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WhitehallYTrainingOsYauthorYtoolsYmakeYitYpossibleYtoYhostY
yourYcoursesYonYourYsystemY-YtakingYfullYadvantageYofYall
ourYback-endYfeatures.

LikeYWhitehallYTrainingYcourses,YyourYcoursesYcan:

YYYYYYYbeYanyYlengthYyouYwish
YYYYYYYincludeYgraphicsYandYYouTubeYvideos
YYYYYYYcontainYlinksYtoYexternalYwebsites
YYYYYYYhaveYmultipleYchoiceYexamsYwithYanyYpassYmarkY
YYYYYYYandYnumberYofYquestionsYyouYwish
YYYYYYYincludeYaYpersonalisedYandYuniquelyYnumbered
YYYYYYYcertificateYforYTraineesYwhoYsucessfullyYpassYtheYexam.

ThereYareYtwoYimportantYrolesYinYthisYprocess,YtheYAuthorY(whoYwritesYtheYcourses)YandYtheYCoordinatorY
(whoYinvitesYAuthors,YreviewsYcourses,YandYultimatelyYdecidesYeitherYtoYpublishYaYcourseYorYsendYitYbackY
toYtheYAuthorYforYmoreYwork).Y

CERTIFIED PROFESSIONAL ONLINE TRAINING

Getting(the(Author(Tools(on(your(account

CallYusYonY+44(10v(20(8(332(6900(ifYyouYareYinterestedYinYhostingYyourYownYcoursesYonYWhitehallYTraining.Y
OnceYweYhaveYchangedYyourYaccountYtoYpermitYcourseYauthoring,YyouYwillYnoticeYtwoYchangesYtheYnextYtimeYyouYlogYin...Y

ThereYwillYbeYaYnewY
tab,YcalledYCourses. 1

ThereYwillYbeYaYnew
box,YcalledYInvite
Author(onYyourY
adminYscreen

2
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TheFAuthorFisFtheFpersonFwhoFactuallyFputsFtheFcourseFonFtheFsystem.FTheyFcanFcutFandFpasteFblocksFofFtextFfromF
anotherFprogramForFtypeFitFdirectlyFinFtheFWhitehallFsystem.

InvitingFanFauthorFisFaFsimpleFprocess...F

1

ClickFAdd3AuthorFinFtheF
Invite3AuthorFbox
onFyourFAdminFScreen.

FillFinFtheFname3andFemail3
addressFofFtheFAuthor.FYouF
canFalsoFaddFaFpersonal3
messageFtoFbeFincludedFinF
theirFinvite.

2

TwoFthingsFhappenF
whenFyouFclickFhere... 3

AFnewFInvitations3PendingF
boxFappearsFonFyour
AdminFscreen...
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...andjanjinvitationjisjsent
tojthejAuthor.

OncejthejAuthorjacceptsjthejinvitej
(byjclickingjthejlinkjinjthejemailjandj
fillingjinjtheirjdetailsjwhenjprompted),j
theirjnamejwilljappearjinjyourj
Authorsjbox.

IfjyoujwantjtojcontactjanjAuthor,jevenjifjtheyjhavejnotjyetjacceptedjthejinvite,jjustjclickjthejEmail Authorj
button.jThisjwilljlaunchjyourjnormaljemailjclientj-jespeciallyjusefuljifjtheyjhavejnotjacceptedjthejinvite,j
perhapsjbecausejitjwasjlodgedjinjtheirjjunkjfolder.

UnlessjyoujhavejsetjyourselfjupjasjanjAuthor,jyoujwilljplayjnojfurtherjpartjinjthejcreationjofjyourjcoursej
untiljthejAuthorjsendsjitjtojyoujforjreview...
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Reviewing a course

You will receive
an email alerting
you when an 
Author sends
you a course to 
review.

The course will
also appear in the 
Courses tab on 
your Admin screen.

You can review the course, exam and certificate.

The course will appear just as it would to a Trainee, in a new tab in your browser.
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YouOcanOnavigateOthroughOtheOcourseO
usingOtheOPrevious andONextObuttonsO
orOgoOstraightOtoOaOcertainOsectionObyO
clickingOtheOnavigationObarOonOtheOleft.

TheOexamOwillOalsoOopenOinOaOnewOtabOonOyourO
browser.OThisOmakesOitOsimpleOtoOswitchObackOtoO
theOcourseOtoOmakeOsureOthatOtheOexamOcontentO
matchesOtheOinformationOinOtheOcourse.O

InOaOliveOexam,OaOTraineeOwillOonlyOseeOaOrandomOselectionOofOquestions.OWhenOyouOreviewOanOexam,O
youOwillOseeOthe entire pool of questions.OOnceOyouOhaveOcheckedOallOtheOquestions,OyouOcanOcloseO
theOtabOinOyourObrowserOandOcheckOtheOcertificate...O
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ReviewingAtheAAcertificateAwillAopenAaA
PDFAsoAyouAcanAcheckAtheAwording.

TheATraineehName,ACertificateh
NumberAandADatehwillAbeA
automaticallyAaddedAwhenAtheyApassA
theAexam.A

TheAAuthorAcanAaddAaAdescriptionAofA
theAAcourseAhereA-AperhapsAincludingAaA
summaryAofAcontentAorAaAlistAofA
regulationsAcovered.

TheAAuthorAwillAhaveAselectedAaA
renewalAperiodA-AbasedAonAwhenAtheA
trainingAshouldAnormallyAbeArepeated.A
ThisAwillArangeAfromAnoneA(forAone-offA
trainingAthatAwonItArequireArepeating)AtoA
tenhyears.AATheAsystemAwillAaddAthisA
periodAtoAtheAdateAtheAexamAwasApassedA

toAproduceAtheAexpiryAdate.

CloseAtheAbrowserAtabAandAyouAwillAreturnAtoAtheAcoursesAbox.

IfAyouAareAhappyAwithAtheAcourse,AclickAPublish.AA

IfAthereAisAstillAworkAtoAbeAdone,AclickASendhBack.AThisAwillAsendAanAemailAtoAtheA
AuthorAsoAtheyAknowAthereAareAchangesAtoAbeAmade.ATheAcourseAwillAdissappearA
fromAyourAlistAuntilAtheAAuthorAsendsAitAbackAforAreview.



 +44 (0)207 099 7432

AUTHORtTOOLS

USERtGUIDE

CERTIFIED PROFESSIONAL ONLINE TRAINING

Changingtatpublishedtcourse

Ifxsomethingxneedsxtoxbexchangedxinxaxpublishedxcourse,xyourxAuthorxcanxmakexaxcopyxandxchangexitx
beforexpassingxitxtoxyouxforxreview.xOncexyouxpublish,xallxTraineesxtakingxthexoldxversionxofxthexcoursexwillx
automaticallyxshiftxupxtoxthexnewxversion.xClickingxPublishxforxaxnewxversionxofxaxcoursexbringxupxax
popup...

Oncexyouxwithdrawxaxcourse,x
thexstatusxwillxchangexto
Withdrawn.

Anxauthorxcanxstillxmakexaxcopyxofxaxcoursexevenxifxitxhasxbeenxwithdrawn,xsoxifxyouxdoxwithdrawxaxcourse,x
butxneedxitxatxaxlaterxdate,xitxisxnotxgonexforxever.x

Clickxherextoxreplacexthexoldxversionxofxthex
coursexwithxthexnewxone.x

Alltlearnersxtakingxthexcoursexwillx
automaticallyxbexmovedxtoxthexnewxversion.

Clickxherextoxpublishxthexnewx
versionxofxthexcourse.

Anyxnewxlearnersxwillxbexgiven
thexnewxversion.xxHowever,x
existingxlearnersxwillxremain
onxthexoldxcourse.

Occassionally,xyouxmayxwishxtoxwithdrawxaxpublishedx
coursexwithoutxreplacingxitxwithxaxnewxversion.

JustxclickxherextoxremovexaxcoursexbutxbewareJxx
Traineesxwhoxarexpartxwayxthroughxthexcoursexwillxnox
longerxbexablextoxaccessxitxnextxtimextheyxlogxin.
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Obtainingmlicencesmformyourmcourse

Once you purchase
some licences, they will 
appear in the OwnmCourses
box on your Licensing

Management screen

Until you have bought any
licences, the OwnmCourses box 
on your LicensingmManagement
screen will look like this...

Before anyone can start to use your course, you will need to purchase licences. Please contact our sales 
team directly on +44903207m099m7432. 
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Clickvherevandvselect
thevtitlevofvyourvcourse
fromvthev
dropdown...

Clickvherevto
selectvthev
numbervof
licences...

Clickvherevtov
assignvthev
licences.1 2 3

Assigning licences to your course

Initially,vthevlicencesvwillvnotvbevassignedvtovanyvspecificvcourse.vBeforevyouvcanvallocate
licencesvtovyourvManagers,vyouvneedvtovassignvsomevorvallvofvthemvtovavparticularvcourse...

Thevlicencesvwillvnow
appearvbelowvanyv
Whitehallvcoursesvinvthev
mainvLicensing 
Management table.

Yourvin-housevcoursesv
canvbevrecognisedvbyv
theirvdistinctivevbook-
shapedvicon.
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WhitehallYTraining"sYauthorYtoolsYmakeYitYpossibleYtoYhostY
yourYcoursesYonYourYsystemY-YtakingYfullYadvantageYofYall
ourYback-endYfeatures.

LikeYWhitehallYTrainingYcoursesRYyourYcoursesYcan:

YYYYYYYbeYanyYlengthYyouYwish
YYYYYYYincludeYgraphicsYandYYouTubeYvideos
YYYYYYYcontainYlinksYtoYexternalYwebsites
YYYYYYYhaveYmultipleYchoiceYexamsYwithYanyYpassYmarkY
YYYYYYYandYnumberYofYquestionsYyouYwish
YYYYYYYincludeYaYpersonalisedYandYuniquelyYnumbered
YYYYYYYcertificateYforYTraineesYwhoYsucessfullyYpassYtheYexam.

ThereYareYtwoYimportantYrolesYinYthisYprocessRYtheYAuthorYPwhoYwritesYtheYcoursesjYandYtheYCoordinatorY
PwhoYinvitesYAuthorsRYreviewsYcoursesRYandYultimatelyYdecidesYeitherYtoYpublishYaYcourseYorYsendYitYbackY
toYtheYAuthorYforYmoreYworkj.Y

CERTIFIED PROFESSIONAL ONLINE TRAINING

How to register as an Author
YouYwillYreceiveYanYemailYfromYyourYaccount
CoordinatorRYinvitingYyouYtoYbecomeYan
qAuthor.q

PleaseYcheckYyourYjunkYmailYboxYinYcaseYitYgets

redirectedYbyYyourYspamYfilters.
1

ClickYtheYhighlightedYlinkY-YorYcopyYandYpasteY
itYintoYyourYbrowserYifYtheYlinkYisYdisabled.

ThisYwillYopenYaYpopYupYwhereYyouYcan
[Login]YifYyouYhaveYanYaccountYor
[Register]YtoYsetYupYYaYnewYaccount.

2
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1

Once1you1have1become1a1new1
Author,1you1will1see1this1box.

Click1here1to1start.

You1will1be1asked1for1
a1title1and1a1short1
description.

The1version1number1
is1automatically1set1
as10.0.11and1will1
change1if1you1update
the1course1-1but
more1about1
that1later...

Click1here
and1you1will1
be1taken1
to1the1editing
screen.

3

2
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The course editing screen

Click here to bring 
up a pop up that 
allows you to 
change the course 
title and description

Here you can add new chapters and pages. 

You drag and drop to change the order of any 

chapters or pages you have created.

If you want to change the title of a chapter, 

just click the icon next to the name and you 

can enter a new name.
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IfFyouFhaveFloggedFoutFofFtheFsystem,FwhenFyouFnextFlogFinFandFselectFTAuthorT,FyouFwillFseeFthisFcourseFselectorFscreen:

YouFcanFstartFtypingFtextFstraightFintoFtheFboxForFcutFandFpasteFitFfromFanotherFprogram.

IfFyouFdoFpasteFtextFfromFelsewhere,FtryFtoFmakeFsureFitFhasFnoFformatting.FForFexample,FuseFaFsourceF
documentFsavedFasFplain text orFwrittenFinFNotepad.

IfFtheFtextFdoesFcontainF
formatting,FclickFthisFbuttonFtoF
openFtheFHTMLFeditor.

ClickFoneFofFtheseFiconsFtoFeditFtheFcourse,F
examForFcertificate.F

IfFyouFclickFtoFeditFtheFcourse,FyouFwillFbeF
returnedFtoFtheFcourse edit screen.
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Click here and you'll return to 
the edit screen where you can
apply formatting.

This example includes
a sub heading with
style Heading 1 chosen 
from the Format
drop down menu...

...and bullets chosen 
by clicking the 
Bullets button.
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Youmcanmaddmamhyperlinkmtom
themtextmbymclickingmhere.

InsertmthemURLmandmunderm
ToolTip,mentermthemtextm
you'dmlikemtomappearmwhenm
themTraineemhoversmtheirm
mousemovermthemhyperlink.

Text showsmthemactualm
hyperlinkmtextmthatmwillm
appearmonmthemcoursempage.

Clickmmheremwhenmyoumhavem
finishedm-myoumcanmalwaysm
gombackmandmmakemmorem
changes.mAnymchangesmyoum
havemmademtommthempagemtitlem
willmonlymappearmonmthemleftm
aftermyoumclickmSave Changes.
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Click here to add a 
new page or 
chapter.  Then 
drag and drop 
them to the right 
place.

Click here to add an image.

If you have not yet imported 
any images, the first time 
you do this, you will probably 
see a pop up like this. 

Click here to upload your own 
images. These may be pictures, 
tables or other graphics.

Once you have done this,
you can click on their
thumbnail and then Insert 
to add them to the course.

1

2
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IfRtheRimageRlooksRtooRbigR
orRsmall,RyouRcanRresizeRitR
byRdraggingRtheRcornersR
untilRitRlooksRbetterRonR
theRpage.

ClickRhereRtoRadd
aRYouTubeRvideo
toRyourRcourse.

JustRpasteRtheRURL
intoRtheRpopRupR
andRitRwillRbeRaddedR
toRtheRpage.

AsRwithRimages,
youRcanRresizeRthe
videoRbyRdragging
theRcorners.
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We:have:already:
mentioned:the:Format:
button,:which:allows:
you:to:select:from:a:
number:of:pre-set:text:
styles.

The:next:three:groups:
of:three:buttons:will:be:
familiar:to:any:users:of:
programs:like:MS:
Word.:They:let:you:alter:
things:like:the:style:of:
the:text,:alignment,:
indenting:etc:as:well:as:
adding:bullets:and:
numbering.

The:paintcan:icon:brings:up:a:pallette:of:
colours:you:can:select:for:the:background:
of:the:page.

This:icon:brings:up:a:pallette:of:colours:
you:can:select:for:text:itself.

There:are:several:easy-to-use:tools:that:will:help:you:to:alter:the:look:and:feel:of:your:course:

Format tools
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Once you 
have saved 
all the 
changes, 
click here to 
get back to 
the course 
selection 
sceen.

Click here to start 
creating the course 
exam.
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Eachbchapterbinbthebcoursebhasbitsbownbpoolbofbquestions.b

Youbdecidebhowbmanybquestionsbarebinbthebpoolbandb
howbmanybthebsystembwillbselectbforbeachbcandidate.b

Somebchaptersb(suchbasbthebIntroduction)bmayb
havebnobquestionsbatball. 1

Clickbherebtobsetbthebpassbmarkbforbthebexam.

Itbisbsetbbybdefaultbtob80%,bwhichbisbthebpassb
markbforballbWhitehallbTrainingbcourses.

2

3

Oncebyoubsavebthebsettings,b
youbcanbstartbaddingb
questions.

Clickbhere
tobaddbyourbfirst
question...

4
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Decidekhowkmany
correctkanswerskthere
willkbe.kOnekorkmorek
thankone? 1 2

Addkthekquestion.
Tryktokmatchkthek
exactklanguagek
usedkinkthekcourse.

4

Typekinkallkthek
answerkoptions.k
Youkcankaddkmorek-
upktokten. 6

ClickkSaveQChanges
whenkyoukhavekfinished
andkAddQQuestion
tokwritektheknextkone.

Makeksurekyoukare
askingkforkthek
correctknumber
ofkanswersv 3

Clickkthekboxknextktok
everykcorrectkanswer
sokthatktheykshow
akgreenktick. 5

Ifkyourkcoursekdoesknotkrequirekankexam,ksimplykcreatekaksinglekquestionkexamkwithkonlykonekpossiblekanswer.kThek
questionkcouldkbeksomethingklikekfToQaccessQyourQcertificatewQclickQtheQbuttonQbelowfkandkthekanswerkcouldkreadk
fAccessQCertificate.f
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Click here to go to the course 
selection box.

Now click edit2certificate to 
start designing the certificate
for your course.

1

Fill in the details you want to appear
on the certificate. The Trainee's2name, 
date and certificate2number will 
be automatically added when 
they pass the exam.

2
Expiry date allows you to 
set when the training 
should be repeated.

3
Finally, click Preview
to see what the
certificate will look like.
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When you have finished the 
course, exam and certificate, 
click here to go to the 
course selection box. 1

Click here to send the 
course to your
Coordinator to
review.

2

The status will change 
to Under Review and
all of the edit buttons
will be deactivated

3

Your Coordinator may publish the course or they 
may send it back to you for more work. 

If they send it back, you will receive an email 
telling you that the course has been returned 
and all of the edit functions will reactivate.

4
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1

You may need to make 
changes to a published 
course. Start by
clicking AdddCourse.

Next click 
Adddnewd
version.

2

Select the course version 
you want to update from
the dropdown and 
click Createdcourse. 3

You can now start making 
changes. You will notice that
the version number will 
have increased 
by one. 

4


