
Idiots Guide
 

Finding the website 

 

Use your address bar top of Internet Explorer (Not Google search sections) (It’s a new website Google won’t recognise until we get more hits)

Type in www.coaksssp.co.uk (Its on your Mouse Matt and lanyard)

 

Logging to access bookings etc
To log on you need to use your username (The E Mail address you have given Nardia, nalldis@UCEAcademy.org she will set your password up initially as a default 123456 (You can then change it yourself) 

(To get a new member of staff or admin etc access they need to contact Nardia to set up the E Mail it only takes a minute)

 

To Book on an Event
· Click on the Events Tab at the top of the Home Page (Events coming soon can be accessed directly from the Calendar)

· You can use filter to narrow down the type of event your looking for or move from month to month

· Click on any event your interested in and the details will be shown time rules etc

· If you want to book Click Book

· Step 1 Delete UCE Academy and put in your team name could be A Team B Team, Red team and so on (For most events you can enter as many teams as you want)

·          Delete UCE Academy Put your school name in on Attendee School

· Step 2 Add your Teams Details (You can add this later if its too early to know)

· Step 3 Monitoring- Don't worry too much about this quick estimate would be fine or leave blank if you don't know

· Additional recipients (You will get an E Mail to confirm your booking anyway but if you want others Heads/Admin etc to get this put their E Mail in here)

· Done  

Still Stuck Phone Nardia or Myself

 

0151-338-2408

 

All the best Chris


