
 

How to book Centralised Training  

The Centralised Training Enrolment form has been designed for users to be logged in. 

 

Do you have a MyCouncil account? 

Yes – Please go to Steps to launch the Enrolment Form. 

No – Please go to Registering for a MyCouncil Account. 

 

Steps to Register for a MyCouncil Account 

 

1. Visit the MyCouncil Website https://mycouncil.milton-keynes.gov.uk/ 

 

2. Cookie Notification  

When you visit the MyCouncil Website for the first time you will see a cookie message, 

this is a notification that appears on websites to inform visitors about the use of 

cookies*. 

 

Please click ‘Close’ to acknowledge the use of essential site cookies. 

*Cookies are small pieces of data stored on your browser by websites you visit. They 

help websites remember information about your visit, such as your login status, 

preferences, and other settings. 

  

https://mycouncil.milton-keynes.gov.uk/


 

3. Click the ‘Sign up’ button to start the registration process. 

 

 

4. You will be asked to enter your Email address and a password. 

 

• Email Address: Provide a valid email address. 

• Password: Create a strong password. It should be a mix of letters, numbers, and 
special characters. 

• Confirm Password: Re-enter the password to confirm it. 

 

When you have finished click the ‘Submit’ button.  

  



 

5. On clicking ‘Submit’ the ‘Email Verification Required’ message box will appear. To 

dismiss the message, please click the ‘Ok’ button. 

 

6. You will be returned to the ‘Register for a MyCouncil account’ page. 

 

7. Verify Your Email: Check your email for a verification link. Click on the link to verify 
your email address. 

 

 

 

8. On completing the email verification process you will see the message below. 

 



 

9. Log In: Once your email is verified, return to the website and click the ‘Log in’ 
button. 

 

 

10. Log in using your email and password. 

 

11. You will be prompted to complete the Profile Form. The red asterisk * indicates 

mandatory fields. 

 

  



 

12. Basic details - Enter your First name and Last name. All other fields are optional. 

 

13. Address details – Enter your School’s address. 

 

14. Contact details – Your email address will be prepopulated. All other fields are 

optional. 

 



 

15. Equality Information - All fields are optional. 

 

16. Overview – Check your details and confirm by clicking the ‘Submit’ button. 

 

  



 

17. On completing the Profile Form you will be returned to the ‘Home’ page. In the top 

right of the screen, you will see ‘Welcome {first name} {last name}’ 

 

 

18. Now you are logged in you can open the Enrolment Form using one of the options 

below. 

a. Click on the link https://mycouncil.milton-

keynes.gov.uk/service/Centralised_Training___Enrolment 

b. Copy and paste the link https://mycouncil.milton-

keynes.gov.uk/service/Centralised_Training___Enrolment into the url address 

bar. 

 

 

19. The Enrolment form will load. 

 

 

https://mycouncil.milton-keynes.gov.uk/service/Centralised_Training___Enrolment
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Steps to launch the Enrolment Form 

 

1. Load the Enrolment Form with one of the options below. 

a. Click on the link https://mycouncil.milton-

keynes.gov.uk/service/Centralised_Training___Enrolment 

b. Copy and paste the link https://mycouncil.milton-

keynes.gov.uk/service/Centralised_Training___Enrolment into the url address 

bar. 

 

2. If you are already logged in to the MyCouncil site, the Enrolment Form will load. 

 

 
 

3. If you are NOT logged in, you will be prompted to log in.  Click ‘Log in’ to start the 

process. 
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4. Log in using your email and password. 

 

5. When you are logged in, in the top right of the screen you will see ‘Welcome {first 

name} {last name}’ 

 

 

6. The Enrolment Form will load. 

 

7. If you are logged in and the Enrolment Form does not load, try one of the options 

below again. 

a. Click on the link https://mycouncil.milton-

keynes.gov.uk/service/Centralised_Training___Enrolment 

b. Copy and paste the link https://mycouncil.milton-

keynes.gov.uk/service/Centralised_Training___Enrolment into the url address 

bar. 
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Confirmation of Booking 

You will be sent an email confirmation of the session(S) you have booked, and you will have 

the option to cancel following the link on the email booking. Please note that only the staff 

member who has booked the training will be able to manage the bookings.  

Other staff you have booked onto the training will also receive an email confirmation, but 

they will not be able to manage their booking.  

The lead participant email will include details of how to cancel enrolment(s). 

 
 

 


