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Self-registration 

Introduction 
This document provides guidance on how to use the ‘self-registration’ function. 
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Overview 
Each site is provided with three urls: 

• Administrator login url (for admins to create users, run reports etc.) 
• Learner login url (for learners to login and take their training) 
• Course Centre url (for people to self-register) 

This document will focus on the self-registration and validation process. 
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The course centre 
The MeKP Course Centre enables a user to: 

• View the details of all the courses contained in MeKP 
• Self-register 
• Login 

Customisation of the Home screen 
There are three places on the Course Centre home screen where the title and text can be updated: 

• The Welcome title 
• The text below this title 
• The text below this and above the Self-register button 
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The self-registration screen 

User Details 
The fields that you see on the self-registration screen will be the same fields used on the ‘Add user’ 
screen. 

Note: If you are using the ‘Direct Appraiser’ function you can optionally enable: 

• The ability for a user to select their direct appraiser 
• The ability for a user to create themselves as a direct appraiser 
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Automated course enrolments 
Course auto-enrolments are set on Sector and / or Service and / or Groups. 
This means that (if you have course auto-enrolment rules set up) the options that a person chooses 
on this screen will determine what courses they will be enrolled on when they first login. 
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The self-registration process 
This section will now describe the self-registration process. 

The self-registration workflow – users registering without an approved email address 
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1. Me Learning provide an organisation the link to their MeKP Course Centre 
If an organisation wants to use the self-registration function, Me Learning will provide the 
organisation with a ‘Course Centre’ url. 
This url will enable a user to self-register. 
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2. The learner self-registers via the course centre 
The learner needs to complete the self-registration page. 
The fields available here will be the same as those used on the ‘Add user’ screen. 
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3. Two automated emails are sent – one to the approver and one to the person self-registering 
When a user clicks on the ‘Send login request’ button on the ‘self-registration’ screen two emails are 
automatically generated: 

• The user validation email – sent to admins / approvers 
• The self-registration confirmation email – sent to the user 

Note: After clicking the ‘Send login request’ button the user is returned to the Login screen. 
There will be a message on the screen informing them that their details have been sent for 
validation: 
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User validation email 
Please see the validation email template below (this can be updated via the ‘Manage email 
templates’ screen - email template number 30). 
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Self-registration confirmation email 
Please see the ‘self-registration’ confirmation email template below (this can be updated via the 
‘Manage email templates’ screen - email template number 31). 
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4. A decision is made whether to validate the user 
When a learner self-registers the approver: 

• Will receive the ‘User validation’ email 
• Will receive a MeKP message (this is automatically marked as ‘read’ when the user has been 

validated) 
• Will see an orange ‘User validation’ icon at the top of their screen 

 

FAQ: Who can validate a person who self-registers? 
Administrators and specific learners can validate users who self-register. 

• For an administrator to be able to validate a user they must be given permission to access 
the Sector and / or Service the user has been assigned / chosen for themselves 

• For a learner to be able to validate a user they: 
o Must be given an ‘approver’ role via the ‘Add user’ screen 
o Must be responsible for users with a Sector (i.e. a learner can only validate users in 

one Sector) 
o Can optionally only be responsible for users within a Service within a Sector 
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5. Validate the user’s self-registration request 
To validate a user: 

• Click on the ‘User validation’ link at the top 
• Optionally view the user’s details via the ‘Details’ column (to see whether the person’s 

details are acceptable’) 
• Click the ‘thumbs up’ icon in the validate column 

 
To validate multiple users: 

• Click into the checkboxes (or if you wanted to select all users, click in the check-box within 
the blue-header bar) 

• Select the ‘action’ of ‘Validate users’ 
• Click ‘Go’ 

 
The result will be: 

• The person will be removed from the ‘User validations’ screen 
• The person will receive their welcome email (see next page) 
• The user validation message (on the Messages screen) will be automatically marked as read 
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Successful validation confirmation email 
Please see the ‘Successful validation’ confirmation email template below (this can be updated via 
the ‘Manage email templates’ screen - email template number 32). 
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6. Reject the user’s self-registration request 
To reject a user: 

• Click on the ‘User validation’ link at the top 
• Optionally view the user’s details via the ‘Details’ column (to see whether the person’s 

details are acceptable’) 
• Click the ‘thumbs down’ icon in the validate column 

 
To reject multiple users: 

• Click into the checkboxes (or if you wanted to select all users, click in the check-box within 
the blue-header bar) 

• Select the ‘action’ of ‘Reject users’ 
• Click ‘Go’ 

 
The result will be: 

• The person will disappear from the ‘User validations’ screen (as the default view is ‘Hide 
rejected validations) 

• The person will receive their rejection email (see next page) 
• The user validation message (on the Messages screen) will be automatically marked as read 
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Unsuccessful validation confirmation email 
Please see the ‘Unsuccessful validation’ confirmation email template below (this can be updated via 
the ‘Manage email templates’ screen - email template number 33). 
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The self-registration workflow – users registering with an approved email address 
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1. The learner self-registers via the course centre 
The learner completes the self-registration page using one of the approved email addresses listed on 
the page. This list can include as many approved email addresses as required. 

2. An automated email is sent to the learner’s email address containing a validation link. 
When a learner clicks on the ‘Send login request’ button on the ‘self-registration’ screen an email is 
automatically sent to the learner only. This email contains a link which when clicked will validate the 
learner account.  

Email containing a self-validation link 
Please see the ‘Email that is sent from site-admin to learner with learner validation link’ email 
template below (this can be updated via the ‘Manage email templates’ screen - email template 
number 36). 

 
 
 

3. The learner clicks the link in this email 
When a learner clicks on the link this triggers a second automatic email which sends the learner their 
login details and password. Their account is now active and they are able to login and access the 
courses. 
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