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Accessing CLIVE 
 
The way you access CLIVE is by clicking on the link on the Interchange, to save time in 
the future we would recommend that you save this to your favourites for future. The link 
can be found by clicking here. 
 
Your login screen will look like this: 
 

 
 

To access your account, use your login details, normally your email address and 
password sent to you. If you can’t remember your login detail please email OD by 
clicking here and OD can reset that for you. 
 
 
 

http://interchange.moray.gov.uk/int_standard/Page_107125.html
mailto:organisational.development@moray.gov.uk?subject=Forgotten%20login%20details
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Once you login you will be taken to the home screen: 
 

 
 

Here you can check that all your details are correct. You will also be able to view your 
learning plan; this will show you the core training that all Moray Council staff need to 
complete. You will see how many of the courses you have done, which ones are due 
their refresher, and which ones still need to be completed. 
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If you want to undertake a new course, or book onto a face-to-face course, you need to 
scroll down the page until you see this on your screen: 
 

 
 
There are two ways that you can find an eLearning course: 
 

1. You can either click on the Category tile, or 
2. Click on ‘View all’. 

 
The ‘View all’ option helps if you are not too sure which category a course is under. 
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Once you find the course you want to undertake, click on the title: 
 

 
 
You will also notice that there is a traffic light system with your courses. 
 

• Green means your course is complete and up to date, 
• Orange means the course is in progress, and 
• Red means that the course has expired, and you need to redo it. 
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To start a course, click on the title you want to start; you will then see the following 
screen: 
 

 
 

Simply click on ‘Enroll On Course’ tab, then the following screen will appear: 
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 Then click on ‘Launch Module’ tab and the module will start for you, and you just 
complete it as normal. 
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Booking on to face to face training courses 
 
To book on a face-to-face workshop you need to go to the ‘My Training Events’ section on 
your home screen: 
 

 
 
Click on ‘Apply for Event’, and you will be taken to the following screen: 
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Click on ‘Select’ for the course you want to book onto. 
You will then be taken to the training course page which holds the course details and 
information. An example is shown below:  
 

 
 
 
Click on ‘Book on Event’, and then you will be taken to the following screen which details 
your confirmed booking arrangements: 
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When you return to your Home Screen, you will now see the course in your My Training 
Events section. 
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Line Manager Access 
 
This section is for those who manage a team. The Line Manager function allows you to 
add or remove staff members, allocate courses, review courses completed and review 
overall and individual team performance.  
 
 To access the line manager functionality, click on ‘Manage Staff’: 
 

 
 
You will be taken to the following screen: 
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Adding a Team Member 
 
On this page,  you will be able to see all the members of your team. If there is someone 
missing from your team, you can add them yourself by clicking on ‘Add Staff Member’. 
You will need the employee’s email address which is typed into the box. Click on Add 
Staff Member. The employee  be sent an email asking them to confirm that you are their 
line manager, once verified the employee will be  added to your team. 
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Team Score Card 
 
If you click on View Team Scorecard, you’ll see the following screen: 
 

 
 
Here you can view how the team’s training is going. You can check that all team 
members have completed the core council modules, any mandatory role specific 
training, and/ or courses you have allocated.  The page will display the team’s 
performance.  You can either view it as a whole team or as an individual. 
 
 
 Should you have any questions about CLIVE please contact OD by clicking here. 
 
 

mailto:organisationl.development@moray.gov.uk?subject=Question%20about%20CLIVE

