Booking onto a training course: step by step guide
Please follow the instructions below to request a place at one of our training events.
If you have a query, or are interested in receiving training in your school or college, please complete our
customer query form and a member of the team will get in touch with you to discuss your requirements.
Please make sure you familiarise yourself with our Terms and Conditions before placing your order.

Step 1: Select the course you would like to attend
You can browse our upcoming courses on our training pages. Make your selection by choosing the level, subject
area and course that you are looking for.
Once you’ve found the course you would like to attend, click on ‘Book now’ to be directed to the checkout pages.

Step 2: Select your login type
When you reach the checkout page, you will be given the following two options:


Log into your Edexcel Online Account



Continue as a guest

N.B Please be aware that if you choose to continue as a guest you will be asked to make payment either by credit
card or by bank transfer. If you are booking onto an event as a member of staff in a Pearson registered centre,
you should book your place by logging into your Edexcel online account. For help accessing your account please
visit our Edexcel Online support page.

Step 2a: Login as an Edexcel Online user
If you are booking a place as a registered Pearson
centre, you’ll be directed to the Edexcel Online login
page and asked for your login details.

Step 3: Enter attendee details
After selecting your login option, you will be directed to a Checkout page and asked to provide details of the person
attending the training. Please enter the contact details of the person attending the event here.
If you are booking as an EOL account holder, some of these fields may be pre-populated. Click on ‘Clear details’ if
you need to amend them.

At this point in the booking process you can add details of another attendee if you are planning on attending the
event with a colleague:

N.B Please be careful to provide the correct contact details, as all information relating to the event will be sent by
email to the address provided.

Step 4a: Billing details – Edexcel Online users
As an EOL account holder, your billing and payment details should be pre-populated.

Step 4b: Billing details – Guests
As a guest user, you will be asked to enter your payment details before you can proceed onto the next step.



Selecting ‘Credit/Debit’ card payment: If you chose to pay by credit or debit card you will be asked to
provide details of your payment card at the checkout stage. You will receive an email confirmation of your
order once the payment is complete



Selecting ‘Cash’ payment: If the card payment option is not available, you should be able to select ‘Cash’
payment as a temporary option. This will allow you to reserve a place at the event and continue with your
booking. Once you have completed the order, you will be sent a confirmation of the event details and a
follow up email within 14 days with instructions on how to finalise your order. Please be aware that your
booking will be provisional until you have made full payment.

Step 5: Review and confirm your order
Please make sure that you take the time to check that all your details are correct before you finalise the order.

Step 6: Confirmation
After you have confirmed that all the information you have provided is correct, you will be directed to a
confirmation screen like the one below.

An email confirmation containing the course details will also be sent to the email address provided within the
booking form.

