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Register
 Complete your details in the boxes as indicated (we would prefer your
Practice/nhs.net email address is given)
 After you submit your information you will receive an email asking you to set your
password (this may take up to 24 hours, please check junk/spam folders if not
received)
 After your password is set your account is created

Please note if you are registering or logging into our website for the first time it may take 24
hours during the working week to complete your registration, after that you will be emailed
confirmation to continue your booking



Booking sessions/meetings and cancelling
 To book a place, first login to your SGPET account, select Courses, then click into the
session you would like to attend/join and follow the instructions. You can select
“Relevant to” to reduce the list to show GPs, Practice Nurses, HCA’s etc.
 You are able to book colleagues onto sessions, but it must be the attendee’s email
address and not the person booking given in the booking details.
 You can cancel your online bookings via your account up to 3 days before, after this you
will need to contact the office.
 Somerset GP Trainees will automatically be SGPET Members, so please book as a
member.



Certificates of Attendance

You need to create your own account to view courses you have attended or print your certificates.
This does still apply if a colleague has booked your place while they were logged in as themselves.
After registering you will be able to view all sessions you have booked and attended from 1 April
2015 (previous records are held on our old database and will not be shown).

It will also enable you to print out your own record of attendance and individual certificates when
you need them.
Log in to your account, select attended. Insert dates required and either save as PDF to have all
sessions attended or click on download to have one certificate.

Using Zoom for our virtual training
How this works:


We ask you to book as normal via our SGPET website.

PLEASE REMEMBER THE EMAIL YOU GIVE WHEN YOU BOOK WILL BE THE ADDRESS ALL
INFORMATION FOR THIS EVENT WILL BE SENT TO.



Initially an automated email will be sent to you confirming your booking
Three days before the actual training a link will be emailed to you asking you to register for
the Zoom session.(Please check your spam/junk folders if you think you’ve not received the
link email)
 Please ensure you register before the time of the meeting (Registering is vital for us to know
exactly who joins, if you don’t complete we will have no record of your attendance)
 After registering, you will receive an email with the link to join the training
 When joining, always remember to click join with video and join with audio
 You will be able to mute yourselves once joined, or turn on/off your video
 We do ask you to keep the video on, as it is very hard for the speakers if they cannot see
attendees
 The basic difference between Zoom Webinars and Zoom Meetings.
 A webinar is where only the speakers are visible; you join as normal but just watch the
presentation/s there is a Q&A function, but other than that it is not interactive.
 A meeting is a more interactive session where attendees are visible and also able to ask
questions via their audio.

Zoom does have a number of very helpful video tutorials on how to use and join meetings, please
click here to view.
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