
 

 

Registering for Courses for Other People (= Managing Members) 
 
There are times when you might want to register another person for a course.  
You can do this using your account.  
 
For example: 
- You want to register your husband for an evening course 
- You want to give a friend a cooking class as a gift  
- You want to register a visiting family member for a tour 
 
This is simple to do.  
 
The basic steps are  
1) Create an account for yourself 
2) Log in to the account 
3) Add the person as a member to your account 
4) Select the relevant member before adding the course to your cart 
 
Here are some screen shots which show how to do this: 
 
Log into your account. Click on My Account to get the available options.  
Then click on Manage Members. 
 

 
 
 
 
 
 
Click on Add New Member to add a person to your account  



 

 

 

 
 
Enter their details. You can use your bank account number and email or their bank 
account number and email. The bank account number is used if the course is cancelled 
and the fee is refunded.  
 

 
 
 
Once a member has been added you can edit their profile and view their registrations at 
any time by clicking Manage Members.  



 

 

 

 
 
 
Once a member has been added to your account, you can register them for any course. 
You do this by selecting their name from the drop down list of Registrants before you add 
a course to the cart. See the screen below.  
 
 

 
 
In the screen below you can see that I have selected Bob as the registrant.  
Now I can click Add to Cart.  



 

 

 

 
 
Now Bob is registered for the course (dodgeball)  
 

 
 
You can have as many members as you like.  


