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To register for an account 

 

Before accessing the new MKPDP platform, for the first time, all external users must complete the 
following registration process. 
 
 

 
 

 
Please see separate User Guide – ‘(MKPDP) Register for an Account (External Users Only)’: Milton 
Keynes Professional Development Portal (MKPDP) | Milton Keynes City Council 
 
 
 
 

  

https://www.milton-keynes.gov.uk/children-young-people-and-families/milton-keynes-professional-development-portal-mkpdp
https://www.milton-keynes.gov.uk/children-young-people-and-families/milton-keynes-professional-development-portal-mkpdp


4 
 

MKPDP – Homepage 

 

After logging in to My Council look for and then click the MKPDP tab. 

 

 

 

 

 

 

 

 

 

 

Click on MKPDP Dashboard to open up your personal training dashboard  
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MKPDP – Dashboard 

 
The Dashboard will display all the options available to you: 

• My Training Record - view your past and current training and access certificates 

• Book Training - search for and book training courses 

• Feedback Form – complete feedback  
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Below the main dashboard options, you will see a section called Upcoming Training. This area 

automatically checks which providers you have access to and your assigned roles, and then displays 

the training that is relevant to you. 

You can also filter the list by month to help you find upcoming courses more easily. 

 

 

When you click a row, a pop-up will appear with further details about the course. 

 

 

To close the tab, click the red X in the top-right corner. 
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To Book Training 

 

To start a booking click on the ‘Book Training’ tab.  

 

This opens the Welcome page.  If you have access to more than one provider, you will be able to 

switch between them to find the training that best meets your needs. Once you have selected the 

most appropriate provider click Next 

 

If your account has not yet been verified, you will see the following message.  

 

Course Search 

On the Course Search page, you also have the option to filter the courses by target audience and 

title search, helping you quickly find the training that matches your needs. 

 

From the dropdown menu choose the course you want to enrol on, then click Next. 
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Course Overview 

The Course Overview page provides detailed information about the course, including the trainer, 

location, delivery method, course description, target audience, and booking information. 

 
 

 

The page also provides information of the session(s) and the course fee.   

 

 
 
 

To book/reserve your place, click the tick box next to your name, underneath the Session and Fee 

information at the bottom of the Course Overview page, followed by ‘Create Reservation’.   
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Pay As You Go (PAYG) Level 1 Users     

Courses with a zero cost will be confirmed automatically.  Where a course fee is being charged, a 

colleague(s) within your organisation with the relevant financial authority, will receive an email 

asking them to confirm your booking within 5 working days.  Once your booking has been approved 

you will receive a ‘Booking Confirmation’ email.  

 

 

 

For Level 1 PAYG users, the names of your organisation’s approvers will be displayed on the screen.  
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School Governors – Governor Training and Development Package 

If your board has purchased the relevant Governor Training and Development Package and the 

course is included in the package your booking will be automatically approved at point of booking.    

 

 
 

 
 

 

After you click Create Reservation, a timer will appear showing how much time you have left to 

complete your submission. If you need to make changes before submitting, select Remove 

Reservation. This will cancel the reservation and allow you to update your booking.  

 

If you wish to continue with your booking click Next in the bottom right-hand corner. 
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Review 
 

The Review page displays a summary of your reservation.  
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If the details are correct, click ‘Yes’ to confirm: 

Once you have read the ‘Training Booking and Learner Expectations’, please tick ‘Yes’ to confirm.  

Once both statements have been acknowledged, the option to Submit (and complete your booking) 

will become available.  

 

 

After submitting the form, a ‘Submission Successful’ confirmation will appear, displaying your unique 

reference number for future tracking.  

Click continue to return to your MKPDP Dashboard. 
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Waiting List 

If all spaces on the course have been filled and the course accepts learners onto a waiting list, you 

will be given the option to join it. The MKPDP team will contact you if a space becomes available. 
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My Training Record 

 
Your Training Record is divided into two main sections: 

 

My Upcoming Training 

This section shows all future training sessions you are booked on, along with the status of each 

booking. 

Booking Statuses: 

• Reserved – Your place is held and is waiting for approval from your manager or approver. 

• Confirmed – Your booking has been approved and is fully confirmed. 

• Cancelled /Approver Rejected– Your booking has been cancelled.  

 

 

 

Training History 

This section displays all the training you have completed, including attendance status and course 

details. 

 

Click the Home icon to return to the Dashboard. 
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How to cancel an upcoming booking 

 

Log into MKPDP via MyCouncil - from your MKPDP Dashboard, Click ‘My Training Record’   

 

Click ‘Yes’ next to ‘Do you need to cancel your place on any upcoming training?’ 

 

 

 
From the list select the training course you wish to cancel and then enter a reason for cancellation.  

Enter your reason for cancellation and then confirm by clicking ‘Cancel enrolment’. 
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How to submit Feedback 
 

Log into MKPDP via MyCouncil - from your MKPDP Dashboard, Click ‘Feedback Form’   

 

Click on the arrow in the right-hand side of the ‘Select Course’ box to open drop-down list  

 

Once you have selected the relevant course, click ‘Next’ 

 

 

Once you have submitted your feedback, click submit, this will trigger a confirmation email which 

will include your certificate as an attachment 

 

Click on continue under the ‘Submission Successful’ reference number to return to your MKPDP 

Dashboard 
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Downloading a certificate for past training 

 

Log into MKPDP via MyCouncil - from your MKPDP Dashboard, Click ‘My Training Record’   

 

 

Under ‘My Completed Training’, click on the relevant course.  Please note certificates are only 

available after your attendance has been recorded and (where required) feedback has been received.  

 

 

Click ‘Print Certificate’ – your certificate will be downloaded as a pdf and can be saved or printed as 

required. 

 

 


