
Using the Online Booking Service 

Have you registered with us? 

• You must first register with our service by clicking on ‘Create an account’ and completing 
our registration form. 

 

How to book onto an event 

• Once you have created an account please locate the event or training course you would 
like to attend. 

 

 

• Scroll to the bottom of the event details page where you can select if you wish to 
register for the event 

Tick to register 
for the event 

Click on the title of 
the event to view 
full event / course 
details. 

Please 
select 



 

Single Registration – Book Only Yourself 

 

Group Registration –Book Multiple Places (including or excluding you) 

 

Group Registration - Adding a New User 

Select ‘Group’ if you 
wish to register more 
than 1 user (including 
or excluding yourself).  

Select ‘Single’ if 
you only wish to 
register yourself 

• Select ‘Single’ 
Registration type  

• Click on 
‘Register’ 

• Select ‘Group’ Registration type 
YOU MUST HAVE AN EMAIL ADDRESS 

FOR ALL ATTENDEES 

• Enter in the number of places you 
require e.g. 3 

• Please state if you will also be 
attending the training. 

• Enter each email address and click 
‘Add’.  They will appear in the table 
below. 

See below if you are adding a new user 
who is not registered on our system 

• Click on ‘Register’ once you have 
added all attendees. 



 

 

 

 

Continuing the Booking Process – 1st Booking Window 

 

 

 

If you are adding a user who has 
not already registered with our 
website: 

• Enter in their email address 
and click ‘Add’ 

• The system will ask if you 
would like to add the user to 
the system.  Select ‘Yes’ 
 

• Add the full name of the user 

• Enter a username for the user 

Repeat as above if there is more 
than one new user 

• Click on ‘Register’ once you 
have added all the users. 

Once you click 
‘Register’ you will be 
presented with this 
window. 

• Please scroll down 
to check your 
details are up to 
date and make any 
changes as 
necessary 
 

• Once you are happy 
click on ‘I Confirm 
These Details Are 
Correct’ at the 
bottom of the 
window. 



 

Continuing the Booking Process – 2nd Booking Window 

 

 

 

 

You will then be 
brought back to the 

main screen. 

 

• Please then click on 
‘Personal Details 
Confirmed – Click 
Here To Book Onto 
The Event’. 

You will be presented with the 2nd 

booking window. 

• Please select the appropriate 
delegate rate from the ‘Cost 
Options’.  Please note if you 
are booking for a group then 
this rate will apply to all 
delegates. 
 

• If ‘Free’ please provide details 
in the box underneath the 
‘Cost Options’.   

Please note this information will 
be checked and if you do not 

qualify for a free place you will be 
charged 

 

• If ‘Invoice’ please complete all 
fields for where the invoice 
should be sent to. 

• Please use the additional fields 
to provide any essential 
information such as dietary or 
mobility requirements. 

• For Specialist Training events 
you are required to provide 
the name and email address of 
your manager.  They will also 
receive an email confirming of 
your booking. 

• Please read and accept the 
terms and conditions and click 
on ‘Submit’. 

 



 

 

 

 

 

 

 

 

Confirming your Registration Status 

 

 

 

 

 

 

 

 

See below for how to cancel your booking 

  

Once you have completed the 2nd booking window you will be brought back to 
the main screen. 

• You will be shown the following message confirming if your booking has 
been successful. 

• Please close this box and scroll to the bottom of the screen to check your 
Registration Status. 

• Confirmation will be sent to your email. 

Once you have scrolled down to the ‘Managing Existing Registrations’ section of the screen 
you will be shown one of the following statuses: 

• ATTENDING – you are registered to attend the event / course 

Please note: If you have registered with the Specialist Training Catalogue then you have 
only registered your interest in a course that has yet to be scheduled. 

• WAITING – you are registered on the waiting list for this event / course. 

                   



Cancelling your Booking  

Please note it may not be possible to cancel your booking within 48 hours of the 
event/course 

 

 

 

 

 

In-House Training Request 

In addition to the calendar of scheduled training dates, we are pleased to be able 
to offer in-house training for your organisation. We can offer training in your own 
choice of venue and on dates of your choosing (subject to availability). 

 

If you no longer wish to 
attend an event or would 
like to remove your name 
from the waiting list: 

• Tick the ‘Cancel’ box at 
the bottom of the event. 
 

• Click ‘Cancel 
Registration For This 
Event’. 
 

• You will be presented 
with this message box to 
confirm your selection. 
Please select ‘OK’ 
 

• You will receive the 
following confirmation 
message 

 

• Confirmation will be 
sent to your email. 

Please click on ‘In-House 
Training’ 



 

 

 

Contact Us 

If you have any questions or problems please contact us by 

E-mail:  celcis@strath.ac.uk  

Telephone:  0141 950 3683  
 

You will be brought to the 
following screen.   

• Please complete all the 
fields and click on ‘Submit 
Request’ at the bottom of 
the screen. 

• Your request will be sent 
to the Specialist Training 
Team who will contact you 
back within 5 working 
days. 

mailto:celcis@strath.ac.uk�
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