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Finding the right Course or Workshop 
 
 
Search by Industry 
 

Select an industry from the dropdown menu,  
then click Search. 
 
The results page will show the number of 
courses available for that industry.  The key 
Indicates if the course is provided by CTP 
or by external Preferred Suppliers.  Or 
whether it is a core workshop or a follow-on 
workshop. 
 
Select the More Information button to read  
course description details. 
 
Here you will see key information on 
Content, qualifications, eligibility and fees. 
Click the  to expand each section 
 
At the top of the page you will see the 
next scheduled date, duration and location. 
Expand the All Dates and Locations for this 
Course tab, to view additional dates. 
From this page, you can print the course  
details out.  You can save the course to your  
My Plan to review later.  Remember, your 
My Plan account must be activated! 
You will also find the telephone numbers you 
need to check availability or book a place 
on the course. 
 
If you scroll down, you will see links to other 
CTP Training Courses.  Or you can click the  
Search Again button. 

 

 

 



 

 

 Page 4 of 12 

© Right Management 2011. 
All Rights Reserved. 

Search by Keyword 
 

Enter a key word into the search box and click 
Search. 
 

The results page will show the number of courses 

that match the criteria.  The key indicates if the 

course is provided by CTP, by external Preferred 

Suppliers.  Or whether it is a core workshop or a  
follow-on workshop. 
 

 

For best results use the filters in the Filter your 
Results section.  You can filter on industry and  

location within your Search results. 

 

 

The number of results displayed will reduce as you 

include filters.  You can remove filters at any time 

by clicking the  Remove link. 

 

 

 

 

If when searching using a keyword, you find more 

than 100 results, use the Search Within these  
Results box and click Search, to refine your search. 

 

 

 

Your results will then be displayed. 
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Select the More Information button to read the  

full course description details. 

 

Here you will see key information on 
Content, qualifications, eligibility and fees. 
Click the  to expand each section 
 
At the top of the page you will see the 
next scheduled date, duration and location. 
Expand the All Dates and Locations for this 
Course tab, to view additional dates. 
From this page, you can print the course  
details out.  You can save the course to your  
My Plan to review later.  Remember, your 
My Plan account must be activated! 
You will also find the telephone numbers you 
need to check availability or book a place 
on the course. 
 
At the bottom of the page, you will see links  
to other CTP Training Courses.  Or you can click  
the Search Again button. 
 

 

Browsing Options 
 
Browse by A-Z – Course Name 
 

In the Browse by A-Z Section, click on Course 
Name 
 
Click on the alphabet letter for the course  
name you wish to find.  A list of courses  
beginning with the letter you selected will be 
displayed in a light box.  The number of courses 
are displayed next to the course name. 
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The course(s) will then be displayed. 
 
The key indicates if the course is provided by CTP,  

by external Preferred Suppliers.  Or whether it is  
a core workshop or a follow-on workshop. 
 
 

Select the More Information button to read the  

full course description details. 

 

 
This example shows a course offered by a 
Preferred Supplier.  You will see in the green 
box the details of the course supplier.  There is 
also a link to view other courses available from 
this supplier. 
 
At the top of the page you will see the 
duration and location of the course.  Also from 
this page, you can print the course details out.   
You can save the course to your My Plan to  
review later.  Remember, your My Plan account 
must be activated!  You will also find the  
telephone numbers you need to check availability  
or book a place on the course. 
  
Click Search Again to perform a new search. 
 

 

Browse by A-Z – Qualifications 
 

In the Browse by A-Z Section, click on Qualifications 
 
Click on the alphabet letter for the course  
name you wish to find.  A list of courses  
beginning with the letter you selected will be 
displayed in a light box.  The number of courses 
are displayed next to the course name. 
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Click on the link to the course to open up the  
details. 
 
This example shows a course offered by a 
Preferred Supplier.  The green box shows details  
of the course supplier.  There is also a link to  
view other courses available from this supplier. 
 
At the top of the page you will see the 
duration and location of the course.  Also from 
this page, you can print the course details out.   
You can save the course to your My Plan to  
review later.  Remember, your My Plan account 
must be activated!  You will also find the  
telephone numbers you need to check availability  
or book a place on the course. 
  
Click Search Again to perform a new search. 
 
 
 
Browse by A-Z – Licenses 
 

In the Browse by A-Z Section, click on Licenses 
 
Click on the alphabet letter for the course  
name you wish to find.  A list of courses  
beginning with the letter you selected will be 
displayed in a light box.  The number of courses 
are displayed next to the course name. 
 
Click on a link to open up the course details. 
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This example shows a course offered by a 
Preferred Supplier.  The green box shows details  
of the course supplier.  There is also a link to  
view other courses available from this supplier. 
 
At the top of the page you will see the 
duration and location of the course.  Also from 
this page, you can print the course details out.   
You can save the course to your My Plan to  
review later.  Remember, your My Plan account 
must be activated!  You will also find the  
telephone numbers you need to check availability  
or book a place on the course. 
  
Click Search Again to perform a new search. 
 
 
CTP Vocational Training Courses 
 
How to book a course 
 
From the CTP Vocational Training Courses section 
- Click on the How to Book a course link. 

 
 
Follow the 3 Step Process 
 

1. Contact the Course Booking and  
Information Centre (CBIC). 
 

2. Obtain authorisation from your 
Service Resettlement Adviser (SRA). 
 

3. Once authorised, your JPA request  
will be pushed through to the CBIC 

 
You can print out the instructions from this page

 

 

 



 

 

 Page 9 of 12 

© Right Management 2011. 
All Rights Reserved. 

Standby Places 
 
From the CTP Vocational Training Courses  
Section - click on the Standby Places link. 
 
Here you will find details of the Standby 
Places policy.  You can also print this out 
from this page. 
 
 
 
 
FAQs 
 
From the CTP Vocational Training Courses  
Section - click on the Frequently Asked Questions 
link. 
 
 
Here you can use the drop down list to select 
FAQs relating to a specific area.  Then the list of 
FAQs will be displayed. 
 
 
Click on the  to expand each question. 
 
 
Available Booklets 
 
From the CTP Vocational Training Courses  
Section - click on the CTP Vocational Training 
Course Booklets link.  Here you can download  
comprehensive information on the courses  
offered by the CTP, listed by department. 
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Workshops and Briefings 
 
A list of Core Workshops and Follow-On  
Workshops can be found under the  
Workshops & Briefings section of the  
Courses and Workshops page. 
 
 
 
 
 
 
 
 
Core Workshops 
 
To view details of a particular workshop, select  
a workshop from the Core Workshops list. 
 
The details will then be displayed. 
Click on the  to expand each section. 
 
At the top of the page you will see the 
next scheduled date, duration and location. 
Expand the All Dates and Locations for this 
Workshop tab, to view additional dates. 
From this page, you can print the workshop 
details out.  You can save the course to your  
My Plan to review later.  Remember, your 
My Plan account must be activated! 
 
You will also find the telephone numbers you 
need to check availability or book a place 
on the workshop. 
 
In the green section you can access other Core 
Workshops. 
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Follow-On Workshops 
 
To view details of a particular workshop, select  
a workshop from the Follow On Workshops  
and briefings list. 
 
The details will then be displayed. 
Click on the  to expand each section. 
 
At the top of the page you will see the 
next scheduled date, duration and location. 
Expand the All Dates and Locations for this 
Workshop tab, to view additional dates. 
From this page, you can print the workshop 
details out.  You can save the course to your  
My Plan to review later.  Remember, your 
My Plan account must be activated! 
 
You will also find the telephone numbers you 
need to check availability or book a place 
on the workshop. 
 
In the green section you can access other Follow 
On Workshops. 
 
 
How to book 
 
From the CTP Vocational Training Courses  
Section - click on the How to book link. 
Follow the 3 Step Process 
 

1. Contact the Regional Resettlement  
Centre (RRC) Running the event.  
 

2. Obtain authorisation from your Service 
Resettlement Adviser (SRA) and  
Commanding Officer. 
 

3. Once authorised, your JPA request will  
be pushed through to your RRC. 
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FAQs 
 
From the CTP Vocational Training Courses  
Section - click on the Frequently Asked Questions 
link. 
 
Then the list of FAQs relating to CTWs will be  
displayed. 
 
Click on the  to expand each question. 
 
 
 
 
 
External Training Courses from Preferred Suppliers 
 
All external training providers go through a 
stringent application process, before they  
become accredited as a Preferred Supplier 
To the CTP. 
 
 
 
 
 
 
 
 
Videos 
 
From the Courses and Workshops 
Page you can view our videos. 
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