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Log on to The Platform

VERSION 1.0 1

eCommerce Functionality (external administrator)

Log on to The Platform

1 Enter your email 
address as your 
username.

2 Enter your 
password.

3 Click Login once 
you have entered 
your Username & 
Password.

4 To log onto The 
Platform you must 
read and accept 
the Terms and 
Conditions.

To log on to The Platform – https://metrotrains.csod.com/

If this is the � rst time you are logging in, you may be prompted to 
change your password. You may also need to change your password 
if it has expired. Go to the next page to learn how to change your 
password.
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Log on to The Platform

2 Enter your 
current password 
/ password 
provided.

3 Create a valid 
new password, 
that meets the 
password creation 
criteria.

4 Re-enter the 
created password 
for con� rmation.

5 Click Save to 
complete.

1 Read the password 
creation criteria.
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Search for a Training Course

1 Locate the 
search bar (top 
right corner of 
Welcome page).

2 Type the course 
that you are looking 
for in the search 
bar.

3 The results are 
displayed under 
the search bar.

If you have selected 
a course using the 
above method, you 
can skip steps 4-8.

Search for a Training Course

Search for a Training Course
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Search for a Training Course

5 Training courses 
on offer will be 
displayed and can 
viewed by scrolling 
down the page.

4 To access Global 
search, click on 
the Search icon 
located on the top 
right of the window.

For a more detailed search, you can utilise the Global search function.

Training courses can be browsed for in the Training results, as shown in 
the below image. To search for a speci� c training course, go to step 6. 
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Search for a Training Course

7 Click on search.

8 Click on the 
course title.

In the above example 
we searched for the 
course TFPC 3.1 
Renewal, using the 
single keyword tfpc.

6 Type the name of 
the course in the 
space provided.

Skip the below steps if you have already selected a course. 

Search for a Training Course
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Checking Training Course Prerequisites

1 After searching 
for a training 
course, training 
prerequisites can 
be found on the 
Training Details 
page.
The training 
prerequisites 
are displayed 
in the training 
description, under 
PREREQUISITES.

2 For the majority of 
training courses, 
more information 
on prerequisites 
can be found 
by selecting the 
Details tab.

3 If more information 
on prerequisites 
is available in the 
Details tab, this 
will display as per 
the image captured 
here. 

Prerequisites can 
be selected by 
clicking a training 
course title. This 
will take you to the 
Training Details of 
the training course 
you have selected.  

Before booking and paying for training, con� rm that all user/s meet the 
training course prerequisites. If prerequisites are not met by the user/s, 
they will be withdrawn from the course and an administration fee of 
$40 per person, per course, will be charged.

Note – Not all 
training courses will 
have prerequisites 
displayed in the 
Details tab.

If you don’t see 
prerequisites in the 
Details tab, refer to 
Step 1.

Checking Training Course Prerequisites

Checking Training Course Prerequisites
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Book and Pay for Training

1 Click Add to Cart, 
on the course for 
user/s to attend.   

2 Select Others: 
and in the text box, 
insert the number 
of users you want 
to book for training.

3 Click on Submit.

Once training course/s have been selected and it has been con� rmed 
that user/s meet the prerequisites, follow the below instructions to 
book and pay for the training.

Book and Pay for Training

Book and Pay for Training
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Book and Pay for Training

4 Select Proceed 
To Checkout, to 
continue with the 
purchase.

Select Continue 
Shopping if you want 
to purchase other 
training courses in 
the same transaction.
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Book and Pay for Training

7 Enter the credit 
card expiry month 
(MM) and year 
(YYYY).

Then enter the 
CVV code (last 3 
digits on the back 
of card).

5 In the Payment 
Method dropdown, 
select Credit Card.

6 Enter a 16 
digit Visa or 
MasterCard 
number.

Credit Veri� cation 
Value (CVV) code 
protects the safety of 
funds when making 
purchases via the 
internet. The CVV 
code helps prove 
the actual physical 
card is present and 
the card account is 
legitimate.

Book and Pay for Training
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Book and Pay for Training

9 Enter your First 
Name and Last 
Name.

11 Enter the City 
your company is 
located in.

14 Click on the 
country from the 
dropdown.

10 In Address Line 
1, enter the street 
number and name 
for your company.

In Address Line 2, 
enter the suburb 
your company is 
located in.

12 Click the Select 
button under 
Country. 

15 Leave County/
Province blank 
and enter your 
Post Code.

8 Enter the e-mail 
address for the 
invoice.

13 Use the textbox to 
� lter for the country 
location of your 
company. 
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Book and Pay for Training

16 In Additional 
Information, 
re-enter the 
address details.

17 Click Next 
once you have 
completed 
inputting the 
details.

18 Review the 
purchase and click 
Place Order.

Click Back to make 
changes to the order.

Book and Pay for Training
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Book and Pay for Training

18 Con� rmation of 
purchase will 
be displayed if 
the purchase is 
successful.

Upon con� rmation two e-mails will be sent to the invoiced e-mail 
address. One e-mail will con� rm the training course information. 
The other e-mail will con� rm the training purchased (tax invoice). 
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Assign users to training

1 Under the Learn 
tab, select Manage 
Inventory.

2 The Available 
column shows 
you the number 
of places you still 
have available for 
each course.

3 Click on the arrow 
for the course you 
want to register 
users into.

Assign Users to Training

Assign Users to Training
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Assign users to training

6 To con� rm 
users have been 
assigned to 
training, click the 
Options icon.

5 Click on Submit. 
This will take 
you back to the 
Training inventory 
page.

4 Tick the Name 
checkbox/s of 
the users you 
want assigned to 
training.
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Assign users to training

7 Under EMPLOYEE 
NAME, you will see 
names of the users 
assigned to the 
training course.

Assign Users to Training
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Adding new users

1 Under the Admin 
tab, click on Users.

2 Click on Add User.

To assign training to individuals in your organisation, they need to be 
included in the system as users.

Adding New Users

Adding New Users
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Adding new users

7 Click on the 
expand icon 
for Primary 
OU (Primary 
Organisation Unit, 
which is your 
organisations 
name).

6 In E-mail Address: 
� eld re-enter the 
user’s e-mail 
address.

Note: User’s e-mail 
address must be 
entered in the E-mail 
Address: � eld, for the 
user to receive e-mail 
noti� cations.  

3 Add the user’s � rst 
name in the First 
Name: � eld.

4 Add the user’s last 
name in the Last 
Name: � eld.

5 In User Name: � eld 
enter the user’s 
e-mail address.



ECOMMERCE FUNCTIONALITY (EXTERNAL ADMINISTRATOR GUIDE)24 VERSION 1.0 3

eCommerce Functionality (external administrator)

Adding new users

8 Click the Title (In 
this example, it is 
VicTrack).

9 Click the expand 
icon for Self 
Registration 
Group.

10 Click the Title 
named External 
Consumer.

11 Click on Save.

Adding New Users
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Adding new users

12 Read the password 
creation criteria.

13 Create a valid New 
password.

14 Re-enter the 
created password 
for con� rmation.

15 Click Save to 
complete.

16 Enter Enter the 
user’s Last Name 
and First Name in 
the � elds provided.

17 Click Search.

18 If the user has 
been created 
successfully, the 
user’s name will 
show in the Search 
Results.

To con� rm a new user has been added, follow the below step.
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