
Registration

Chances are you are training for the first time so press the “click here” link 
indicated below which will take you to the registration page:

This is a user guide only. There are no active links 
in this document. Go to Module 1 to register.

Fill out all the fields as indicated below and then click submit.

Your email address and your password will allow you access to the training 
modules

Getting Started



Initially you may be asked to provide additional personal information. If this is the 
case simply complete the form, click the “submit  Answers” button and you’re 
ready to start training.

Click on the “Click Here To Start Training” button to begin.



Accessing a module 

Click on the relevant button or link of the module you would like to commence 
and you will be taken to the login page

Enter your email address and password  and you simply follow the prompts.

Understanding the training module home page 

Once you’re logged into the training module’s home page you can perform a 
number of tasks as outlined below.

1. Your registered name will always appear when you are logged in.

2. This is the name of the module you are about to commence.
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3. �This link will display all the modules you have completed.  It will show you what 
you have passed and failed, the marks you achieved, the amount of time you 
have spent training and the dates you completed the training.  This can be 
printed off to show your manager as proof of your dedication and commitment 
to the business.

4. �This link will display all the modules you have commenced but may not have 
completed.  You can access those modules from this section at any time as 
long as they are still current as modules generally have a commencement and 
expiry date, so don’t leave them unfinished for too long.



5. �This link will allow you to commence the training module mentioned in the title 
[Point 2].

6. �This link will allow you to change any details in your profile such as your email 
address, password or name at any time.

7. �As the button says it is to log you out of the system.

The system will not allow you to be logged into more than one module per 
session, in other words you can’t have two windows open doing two modules 
simultaneously.

Points to remember while training 

Terms & conditions of use

You must acknowledge and accept the terms and conditions of the module 
before you can commence each module. The link to the terms and conditions 
and the accept check box will be located at the bottom of the introductory 
page of each module.

Navigating through the module

Most modules will start with product information for you to read about the 
applicable product, then you will go to the questions page where you can select 
your multiple choice answers.

Look for the buttons at the bottom of the page within the actual window to go 
forward or if you’re within the question section and are unsure about the answer 
and need to refer back to the production information simply click the “back to 
product information” and to go back to the questions press “continue questions” 
button.

Avoid clicking the back or refresh button as this may disrupt the collection of 
answers.

Forgotten your password 

Simply click the forgot password link, enter your email address [it must match the 
address you registered with] and your password will be emailed to you.


