
 

The process for booking multiple delegates in one booking is as follows: 

 

1. Go to the events page and begin making a standard booking by clicking the make 
booking button: 

 

2. Select the relevant ticket(s) for your individual booking/the primary delegate's individual 
booking:

 



3. Fill out your individual/the primary delegate's details on the next page, ensuring to check 
whether you are a CI Champion and any special requirements: 

 



4. Completing this will add this delegate to the basket page. In order to turn this booking 
into a multiple delegate booking, press the "Add Delegate" button: 

 

5. This will bring you to a page where you enter an email address. If an account already 
exists in the system with this email address, then it will be linked to the booking. 
Otherwise, you can enter the email address and click continue, in which case the 
delegate will not be linked to an account on the site: 

 

6. You then carry out the same booking process as before, but for this second delegate, 
Selecting Tickets -> Entering Delegate Details -> Getting to the event basket. You will see 



that the event basked now includes the secondary delegate we have created. 

 

7. Repeat steps 4-6 for each of the delegates you wish to book onto the event. 

 


