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THE PLATFORM MMETRO

eCOMMERCE FUNCTIONALITY

Click here
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 submit the form
* Required Fisld

1. Fillin your details:

Please complete all ﬁaldsdmngregiﬂlatm.

Please use the same legal name PP in RIW to any certificate upload is not delayed. - Legal First Name
Registration is only required once, If you have attended training at Metro Academy previously, but cannot recall your ) Legal_ Last Name
username or password, please contact us at theplatform@metrotrains.com.au - E-I’I’Ial| Address

¢ Please ensure your email
address is correct as all

- Pt nomg: communications, including
Lt e account creation
e confirmation emails etc. are
SR sent to this email address
- Phone number
S - Date of birth
* Date of Birth =
2. Select the icon next to
*Primary OU: ) Primary OU: (Primary
* If External selected Organisational Unit)
above - enter Company
name

This will open a pop up
window
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eCOMMERCE FUNCTIONALITY

[ Search Primary OU x 3. Enter the name of your
Tt i employer in the Title search
John Holland |
Click Search
(1 resuif}
Title 1D Parent
: Note: In this example we were
® External EXE-001 Metro Trains Melboumne .
searching for the employer John
Holland,
[ Search Primary 0U x 4. Once you locate your
Titl: i0: employers name, click on the
John Holland blue text to select
{1 resuilt)
Title [£] Parent
John Helland EXE-JOHMHOLLAND Extemnal
[ Search Primary OU 5. If no results come up, you
Titk: : will need to put yourself into
ACME | the External Primary OU
(0 results)
Title 5] Parent
( search Primary 0U x 6. Click on the textbox under
Tile: D Title and delete your last
| Extemal | search, then type external
{1 result) .
== = S Click Search
= External EXE-001 Metro Trains Melbourne .
Click on the blue text to

select External
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*Primary OU:  External ) 7 7. Enter your employer's name
lﬂﬁ‘l&l_

8. Enter your Rail Industry
l Rail Industry Worker Worker (RIW) Number

(RIW) Number. In the
format of 00000000. Do

not enter the hyphen - Note: This is a number only field.
Please do not put in the hyphen “-*
when entering your full RIW Number

_ nny‘:_umr_emiﬁ [ Reading 9. If you require any type of
e ”T:g?_ ! Wiiting learning assistance, select
following? | Numeracy. .
") Oral Communication (English) the chegkboxes_wr[h the
[ | do not require additional assistance appropriate assistance type.
* Passwords must contain both uppercase and lowercase letters. 10.Read through the password
* Passwords cannot have three or more consecufive identical characters.

* Passwords must be & - 20 characters.
* Passwords cannot have leading or frailing spaces.
* Passwords cannot be the same as the Usemame, User ID or e-mail address.

11.Create a New password

* New password and re-type this password
in the Confirm password
* Confirm password: field

sy nimet guinie |
SIEa owami Cllox firs 12.Click on the reCAPTCHA I'm
L _ not a robot checkbox

reCAPTCHA

o Tabtha

I'm not a robot
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Select all images with

chimneys

13.Follow the instructions and
‘ select the appropriate images

If you are having trouble with
the initially generated image, you
can:

i. Getanew challenge
ii.  Getan audio challenge
iii. Help

14.Click Submit to submit your

[ Submic | form for approval

15.You will be taken to a
confirmation page

Thanks for registering.

Please retain your login details for future access to
The Platform.

When your account has been

Thank you for tnkln‘gi time to enter your lnfur_g'p&i:'on.- An e-mglkl_n'j;il be sent to you once ybur registration has

been approved. approved, you will receive a
o o Srstanco possa et confirmation email to your
ThePlatform@metrotrains.com.au n0m|nated emall address yOU

entered in Step 1
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Log on to The Platform

NAMETRO

N METRO

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

Login
Lisername: l| ]
Password:
Forgol Usermame ar Passward? loc_‘.lhlo
Meed heip?

Metro Employees — Please emall ThePlatformi@metrotraing.com.au

Exlernal Cusiomers — Please email metroacademy@metrotrains.com.auw

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 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.

* New password

* Confirm password

Cancel Submit

Change password

I

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 consecutive identical characters.

* 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:

e 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

I -

train track safety awareness{

Training

o= .
% Train Track Safety Awareness

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

2. Type the course name into
the Search bar.

The results will be shown
below

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

%  Globalsen ren

Global search

Training Ciea
=
BEsE

Training results (45)
EEEER  Training Course Title
Event | Metro Academy | AS0.00

This is the training description

Track Vehicle Operator (TVO1) (MTM Upgrade)
Event | Metro Acsdemy | AS560.00

Note: Alternatively, you can search
via Global Search

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

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

ECOMMERCE FUNCTIONALITY (EXTERNAL USER GUIDE)

VERSION 1.0 7



THE PLATFORM MMETRO
eCOMMERCE FUNCTIONALITY

External User Guide

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.

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

Last updated 12/04/2022  Duration § hours

e Toae s wetet, Ase-eews

METRO ACADEMY PREREQUISTES 2. Read the Course Details of

Participant MUST be 15+ years of age

- the course
Participant MUST comply with Local COVID Safe
Participant MUST comply with the Directions Prerequis ites can be found in

METRO ACADEMY PREREGUISITE VERIFICATION

the course details

Approved photo ID MUST be sighted on day of

- Metro Academy

o 5 Lo Prerequisites

;:; s:;‘é.aga'rst Rall industry Worker (RIW _ M etro Aca demy

To prevent delay, patcpant's The Patforn Prerequisite Verification

profile MUST contain current email address,
contact number, RIW number and date of birth

Verifications to be completed within two (2)
business days*™

* {Units of competency considered equivalent on
vaww.training.gov.au are aiso accepted)

** Participant is unable to commence training
untll verifications have been completed by Metro
Academy
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Book and Pay for Training

EVENT

Train Track Safety Awareness

EVENT

N — 1. Click on the Select Session
button

Last updsted 12/04/2022 Duration 8 hours

SR — This will take you to the
Upcoming sessions section
Upcoming sessions
Date (ascending) v 2 sessions

2. Locate the session you would
[ like to attend and click on the
17 sat, 17 Dac 2022, 09:00 - 16:00 it arrow next to View Deta"S

Register by Fri, 16 Dec 2022, 13:00 View Details o
1 McNab Avenue

12 seats available

English (UK}
3. (Click on Add to Cart
Note: Below the View Details button
~~ hd . . . .
is the number of seats still available in
the session
Shopping Cart T 4. Review your shopping cart

Please ensure you meet all the PRE-REQUISITES for the training you are purchasing.

5. Click Proceed to Checkout

Quantity &
price

Vendor Recipient

Subtotal

Train Track Safety A Metra
= Train Toax y Awareness Mets Yoar 1xA4$31000  AS310.000

Academy Mame

Subtotal: A$310.00

Note: Please ensure you meet all the
Total: PRE-REQUISITES for the training you

are about to purchase

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

If you fail to meet the pre-requisites for this training you are fikely to be withdrawn and charged a 540.00 per person
per course administration fee.

Please check all pre-requisites are met and current.
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Step 1 - Payment Options. ¥
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.
S 6. Navigate to the Payment
< il Method and select Credit
Card
© .
7. Click Next

Payment Method

Select ¥

Select
Credit Card

oy

8. Enter your Credit Card details:
Credit Card Information i. 16 Digit Visa or
MasterCard number

> Bt ii. Expiry Date
= iii.  CVV Code (last 3 digits on
CARD NUMBER the back of card)

MO0

N CODE Credit Verification 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.

EXPIRY DATE

XX XHXX MM
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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

forward
Invoicing Address 9. Enter your contact details
e E-mail address
Your invoicing information should appear as it does on your credit card statement. o Please ensure thiS ﬁeld
s i is correct as your
E-mail * invoice will be emailed
your.name@email.com tO thlS emall address
. e First Name
First name * Last name *
e Last Name
¥t First Marm Your Last N
our rirs' ame ou a5 ame ° Address
Address line 1* Address line 2 ° City / Suburb
123 Test Drive ° country
City * Commitiy* b o Click on the dropdown
Australia v ———RL o and use textbox to
_ Australia search for your
County/Province Postcode * P country, then click on
3008 r the name of the
country to select
e Post Code
Additional Information 10.Under Additional
e chiager iyeck iiideeas # Informatlon,_re-enter your
123 Test Drive address details as per above

Purchaser Suburb *

Suburb

Purchaser State *

WVIC

Purchaser Post Code *

3008

11.Click Next to proceed to the
Back [N Review Order page
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12.Review your order and

ool TR || R ensure your details and the
PEES s R i course you're booking is
— e, correct and you have met all
e the prerequisites.
© © bl
- ' e Note:
If you need to change details on the

e Sy & s Subloti Review page, you can click on the
5 T TSy A AS31000 blue Change links under:

Subtotak AS31000 S Payment Method

. m - Invoicing Information
= 13.Click Place Order

Need ta make changes?
Edit shopping cart

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

1}
ECI— 0

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

Step 3 - Confifimation et e———— 14.Confirmation of purchase will
Purchase . .
_ _ _ summary be displayed if your purchase
— o TRl SR is successful
Pt o s L A Purchase Summary will be

located on the right hand side
of your screen
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Dear Your Name

Plaase find below detalls of Your recent training purchase with Metro Trains

Title: Train Track Safety Awareness
Date/s: 17/12/2022 - 17/12/2022
Time: 09:00 - 16:00

Venue: 1 Example Street, Example £ast, 3000

Parking
Free ansite parking avalable.

Special Nesds

Participants with special needs must natify Metro Academy at least five (5) days prior to the day of trainin

Arrival Times

Please ensure you arrive at least 15 minutes prior to the training start time.
time to sign in and complete any enrolment paperwork.

Training Details

This will ensure you have ar

W

METRO

TAX INVOICE
ABN 43 136 429 948

Your Name
Inveice Number, XXXXXXXX00X
Invoice Date  10/05/2022 15:08.29

Ttem Vendor Quantity Unit Price Unit Subtotal
Train Track Safety Awareness Metro Academy 1 A3310.00 AS$310.00
Subtotal: AS310.00

Total: A$310.00

(GST= Sales Tax)

METRO TRAINS
20 B0X 13564 APECKETT Telephone +i1 39610 3701

STREET VL IS O
Meiboume Vic Austraka 3001

Confirmation Email with training
details

Confirmation of purchase email
(tax invoice)

% Academy

15.You will receive 2 emails

A confirmation email with
your training details

A confirmation of
purchase (tax invoice)
email
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