How to register onto a workshop – a step-by-step guide
Before you begin, please note that as part of this booking process involves signing in to or
registering for a Turn2us Intermediary Account. A booking should be made by the person
wishing to attend the workshop.
1. Where to book:
a. If you are booking onto a regional workshop please visit
www.turn2us.org.uk/turn2us-workshops and click on the ‘Register’ button
beside the workshop you wish to attend
b. If you are booking onto a Grants workshop, please visit
www.turn2us.org.uk/grants-workshops and click on the ‘Register’ button
beside the workshop you wish to attend
c. Or if you are booking onto an in-house Benefits Calculator and Grants
Search workshop please click on the link you will be send via email
If you already have your own Turn2us Intermediary Account, please go to step 6.
(Please note: Setting up an organisation in our system will not set you up with your
own intermediary account.)
If you don’t already have a Turn2us Intermediary Account, go to step 2.
If you don’t have a Turn2us Intermediary Account
2. Click on the link that says: ‘Complete the intermediary registration form’.
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The first step is to find your organisation so your personal Intermediary Account can
be connected to it.
Type the first three letters of your organisation into the search box.
If your organisation doesn’t appear please move on to step 3.
If your organisation appears, please select it and click ‘Continue.’
On the next page, you can:




Select your branch, or
Click ‘My organisation has no branches’, or
Set up a branch by clicking ‘my branch is not listed.’ Please note: A branch
may be a separate office, department, team or scheme within an
organisation.

Then move on to step 4.

3. If you can’t find your organisation, click the ‘I can’t find my organisation’ button
which appears when you click ‘search’ and no results are found.
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Then enter the details of your organisation on the next page:

Next add details of your branch, if applicable. Please note: A branch may be a
separate office, department, team or scheme within an organisation.
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4. After clicking ‘continue’ you will be taken to the Intermediary Registration page. This
is to set up your personal Intermediary Account, connected to your organisation:

Enter your details, accept the Terms and Conditions. Click ‘Continue’.
5. You will be taken to a page confirming your Intermediary account has been set up.
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To confirm your place on the workshop as well please click the ‘Continue to the
workshop booking form button’.

On the next page, please accept the Terms and Conditions and click ‘Register’.

You will be sent an email confirming your place on the workshop.
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If you already have your own Turn2us Intermediary Account
6. If you have your own Turn2us Intermediary account, please click on ‘login’ and
enter your username and password. You will then be taken to the Workshop
Registration page (see below)
Please accept the Terms and Conditions and click ‘Register’.
You will be sent a confirmation email.

Forgotten your username or password?
Your username will be the email address you used to set up the account with and you can
generate a new password by clicking the ‘forgotten username or password’ button.
If you need help
For general queries, please contact training@turn2us.org.uk
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