ducate/ Issuing a Course Token

When student pays a training organisation directly for their course (rather than through website e-commerce), the training
organisation will need to issue a token manually.

STEP 1
Login to your Webducate portal as an

¢ Fovortes [ My Webducate | Webducate portal

- ol B e L Administrator or with permission to “Manage
My Webducate Enrolments. If you do not have either of these
Mansge homepage conters - permissions, you will not be able to create or
(EM O tcns MEIE i sssezamens B issue Course Tokens.

Organisations.
- No recent assessments or assessment to be marked

Blueprint Career Development

"+ Enrolments Q= : Click on the title link of the course you want to
Coune & issue a token for.

Enrolments.

Status S - Re

Moderation

s _ Tokens can only be issued for published
Unpublished  edit ” edures o : COUFSES

Unpublished et

Units. -
druq add Published 52 i

Code Name Status

@ interet Protected Mode On

bty

= EEE b o= STEP 2
Click on the “Tokens” tab link.

e Favorites [l tof - defdsf | Wabducate portal

ducate/

My Webducate Messages My account Log

» taf - dstdsf

tsf - dsfdsf
B | st || Traners || Enroments || Tokens

Blueprint Career Developmen

Units.

+ HC101 - Hydroponic Cactus

+ D1 - Introduct

@ Internet | Protected Mode: On f - Hisx -

STEP 3
ffess (WA - Screen will automatically show you previously
Gorwa Hortock | Log o issued tokens with information about who they
P were issued to, time the token was generated
ducate/ i i
and if the token has been claimed.
My Webducate Messages My account Log out

You can re-send a previously issued token from
here by clicking on the “Re-send token” link.
mers Enrolments TDkens

Tokens

View

Create token
H H "
Mai Claimed To issue a new token, click on the “Create
<Any=  [=| [Search ”
token” link.
Token Generated Claimed Webducate
B Token Mail — Claimed —
id . time = time id
34746880-6576-11E0-8621-DTSEBDA3CS08-E67748C2-1872- . - an
1167 donna@blueprintcd.com  2011-04-13 1246  Unclaimed 148

4CA3-94A8-0355580F CHCD

Done @ Intemet | Protected Mode: On




STEP 4
Insert the email address of the person you
want to issue a token to and click “Send token”.

i Favorites [ Creste token | Webducate portal

Donna Mortiock | Log oul

ducate/ The token will now appear in the list shown on
My Wehcate || Messages || Wyaceouns || Logos STEP 3 image.

+ Craate token

Create token

E-mail token is to be sent too:

STEP 5
The recipient of the token will receive an email

¢ Favortes 5o« [ Tokens | Webducate portal & Hotmai - chelseavenz_.

prome TEgTor—

Hotmail New = Reply Replyall Forward  Delete Junk Sweep+ Markass Movetor | W 2 Options + @ + that welcomes them to their course on behalf
lnbox (%) & A real message vs. a scam? Youknow its a real message when it has the trusted sender icon. That means Hotmal has checked to of the training provider and instructs them on
make sure it's from a legitimate source, instead of a harmful scam. Check it out

4 Folders . . H
Junk (37) A Webducate enrolment token has been generated for you. sacktomessages & # how to claim their token and start their course.
Drafts (2)
Sent Sample RTO_ Add to contacts UD?ZE)IEI‘ [
e B — " If astudent advises that they have not received

a token you have issued:

@ Attachments, pictures and links in this message have been blocked for your safety.

- k view:
Quick views Show content | Always show content from bigboss@samplerto.com.au

Flagged H
= . e Check that the email address you used was
Photos (1) Congratulations on your commitment ta learning and welcome to the Webducate online learning system. A token
has been created by your training organisation for PA101 - Personal assistant basics to enable you to log in and get
Office dacs (1) o vy 9019 youtalog g correct
4 Messenger

im this token by following the link below or pasting it into your browser
al. webducate com.au/webducate/daim-token/135/4420/CE6BF110-5C12-11E0-B298-27CBAS1E2180-
26F-42A2 BIT5-9254D6D1F99L

e Ask the student to check their spam and
junk folders as some email security filters
are particularly strong.

Vou'resignedin to

Messenger To change your

satus, clck your name in

s ok e Should you have any difficulties, please contact your training provider, Sample RTO
eepme signedin | Sign

out of Meszenger

Good luck with your studies.
& Linvitation

Search contacts New  Reply Replyall Forward = Delete Junk Sweepr Markass Moveto+  mm o

Done @ Internet | Protected Mode On




