How to book a course(s) on the Patoss website
First of all log into your account, or register if you are new to the website. If you are a member you
must use the log in details registered with us so that the site recognises you and gives you member
rates. If you use the wrong log-in you will be charged registered user rates.

If you are new to our website, you can register as an individual

Or as a Company if you wish to make bookings for other employees

Once logged in or registered, go to Training & Events click on it and you will get a dropdown menu

Go to all events, or direct to the page you want.
You will then get all courses come up.

Scroll down till you find the one(s) you want and click on it – the text will change to green, this will
then take you into the course details, timings, joining instructions, cost, date etc.

Once you have read all the details and are happy this is the correct course for you, click book now

The next page will bring up the ticket options according to whether you are a member or not. If you
are a member you can only select 1 ticket as you cannot book non-members on your account. If you
use the wrong log in details and the course comes up at the non-member rate, please DO NOT pay.
You can call us for help if you have forgotten your details.
If you are a registered user or organisation, select the number of tickets you require. The date that
shows is for a live event, or if it is an on-demand event, the date the course was set up, so you can
ignore it. It will also say that is it online, or show the venue if it is a face to face.

If you are a member you can only book one ticket. If you are not a member you can book more than
one ticket. Click Next

If you are a member the next page will be prepopulated, if you are not you will need to put your first
name, last name, and email address. If you have selected more than one ticket you will need to put
each delegate’s information in.

Click Next and complete your address

Click Next. You will need to tick the Confirmation box and Proceed to Payment

You will be taken to your shopping basket

If at this point you want to book another course, go back to Training and Events, and repeat the
process as many times as you need

If you have a discount code you wish to use put it in the Redeem Voucher box and click apply

Check your new total is correct and the discount has been applied. If the code doesn’t work, please
call Sheila on 07956 685 076 for help.

Check that the billing address is correct – and change it if you require an employer to pay your
invoice. The system requires you to edit the billing address even if it is already there and correct. If
this happens, click on Edit/Change go into your address.

Go into your address and press Save – you may need to scroll down within the address box to see
the Save button.

You can either pay online, over the phone, by BACS, by cheque or pay by invoice.

If you click on pay online, you will be taken through to card payment. Please ensure that your card
registered address is the same as your billing address as it will not be accepted otherwise. We also
cannot take cards registered to an oversees address.
If you wish to pay over the phone, call Mandy at the office on 07496 685 076 and have your invoice
number to hand
If you wish to pay by BACS download a copy of your invoice and quote the first 5 digits of the invoice
number as your payment reference.
If you wish to pay by cheque, please download a copy of your invoice and post it to us with your
cheque. Cheques should be made out to Patoss Ltd, and posted to PO Box 10, Evesham, Worcs.
WR11 1ZW.
If you wish to pay by invoice, you must put something in the PO (purchase order) Number box, so if
you don’t have one, or don’t need one, just put N/A. You can then click the Generate invoice button.
If your employer is paying your invoice please ensure you have changed the billing address.

Once you click Generate Invoice you will be taken to this page where you can download a copy of
your invoice by clicking on click here.

You can then Return to your account or simply log out.
At a later stage . . . . . .
You can check your outstanding balances or download a copy of your invoice at a later date by
clicking on Outstanding balances

You can also download a copy of your receipt from the Payment History and clicking on Details

