
Customer Services Guide for Online Ceremony Bookings 
This guide for customer services will walk you through online ceremony booking. 

Please note: this system is not supported in Internet Explorer. Please use an alternative internet 

browser such as Chrome, Firefox, Edge or Safari.  

From creating an account to choosing ceremony choices. It covers how to complete these actions on 

behalf of a customer.  This is for wedding or civil partnership ceremonies. 

Creating an account means the customer can access ceremony info online at any time.  It’s their 

special day and they will be able to make choices about their ceremony using our online service. 

 

Creating an account 
The first step is to create an account.  Once a customer has an account, they can make a booking and 

manage all their details.  We know how special their day is.  They can use the Ceremony pages in 

their account to share their choices about music, readings, and vows. 

1. Go to the WNC Registration Services page which advises to register an account to book a 

ceremony: https://westnorthamptonshire.zipporah.co.uk/Registrars/ 

 

 

https://westnorthamptonshire.zipporah.co.uk/Registrars/


2. Click on Register an account 

 
 

3. Next fill in the customer details.  The customer can create their account.  They are advised to 

use their email address as a username and create their own password. 

 
 

 



4. Click on Submit

 
5. You will see the registration is a success and you can go ahead and book a ceremony on the 

My Ceremony Page 

 



Booking a ceremony 
While logged into the My Ceremony page customers can book a Marriage Ceremony or a Civil 

Partnership ceremony. 

 

In this example we will book a marriage ceremony 

 

1. Click on Book Marriage Ceremony  

 



2. Please take some time to read the information on the screen.  Scroll down to see all the 

information provided.  

 

3. Next choose which type of ceremony the customer wishes to have.  Click on the appropriate 

Click here button.  In this example we will show selecting a Ceremony at an Approved 

Premise. 

4. Click on the Click here button under Ceremony at an Approved Premise 

 



5. Click on the drop-down box that appears to select the customer’s chosen venue.  Click on 

the venue the customer wants in the list.  In this example we have selected Abington Park 

Museum.  

 

 

 

6. If there is more than one room at the venue you can use the drop-down list to select from a 

choice of rooms.  If only one room is available select that one.  In this example we have 

selected the Great Hall.   

 

7. When you have chosen the room from the dropdown, click on Next 



 

8. Next a series of questions will appear.  This information is needed to process the booking 

and make sure the legal side is taken care of too.  Answer each question including 

information for both the customer and their partner.  If there is a drop-down arrow next to 

the question click on this to see a list of options.  Select the option that fits. 

 

 



 

 

 



 

 
 

9. Once you have answered all the questions a green submit button will appear at the bottom 

of the screen.  Click on the green Submit button  

 

10. You can now move on to select your ceremony date and time  



 

11. Click on the dropdown under Office.  Select Ceremony calendar 

 

 

 



12. Use the calendar to pick the date that suits you, then click on Calendar submit.  In this 

example we have picked 06 January

 
13. You will then see all available time slots for the customer’s chosen date  

14. Pick the time that suits the customer and then click on the green Book button. In the below 

example we have selected 12:30-14:00 



 

 

15. Next you will need to complete Ceremony Details 

 



16. Complete the details for the customer and their partner 

 

 

 



 

 
17. Once you have completed the details click on the blue Submit button

 
18. You will now see confirmation of the details submitted  



 

 

 

 



19. Scroll down to view the details you have entered 

 

 
 

20.  If you are happy with the details, you have entered click on the blue I Accept button

 
If for any reason you or the customer are not happy, click on Edit Details to change the 

details.   

If the customer decides not to proceed click on Cancel this will mean all details are deleted 

and if the customer wishes to make a booking you will need to start again. 

 

Note do not use the back button on the browser as old information will be stored you 

would need to start from fresh. 

 

21. You will now see the Payment screen  



 

22. Select Card-Holder not present and click on Submit 

23. Click on  

24. The Payment Details screen appears  



 

Enter the customer’s card details to complete the payment process 



 
 

 



25. Once the customer’s payment has completed you will see a Booking Confirmation  

  



Booking a notice of marriage appointment 
This part of the guide will walk through booking a notice of marriage appointment.  This will only be 

visible on the My Ceremony page after the Ceremony has been booked. 

 

1. From the My Ceremony page click on Book Notices 

 

 

 

 



2.  The first screen you will see contains information and terms and conditions

 

  

Read the information to the customer and check they are happy to go ahead and ready to 

make a payment. 

Tick the box if the customer agrees they understand. 

3. Click on Next button 



 

4. Next a screen with more information and Preliminary Questions will appear 

5. Read the information and complete the questions

 

 



6. Click on Submit  

7. A page with a calendar appears.  If the customer is booking a single notice they will need to 

book 2 x separate appointments. Read the please note information to the customer 

8. Scroll down and select from the “Office” drop down Select a date 

 

 
 

9. Choose a convenient time and click in Book – if you cannot find a suitable time you will need 

to try an alternative date 



 
10. Complete the customer details in the Notice of Marriage Details screen

 
11. When details complete click on Next 

 



12. Confirm the customer details 

 



 
13. Click on Submit 

14. Select payment method cardholder not present  

 

15. Click on Submit 

16.  
17. Take payment, enter card details 



 

18. Booking Confirmation will appear with details of the appointment date and the amount paid 

 

 



Completing “Your Ceremony Choices” 
 

This part of the guide will walk through how to complete customer ceremony choices. 

1. From the My Ceremony page click on View Details next to View Ceremony 

 

 



2. On the next pages there are several options and questions for the customer to answer about 

their ceremony choices

 
3. Click on the blue Edit button to answer each question 



 

 
 



 
 

 

 

The customer can view all their ceremony information from the My Ceremony page: 

 



 

 


