
How to get your CPD Certificate of Attendance 

 
 

Thanks for your interest in attending training with us and viewing some of the 

free webinars in our Holding Space for Self and Others series. 

 

I hope the content, exercises and learning processes in these will help you and 

add value to your work. 

 

We want to make it as simple and fast as possible for you to gain a Certificate 

of Attendance for viewing any of these webinar recordings.  

 

There are two main steps to this. The first is to access and successfully 

complete the quiz associated with the webinar you viewed.  

 

The second step is to enter all the details of the webinar you viewed into a 

document that will automatically and immediately create your Certificate of 

Attendance. 

 

To make this even easier, I have broken this down into 8 simple steps. 

 

I hope this is helpful and hope you can continue to enjoy these reccordings. 

Please come along to the live ones when you can also (you can win prizes!) and 

tell your friends and colleagues! 

 

Kind regards, 

 

Jacki Short  



How to get your CPD Certificate of Attendance 

 
 
Step 1 

After you have watched the webinar recording, click on the blue link to go the quiz. 

 

 

Step 2 

Complete the quiz. It looks something like this: 
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Step 3 

If you get 80% or more answers correct in the quiz, (that is 4/5 right), you will automatically see a 

screen like this below that starts with ‘Congratulations!’ (If you don’t get 80% or more, you have the 

option to do the quiz again.) IMPORTANT You need to copy the web link, into your browser (eg 

Google). This weblink starts with https: Copy and paste the whole link into your browser. 
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 Step 4 

As soon as you enter the web link into your browser (eg Google), this next screen (below) will 

appear. This enables you to produce your own Certificate of Attendance. Enter the email address 

you want your Certificate sent to. Record exactly what you have viewed. What you write here is 

what will be on your Certificate. We check these weekly. 
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Step 5 

When you have completed all information for your Certificate of Attendance, click the purple button 

at the end to ‘submit’.  
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Step 6 

After you have submitted your ‘Certificate of Attendance’ details, this is the next screen you will see. 

This indicates an email will be sent to you within minutes with your Certicate of Attendance. 

 

 

Step 7 

This is an example of the email you will receive with your Certficate of Attendance attached as a pdf 

document. 
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Step 8 

Hurrah! You did it! This is what your Certficate of Attendance will look similar to. It will have the 

exact details you entered. 

 

 


