Step By Step: Registration For One Person
1. Find the workshop you wish to attend.
2. If there is only one person attending, select ‘1’ in the ‘qty’ box.
3. Then click on the green box labeled ‘book workshop’. 
4. A ‘pop-up window’ will appear, saying ‘this item has been added to your trolley’.

5. If you’re only registering for one workshop, proceed to step 6. If however you wish to register for a second workshop, then once more find the workshop you wish to attend, select  ‘1’ in the ‘qty’ box, then click on the green box labeled ‘book workshop’. 

6. Next click on the ‘shopping trolley’ icon, which will appear on the upper right hand corner of the page.
7. A new page will then appear, asking you to enter your name, email and phone number. 
8. After you’ve entered this information, click the green box labeled ‘update trolley’. (You will not be able to ‘check out’ until you’ve done this step.)

9. Next click the green box labeled ‘checkout’. This will take you to the checkout page. 

10. On the checkout page, you are required to enter more information, in order to generate a tax invoice. 

11. Please carefully read the information at the top of the page. There are different instructions, depending upon whether you are paying for yourself, or whether someone else such as your employer is paying for you.
12. Enter the relevant information into the boxes.

13. Select your preferred payment option. If paying by credit card, select Commonwealth bank. If paying by EFT (direct fund transfer from your bank account), select Pay Pal. (Pay Pal is a free service, but if you are not already a member, it will take you about 5 minutes to set up your Pay Pal account.)
14. Select ‘Pay Now’ or ‘Pay Later’.
15. Next click on the ‘checkout’ button.

16. You should receive one or more emails from us within a few minutes, depending upon whether or not you have paid. (If you haven’t heard from us within 24 hours, please contact us.)
17. If you selected ‘Pay Now’, then shortly after you have paid, you will receive via email both a receipt, and a confirmation of your place in the workshop.

18.  If you selected ‘Pay Later’ then you will receive a tax invoice, asking you to make payment within 30 days. On the very bottom of this email is a link, which says click here to process payment  When you are ready to pay, click this link and it will take you back to either the Commonwealth Bank or the Pay Pal page – whichever one you selected at step 13. You can then make payment.

