
 

 

 

Click on Register to 

enrol for course. 

Enter your details in 

the starred boxes (at 

least). Your details will 

be saved so you only 

have to do this once. 

Next time you will be 

able to select “Use an 

attendee’s saved 

details” and your 

name from the drop 

down box. 

Pictures of screen 

continue on next 

page. 



 

 

 

 

 

 

 

 

 

 

 

 

Enter these details 

too, they will also be 

remembered, 

provided “Remember 

this attendee’s 

details for next time” 

is ticked. 

You can add the 

details for more than 

one person for this 

course, or enrol for 

more course(s) 

before clicking on 

“Proceed to 

checkout” to 

continue. 



 

 

 

 

 

For an individual 

all these details 

are usually the 

same as those 

above and will be 

copied across for 

you. If not, once 

you have entered 

them they will be 

remembered for 

next time. 

Pictures of screen 

continue on next 

page. 



 

Select “Credit card 

(online)” to pay by 

credit card or 

PayPal. Tick “I 

accept the Terms 

and Conditions” and 

then click on 

“Review and 

confirm” to proceed. 



 

 

 

 

 

 

 

Check that 

everything is OK 

and if not click on 

“Back” to go back 

and fix it. Click on 

“Confirm” once 

everything is 

correct.  



 

Click on “Pay with debit or credit 

card”. (Alternatively, if you have 

a PayPal account you can click on 

“Log In” to use that account to 

pay.)  

Enter your credit card details. 

This includes the address your 

credit card company sends your 

bill to. A phone number and 

email address are also required 

by Pay Pal before it will accept 

credit card payments. 

Unfortunately none of this 

information is remembered for 

next time. 

Assuming you don’t want 

to open a PayPal account 

select “No, I don’t want an 

account now”, tick “I 

confirm that…” and click 

on “Pay Now”. Cross your 

fingers and hope it all 

works, it usually does! 


