (Beginners)

Open the Book (Beginners)

| Navigation | /0? e n \

¥ Learning

" Learning st STETS
¥ Qur venues

* Discipleship

* Ministry

* CPD

¥ Parish and PCC

* Deaneries

* Diocesan Cerificate in Church X
Music Course details

* Music Courses

* Resources Where St James School, Alderholt
* Courses promo When 05:00 - 12:00, Tuesday 10 May 2016
* Courses Led by Barbara Meardon PRTROR o
¢ Lay Pastoral Assistant Training - B’M"
Course Course suitable for Al [Actng Heaz Taacher
“ Lay Worship Leader Course Course category Children, Young People & Families %:Y
¥ Take one Concept: Raising the . m::,w Viorter (Enployed)
quality of teaching and leaming in Department SchoolParishes (Crécren and sm’m‘wwm
RE - Test 2 PR - | Cark 20 Govemors
Ayailability Places available | Co-opted -
# Aldhelm Term 1 Course W btes
* Training Support for New e D e £6.00 Ercve =
i Foundanion Drector
PRIy E T S Booking deadline Tuesday, 3 May 2016, 12:00am Founsanen Gownee
course Founsarin Maros
5 | Gowerner
gg:‘,:‘lOEF‘E Test Gourse PSA Non In what role are you attending this course Head Tescher
_ Y [Fie=se pick ane ] e o
“ RE Assessment beyond levels: %
- b
Simple, Meaningful, Secure - Which school are you representing? ,:;"’mw""l
TEST | Youh Yiorer (ountary)
¥ NEW Free CMD Course to test
max &amp; Reserve list function School postcode
* Pray, Serve, Grow
¥ Reconciled

Notes (special dietary requirements, notes for course organiser etc)

* Aldheim Term 1 Course
* Understanding Dementia
# LLM Quiet Day

* MBTI and Relationships Just need to select role,

* Archdesconry Day - Sarum

* Home Course . enter any notes required

- and PRESS
Book this course
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Go

Hame » Leaming » Courses » Sritish Values and Gombating Extremism In yaur Schaal
British Values and Combating Extremism in
your School

Mavigation

* Leaming

* Learning at STETS

* Qur venues

* Discipleship

* Ministry

* CPD

* Parish and PCC

* Deaneries

* Diotesan Certificate in Church
Music

* Music Courses

* Resources

* Courses proma

¥ Courses

" Lay Pastoral Assistant Training
Course

" Lay Worship Leader Course
" Take one Concept: Raising the

quality of teaching and learning in
RE-Test 2

“ Aldhelm Term 1 Course

" Training Support for New
Foundation gowemnors Annas
course

“ MEW DBE Test Course PSA Non
PSA only

" RE Assessment beyend kevels:
Simple, Meaningful, Secure -
TEET

" NEW Free CMD' Course to test
max &amp; Reserve kst function

" Pray, Serve, Grow

* Reconciled

“ Aldnelm Term 1 Course

“ Understanding Dementia

* LLM Quiet Day

“ MBTI and Relationships

" Archdeaconry Day - Sarum
“ Home Course

" LPA Quiet Day

" Singing the Faith

* Understanding Autism

" Promises and Problems

* Dpen the Book {Beginners)
" Safety Onling

* The Gift of Years

* Church Planting

" GraveTak

¥ Rritich Valuss and Combhafinn

b) Parish cost with PSA/Non PSA options

This 2018 Twilight Training is being offered as 2
sessions on: Wednesday, 10th February Z018:
1630 - 1530 hrs Menday, 25th April 2018: 1830 -
1830 hrs Venue: Devizes, The Trinity CE
Academy, Quakers Read, Devizes, Wilts, SN10
2FH

Course details
Where Devizes, The Trinity CE Academy
When 18:30 - 18:20, Tuesday 17 May 2016
Last session Tuesday 14 June 2018
Led by Mandy Christopher, Assistant Director of Education
Course suitable for Headteachers, Senior Leadership Teams of Church &

’— Community Schoals

Course category Leadership - Headteachers & Governors

Department SchoolParishes

Availability Flaces available

Parish pariner cost £6.00

PSA cost PSA: 1 credit for each sttendee, for BOTH twilight sessions -
Plus 2 FREE Places NOM PSA:- £120 + VAT for each
attendee, for BOTH twilight sessions

Booking deadli Tuesday 28 Apdl 2016 _12:00am

lease sel=ct 3 payment type
line — Parish pariner cost(£6.00)
-1 credit for each attendee, for BOTH twilight sessions -
Plus 2 FREE Places NON P AT for each attendee, for BOTH twilight
Sessions)

Only difference is you
need to tick “Online-

In what role are youo
[Fleass pick one

~]

Parish partner cost”

Which school are you representing?

As before you must select
a role, and any (optional)
notes and PRESS

Book this course

Schoaol postoode

Notes (special dietary requirements. notes for course organiser atc)

Book this rse »



Step 4 - Pay for your course (using PayPal gateway)
Booking the first course brings up the payment screen
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Go

Home > Learning > Courses » Open the Beok (Beginners)

w Please confirm your booking details before clicking "Pay with Paypal”

INavigation ] Open the Book (Beginners)
¥ Learning Please click the button below to confirm your booking. You will be taken to Paypal to make
* Learning at STETS your payment. Alternatively, add this course to the basket if you want to book several paid
N courses and pay at the end of the booking process for all courses.
Our venues
* Discipleship Course details
* Ministry
» CPD Where St. James School, Alderholt
* Parish and PCC When 09:00 - 12:00, Tuesday 10 May 2016
* Deaneries

Course catego Children, Young People & Families
# Diocesan Certificate in Church gory ) g s

Music Department School/Parishes
* Music Courses

Parish partner cost £6.00
* Resources

* Courses promo o
} Courses Pay for course Cancel
OR

* Lay Pastoral Assistant Training

Course
* Lay Worship Leader Course - Add to basket

* Take one Concept: Raising the And continue booking
quality of teaching and learning in
RE - Test2

If you booking just one course, you can just select “Pay for course”. However,
if you are booking more than one course or wish to purchase a book from our
Publications store selecting ‘Add to Basket’

Your basket
1item -£6.00

Search this site E

] bsmith
|

Heme » Learning » Courses » Open the Book (Beginners)

| Please confirm your booking details before clicking "Pay with Paypal”

Just close this box to

Course details q a
continue shopping —

Where

= Added to basket clicking Checkout
WHEn 1 vou nave added 1 of .
Course | he Open the Book now will take you to

tificate in Church (Beginners) to your

the basket

Parish p Checkout now »

OR

And continue booking



Your basket at the top of the screen reminds you to go back and complete
but you can now continue to book another course.... in this case the other
type of course where we have to select ‘Online- Parish Partner cost’

THE DIOCESE OF SALISBURY

Home » Leaming » Courses » British VWalues and Combating Exdremism in your School

‘ Navigation

* Learning

* Learning at STETS
 Our venues

* Discipleship

¥ Ministry

* CPD

¥ Parish and PCC
* Deanenies

* Diocesan Cerfificate in Church
Music

¥ Music Courses
¥ Resources
¥ COUrses promo

* Courses

" Lay Pastoral Asgistant Training
Course

Lay Worship Leader Course

¥ Take one Concept: Raising the
quality of teaching and leaming in
RE - Test 2
Aldhelm Term 1 Course
Training Support for New
Foundation govemors Annas
COUrse

NEW DBE Test Course PSA Non
PSA only

RE Aszessment beyond levels:
Simple, Meaningful, Secure -
TEST

¥ NEW Free CMD Course fo test
max &amp; Reserve list function

Pray, Serve, Grow

¥ Reconciled
Aldhelm Term 1 Course
Understanding Dementia
LLM Quiet Day
MBTI and Relationships
Archdeaconry Day - Sarum
Home Course

# LPA Quiet Day
Singing the Faith

¥ Understanding Autism
Promises and Problems

¥ Open the Book (Beginners)
Safety Online

“Your basket
1items -£6.00

British Values and Combating Extremism in

your School

Course details

This 2016 Twilight Training is being offered as 2
sessions on: Wednesday, 10th February 2016:
1630 - 1820 hrs Monday, 25th April 2016: 1630 -
1830 hrs Venue: Devizes, The Trinity CE
Academy, Quskers Road, Devizes, Wilts, SN10
2FH
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L7 OF ENGLAND
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Where Devizes, The Trinity CE Academy

When 16:30 - 18:30, Tuesday 17 May 2016

Last session Tuesday 14 June 2016

Led by Mandy Christopher, Assistant Director of Education

Course suitable for

k hers, Senior Lt
Community Schools

ip Teams of Church &

Course category Leadership - Headteachers & Govemnors

Department School/Parishes

Awailability Places available

Parizh pariner cost £6.00

PSA cost PSA: 1 credit for each attendee, for BOTH twilight sessions -

Plus 2 FREE Places NON PSA: £120 +AT for each
attendee, for BOTH twilight sessions

Booking deadline

Thursday, 12 May 2016, 12:00am

Flease select a payment type

® Online — Parish partner cost (£6.00) <

O Offline — PSA (P5A: 1 credit for each attendee, for BOTH twilight sessions -
Plus 2 FREE Places NON PSA: £120 + VAT for each attendee, for BOTH twilight

sessions)

In what role are you this course

[Fiesse pick one v

Which school are you ?

School postcode

Notes (special dietary requi ts, notes for course iser etc)

TIP:

Remember to select
Online-Parish Partner
cost

Having added your role and any notes as before press/click Book this course-
And again you will see a box asking you to confirm you wish to book (similar

to the next screen shot below)



Music
* Music Courses
* Resources
* Courses promo
* Courses
¥ Lay Pastoral Assistant Training
Course
* Lay Worship Leader Course
* Take one Concept: Raising the
quality of teaching and leaming in
RE -Test 2
* Aldhelm Term 1 Course
* Training Support for Mew
Foundation govemors Annas
course

* NEW DBE Test Course PSA Non
PSA only

* RE Assessment beyond levels:
Simple, Meaningful, Secure -
TEST

¥ NEW Free CMD Course to test
max &amp; Reserve list functio

* Pray, Serve, Grow

* Reconciled

* Aldhelm Term 1 Course

* Understanding Dementia

* LLM Quiet Day

* MBTI and Relationships

+ Archdeaconry Day - Sarum
* Home Course

# LPA Quiet Day

* Singing the Faith

¥ Understanding Autism

* Promises and Problems

* Open the Book (Beginners)
* Safety Online

* The Gift of Years

* Church Planting
 GraveTalk

Last session Tuesday 14 June 2016
Led by Mandy Chri i Director of Educati
Course suitable for k Senior L ip Teams of Church &
Ci ity Schools
Course category L -1 &G
Department SchoolParishes
Availability Places available
Parish partner cost £0.50
PSA cost PSA: 1 credit for each attendee, for BOTH twilight sessions -
 Plus 2FREE Places NON PSA: £120 + AT for each
attendee, for BOTH twilight sessions
Booking deadiine Thursday, 12 May 2016, 12:00am
Please select a payment type
® QOnline — Parish partner cost (£0.50

twilight sessions -
ee, for BOTH twilight

@ Are you sure you want to book this course?

ok | [ cancel

Notes (special dietary requirements, notes for course iser etc)

Book th urse >

If you have now finished we can now select — Checkout now
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Go
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Your basket
Zitems-£12.00

e I I I N I I

Home » Leamning » Courses » British Values and Combating Extremism in your School

‘ MNavigation

¥ Learning

* Learning at STETS
 Qur venues

+ Digcipleship

¥ Ministry

* GPD

¥ Parizh and PCC

* Deaneries

* Diocesan Certificate in Church
Music

# Music Courses
* Resources

¥ Courses promo
* Courses

Lay Pastoral Asszistant Training
Course

Lay Worship Leader Course
Take one Concept: Raiging the

quality of teaching and leaming in
RE - Test 2

Aldhelm Term 1 Course
Training Support for Mew

Foundation govemnors Annas
COUrse

MNEW DBE Test Course PSA Mon
PSA only

RE Asszessment beyond levels:
Simple, Meaningful, Secure -
TEST

NEW Free CMD Course to test

m Please confirm your booking detsils before clicking "Pay with Paypal™. |

British Values and Combating Extremism in
your School

Please click the button below to confirm your booking. You will be taken fo Paypal to make
your payment. Alternatively, add this course to the basket if you want to book several paid
courses and pay at the end of the booking process for all courses.

Course details
Where Devizes, The Trinity CE Academy
When 16:30 - 18:30, Tuesday 17 May 2016
Last session Tuesday 14 June 2016

Course category Leadership - Headteachers & Govemors

Departn] Added to basket BllotiParishes
Parish pf You have added 1 of

the British Values and
PSA cof Combating Extremism
in your School fo your

1 credit for each atigndee, for BOTH twilight sezsions -
e TON PSA: £120 + VAT for each
or BOTH twilight sezsions

DELTA
MasterCand

Add to basket

And continue booking



You will now see a the screen below which will list all the items requiring payment

Your basket €P THE CHURCH
THE DIOCESE OF SALISBURY 2items - £12.00 L/ OF ENGLAND
DIOCESE OF SALISBURY

Go
I I e e R
Home

our basket » Billing address » Check and confirm » Pay with

Your basket
NB. You can only

Remove Item Price Quantity Subtotal
book ONE place
r;l:;:':i:lg: [m] Open the Book (Beginners) £6.00 1 £6.00 per course. |f you
are bringing a
No image O Brifish Values and Combating Extremism in your School £6.00 1 £6.00 .
available friend they need
\ Fotat £12.00 to book a place
themselves
TIP: You can remove your Continue shopping »
booking/resource purchase m - ——
here too
2 2018 Diocese of Salisbury Site Map | Accessibility | Contact | Cookies | SALDIMS login web design and hosting by Beetiabrow

PRESS Proceed to checkout and your will see your details to confirm —press Proceed again

‘Your basket fi;l THE CHURCH
THE DIOCESE OF SALISBURY 2 items - £12.00 L4 OF ENCGLAND
DIOCESE OF SALISBURY

Go
I e e e I e T
Home

B||||ng address *Your basket » Billing address » Check and confirm > Pay with
Name * [Bill Smith

Address Line One * [3 Ayrshire Close

Address Line Two |Wiltshire

Address Line Three |W'|Itshire

City |

County / State / Region |

Postcode / ZIP « [sP2 o9pF

Country = [United Kingdom ™
Telephone [01722 332233

Email « [billsmith@live.co.uk r

- Proceed to checkout /

® 2016 Diocese of Salisbury ‘Site Map | Accessibility | Contact | Cookies | SALDIMS login web design and hosting by Bestiebrow



Finally you have your invoice confirming your details, and the items you wish to pay for

Select Pay with PayPal to complete the booking request. Please note you DO NOT NEED a

PayPal account to use this service — just a credit or debit card although you can obviously use your

PayPal account if you have one.

Your basket P THE CHURCH
THE DIOCESE OF SALISBURY 2 items £12.00 L OF ENGLAND
DIOCESE OF SALISBURY

Go
I I I e I I
Hormne

Check deta| |S and Conﬁ m “Your basket » Billing address : Check and confirm » Pay with
Billing address Other details
Bill Smith Telephone 01722 332233
3 Ayrshire Close Email billsmith@live.co.uk
Wiltshire
Wiltshire
SP2 9PF
GB
Purchase details
T =
1 Open the Book (Beginners) £6.00 £6.00
1 British ‘Values and Combating Extremism in your School £6.00 £6.00
Subtotal £12.00
Discount
Shipping £
Total £12.00

-Pay with Paypal LGl Meserterd W Maestro

8 2016 Diocese of Salisbury Site Map | Accessibility | Contact | Cookies | SALDIMS login web design and hosting by Bestlebrow

You will then receive an email confirming your booking request and payment, and the website will

advise
Home

Your payment details

Your payment was successful. You will shortly receive an email receipt for your payment.

‘Your details will now be checked by the Diocese of Salisbury to ensure that the course(s)
is/are relevant to you in the role(s) you selected. Your booking request will then be
accepted or rejected and a second email will let you know.

You have paid for the following courses

Open the Book (Beginners)
British “Values and Combating Extremism in your School

) _ NB If you
You have bought the following publications
purchased any
= resources/books

they would be

The total you paid was £12.00 .
listed here



If you look under My Courses __will show you all your bookings too.

Home

bsmith’s dashboard

Latest courses to book online My course bookings

Click on the headings below to see your course bookings.

Requests awaiting confirmation »

British Values and Combating Extremism
_ in your School
Devizes, The Trinity CE Academy

The Gift of Years

Resourcing the Church for Mission
and Ministry among those rich in age

and experience Cancel request/payment

Places available

Open the Book (Beginners)
n \ St. James School, Alderholt

&)

Cancel requesl.rpay ment

Church Planting
Where are we going?
Places available

Once DBE admin have processed you booking request you should receive a confirmation and this will

be confirmed in your my courses page too. Notice you can also cancel your booking here too and
subject to when this is done a refund may be issued.

Over time this area will build into a useful record of courses attended, and clicking on any of the
active courses will bring up the full course page with up-to-date information you can trust as it is
update/refreshed every two hours from our database.

If you have any questions or problems using the site please email
Adrian.smale@salisbury.anglican.org or if urgent call DBE on (01722) 744538



mailto:Adrian.smale@salisbury.anglican.org

