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Checking ID for E-Learning drivers 

Prior to the driver commencing their e-learning course, you will need to check that they hold the 
relevant licence and are eligible to complete the course:

• A current passport AND evidence of driving licence number (expired passports are not acceptable)

• Photo card driving licence (expired licences are not acceptable)

• A digital tachograph card

• A driver qualification card (DQC)

You will also need to check that the driver is completing the correct e-learning for the Driver CPC 
route they need to i.e. National or International 



WWW.RTITB.COM 4|  Private & Confidential

Attendance Form 
E-Learning Documentation

Course ID
This should be completed on the 

paperwork following upload to the 
MyRTITB Portal – this ensures there is an 

auditable trail 

Course Title 
Enter the course title being complete

CRS Number 
• Drivers' Hours and Compliance - NCRS1419/223
• Vehicle and Driver Safety - NCRS1418/223 
• Drivers' Hours and Compliance & Vehicle and 

Driver Safety - ICRS30996/223 

Course Timings
Login to the eFront portal and view the 
completion date and timings to confirm 

and fill in this section 

The Driver Details section should be 
completed prior to the driver being 

enrolled in the e-learning course

This should be signed by the 
person who has completed the ID 

checks and eFront portal check
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Registration Form 
E-Learning Documentation

This is the same form that you 
would use for an in-person 

course. 

This form should be 
completed by drivers prior to 

e-learning enrolment.

Any mandatory boxes (*) must 
be completed. The mobile 

number and email address are 
a requirement for Quality 

Assurance purposes and will 
not be used for 

sales/marketing.

The signature of driver must 
be completed to confirm that 

they agree to the statement



WWW.RTITB.COM 6|  Private & Confidential

Feedback Form 
E-Learning Documentation

This form should be 
completed by drivers 
following the course.

If scoring anything under 
‘acceptable’ in any area, we 

would expect there to be 
comments regarding this, 

however not all drivers add 
comments. 
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Uploading E-Learning to MyRTITB Portal
Pre-Registering a course

1. Click on Create / Update a Course and select ‘Create New Course’ 

2. Please select your 
main site from the 

list 

3. Please enter the number of 
drivers who have completed 

the e-learning. 

4. Search for an employer 
to add, if drivers have the 

same employer

5. Please select In Centre for this 
section. 

6. Enter that this is an e-
learning course into the 
restricted access notes. 

You will not need to complete the pre-registration until after the course completion.
Please complete once the driver has finished the course. You can only enter more 
than 1 driver onto the e-learning course, if they have finished on the same day.
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MyRTITB Portal
Pre-Registering a course

7. Enter the 
date the driver 

started and 
finished the 

course – enter 
start and end 

times that are 
recorded on 

efront.  8. Filter courses to show 
LGV.

The eLearning courses will 
appear under a separate 
column, and you will need 
to select the course that 
the driver has completed.

If the driver has completed 
7 hours of E-Learning, this 
can be recorded under the 
option Driver Hours and 
Compliance, as well as 
Vehicle and Driver Safety

9. Choose the ‘e-learning’ 
instructor from the drop-down 
menu. 

10. Click on submit (you will add the drivers during upload)
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A box will appear asking if you want to print your course documents.

You do not need to print these documents off – please use the documents that were sent to 
you when you purchased the course. 

MyRTITB Portal
Printing Course Documentation
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MyRTITB Portal
Uploading a Course

Following the driver's completion of the e-learning, please upload within 3 working days.

To start the upload process go to the homepage and click on the following:

Select the course you need to upload and click ‘Enter Results’ 
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MyRTITB Portal
Uploading a Course

1. The course will 
be the same as 
pre-registered. 

2. The timings will 
need to be recorded 
from the efront
system.

3. Choose the
‘e-learning’ 

instructor from 
the drop-down 

menu. 
4. Enter any information that the 
DCPC team might need to be 
aware of
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MyRTITB Portal
Uploading a Course

5.  Select where 
you would like the 
certificates to go. 
This will be set up 

within the RTITB 
database 

depending on your 
preference. They 

can go to: The 
Company,

a Specific Site,
the Driver, 

or another email 
address of your 

choosing. 
6. Once completed the above, 
click on ‘Confirm’
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MyRTITB Portal
Uploading a Course

You will now enter the driver information for those who completed the course.

1. Enter the driving licence number in the box provided. 

If the driver holds a Non GB Driving Licence, please tick the box. 

2. Click on Search

3. If the driver doesn’t exist on the RTITB database already, you will receive the following 
message: 

4. Then click on:

5. If the driver does exist on the RTITB database, their record will appear and you will be able to 
move quicker through the steps that follow.
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MyRTITB Portal
Uploading a Course

For new drivers being 
entered onto the RTITB 

database, enter their 
information (you will be 

able find this on the Driver 
Registration Form 

completed by the driver 
during the course).

Please ensure you 
complete the mandatory (*) 

items.

RTITB requires either a 
mobile number or email 

address for quality 
assurance purposes only.

Please note and make the 
drivers aware that these 

details will not be used for 
marketing/ sales purposes.

Once this 
page has 
been 
completed, 
click on 
‘confirm’
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MyRTITB Portal
Uploading a Course

You will now need to enter the drivers ‘Employer Details’ 

1. Click on ‘Employer Search’

2. Enter a name and postcode to search for 
an employer.

3. If the employer already exists, they will 
be listed.

4. If the employer does not exist, click on 
the ‘Add’ button.

5. Once the employer has been added, 
click on ‘Confirm’ 
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MyRTITB Portal
Uploading a Course

1. Select the Driver ID 
that was checked 

prior to the course.

The information on this page should all be found on the Course Paperwork

2. Complete the 
feedback score 

received from the 
driver

4. This box should be ticked to confirm that the 
driver has had the fair processing notice 
explained to them. 
This can be confirmed by the signed driver 
registration forms and attendance form. 



WWW.RTITB.COM
1
7

|  Private & Confidential

MyRTITB Portal
Uploading a Course

After completing the information for the driver you then have the following options:

Submit Course – This will submit the course to RTITB. 

Save but Submit Course Later - If you are not quite ready to submit the course e.g. you 
are awaiting further driver information, you can click on this button and submit later.

Save and Add Results for Another Driver – If you have other drivers to enter onto the 
course, click this button and you will be able to add more.
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MyRTITB Portal
Uploading a Course

When you click ‘Submit Course’ you will see the following box pop-up:

If you click ‘OK’, you will then see confirmation that the course has been uploaded. 

This course will now disappear from the ‘Complete a Course’ section.
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Reporting on E-Front

After the driver has completed the e-learning, you will be able to login to the eFront 
portal and run a report on how long a driver has completed on a course. 

1. Click on Reports

2. Click on Users

3. Click on the name of the driver (Filter can be used)

4. You will then be able to see the if they have completed the course, the date the 
course was completed and the time they have taken to complete
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FAQs

How many hours of e-learning can a driver complete?

A driver must not exceed 12 hours of e-Learning as part of their 35 hours.

How can we verify the identity of the driver, prove they have participated and evidence of this for 
auditing purposes 

The e-Front e-learning portal will use a two-factor authenticator anytime a driver logs into the system. 
It will send over a verification code to their personal email address, and they will need to enter a 
unique code before they can login to the e-learning material.

How are start/ finish times monitored to ensure the driver has completed enough hours?

All training times are monitored on the e-learning platform (e-Front). This will be verified by you 
before upload and by RTITB before upload to DVSA. RTITB will also check that the correct hours have 
been completed before uploading to DVSA. 
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FAQs

Can the driver leave the e-learning platform and re-enter from the point the left off?

Yes, the drivers progress will be saved when they leave the platform, so they will be able to pick up 
where they left off

How do we avoid drivers running through the material quickly?

Throughout the material the drivers will have to complete knowledge checks, various exercises and 
watch videos before they can move onto the next section. The material will remain locked until they 
have completed the section. 

If you have any further questions, please contact the CPC Customer Support team on 01952 520211 or 
masterdrivercpc@rtitb.com

mailto:masterdrivercpc@rtitb.com
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