
Booking Foundation 
Training

Log into your account on the 
website or Create an 
Account



Go to the Shop tab and select 
Training 

Select the training package you would 
like.

On the next screen select Online or Face 
to Face training and the date 

Add to basket



At the checkout: 
Billing

Fields with asterisk need to be filled in

'Company' e.g. - Rainbow School - this is 
who the invoice will be addressed to

Email address - this is where the invoice 
will be sent

Company box should always be ticked 
and filled out accurately if relevant



At the checkout: 
Shipping

This is where your resources will be sent. 

Please put your name in this section 

although the delivery address can be a 

department/school you work in.



At the checkout:
Paying by credit card

This is our preferred method
Tick 'credit card' and enter number
Read and tick the terms & conditions 
Place order
Order confirmation email is also the VAT 
receipt



Paying by Purchase Order

Tick 'Purchase Order' and enter number

Read and tick the terms & conditions

Place order

An invoice will be sent to the email in the 

billing section

You may need a quote from us to arrange a PO - 
please contact us on info@talkingmats.com



You will receive an email confirming 
your place on your chosen course. 

If you ordered a resource we aim to process 
this and post it within 10 working days


