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PHASE 1  — GETTING IN

Registration & Approval

01
Create your account
GET /register

Go to the VS Training home page and scroll down to the For Sponsor Companies section in the

footer, then select Register Your Company. Enter your full name, work email address, and

choose a password (minimum 8 characters).

This is the email VS Training will use for all booking, invoice, and approval correspondence, so

use one you check regularly.



02
Verify your email
GET /register/verify-otp

A 6-digit verification code is emailed to the address you registered with. Enter it here within 10

minutes of receiving it.

Didn't get a code, or did it expire? Use Start again to request a fresh one.



03
Add your company details
GET /register/company

Tell VS Training which company you're registering on behalf of, and a contact number. This is

what our admin staff will see when reviewing your account request.



04
Wait for approval
GET /register/pending

Your email is verified and your request is now sitting with a VS Training administrator. There's

nothing further to do here — you'll be emailed the moment a decision is made.



05 Admin reviews and approves

A VS Training administrator reviews your request — your verified email, company name, and

contact number — and decides whether to approve it.

Once approved, you're emailed your login credentials straight away — this is the email to watch

for.

If your request is rejected instead, you'll be emailed the reason and can register again with corrected

details.



06
Sign in for the first time
POST /login

Use the email and temporary password from the approval email to sign in. You can change that

password at any time from Change Password in the sidebar — see step 21.



PHASE 2  — REGISTRATION FORM & DASHBOARD

Registration form & dashboard

07
Complete the new customer registration form
GET /admin/questionnaire

Before anything else, VS Training needs your QPF004 New Customer Registration Form —

company details, quality and health & safety policies, rail work history, insurance, and a signed

declaration across 8 short sections.

This is required. You won't be able to book training until it's submitted. Your progress is saved as

a draft in your browser as you go, so an accidental refresh won't lose your answers.



08
Your dashboard
GET /admin/dashboard

Once your registration form is submitted, your dashboard unlocks — upcoming sessions, seats

booked, bookings this year, and your registration form status at a glance, plus quick links into

every other screen in this guide.

If you owe anything, an Outstanding Balance panel shows the total — unpaid statements plus

invoices not on a statement yet — and when it's next due. You can pay each invoice as it's raised,

or pay the full statement in one payment.



PHASE 3  — BOOKING A TRAINING SLOT

Booking a training slot

09
Book a training slot
GET /admin/book-training

From the left-hand menu, under Training, click Booking Slots — this takes you to the calendar

shown below.

The calendar shows every scheduled course date with its time, trainer and seats left, colour-coded

by how many seats remain — green for plenty, amber for few, red for almost full. Click a course on

the calendar, then enter how many staff you'd like to book on.

You can never book more seats than are remaining for that date — if you ask for more, the system

offers you other dates for the same course, or lets you split your staff across two dates.



10 Enter your attendees

For each seat you're booking, add the attendee's full name, email, phone number, Sentinel

number (if issued), date of birth, and NI number — everything the trainer needs on the day. Add a

general note for anything else worth flagging.

Booking someone you've booked before? Pick them from the Student drop-down instead of +

New and their details are filled in for you.



11 Add payment details

Enter a purchase order number if you have one, the invoice contact name, invoice email address,

and billing address — this is who and where VS Training sends your invoice to.

Other payment instructions or references are optional — add anything your finance team needs

quoted on the invoice.



12 Special requirements

Let us know about any accessibility needs, dietary requirements, or anything else the trainer

should be aware of for your attendees. Leave this blank if there's nothing to add.



13 Additional comments or queries

Add any other comments or questions for VS Training about this booking. This is optional — skip it

if you have nothing further to add.



14 Confirm and sign the declaration

Tick to confirm the information provided is accurate and that you have the authority to book this

training session on behalf of your organisation.

Type your full name as your signature, confirm the date, then select Confirm Booking to submit.



PHASE 4  — RECORDS,  INVOICES & CERTIFICATES

Records, invoices & certificates

15
Track your booking records
GET /admin/bookings

Every training slot you've booked lives here, grouped by date with its course, cohort code, trainer

and number of students. Select View Students on a date to see your booking's status — pending

or approved — and each student's reference and result.

Select View Details to see the full booking on one page: schedule, attendees, payment details,

declaration, and the invoice for that slot.



16
Your invoice for each training slot
GET /admin/bookings/{booking}

VS Training raises an invoice for each training slot you book. It appears in the Invoicing card on

the booking's detail page, with the invoice number, the total including VAT, the students it covers,

and a PDF download. VS Training may also email you a copy.

You can pay each invoice as it's raised , quoting its invoice number — VS Training's bank

details are on the invoice PDF. Then tick the confirmation under Payment Confirmation on the

booking (or select I've Paid This on the Statements page), enter the date you paid, attach your

proof of payment if you have it, and select Confirm Payment. Once the money reaches our

account, VS Training marks it as Paid.

Or wait and pay them together: every unpaid invoice is added to your next monthly statement —

see steps 19 and 20. A £0 invoice has nothing to pay; VS Training clears it and it shows as

Cleared.



17 Get your joining instructions letter

Once VS Training approves your booking, a joining instructions letter — course details, PPE

requirements, and directions to the venue — is emailed to your booking's contact email.

Attached to that email is the QPF085 Training Joining Instructions Form, with the course title, date,

times, location and trainer already filled in for you, plus the blank QPF076 Identity Verification form

for each attendee to complete and bring on the day.

There's no separate download for this in your account, so keep an eye on your inbox (and check

junk/spam) in the run-up to your session date.

If VS Training changes your booking — for example a new date or a corrected student detail — you'll be

emailed a summary of exactly what changed.



18
Get the pass certificate
GET /admin/attendees/{attendee}

After the course, VS Training records each attendee's result. Everyone who passes is emailed

their Certificate of Achievement as a PDF straight away, to the email address you gave for them

when booking.

You can also download any passed attendee's certificate yourself: open their profile from Booking

Records and select Download Certificate.

This online certificate is provided in addition to the Network Rail Certificate, a hard copy of which will be

presented to the learner by their trainer on the day, following the successful completion of their course.



PHASE 5  — STATEMENTS & PAYMENT

Statements & payment

19
Your monthly statement
GET /admin/statements

Any invoices you haven't paid on their own are rolled into one statement for each period — usually

a calendar month — so you can settle them in a single payment. It's emailed to your invoice email

address as a PDF and appears under Statements in the sidebar.

The statement lists each slot with its invoice number, students, net amount, VAT and total, plus a

summary of every student and their result. Payment is due within 30 days of the statement date,

and the Statements page shows what's outstanding and anything overdue.

Invoices raised but not on a statement yet are listed under Invoices to pay at the top of the

Statements page. The Paid tab shows your paid statements, plus Invoices paid or cleared —

invoices paid on their own and £0 invoices VS Training has cleared.



20
Pay your statement and confirm payment
GET /admin/statements/{statement}

Pay the statement's total due in one payment, quoting the statement number (for example STM-

2026-0001). VS Training's bank details are on the statement PDF.

Then select I've Paid This next to the statement (or scroll to the bottom of it), enter the date you

paid, attach your remittance advice or receipt if you have one, tick the confirmation and select

Confirm Payment.

Once the money reaches our account, VS Training marks the statement as paid — along with

every invoice on it. If we can't find your payment, you'll see a message asking you to check and

confirm again.

Paid some invoices on their own? The statement shows as Part paid with only the balance due

left to pay, and is marked paid once its last invoice is paid.



PHASE 6  — ACCOUNT & SUPPORT

Account & support

21
Change your password
GET /admin/profile/password

Update your password at any time from the sidebar. We'd recommend doing this the first time you

sign in, since your initial password was emailed to you in plain text.



22
Supporting documents from VS Training
GET /admin/documents

Site induction packs, policy documents, certificates, or anything else VS Training shares with your

company specifically will appear here, ready to download.
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