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Log on to The Platform

N METRO

Welcome to The Platform
Melro's Learning Management System | Pleasa Sign-in

Login
Username: ll ]
Passwesd:
Forgol Username ar Password? lD(_HNo
Need help?

Metro Employees — Please email ThePlatformi@metrotraing com.au
Exlarmal Customers — Please email metroacademy@melrotrains.com.aw

Reset Password

* Passwords must contain both uppercase and lowercase letters.
* Passwords must contain both alphabetic and numeric characters.
* Passwords cannot have three or more consecutive identical characters.
* Passwords cannot be the same as any of the previous & passwords.
* Passwords must be 8 - 20 characters.
* Passwords cannot have leading or trailing spaces.
* Passwords cannot be the same as the Username, User ID or e-mail address

* New password

* Confirm password

Cancel Submit

Change password

It

Your password has expired. Please change your password.
The new password must match the following criteria:

* Passwords must contain both uppercase and lowercase letters.

* Passwords must contain both alphabetic and numeric characters.

* Passwords cannot have three or more ive identical ch.

* Passwords cannot be the same as any of the previous 8 passwords.

* Passwords must be 8 - 20 characters.

* Passwords cannot have leading or trailing spaces.

* Passwords cannot be the same as the Username, User ID or e-mail address.

Change your password

Current password

New password

Confirm password

1. Login to The Platform:

¢ Username is your email
address

e Password is the password
created in the self-
registration process

LINK: The Platform

2. If you have forgotten your
password, click on the Forgot
Username or Password link
located under the Username /
Password fields

A link will be sent to your
email address with a link to
reset and will take you to the
Reset Password screen

If your password has expired,
you will be asked to change
your password, using your
current password

Click Save

Note: Read the password criteria
prior to choosing a new password
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Search for a Training Course

1. Navigate to the Search bar
on the top right hand corner
of the homepage

2. Type the course name into
the Search bar.

Training

5 Train Track Safety Awareness

train track safety awareness|

The results will be shown
below

Once you locate the correct
course, click on the Course
Title

Note: Alternatively, you can search
via Global Search

R - o

1. Click on the Magnifying Glass
in the search bar on the top
right hand corner of the
homepage

#  Globalsen rch

Global search

FlE =

Training results (45)

Training C

perator (TVO1) (MTM Upgrade]

TVO1)

)

2. The search results will show
you what courses are offered
to you.

You are able to use the
search bar to narrow down
your search
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Checking Training Course Prerequisite

Before you book and pay for training, confirm that you meet the training course prerequisites. If you
don't meet the prerequisites and complete your booking, you will be withdrawn from the course and
an administration fee of $40, per course, will be charged.

1. Check the course Title is the
Train Track Safety Awareness course you need to book for

Last updated 12/04/2022 Duration 8 hours

e Toae 8 Wttt Aeo-emeous

METRO ACADEMY FREREQUISITES 2I Read the course Details Of

Participant MUST be 15+ years of agf: 7 7 the course
Participant MUST comply with Local COVID Safe
Particpant MUST comply with the Directions Prerequis ites can be found in

METRO ACADEMY PREREQUISITE VERIFICATION

the course details

Approved photo ID MUST be sighted on day of

- Metro Academy

e ot ok R0 et mcme o ol Prerequisites

;aa;gz;laga'rst Rail industry Worker (RIW, - Metro Academy

To prevent deiay, partcpant's The Patform Prerequisite Verification

profile MUST cont urrent email address,

contact number, RIW number and date of birth.

Verifications to be compileted within two (2)

busine

ays™
* {Units of competency considered equivalent on

wwwitraining.gov.au are also accepted)

** Parlicipant is unable to commence training
untll verifications have been completed by Metro
Academy

ECOMMERCE FUNCTIONALITY (EXTERNAL ADMINISTRATOR GUIDE)

% Academy VERSION 1.0 4



THE PLATFORM
eCOMMERCE FUNCTIONALITY

External Administrator Guide

Book and Pay for Trainin

EVENT

Train Track Safety Awareness

Last updsted 12/04/2022 Duration 8 hours

T Tt watet; Aeaecees

EVENT

1. Click on the Select Session

Train Track Safety Awareness b Utto n

o v This will take you to the
Upcoming sessions section

Upcoming sessions

Date (ascending) 4

2 sessions

2. Locate the session you would

DEC  Session Details

17 sat 17 Dec 2022, 09:00 - 16:00
Register by Fri, 16 Dec 2022, 13:00
1 McNab Avenue

English (UK)

like to attend and click on the
Ao arrow next to View Details

View Details 'y

12 seats available

3. (Click on Add to Cart

Note: Below the View Details button

m is the number of seats still available in

the session

Add to Cart

=l Train Track Safety Awareness

purchasing training for.

Select whether this item is for you or for others. If for others, enter the number of users you are pre-

4. Select Others: Pre-purchase
for [#] Users. Insert the
number of users you want to

book for training

O Myself

® Others: Pre-Purchase fo Users.

cancer [ 5. Click Submit

% Academy
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1. Review your shopping cart

Shopping Cart Options ¥
Please ensure you meet all the PRE-REQUISITES for the training you are purchasing. H
2. Click Proceed to Checkout
‘ Vendor . Recipient ‘ Quantity & price Subtotal
oma  Train Track Safety Awareness Metro 1 ks
I Acsisi Inventory e A$310.003
Subtotal: A$310.00

Note: Please ensure your employees
Total: meet all the PRE-REQUISITES for the

training you are about to purchase

Note: Please ensure that if you are
1 you it o mest the re-rcuisitesfr tissining yo s ey o be withdrau s charged  $40.00 per person buying for your employees, that the
;:k“"l‘lp';; B RECIPIENT section shows “/nventory’
and not your own name. If your own
name appears under the Recipient
sections, this means you are purchasing
for yourself and you will not be able to
transfer this purchase over to another
employee.

Please ensure you meet ALL THE PRE-REQUISITES prior to purchase.

Step 1 - Payment Options v

If you fail to meet the pre-requisites for this training you are likely to be withdrawn and charged a $40.00 per person per
course administration fee.

3. Navigate to the Payment
— Method and select Credit
1. ALL details are correct ca rd

2. ALL pre-requisites are met

o

Payment Review Canfirmation

Payment Method

Select ¥

Select
Credit Card

oy
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4. Enter your Credit Card details:

Credit Card Information i. 16 Digit Visa or
MasterCard number
B = ii.  Expiry Date
iii.  CVV Code (last 3 digits on
CARD NUMBER the back of card)
AU
EXPIRY DATE C\Y CODE Credit Verification Value (CVV)
code protects the safety of funds
gis X o when making purchases via the
internet. The CVV code helps prove
the actual physical card is present
and the card account is legitimate.
Note: Please fill in all the required
fields. Required fields have an
asterisks (*) next to them. If these
are not filled in, the form will error
out and you will not be able to move
Invoicing Address forward
Yaur invaicing information should appear as it does on your credit card statement.
e i 5. Enter your contact details
E-mail * e E-mail address
your-name@emailcom o Please ensure this field
: is correct as your
First name * Last name * . . . .
invoice will be emailed
el i to this email address
Address line 1 * Address line 2 e First Name
123 Test Drive e Last Name
City * Country * b ° A_dd ress
dh A — | [ x e C(City / Suburb
Austraka e Country
Sovmpritroviee sl il Austia o Click on the dropdown
3008 r and use textbox to
search for your
country, then click on
the name of the
country to select
e Post Code
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Additional Information
Purchaser Street Address *
123 Test Drive
Purchaser Suburb *
Suburb
Purchaser State *
VIC
Purchaser Post Code *

3008

Back Next

Step 2 - Review

Please ansure ALL etalls you have anteres are comect befors completing your purchase.

Options w

Please ensure you meet ALL THE PRE-REQUISITES

course administration fee.

If you fail to meet the pre-requisites for this training you are likely to be withdrawn and charged a $40.00 per person per

Payment Method
Credit Card

WVISA sonc-oore-on-1111
Change

Invoicing Information

Your First Name Your Last Name
yourname@emal.com

° ° 123 Test Drive
Suburb, 3004
Payment Revie firmati Australa
Change

6. Under Additional
Information, re-enter your
address details as per above

7. Click Next to proceed to the
Review Order page

8. Review your order and
ensure your details and the
course you're booking is
correct and you have met all
the prerequisites.

Duiantity & price

= Train Track Safety Awareness

Subtotak

AS310.00

AS30.00

Back Place Order

Note:
If you need to change details on the
Review page, you can click on the
blue Change links under:

- Payment Method

- Invoicing Information

9. Click Place Order
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1}
EXE— D

Note: If you ever leave your cart for
any reason, you will be able to
continue shopping via the shopping
cart picture located on the top right
hand side of your homepage.

This cart icon will only appear if you
have not finalised an order

—

10.Confirmation of purchase will

Step 3 - Confirmation optises v P . .
N _ _ summary be displayed if your purchase
— o - S —— is successful
- N A Purchase Summary will be
' located on the right hand side
of your screen
Smchivio i pperemigpoii i M 11.You will receive 2 emails
TAX INVOICE . . . . .
ABN 43 136 429 548 i. A confirmation email with
i TR your training details
ek ——— ii. A confirmation of
purchase (tax invoice)

onsite parking available.

mplete any enrolment paperwork.

Training Detail

with special needs must notify Metro Academy at least five (5) days prior to the day of tra

ive at least 15 minutes prior to the training start time. This will ensure you have

ining.

ample

email

Train Track Safery Awareness Metro Academy 1 A331000 AS$310.00

Subtotal: AS310.00

Total: A$310.00
(GST= Sales Tax)
METRO TRAINS
PO BOX 12094 ADECKETT Telephone +613 9610 3701
STREET DA SO

Mamoume Vic Austraka 3001

Confirmation Email with training
details

Confirmation of purchase email
(tax invoice)
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Assign Users to Training

1. Hover over Learn and click on
Manage Inventory

View Your Training Record form

tro's |
Metro’s Lee Manage Inventory

Events Calendar

2. The Quantity column shows
you the number of places you

@.Assign Users @\ﬂewEnmlmems have purchased
[riie [ETE=— 3. The Used column shows you
(2 resuts) the number of places you
Title g:rcnasec Date Purchas Quasiiy Used Avadable Dptions have aSSignEd to your
%ﬂ;:}a;:;g:}c;;rmedinn Coordinator 3.2 Bobina Tast gg{g?znzz 2 0 2 B @ employees
E‘Train Track Safety Awareness (Starts17/12/2022) Bobina Test 3?!3332022 1 0 1 3 @ .
4. The Available column shows

you the number of places you
still have available for each
course

@ Assign Users @ View Enrolments

> The Arrow icon is to Assign
mamnin nvyentol Inventor
[Title | (Al Types | y

(2 results) . . .
T 6. The Eyeiconis to View
Title DP]""‘:*’““ Date Purchased Quantity Used Availably |nvent0ry Usa ge
- Track Force Protection Coordinator 3.2 5 02/06/2022 65 @
= Yol R C 7. Toregister, click on th
:Train Track Safety Awareness (Starts17/12/2022)  BobinaTest o009/2022 1 0 1 -0 regl's er. clickonthe
g 129 DO Arrow icon
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Assign Training

“Total Inventory Available” count includes Proxy Enrolment Requests started, but which may not be reflected immediately in the
Inventory Management home page count.

|First name ||Lasl name |[ @, Search ]

Select OU criteria ~

Total Inventory Available : 2
Inventory to be Assigned : 2

(3 resuits)
ASSIGN TRAINING

Due date: Optional. Entering a Due Date will trigger reminder e-mails for learners who have not completed the

course.

8. Tick the Name checkbox/s of

O Name Assignment History Current status ou the Users you Want assigned
Test, Bobby 0 Nons ACME (Primary OU) to trainin g
[ Test, Bobina 0 None ACME (Primary OU)

External Admin (Position)

Test. Bobson 0 None ACME (Primary QU)

9. Click Submit. This will take

you back to the Training
Inventory page

@Assig,n Users @ View Enrolments

10.To confirm users have been
= - assigned to the training, click

N the View Enrolment icon
Title hP;m: hased e Purchased|Quantity Used Available  Options un d er 0 pt lons
= Track Force Protection Coordinator 3.2 02/06/2022
2 Bobina Test oo 2 2 0
(Slarts08/12/2023) OPINEEEL 0g.a1 @
E Train Track Safety Awareness (Staris17/12/2022)  Bobina Test ff‘_'gg’zuzz 1 0 1 @ @

View Enrolment - Track Force Protection Coordinator 3.2 11.Under EMPLOYEE NAM E, you
will see names of the users

— assigned to the training
{5 Printable Version  « Previous Next » cou rse

Assigned Users

EMPLOYEE NAME REGISTERED DUE DATE OPTIONS

Bobson Test 02/06/2022 09:51 ]

Eobby Test 02/06/2022 09:51 g
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Adding New Users

NAMETRO

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

Add new user

Title

First name: * ‘ ‘

M adie Name

Last name: * ‘ ‘

Sutfin

User Name: * ‘ ‘

User ID: ‘ ‘

1. Hover over Admin and click
on Users

2. Click on + Add User

Note:

Enter user's FULL LEGAL NAME as it
will appear on their completion
certificate

3. Enterin the new users’
details:
- First name
- Last name

4, Enter new users' E-MAIL
address in;
- User Name
- UserlID

ECOMMERCE FUNCTIONALITY (EXTERNAL ADMINISTRATOR GUIDE)
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—— 5. Enter E-mail Address in the E-
Mail Address field

Note:

— - ! . User's email address must be entered
in the E-Mail Address field for the
user to receive e-mail notifications

E-mail Address : |

6. Click on the expand icon for
- — B o Primary OU (Primary
Organisation Unit, which is
your organisation name)

7. Click on your organisation

Select Primary QU . .
J name (in blue under Title)

‘ |

Cancel

8. Expand the User Record
Custom Field by clicking on
the arrow to the right

User Record Custom Field >

ECOMMERCE FUNCTIONALITY (EXTERNAL ADMINISTRATOR GUIDE)
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User Record Custom Field

Date of Birth: ]
Reading
N Writing
Language, Literacy, Numeracy

Numeracy :
% Oral Communication (English)

| do not require additional assistance

@ cornerstone

Rail Industry Worker
(RIW) Number :

l )

Company Name : | ‘

Powered by Cornerstone OnDemand, Inc; ©2000-2022
All Rights Reserved, Terms - Privacy - Cookics - Feedback

Cancel Save

hange password

The new password must match the following criteria:

* Passwords must contain both uppercase and lowercase letters.
* Passwords must contain both alphabetic and numeric characters.

* Passwords cannot be the same as any of the previous 8 passwords.
* Passwords must be 8 - 20 characters.
* Passwords cannot have leading o trailing spaces.

* Passwords cannot have three or more consecutive identical characters.

* Passwords cannot be the same as the Username, User ID or e-mail address.

New password

Confirm password

Save

bobby@test.com bobby@testcom

Users®
Use these boxes and pop-up menus below to define your search criteriz,
‘ test ‘ | Ciy | Active g
I
‘ bobby ‘ | County |
[ | [romoe |
‘ User Name ‘ Country X
[em \
+ Add User
Search Results

Active ACME (Primary OU) 6

9. Fillin the users:

- Date of birth (using the
date selector)

- Rail Industry Worker (RIW)
Number (last 8 digits only -
do not put in the leading
“20" or the hyphen “-")

- Language, Literacy or
Numeracy requirements
(tick all that apply)

- Company name

10.Click Save
11.Create a new password for

the new user
- Read the new password

criteria

- Create a new valid
password

- Re-enter this password to
confirm

- Click Save

12.To search for a user:
- Enter Last Name
- Enter First Name
- Click Search

13.1f they are in the system, you
will find the user under the
Search Results section

Note:

If you cannot find a user, it may
mean they either do not exist, or
they are under a different Primary
o]V}
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