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How to purchase stock for Training Providers

1 Navigate to Buy stock on the top bar or select the Buy and manage stock box on
the dashboard.
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2 Training providers can take a tour around the buy and manage stock screen.

3 Scroll down the screen and there will be a Buy stock button under the inventory
section.
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4 If training providers are running low on stock, there will be a message at the top
and a link to where they can Buy stock easily.

5 Enter the number of documents required to order. The inventory is sectioned our
into digital and hardcopy certificates and workbooks
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6 Once ready to order, enter in the purchase order number.

7 Training providers can select whether they wish to send to their current address
which will be listed at the side or if they want to send to a new address.
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8 If they wish to send to a new address, this will open a new section where they can
search for their address in the search bar or manually enter in below.

9 Once training providers are ready for ordering, select Calculate total.
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10 This will bring up an order summary page.

11 Training providers can edit or cancel their order on this page.
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12 If training providers have a credit account, the Pay later option will appear for
them.

13 Once selected Pay later, this will go through immediately and an order summary
will be sent to their main administrator's email.
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14 Otherwise, select Pay now.

15 This will bring a Worldpay screen where they can select the payment method and
follow the instructions.


