
       

 

How to Access Learning Matters for the first time: 

o Go to www.learningmatters.royalberkshire.nhs.uk  

o Click on “forgotten username or password” 

 

 

 

 

 

 

 

 

 

o Type in your trust email address e.g. firstname.lastname@royalberkshire.nhs.uk into the 

USERNAME section 

o Click “search” 

 

 

 

 

 

 

 

o Then click “continue”  

 

 

 

 

 

 

 

Learning Matters 

Guide Learning Matters 

http://www.learningmatters.royalberkshire.nhs.uk/
mailto:firstname.lastname@royalberkshire.nhs.uk


o You will receive a no reply email from Learning Matters with the link to then set your 

password.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

**Welcome to your Home Screen** 

1. This is where you can 

navigate through your 

Learning. These RAG 

(red, amber, green) 

blocks show you your 

compliance. Right now I 

am 100% non-compliant 

which means I have a 

lot of training I need to 

do.  

2. To get to your required 

learning click “My Learning” on 

the top navigation bar. Or the 

“My Learning” tab under the 

RAG (red, amber, green) blocks. 

Completing 

eLearning 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. This is your “Learner 

Dashboard”. Here you 

can see what learning 

you have outstanding 

and need to complete 

under “Required 

Learning”  

4. On your “Learner 

Dashboard” you can 

also find all the 

Classroom Bookings 

you have booked 

yourself onto 

5. The “Portfolio” tab will 

allow you to upload any 

certificates or evidence 

of training you have 

acquired and want to 

provide 

6. This is 

where you can 

select your 

manager. 

Doing this 

really helps us 

utilise all the 

functions on 

this system. 

Click “Choose 

a new 

manager” and 

enter the 

details of your 

current 

manager. 

Remember to 

change this 

should your 

manager 

change 

8. As you can see I am non-

compliant on my Equality and 

Diversity so let’s complete this now!  
9. Simply click onto the 

name of the course 

7. Your “Required 

Learning” shows you 

everything you need to 

complete for your job 

role. This includes all 

Mandatory and 

Statutory training. Your 

“Status” will change 

depending on whether 

have completed, not 

started, or “in progress” 

toward completion.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

10. On this screen simply 

press “Launch Course”  

11. This is the course page for Equality 

and Diversity. On this course there is only 

eLearning available- but some other 

courses may offer classroom learning, 

videos to watch, presentations to read 

through or a quiz. For most courses you 

will only have to complete one activity 

(such as eLearning)- however this is not 

always the case, so make sure you know 

what you’re supposed to do to ensure 

you don’t duplicate efforts.  

12. Click the Play 

button to launch 

the eLearning.  

14. You can rate the 

course on this page. 

Simply click the number 

of stars you would give 

this course.   

13. When you have 

completed the necessary 

activities to complete the 

course you will be able 

to access a certificate to 

print and use at your 

discretion.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

15. When you click “Play” 

this page will load just to 

explain any previous 

attempts of this 

eLearning.  

16. Click Enter to start 

the eLearning!   

17. The eLearning will 

load in the same window 

so please don’t exit out!  

 

There is no save button- 

It saves automatically!   



 

 

 

  

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

Booking onto a 

Classroom Session Learning Matters 

1. For some courses you may need to book onto Classroom 

Sessions- Such as Resuscitation. This could be as well as 

other activities such as eLearning or a quiz, or instead of 

2. To book yourself onto a 

Classroom Session 

simply click “View” when 

in the course you need 

3. This page now shows you all the potential Classroom Sessions 

that are running- called “events”. This shows you the date, time, 

room, room capacity, and whether they are open for bookings. 

4. To book onto a 

Classroom Session 

simply click “Sign-up” 

next to the one you 

want 



 

 

 

 

 

 

 

 

 

 

 

 

 

o Go back to your “My Learning” page. 

o Under your avatar (if you have set one)- click on “View Profile” 

 

 

 

 

 

 

 

 

 

 

 

 

5. This page just shows you the Classroom 

Session overview and gives you a chance to 

choose whether you are emailed a 

confirmation or calendar invite from the drop 

down menu. 

6. To continue simply 

click “Sign-up” 

View and Download your 

complete compliance record 



o Then scroll down and click “Record of Learning” under My Learning 

 

 

 

 

 

o Here you can see the courses you have done- this would be mainly for Learning and 

Development Courses or ones that are not requirements for your job role 

 

 

 

 

 

 

 

o Click on Certifications at the top of the page 

 

 

 

 

 

o Here you can see a record of your learning, this includes when you completed it and when 

you expire. Window opens means when you are allowed to complete it again. If you 

complete anything before your window opens it won’t show as a completion until your 

window is open and then will calculate your new expiry date.  

 

 

 

 



o To download this completion, click on the Export button on the bottom of this page 

 

 

 

 

 

 

 

o To view your complete record of learning, including previous completions click on 

“view/download whole record of learning” just below the export button 

 

 

 

o Once on this page you can then click “Download PDF” 

 

 


