The West Sussex Learning and Development Gateway

MAKING A BOOKING
The Gateway makes booking on a training
event quick and simple. Before, when you
booked on a training event, you had to fill
in an application form for each event. Now

the Gateway will use the information you
enter in the My Learning area to populate
the form for you (see the topic Managing
your account).

Try This Yourself:
Although you can start this
process before being logged into
the Gateway it is easier to log in
first

1

Start by finding the event
you want to book onto

2

Click on the Request a
place icon

2

The Request a Place
form will now appear prepopulated with the
information from your
Managing your account
area

3
4

Add any further
requirements or notes into
the Booking
Requirements box
Read the Terms and
Conditions by clicking the
link (this will open the
terms and conditions in a
new window)

5

Once you have read the
terms and conditions click
the agreement box

6

Click the Submit button

7

Your request has now been
sent. Please note: You
won’t be booked on an
event until your manager
authorises your request
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For Your Reference…

Handy to Know…

1. You will only receive a confirmation
email if a place is available and your
manager has approved your request

 If there are no places available on the
event you are requesting you will be
placed on the reserve list

2. The confirmation email will have an ical
attachment that you means you can
save your event to your outlook
calendar.

 Once your manager has approved your
request you will receive an email
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 You are not booked on an event until you
receive an email confirming a place
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