
BGA TRAINING PORTAL USER INTRUCTIONS 
 

ACCESSING THE TRAINING PORTAL 

You can access the Training Portal from the Training Page at the BGA Website here: 
https://www.bga.org.uk/training 

 

 

 

 

 

 

 

 

 

 

 

When you click on the access button you will be re-directed to the full course listings. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.bga.org.uk/training


LOG INTO YOUR ACCOUNT OR CREATE A NEW ACCOUNT 

The first thing you need to do is log in.  

 

 

If you have booked training with us between 2024 and 2026 your account has already been set up and your 
email will be recognised when you sign in. 

If you have not booked training with us, please click Log In to set up your account. Please ensure you use your 
company email so that you will be assigned Membership Discount if your organisation is a BGA Member 
company. 

Type your email into the log in page and your email address will be recognised and send you a one time log in 
code to your email 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



VIEW YOUR ACCOUNT AND ACCESS YOUR COURSES 

Once you are logged in you can view your current by clicking “My Account” and then “My Courses and 
Bookings”. 

 

 
 
 

 

  

 

 

 

 

If you have already booked any 2026 they will be listed in your bookings. We have used Gear Foundation in this 
example but your page may look different. 

 

 

 

 

 

 

Click on the course and it will take you to the page for the course. Here you can access Teams Meeting links 
(please add to your calendar), more information about the course and a button to start the course.  

 

 

 

 

 

 

 

 

 

 

 

 



If you click the “Start Course” button this will take you to a page where you can download course notes and 
access quizzes that will be used on the day of the course (please do not try to do the quizzes before the 
course you will be directed to complete them on the day).  

Not all courses have quizzes so your course page may look different to the example below.  

 

 

 

 

 

 

 

 

 

 

 

 

MAKE A NEW BOOKING 

Go to www.bga.org.uk/training to access the Training Portal. You will see all of our upcoming courses listed. 
Please take note as to whether the course is online or in person. 

 

http://www.bga.org.uk/training


Click on a course and it will take you to the booking page, where you can find more information about the 
course and register your place. BGA Members receive free online training so please ensure you are logged into 
your account so that you receive your discount which will automatically be applied at check out. 

 

 

 

 

 

On the next page choose how many spaces you want to book. 

 

 

 

 



When you click continue you will be directed to the contact information page to enter your details. 

 

 

If you are a BGA Member you will see that Membership discount has been applied. 

 

 

 

 



Click complete to confirm your registration. 

 

 

 

 

 

PAYING FOR A COURSE IF YOU ARE NOT A BGA MEMBER OR IF THERE IS A FEE TO 
BE PAID 

Click on pay by invoice and we will contact you to arrange invoicing and payment as normal. 

 

  

 

 

 



If you click access course before payment has been made you will see this page which will be updated when 
the invoice we send you has been settled. 

 

 

 

If you have any questions or encounter any problems please contact the BGA Office: admin@bga.org.uk 
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