
 

 

 
 
 
  
 
 
 
 
 
 
 
 
 
 
 

Information Governance eLearning: 
Step-by-step user guide for GMPs 
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1. Getting started 
 

Follow the link to the NHS Wales e-learning Academy homepage: https://learning.wales.nhs.uk 
 
If you already have an eLearning account, please login using your username and password and proceed to 
the courses section. 
 
If you require a new account to be set up, please do so by clicking on “Create new account”.  

 

 

 

 

 

 

 

 

 

If you are experiencing issues, you can contact the “All Wales Digital Learning Helpdesk” via email: 
eateb@wales.nhs.uk , Telephone: 029 20905444 or the live chat (Help button placed at the bottom of the 
page).  

 

 

Alternatively, accounts can be set up by emailing the Team at eteb@wales.nhs.uk with the completed 
‘New Account Request form’ or for setting up several accounts use the ‘Bulk Upload form’. See below: 

 

        
 
 
 
 
 
 
 
 
 
 
 
 
 

bulk upload.csvNew User Form July 

2023 (15).docx

https://learning.wales.nhs.uk/
mailto:eateb@wales.nhs.uk
mailto:eteb@wales.nhs.uk


  

 

Log into your account. Once you are at the home page, select ‘NHS’.  
 
 
 
 
 
 
 
 
 
 
 
 
Once you have selected ‘NHS’, you are then required to select the organisation you are employed by.  
 

 

 

 
 

 
 

 
 

 

 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
If you have any problems, call the Helpdesk on 029 20905444 or contact eateb@wales.nhs.uk. 
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2. Finding the course  
 
Once you have selected your organisation, select either Admin or Clinical Staff.  

 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
Once you have clicked in to either Admin or Clinical Staff, select Core Modules  
 

 
 
 
 
 
 
 
 
 
 
 



  

 

Select the Information Governance, Records Management and Cyber Security course. 
 

 
 

3. Enrolment Key 
 
The first time you access the course an ‘Enrolment Key’ will be required. 
 

 
 
Each Practice will each have their own unique ‘Enrolment Key’ which is to be used only by the staff of that 
Practice. This is the ‘W-code’ for the Practice main site, followed by an exclamation mark.  
 
For example:  W12345!  
 
Please Note:  

The Enrolment Key is case sensitive - a capital W must be used.  

 



  

 

4. Accessing the course 

The course is broken down into three sections, you will need to complete each one. Begin by selecting 
“Information Governance”.  
 

 
 

 

 

 

 

 
 

 

Once you have selected Information Governance the below will appear, click on Information Governance 
again. 

 



  

 

Click Enter to start the training. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Course content 
The course is organised into interactive slides.  

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Navigation buttons are 
displayed at the bottom of, or 

within the slide. 



  

 

 
 
 
 
 
 
 
 
 
 
 
Throughout the course thered  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The course includes 

instructional videos that 
provide a preview of the 

content you will be 
presented with. 



  

 

 
 
 
 
 
 
 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

 

  

 

 
End of Section 
 

Once you have completed the section you will receive your score and your points 
achieved, you can then Exit your course.  

  
 

 
 

 
 

 
 

 
 

 
 

 

 
 
 

When a question is answered correctly  

Interactive buttons  

 

When a question is answered incorrectly 



  

 

Complete the same steps for the “Records Management” and “Cyber Security” sections. 
 

 
 
 

5. Certificate  
 

Once you have completed all three sections, click on Certificate. 
 

 
 
 
 
 
 
 
 
 
 
 
Then view Certificate. 
 

 
 
 
 
 
 
 
 



  

 

You will then be presented with your Certificate, please note it is only valid for two years. 

 
 
 
 
 
 
 
 
 
 
 
In the future you will be able to find your Certificate in your Dashboard  

 
 
 
 
 
 
 
 
 
 
 
 
 

Once you have been directed to your Dashboard, click on certificates where you will find them all saved 
for the courses you have completed 
 
 
 
 
 

 
 
 
 
 
 

 
 
 

 
 
 



  

 

You are able to download your certificate here. 
 

 
 
 
 
 
 
The system will generate a certificate in a PDF format in which you can then either ‘Print’ or ‘Save’ to a file.   

 
 

6. Learning Support / IT Support 
 

If you have any login issues, contact the “All Wales Digital Learning Helpdesk” via email: 
eateb@wales.nhs.uk , Telephone: 029 20905444 or the live chat (Help button placed at the bottom of the 
page).  
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