CABE Community
user guide
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Welcome to the CABE Community
You will be able to access member-only forums enabling you to debate with
industry peers, make recommendations, support colleagues and communicate
about industry relevant topics.
Through the portal you are able to manage your profile, set your communication
preferences, access invoices and pay any outstanding balances. You will also
have access to a comprehensive CPD recording tool.
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So that you can start enjoying this member benefit without delay we’ve
produced this handy user guide to get you started and of course the CABE team
are always on hand to help you on 01604 404121.
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“This is about bringing the membership community into the 21st century, enabling us to undertake all
of the Association’s activity in a smart, modern and digital way.
Not only doing what we currently do, but empowering members to do so much more themselves.”
Dr Gavin Dunn
Chief Executive, CABE
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Profile Consent
When logging in for the first time, you will need to provide consent for us to process your data as part of the CABE community.
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My Feed
This is where you’ll see updates and announcements from your connections, special interest groups and the Association.

Announcements is where you’ll find
important announcements from CABE

My Engagement shows how active
you’ve been on the site recently

Leading Contributors shows the most
active members of the CABE community.

My Profile
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Here you’ll find links to lists of your
connections, groups you’re a member of
and any photos you’ve uploaded.
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Managing Your Profile
Once logged in, you will be able to view and manage your profile. The profile pages are very important. This is where you can see the information that
you’re sharing with your connections.
From the Account + Settings dropdown option in the navigation bar you can control what information you share with other members, choose which
communications you receive from CABE, which website notifications you want to receive and let us know about any changes to your details.

Other members can only see your
profile information if you have
connected with them.
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Clicking on the red padlock icon next to a profile field allows you to choose whether to show this information to other members*.
Your name and profile picture (if you have chosen to upload one) are shared with other CABE members within the community to enable you to network with
them. You can set your details to private or member only, if you would like other members to see this information (e.g. your telephone number, employer
name, general location). You can change your privacy settings in your profile. Selecting ‘member only’ will only share your details with CABE members you are
already connected to in the community.
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Some fields are locked and
their visibility settings cannot
be overridden by members.

Some fields are locked and their visibility settings cannot be overridden by members.
Any fields that show (Not visible in profile) are only viewable by CABE staff and you. They are not visible to any other members within the
community.
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If any information needs updating, you can do this and it will automatically update your member record with CABE. It’s important that we have
the most up-to-date information for you to ensure that you’re receiving the most out of your membership.
If you make any updates, you must remember to save them!
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This is how your profile will appear to
you.
Any fields that you have allowed other
members to see will be visible with the
exception of those marked (Not visible to
others).
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Information & Settings is where
you can maintain your
communication preferences.
You can also configure your
timezone to enable delivery of
messages to suit. You can also
opt in or out to community
updates.
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Payments & History shows any
invoices (paid or outstanding).
You are able to print a copy of
any invoices our pay any
outstanding balances from here.
You can also manage your event
bookings and reprint any
booking confirmations if
required.
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You are able to view your membership
status and history and view/print your
membership card.
If your subscription fees are due, you
will be able to pay them from here.
You’re also able to print any
subscription invoices
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Messages

This is where you’ll find messages from your connections and other members – you can read, reply to and send messages from here. Note: You can
only message members that you are connected with.
Message preferences enable you to choose whether you receive an email when someone sends you a message. You also have the option to receive a
reminder email when you have unread messages older than 30 days in your inbox. You can update these preferences in the Information and settings
area of your profile
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Connections

Just like other social networks, the CABE Community allows you to connect with other CABE members. Updates and posts from your connections will
appear in your feed.
You’ll find a list of your current connections on the Connections tab, click on their name to view their profile.
You can only view the profiles of members you are connected with.
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Managing your CPD

1 hour CPD = 1 credit

As a member of CABE, you are required to undertake a minimum of 105 hours of Continuing Professional Development over three years (averaging out to 35 hours
per year*).
CABE will monitor and audit records to ensure that these requirements are being upheld in line with the Association’s Code of Professional Conduct.
Members are required to manage CPD using this screen within Professional Development and upload CPD information as and when undertaken.
If you already have a comprehensive record, you can upload the file, however, you will need to log the total number of hours detailed in the file for it to calculate
against your record.
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If you book and attend a course run by CABE, credits will automatically be added to your record.
*This is not a requirement for Student members.

To ensure that the CPD is recorded against
your annual total, you must select
Continuing Professional Development as the
Certification/Program

To add your CPD, complete the required fields, marked * paying particular attention to the ‘Credits’ field as this is where you state the hours.
There are additional optional fields that can be completed if your credits are time-limited e.g. if a certification expires, or if the credits have a score such
as an exam result that you want to record.
To assist with the auditing of your record, you are able to attach a file to your journal entry. You can upload one file for all CPD attained but you must use
the description line to state that this is a full record and apply the correct number of credits accordingly. If uploading several at once, please use either 17
PDF or Word document formats.

Quick Links

Quick Links is a handy navigation to the
site’s popular pages and actions, such as
recording CPD, viewing Building Engineer or
requesting an upgrade.

Here you can also report any abuse of the
community to CABE.
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Notifications

Some actions will give you a notification,
for example, when you receive a
connection request, a message, or when
CABE posts an update to the feed.
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Signing Out

To close your session, you can sign out by
using the drop-down by your name and
selecting Sign Out
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.

If you have any questions, we’re on hand to help.

+44 (0)1604 404121
info@cbuilde.com
The Chartered Association of Building Engineers is a company incorporated by Royal Charter, registered in London, No. RC000867
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