The
Observership
Program

ESTABLISHED IN 2014

The Observership Program

AICD Cahoot Learning Platform — Registration Guide

To access your AICD training sessions, you need to register on the Cahoot Learning Platform.
Please follow the steps below carefully and read the troubleshooting section at the end if you run
into any issues.

Important — Please Register by Wednesday 4 March

You must complete your registration at least two weeks before the first live session on
Wednesday 25 March 2025. Pre-recorded webinars will be sent automatically once you register
— you need to review these before each live session.

How to Register

Go to the registration page
Click the link: AICD Observership | Webinar Registration

Find your course

Under the Webinars tab, look for 'Introduction to Not-for-Profit Governance
Series 2026'. Click Read More to review the course details, then click Add to
Cart.

Proceed to registration

In your cart, click Continue Registration at the bottom of the page.

Enter your details

Complete the Registration Page with your first name, last name, email address,
and phone number.



https://www.cahootlearning.com/webinars/aicd_obs/seminar/14156/15957/Introduction_to_Not-for-Profit_Governance_Series_2026.html
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Critical — Use Your Program Email Address

You must register with the same email address you provided when you applied to The
Observership Program. Using a different email address will mean you miss all communications
from AICD and Cahoot. If you are unsure which email address to use, contact us before
registering.

Complete the Purchaser Details section

If your details are the same as the participant details above, you do not need to
re-enter them here. Tick all required checkboxes before proceeding.

Review and confirm

Double-check your details on the Registration Summary page, then click
Confirm Registration.

Registration complete

You should see a Registration Complete confirmation page. You will receive a
confirmation email within 24 hours with everything you need.

What to Expect After Registration

Your confirmation email will include:
e Acalendarlink to add all four webinars to your calendar individually
e The webinar link, Connect ID, and Password for each session

Shortly after, you will receive separate Webinar Recording emails — all four sessions will arrive at
once. These contain links to the pre-recorded content you are required to watch before each live
session.

Both pre-recorded and live sessions are required

You must complete both the pre-recorded webinar and attend the live session for each topic in
order to receive your Certificate of Completion.
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If you have not received a confirmation email within 72 hours of registering, contact Cahoot
Learning directly:

e Phone: 1300 273 548 (Australia) or +61 3 8080 9966 (international)
¢ Email: webinars@cahootlearning.com

Troubleshooting

If you run into issues when registering or accessing the platform, check the common problems
below before contacting us.

Logging In to AICD — Wrong Platform

Some Observers try to access their training through the MyLearning system on the main AICD
website. This is not the right place.

Your Observership training is delivered through the Cahoot Learning Platform, not AICD's standard
member portal. All webinar links, pre-recorded videos, and session details will be sent to you
directly by Cahoot via email. You do not need to log in to the AICD website to access this content.

Wrong Email Address Used at Registration

If you registered with an email address that is different to the one on your application, you will not
receive communications from AICD or Cahoot.

To fix this, contact Carly Reid at AICD directly:

e Email: CReid@aicd.com.au

Please include your correct email address and the name you registered under so she can update
your record.

Error Message When Viewing a Recording

If you see an error message when you try to open a recording, it may be because:

¢ You are using a browser that does not support the player — try a different browser such as
Firefox, Google Chrome, or Internet Explorer

¢ You have clicked View Recording more than five times — contact
NFPSectorteam@aicd.com.au to have your view count reset


mailto:webinars@cahootlearning.com
mailto:CReid@aicd.com.au
mailto:NFPSectorteam@aicd.com.au
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Buffering or Streaming Issues

If arecording is buffering or not loading properly, this is usually caused by a slow or unstable
internet connection. Try moving to a different network or downloading the recording to watch
offline if that option is available.

General Registration Errors or Account Updates

For any other registration issues or if you need to update your details after registering:

e Phone Cahoot Learning: 1300 273 548 (Australia) or +61 3 8080 9966 (international)
e Email: webinars@cahootlearning.com

Still Stuck?

Please see below for some visual guides which can assist you.

If you have tried the above and are still experiencing problems, and the Cahoot/AICD team have
been unable to help then please contact The Observership Program team and we will help you
resolve it:

e Email: info@observership.com.au


mailto:webinars@cahootlearning.com
mailto:info@observership.com.au
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The Observership Program Team

Step by Step Guide for AICD training registration

1. Click link: AICD Observership | Webinar registration which will take you to this page:
2. Read through the information on your course and then click add to cart:
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4. Complete form and click continue registration:
No need to complete the Purchaser details if these are the same details as the participant

PURCHASER DETAILS

Contact name
Contact email address

Confirm contact email address

D I have read and agree to AICD's Webinar Terms, Privacy Policy, and Terms of Use. | acknowledge and agree that, due to the
complimentary nature of this program, Transfer, cancellation, and refunds do not apply to my registration. . If I chaose to apply for an AICD
Membership as part of the Observership Program, | acknowledge that | have read and agree 1o AICD's Membership Terms. *

[] Ihave read, and accept, Cahoot Learning's Privacy Policy. *
j I have read, and accept, Cahoot Learning's Terms and Conditions. *

[[] By ticking this box, | consent to Cahoot Learning and the Australian Institute of Company Directors providing my personal details to
The Observership Program for reporting purposes in accordance with the above policies and terms. *

BACK TO CART CONTINUE REGISTRATION
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Confirm registration:

5. Check details and confirm registration

8[‘;8 i Australian Institute of i
servershil 5 -
Program P Company Directors

WEBINARS PRESENTERS SUPPORT MY INFO JOIN WEBINAR !
Home > Cart » Information > Summary

Registration Summary

PARTICIPANT REGISTRATION SUMMARY
) EDIT
Info Observership Sub total $0.00
info@observership.com.au
“ " TOTAL PRICE* $0.00
*This price includes 65T of $0.00,
YOUR SELECTED WEBINARS PRICE $A (INC G5T) appbeabl for Austealian residants ealy

0/) Introduction to Not-for-Profit Governance Series 2026
- 8 sessions $0.00
INTRODUCTION TO NOT-FOR-PROFIT GOVERMANCE SERIES 2026

CONFIRM REGISTRATION

6. Registration completed.
You will receive an email confirmation within 24 hours.
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7. AICD -The Observership Program Registration confirmation email
This email will contain:

A Calendar link to add the 4 webinars to your Calendar individually

The webinar link will be available along with the Connect ID and Password.

If you do not get a confirmation email within 72 hours since registration, please
contact The Program by email on Monday 23 March.

[ ] MED - The Observership Propram Registration Conlirmstion - inbos « belinds dssl . S0m_su
T Delete T3 Archive (g Move [ Flag v EF MarkasUnread (U Report ~ () Syne g Share to Teams Vivainsights ) Send to OneNote T Copllot
AICD - The Observership Program Registration Confirmation # Summarise (D) - 4
& AICD Observership Program <webinars@cahootiearning. coms
Ta: @ Belnda DaSilve
T pratect your privacy, same exiernal IMages in ths MESSEgE Were not Sownloaced Mowrisdd extrnal Fmages

Lear fairda.

W ook 10 rwishd 40 yDu JOIg LS 10f T folowing ASCD - The Orservrsng Program
wednans)

Nt Batnda Da Sitva

Webinar: Dibies and resporiabaes for HFP dreciors
Darta: 24 Mawrch 2026

T GO0 PM AEDT

Duration: 1 hour 15 minues

ICalandar lnkc A this webinas o your calendar

Once you have added this iCalendar ink o your calendar, €
wil Jumamaticaly CONes BT 10 pour 03 B Tore

OGrgoto

Connect ID: GO0
Password: culte

Nemme: Balinds Da Silva
Webinar: Finance for NFP dreciors
Darte: B Agri 2026

Time: &00 PM AEST
Duration: 1 hour 15 minuies
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8. Webinar Recording emails | All four session will be received at once

Please review the pre-recorded session webinar PRIOR to each session. Please note both the pre-
recorded information and the live webinar much be viewed to receive the certificate of Completion.

& Outlosk  File

. Webinar Recording - Dutles and responsibilties of the NFP director pre-recorded presantation - Inbax - balinda.dasilva@observarahip.com, au

T Delete T3 archive Fg Move % Flag ~ EF MarkasUncead [ Report ~ () Sync @ SheretoTeams 0 Viva nsights i Send to Onedote

Webinar Recording - Duties and responsibilities of the NFP director pre-recorded presentation % Summarise 2
@ AICD Observership Program ewebinars@cahootlearming coms
To: @ Ralincls Datinn
F Toprotect your privacy, some exbernal images in s message were not downboaded Dowsioad mebernal images | Go to Seftings

Dear Balinda,

Thank you for your AICD - The Obesnmenship Program recording registration,
maraped by Cahoot Leaming.

Please read this email carelully and save & lor future refarence

WetHnar: Duties and responsibiities of the MFP director pre-
recoted pressmaton

Recorded an: 23 Feb 2026

Duration: 1 haur 0 minutas

Expiry data: 31 Dec 2028

Frequently Asked Guestions:

Wiy can't | access this recording, | get an error message?

Piaase downioad an altamals web browser (Intemat sxploner, Firatox, Gocgle
chrome eich and click on the View Fecarding’ buticn. Sedect the recoeding link (in
our adrats bir), comy And paste it inbd your other wab Browser. ARernativily, you
can view tha recording on your tablat or smartphang,

You may hawv chckod the View Recoring’ button mors Man 1ha 5 view imit, please
contact KEP Secloriesd @ aicd.com.ay to resst.

Why is my recording buffering?

Streaming the recoeting ks relant on a good Intermat connoction. If your connaction
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