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1. Go to https://www.ncasstraining.co.uk/ and select the orange 
button ‘Login’ to create an account.

2. Select create an account. 

Use this guide to purchase multiple training 
places for Environmental Health Professionals 
(EHPs) in one transaction.

Follow the step-by step instructions within this handy 
guide to purchase the required training places, without 
having to create the individual accounts for each trainee.  
Purchase all the places you need and then allocate them 
accordingly. Its quick and easy.

https://www.ncasstraining.co.uk/


3. Complete the Non NCASS Member Registration form and 
select proceed. Keep a note of your password as you will need to 
refer to this later on to log-in.

4. Then select ‘Proceed’ to login into the training dashboard.

5. Select Login. Enter email address and password to log into 
training account.

6. Select ‘Bulk buy courses’ – if purchasing more than one training 
place including a place for the purchaser.   



7. This option will take you to the training dashboard to select 
courses.  Scroll down the dashboard and select the relevant 
workshop date – adding places to the cart (basket).  

8. In the basket add the multiples and the total cost will update 
automatically  

9. If asked to tick the box to confirm that you are attending 
the course please tick the box and proceed (even if you are 
purchasing the training places for someone else).  It won’t 
make any difference as you can still allocate the places to your 
colleagues (the trainees).  After payment it will prompt you to 
add the individual trainee email addresses.   They will then be 
automatically sent an authorisation code to set up a training 
account and access the on line training course etc.

10. Proceed to the ‘Check Out’ and add payment details.  Confirm 
card details.



11. The purchaser will receive an automated email with their 
invoice attached

12. Important step – you must now allocate the training places 
and send the authorization code to the trainees. Select login to 
go back into the dashboard or log in at https://www.ncasstraining.
co.uk/.  

The dashboard will highlight ‘your courses’. Add the trainee email 
addresses into the box as indicated below. If the purchaser is also 
a trainee, then their email address must be added here.

The trainee will then receive an automated email with the 
authorization code to use when they log into the training account.  

13. The trainee will receive the following automated email with 
their authorisation code and instructions. 

https://www.ncasstraining.co.uk/.
https://www.ncasstraining.co.uk/.


The purchaser / allocator of the bulk codes will receive the 
following email. 

Important Information

If when logging into the dashboard it reports the fact you already 
have a password (because you have previously set up a training 
account or a Connect account), then please use the ‘Forgot 
Password’ functionality to reset your password.

If when you login you are taken to the member dashboard then 
select the tab ‘NCSAS Training’ which will take you into the 
training dashboard.  

Within the dashboard the invoice/ expenses receipt can be 
retrieved and printed.   
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