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How to sign up to the WI Learning Hub newsletter 
 

Step 1: Click here to be taken to the sign up webpage 

Step 2: Enter your email address, first name and last name in the fields indicated below. Under ‘Marketing Permissions’ click in the box to the left of ‘Email’ to 

indicate you are happy to be emailed. Then click ‘Subscribe’ at the bottom of the screen. 

 

 

  

https://denman.us11.list-manage.com/subscribe?u=09b4f997fdaa7eeccc620f8e3&id=28d29065a5
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Step 3: Click in the box to the left of ‘I’m not a robot’, you may be asked to click on various images to confirm. Then click ‘Subscribe’. 

 

Step 4: You will be given the option to save the WI Learning Hub in your address book to ensure future emails go directly to your inbox and are not filtered as 

spam/junk. 
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Step 5: You will then receive a confirmation email. Please note this may take a few minutes to come through. Please check your spam/junk folder.  

Click on the link ‘Yes, subscribe me to the list’ to confirm. If you do not confirm you will not receive the newsletter. 
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Step 6: Your subscription is confirmed! You will also be given another opportunity to add the WI Learning Hub to your address book. 

 

 

Newsletter FAQs: 
• Please note if you receive an error message that your email is already subscribed this is because you have already signed up to receive the 

newsletter.  

• If you have not received your confirmation email, please be patient. The email can sometimes take around 20 minutes to come through. Be sure to 

check your spam/junk folder in case your account has filtered the email. 

• The WI Learning Hub newsletter will first be sent out on Saturday 20 January 2024 and will then follow weekly with some additional emails when 

needed. 

• WI members and non members are welcome to sign up to the WI Learning Hub newsletter. 

• If you wish to unsubscribe at any time you can do so by clicking ‘unsubscribe’ at the bottom of the newsletter email. 
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How to sign in for the first time 
 

Step 1: You will first be asked to sign in when you make your first booking (further information on this is available in the ‘How to book a live course’ section of 

this guide). After you have selected the course and confirmed you will see the below page. Enter the email address registered for you on the MCS. Select ‘No’ 

under ‘Do you have a Password?’ and click ‘Continue’. You will be asked later in the booking process to set up a password. 
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How to update your details (including email) 
Step 1: From the site homepage click ‘Menu’ in the top right hand corner and then click ‘My Account. 
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Step 2: Enter your email address and password and then click ‘Log in’. If you cannot remember your password see ‘How to change your password’ section of 

this guide. 

 

Step 3: Select ‘My Profile’ and you will see your information listed.

  



10 
 

Step 4: Make any changes you require and click ‘Update’ at the bottom of the page. 
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How to change your password 
Step 1: From the log in page click ‘I’ve lost my password’. 
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Step 2: Enter the email address you use for the Learning Hub and click ‘Send me the password reset link’. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 3: You will see a page confirming a password reset email will be sent to you. If you do not have an account with the email address inputted you will not 

receive an email. 
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Step 4: You will then receive an email allowing you to reset your password. Click ‘Set Your Password’. Please note it may take a few minutes for the email to 

come through, ensure you check your spam/junk folder in case it has been filtered. 
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Step 5: A webpage will open asking you to enter and confirm your new password. Please note this must be at least 6 characters, including at least one 

uppercase letter and one number. Please ensure you are typing the same password into both sections. 

 

 

You will then be sent to your account where you can see your recent bookings and find course documents. 
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How to book a live course 

Step 1: Navigate to the Learning Hub site and click ‘Live courses’. 
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Step 2: You can then choose from one of the learning pillars or view all courses. 

 

  



17 
 

Step 3: You can then search for a specific topic or host, or search by date. There is also a drop-down menu to sort the courses alphabetically or by time. 
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Step 4: Once you have selected a course you would like to book, click ‘Book Now’ from the search results or at the bottom of the individual course page. 
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Step 5: Click the ‘+’ to add one participant and then ‘Select’. Please note, if you have not yet signed in then the amount will say £5 until you do so. 
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Step 6: Then click ‘Continue’ at the bottom of the page. 
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Step 7: You can then click ‘Checkout’ or ‘Continue Shopping’ to go back to the website and select more courses. 
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Step 8: You will then be asked to enter your name, address, phone number and select whether you are a WI member or not. Make sure to enter all of the 

information indicated.  
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Step 9: Under ‘Participant 1’, click ‘I’m attending’. After reading the terms and conditions, then click in the box to the left to accept and agree. You will also 

need to click in the box to the left of ‘Email’ to confirm your contact preference. Then click ‘Continue to Summary’. 
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Step 10: Review your booking summary and click ‘Checkout’. 
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Step 11: You will then see a page confirming your booking and an email will shortly be sent to your email address. The email will include the course 

information including Zoom log in details, a live courses help sheet and any handouts specific to the course.  
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Booking FAQs 
• If your booking will not go through it is likely that you have already booked onto one or more of the sessions in your basket. To check this you can go to 

the ‘My Account’ section of the website and review your bookings. Once you have removed any duplicates from your basket the booking will complete. 

• We are aware that there appears to be a formatting issue with the T&Cs box for the Safari browser which our tech team have been looking into. We've 

been advised in the meantime that tapping in the area of where the box would be does then register a tick, however you may prefer to use an 

alternative browser or device to make the booking where the box appears e.g. Google Chrome, Microsoft Edge. 
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How to access course recordings 
Once a live course has taken place the recording and any supporting documents will be accessible via the ‘Access Anytime’ area of the Learning Hub. 

Recordings will be loaded as soon as possible and within 48 hours of the course taking place.  

Step 1: From the site homepage click ‘Access Anytime’. 

  



28 
 

Step 2: Then click ‘On Demand Courses’. 

 

You will then be able to scroll through a variety of on demand content or search for something in particular; you can click ‘Read more’ to see more detail on the 

course. Once you have found something you would like to access, simply click ‘Access now’ to be guided through the booking journey and receive the content 

via email.  



29 
 

How to access course bookings and documents 
Step 1: From the site homepage click ‘Menu’ in the top right hand corner and then click ‘My Account. 
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Step 2: Enter your email address and password and then click ‘Log in’. If you cannot remember your password see ‘How to change your password’ section of 

this guide. 

 

Step 3: Select ‘Bookings’ and you will see your information listed. You can then click ‘View’ to see more information about individual bookings. You can also 

click ‘My Documents’ and ‘My Emails’. 

 


