
University of Birmingham Online Shop Customer User Guide 

Section 3: Booking Conferences & Events 

Finding Events in the Shop 

If you have been emailed a link to the Online Shop page for the event you want to book, simply click on 

the link and you should be taken straight to the correct page. You may also have been told to use a link on 

another website, for example a University webpage dedicated to the event. 

If you do not have a link to the event, you can search for it by going to the homepage of the shop at 

http://shop.bham.ac.uk/ and entering all or part of the event’s name in the ‘Search this Site’ box and 

clicking the red magnifying-glass button. The homepage of the shop is shown below: 

 

If you know which college of the University the event is being run by, you can also look for it by searching 

the Conferences & Events menu on the left of the screen under Navigation, or by clicking on the red 

headings under Conferences & Events at the lower right of the screen. However, it’s preferable to use the 

search tool, as events are not always listed under the academic college which is running them. 

 

 

 

 

 

 

 

 

http://shop.bham.ac.uk/


This is an example of an event on the shop: 

 

Info 

This tab tells you the dates of the event and the deadline for booking. There will also be some information 

describing the event. 

Location 

This tab gives information about where the event is to be held, including travel information, and if possible 

a photo of the venue and a link to its website. 

Category 

This tab lists the booking options which are available. For example, there might be different prices for 

attendance based on whether you are a member of a professional body, a student or OAP, or none of 

those. 

Options 

This tab is for any extras which are offered as part of the event. These may be seminars or breakout 

sessions, meals, or the actual days on which the event is held. If there aren’t any optional extras, this tab 

will not be there. 

Contact 

This tab will provide details of who to get in touch with if you have any queries about the event, and if you 

have any special requirements. These could include special access requirements for a wheelchair, or a 

dietary requirement due to an allergy or medical condition. 



 

There may also be a More Info tab containing extra information about the event. 

 

When you click the Book Event button, you will be asked to log in on the screen below: 

 

  

Simply enter the email address and password for your customer account, and click the Login to Secure 

Checkout button. 

Forgotten Your Password? 

If you have forgotten your password, enter your email address in the box beneath this heading and click 

the Send button. This will send you an email with instructions on how to reset your password. 

If this is your first visit click here 

If you have not already registered a customer account with the Online Shop, click the link which says click 

here and follow the instructions in Section 1: How To Register a Customer Account.  

You will now see the available Delegate Categories: 



 

Select the appropriate category, and click Continue. If you are not sure which category you should choose, 

contact the event organisers using the details from the Contact tab. 

You will next be taken to the delegate details page: 



 

If you click the Use my Customer Details button at the top right, it will automatically fill in the address you 

gave when you registered on the shop. You can also type in a different address if you wish. If you are 

making a booking for someone else, please enter their details instead of your own. When you click 

“Continue” you will be taken to the options page below: 



 

 

Choose the options you would like. In the example above, the seminars are included in the price of 

attendance and have no extra charge, and the theatre tickets do have an extra charge attached to them. 

Click Continue when you have finished. There may be a questionnaire to ask for additional information, as 

in the example below. Some of the questions may require an answer before you can proceed with your 

booking. 



 

The next screen is the Booking Summary: 

 

Cancel Booking 

Use this button if you do not wish to complete your booking at this time. 

View Pending Booking 

This will open a new window and show you a breakdown of the options you have chosen so you can check 

them before you proceed to payment. 

Attendees: Remove / Edit 



This allows you to change the delegate category and options you have chosen for each person, or to 

remove them altogether. 

Add Delegate 

This allows you to add more people to the booking by taking you back to the Delegate Categories screen. 

Follow the steps as before to choose a delegate category and options. NB: Some events may not allow you 

to book more than one person. If you wish to query this, please contact the event organiser using the 

details from the Contact tab. 

Add to Basket 

Click this when you have finished adding or editing delegates and wish to complete your booking. You will 

then be taken to the Shopping Basket page: 

 

Clear Basket 

Click this button if you don’t wish to complete your booking at this time. 

 



Continue Shopping 

This will allow you to add other items from the shop Product Catalogue to your basket, so you can pay for 

everything at once. NB: At the present time, only one Conferences & Events item can be in your basket at 

once. 

Remove Event / Edit Booking 

These give you a further opportunity to edit your booking before proceeding to the payment stage. 

Proceed to Checkout 

Click this button when you are ready to pay. You will be taken to the Payment Methods screen: 

 

Choose whether you wish to pay by card or by PayPal. 

If you choose Credit/Debit Card: 

You will be taken to the next screen to select your billing address: 



 

Payment Method: Edit Section 

This takes you back to the Select a Payment Method screen. Use this if you change your mind about 

whether to pay by card or PayPal. 

Select a Billing Address 

Your billing address needs to be the address your card is registered to: 

Add New Address 

You will already have at least one address saved in your Online Shop customer account. If you need to add 

a new address for billing, click this button. 

Edit 

Click this button if any of your saved addresses need to be amended. 

Select 

Click this button to choose the correct billing address and proceed to the next screen: 



 

Payment Method: Edit Section 

This takes you back to the Select a Payment Method screen. Use this if you change your mind about 

whether to pay by card or PayPal. 

Billing Address: Edit Section 

This allows you to change the billing address, if you realise you entered the wrong one. 

 

 

 



Enter Credit/Debit Card Details 

When you have entered your card details, click Continue. You will be asked to confirm the payment. This 

may include 3D Secure Verification, depending on your card issuer. Please ensure that you follow the 

payment process through until the end, or your booking will not be complete. 

Once you have completed payment, you will see a confirmation message and you will also be sent a 

confirmation email to the email address which you are registered with on the shop.  

If you have any questions about your booking, please see the Contact tab on the original listing for th 

contact details of the event organiser. If the original listing is no longer available, please contact the Online 

Shop team by email to ubonlinesales@contacts.bham.ac.uk or by phone on 0121 414 4554, and we will 

forward your questions to the appropriate staff members.  

If you choose PayPal Express: 

You will be taken to the screen below: 

 

Payment Method: Edit Section 

This takes you back to the Select a Payment Method screen. Use this if you change your mind about 

whether to pay by card or PayPal.  

Billing Address: Edit Section 

If your PayPal billing address is different from the displayed address, click Edit Section to enter the correct 

address. 

 

 

 



Checkout with PayPal 

Click this when you are ready to pay, and you will be taken to the log in screen for your PayPal account. 

Once you have completed payment, you will see a confirmation message and you will also be sent a 

confirmation email to the email address which you are registered with on the shop.  

If you have any questions about your booking, please see the Contact tab on the original listing for details 

of who to contact. If the original listing is no longer available, please contact the Online Shop team by 

email to ubonlinesales@contacts.bham.ac.uk or by phone on 0121 414 4554, and we will forward your 

query to the appropriate staff members. 


