STEPS TO PURCHASING A TRAINING MODULE
Once you have registered on E-Learning, click on "About You" in the menu at the top of the page:
1. Choose "Update Wallet/Add PIN" (left bar of the screen)
2. Enter the PIN# into the Promotion Incentive Number (PIN) field. Select "Add to Wallet" beside this field.
3. You will receive a confirmation of the PIN amount entered in your wallet. You will also be able to view this
updated amount in your wallet in the "My Wallet" area.
4. Select "Catalog" from the TOP navigation bar menu and click on the module(s) category(ies) you would like to
take on the left side (Safe Guide, Orientation or Foundation Modules).
5. Click the "Buy Now!" button beside the course you have chosen.
6. On the module screen, click on "Buy Now!"
7. On the payment screen, click on tick box that states "Show My Coupons".
8. Enter the total dollar amount of the course including GST ($5.25) in the Amount to Apply box. Click "Apply" and
then click "Check Out".
9. A confirmation page will appear with your purchase and a confirmation number.
10. Click "Continue" and click on left bar to highlight your module. Click on title of module (name of course).
11. Module name appears and click on right hand button that is flashing stating "launch course".
12. As instructed in the box that appears, click on "here" to open the course you selected.
13. Once in a module you will have to open the pop up icons or click on the boxes that appear to move through
the module.

Printing Your Certificate
When you have successfully finished the training you will be provided with a link to your certificate, In order for
your name and iMIS number to appear on your certificate you need to have the latest version of Adobe Acrobat
on your computer, otherwise when you print your certificate your name and iMIS number will be missing.

