
From any page of the website 
click here to go to your Basket 
so you can Checkout

REGISTERED COMPANY CHECKOUT



To delete a course from your 
basket click the cross at the end 
of the relevant line

Click here to go to the payment 
screen

To edit the delegates you have 
booked onto the course click 
the pencil at the end of the 
relevant course line

If you need to 
make additional 
bookings click 
here

YOUR BASKET



If you have a Credit account 
with us or would like us to 
check if you are eligible for 
Credit facilities select the

‘PAY BY INVOICE’ button

To pay by credit card select 
the

‘PAY BY CARD’ button

PAYMENT SELECTION



Enter your Purchase Order 
number for your booking here. 
Please forward a copy of the full

Purchase Order to 
bookings@skillstrainingcentre.co.uk

Tick this box to confirm that you 
have read and agree to abide by 
Skills Training Centre Ltd’s full 
Terms & Conditions and
Course Prerequisites

Click here to complete 
your order and book your 
delegates onto the courses 
you have selected.

You will then be taken to the 
Order Confirmation screen 
and will also receive an Order 
Confirmation email

The courses you are booking will 
be displayed here

PURCHASE ORDER NUMBER



Names of the delegates you 
have booked onto the course.  
If you have booked any Delegate 
TBA’s please email the delegate 
name(s) for the course(s) to

operations@skillstrainingcentre.co.uk

Number of delegates that you 
have booked onto this course

Total cost of the booking
you have made.

Courses you have booked.  
If you have booked more than 
1 course then there will be 
multiple course titles shown 
here multiple course titles 
shown here

Course name, location, date 
and duration

If you have booked more 
courses they will appear 
below these on the 
confirmation screen

STC Order Number for your 
booking, please quote this 
if you need to contact Skills 
Training Centre about your 
booking

PO Number that you entered on 
the previous screen

ORDER CONFIRMATION SCREEN 
– PO NUMBER



If you have booked any Delegate 
TBA’s onto your course bookings 
please email the delegate 
name(s) for each course(s) to

operations@skillstrainingcentre.co.uk

STC Order Number for your 
booking, please quote this if you 
need to contact Skills Training 
Centre about your booking

This email confirmation will be 
sent to the email address that 
is registered to your online 
account.

Joining Instructions for your 
booking will be emailed to you 
within 3 working days.

Courses you have booked, 
date of courses and names 
of delegates booked onto the 
courses

PO Number for your booking

Your contact details

Skills Training Centre contact 
details

ORDER CONFIRMATION EMAIL 
– PO NUMBER



Billing Address for the card you 
are making payment with

This will be pre-populated with 
the address attached to your 
account

Click this button when you have 
entered the billing details for 
the card you will be making 
payment with

Enter the name that is displayed 
on the card you are making 
paying with

Email Address that the card 
payment receipt will be sent to

This will be pre-populated with 
the email address attached to 
your account

If the billing address shown is 
not correct

Type in your PostCode 
then press the ‘FIND YOUR 
ADDRESS’ button to search 
for your address.

You can then select your 
address from the drop down 
menu

If you need to edit the 
delegate names on your 
selected course(s) or add 
additional course(s) click 
back

The courses you are booking will 
be displayed here

PAY BY CARD – BILLING DETAILS



Once you have entered your 
card details, click here to make 
payment for your courses and 
to complete your order

Enter in this box the;

•16 Digit Card number

•Expiry date of the card

•3 Digit CVC number on the rear 
of the card

Billing Address for the card you 
are making payment with

To change / update the billing 
address click here

Tick this box to 
confirm that you 
have read and agree 
to abide by Skills 
Training Centre 
Ltd’s full Terms 
& Conditions and 
Course Prerequisites

The courses you are booking will 
be displayed here

PAY BY CARD 
– PAYMENT DETAILS



Names of the delegates you 
have booked onto the course.  
If you have booked any Delegate 
TBA’s please email the delegate 
name(s) for the course(s) to

operations@skillstrainingcentre.co.uk

Number of delegates that you 
have booked onto this course

Total cost of the booking
you have made.

STC Order Number for your 
booking, please quote this if you 
need to contact Skills Training 
Centre about your booking

Courses you have booked.  
If you have booked more 
than 1 course then there 
will be multiple course titles 
shown here

Course name, location, 
date and duration

If you have booked 
more courses they will 
appear below these 
on the confirmation 
screen

Your contact details

ORDER CONFIRMATION SCREEN 
– CARD PAYMENT



If you have booked any Delegate 
TBA’s onto your course bookings 
please email the delegate 
name(s) for each course(s) to

operations@skillstrainingcentre.co.uk

STC Order Number for your 
booking, please quote this if you 
need to contact Skills Training 
Centre about your booking

This email confirmation will be 
sent to the email address that 
is registered to your online 
account.

Joining Instructions for your 
booking will be emailed to you 
within 3 working days.

Courses you have booked, 
date of courses and names 
of delegates booked onto the 
courses

Confirmation that you made 
payment by card

Your contact details

Skills Training Centre contact 
details

ORDER CONFIRMATION EMAIL 
– CARD PAYMENT


