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Online Training Procedure  
  

RECORD OF CHANGES  
  

REVISION      TITLE OR BRIEF DESCRIPTION    ENTERED BY  

1  
Online Training Guide to register and complete 
training  Naas Herbst  

2  
Added extra steps under already registered 
users who cannot see any courses under my 
course tab.  
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1. Purpose  
To ensure that all learners signing up on the Waco Training Academy online platform 
understand the registration process. 

 

2. Scope  
This Procedure refers to Waco training academy E-Learning platform.  

  

3. Procedure (Step by Step Guide).  

Already registered users.  
Step 1:  

Visit: htps://wacotraining.co.za  

Step 2:  

Click on ACCOUNT then on MY COURSES.  

https://wacotraining.co.za/
https://wacotraining.co.za/
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Step 3:  

• Here, you will find a list of all the courses for which you have been registered. 

• Below the course details click Start to begin the course. 
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If you have already registered but can't find the specific course you want to enrol in, within the My Courses 
category, please follow these steps: 

 
1. Click on the Online Courses tab found at the top of your screen. 
2. Locate and select the desired course you wish to pursue. 
3. Follow the instruc�ons listed from step 2 onward (as outlined below on page 5) 

 

  

  
  

Registering for first-�me users using coupon code.  
Steps 1  

Click on: htps://wacotraining.co.za/course-hira/ 
 

https://wacotraining.co.za/course-hira/
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Step 2:   
  

• Click on  ADD TO BASKET  
• The course descrip�on will display on the right of the screen together with a summary of what you 

have added to Your Cart.  
• Click on your preferred selec�on of either View Cart, Con�nue Shopping or Checkout. 

 
 
 
 
 
 

 



 

Document Naas  Review Date: 17 October 2023  Department: Admin  Page Page 6 of 17  
Owner:  Herbst  no.  

This document is uncontrolled when printed  

  

  
  
  
  
  

Page Number:    Page  6   of  17   
Subject:   Online training guide   

Revision:   2   
Document Number:   WA - WTA - P ROC - 0 1 6   

Uncontrolled Copy when Printed:   24/10/2023 11:49:56   

 
 
 Upon selec�ng Checkout, you will be redirected to this page. 
  
Step 3:  
Click on I agree to the WACO Training POPI Act policy.  
Click on Place Order 
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• Click on Add coupon code and enter the coupon code provided, for example DBGXYE4T.  

Remember to click APPLY a�er entering the coupon code.

 
Click Apply  
 
Please note that the coupon displayed here is for demonstra�on purposes only. The relevant coupon 
code will be displayed for your specific order. 
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• Click on Checkout.  
• The balance should display as zero a�er applying the code. 

 
*Please note that the quan�ty should always be set to 1; otherwise, the code will not work.  
The code will only be ac�vated for one course per user.  

 
 
Step 4:   
• Thoroughly complete the billing informa�on. 
• Include your ID number at the botom of the order. Check that it is entered correctly. 
• Click on Agree to terms and proceed to place the order. 
• If available, please use your Waco email address for improved user tracking. This can be changed at a later 
stage, if necessary. 
 
 
2 / 2 
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*Note: One profile per user.  
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DO NOT COMPLETE THE COURSE USING SOMEONE ELSE'S PROFILE, AS THIS WILL RESULT IN YOUR 
CERTIFICATE CONTAINING THAT USER’S INFORMATION. 
 
  
Step 5:  
  

• A�er placing your order, the following screen will display.  

 
• Click on My Courses tab.  

 
  
Step 6:   
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Click Start. 
  

  
Step 7:  
  

• You will now be directed to a tour of the Moodle or Learning Management System.  
• If you are familiar with this pla�orm, click on End Tour or click Next to tour the Learning 

Management System. 
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Step 8:  
  

• Click on the first module that is displayed.  
• Click Start.  
• Follow the instruc�ons. 
• Complete the course and enjoy the content. 
• Share your feedback on the course to help us make improvements. 
• The course should take you less than 2 hours to complete.  

  
  
Step 9:  
  

• A�er comple�ng Summa�ve assessments click on EXIT and close the window.  
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Step 10:   
  
• To print your cer�ficate, click on the HOME buton. 
• From the Home page select your course. 
• Select Cer�ficate. 
• Select View Cer�ficate. 
• Finally, click on Save Cer�ficate. 
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Step 11:  
  

• Please send your Cer�ficate to CandiceC@wacoafrica.co.za a�er comple�on.  
• Once this step has been completed, Waco Training Academy's Pumatrack Invoices will be dispatched. 
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The coupon code must be used within the specified �meframe before it expires. 

6.3  Records  

All records generated following these Procedures will be managed and archived, in line with the Group's Quality 
Procedure for Document Control and Record Keeping. 


	1. Purpose
	2. Scope

