
Booking a Course  
 
 
If you want to simply book on a course and pay for it yourself using a card, please 
skip this introduction and go to Method A below and follow the instructions.  
 
If your application involves funding or you do not wish to use a card please read on.  
We are unable to reserve spaces on any of our courses without payment as we 
frequently spend hours chasing people for confirmation and finally payment. The 4 
methods for booking a place on one of our courses are as follows. PLEASE NOTE 
only with method A or B are you immediately guaranteed a place on one of our 
courses. With method C and D there is a delay and the course may fill up during that 
time. 
 

A. Booking through the website and paying for it yourself. You will immediately 
have a receipt available for your records. If claiming the cost back you’re your 
employer you will need this as proof of payment.  

B. Booking through the website and paying for it yourself and entering funding 
details. Using these details we then invoice your employer and when we 
receive payment from your employer we then fund you via the card you used. 

C. You send a cheque, when this has been received, banked and cleared our 
account we then book you on the course if there are spaces available .  

D. You don’t pay us and simply supply us with invoicing details for your employer 
or they issue a purchase order. We then invoice your employer and when 
payment has been received, we then book you on the course if there are 
spaces available .  

 
Method A   
 

1. To book any course, first sign into your account, you will see the following 
page.  

 

 



 
 
2. Please find a course by clicking on (Find a course ). 
3. You will see the following screen.  

 

 
4. Please use the search facility to find any course you’d like to book on. To 

book on a course click on book either on the course listing page or on the 
individual course page.  

 

 
 
 
 
 



Individual Course Page 
 

 
 
5. Once you have decided on which course to book, click on book and the 

course will appear in your basket, as follows. If you are applying for funding 
via an employer or funding body please see the notes at the end of this 
document.  

 

 
 
6. To book on the course, select the payment card type by clicking on the 

downward arrow to the right. Select which card type you wish to use e.g. 
Visa, Mastercard, Maestro etc. There are differing charges so please note 

Select the card type here 

Checkout button 



these. Once this is selected please click on Checkout . (if you can’t see the 
Checkout button please scroll down).  

7. You will be taken to the payment screen where you can enter your card 
details and pay for the course, as shown below. You MUST have selected 
your card type on the previous screen, you are unable to change it here.  

 

 
 
8. Click on Authorise when you have entered your details and hey presto, all 

done. You will receive a few emails, two from us confirming your payment and 
one confirming your course enrollment. You will also receive an email from 
SEC pay confirming they have successfully processed your card payment.  

9. Your course details will immediately be available within your PhysioUK 
account by clicking on the ‘Enrolled courses’ section. A receipt is also 
available by clicking on Receipts. You will need an Adobe Acrobat Reader to 
view any of the documents. This is available free from www.adobe.com. 

 
 
Notes for Method B:   
 
Paying for the course and supplying funding details  so we invoice your 
employer 
 
Having reviewed our previous protocol due to excessive administration burden and 
the associated financial cost we have changed our system relating to those applying 
for funding via an employer or funding body. Ideally we ask that you follow Method A 
and reclaim the money from your employer directly. If that is not possible we ask that 
you select your course on the website, complete the funding details (see instructions 
below) and then pay for it yourself. We then issue an invoice immediately and send it 
to the relevant person. As soon as they pay us, we refund you your money to the 
card you used to pay. If your card has since expired, you will need to inform us of 
your new card details.  
 
Completing funding details 
 



10. Once you have created an account, signed in and selected your course, you 
have the choice to ‘add funding details’ .  

 

 
 
11. Click on ‘add funding details’  and you will then see the following screen.  

 



 
 
By completing this, we can then invoice your employer / funding body. Please ensure 
that information supplied is as full and accurate as possible and if there is a purchase 
order / requisitions / reference number please include that. Invoices are normally 
issued within 1-2 working days. Time until a refund is issued depends entirely on the 
speed with which your organisation pays us. If you are able to expedite payment we 
would politely ask you do that so we can refund you as soon as possible. 
 
Notes on Method C:   
 
Paying for your own place using a cheque 
 
We ask that you send a cheque, payable to ‘PhysioUK Training Limited’, to 19 
Welbeck Close, Epsom, Surrey, KT17 2BJ. Please include an accompanying letter 
stating your full name and surname, contact details (incl tel number) and the course 
and date you wish to attend. We also ask that you create and activate an account on 
our website. Once the cheque has been received and has cleared our bank, you will 
be added to the course via the website and emailed confirmation. We cannot 
guarantee a place on the course until this process is complete and payment 
has been received . For information, it is far quicker to pay by card via our secure 
payments provider see Method A.  
 
Notes on Method D:   
 
Your employer pays us directly  
 
This may involve you supplying us with invoicing details or your employer sending us 
a purchase order. If they wish to send a cheque, we ask that they make it payable to 
‘PhysioUK Training Limited’ and send it to PhysioUK Training Limited, 19 Welbeck 
Close, Epsom, Surrey, KT17 2BJ. Please include an accompanying letter stating the 
participants full name and surname, contact details (incl tel number) and the course 
and date for which payment is being sent. We also ask that the participant create and 
activate an account on our website.  

Please inform us of 
your purchase order 
number if you funding 
has been agreed. 



 
Once the cheque has been received and has cleared our bank, the participant will be 
added to the course via the website and emailed confirmation. We cannot 
guarantee a place on the course until this process is complete and payment 
has been received . It is far quicker to guarantee a place by following Method A or B.  
 


