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completed.

Congratulations on your Training Manager account. You can now simply manage your sta� 
training online

To watch a tutorial video on how to use your Training Manager Account at 
http://www.refss.com.au/training-manager.html 
 

If this is a new account your username 
and password details should have 
been provided to you by our admin 
department. If you need to get in touch 
with us please call 1300 309053. 

Login to your account via the REFSS 
website – www.refss.com.au.

Select ‘Login’ from the top navigation 
click Plans/Training and login with your 
username and password.  

Once logged in you will see the following screen;

When you purchase training you will be allocated “enrolment codes”. These enrolment codes are
used to enroll students into the training. 

To allocate spare enrolment codes to new 

1. From the view shown below click on 
‘Run Report’ to bring up your list of 
spare enrolment codes.

2. Click on one of the spare enrolment 
codes



Retailers E lectronic Food &  Sa fety Systems
5. Using your Training Manager with REFSS

2

The following dialogue box will appear with the name of the training course that you are allocating
at the top with two options;

For new students either,

Method 1:
1. Invite the participant by email:  
 
Enter the Participants full name 
and email address and click
“Send Email” .

This method will send the 
following email to the student 
requesting them to either create 
a new account or login to an 
existing account and commence 
the training.

Example email that will be sent to the student – Note your details and student name will be included in the [square brackets];

Dear [invite name]
Re Invitation to participate in online training.

name] to participate in [course name] online training.

Please click the link below and then choose to either;
• Register a new account;
• or if you have an existing account, enter your username and password to login
 
Once completed you will be able to commence your online training and come and go
as often as you like.

Please click the link below to get started:
MET-RTFS-120402-100215
 
NOTE: If this email is in your spam or junk folder please move it into your inbox before clicking on the link.

Thank you

[training manager.phone number]
[Training manager.primaryid.Street]
[Training manager primaryid.city]
[Training manager primaryid.region] [Training manager primaryid.postcode]
[Training manager primaryid.country]
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Once the email has been sent you 
will see a conformation notice with 
further technical support for
any troubleshooting.

Or – Method 2:
Register a new account on behalf  
of the participant –

Using this method you can create 
a new user account or allocate the 
training to an existing account
on behalf of the student. You will 
need to know the students full 
name, date of birth and residential
address. 
 
Click “Register Account” and follow 

personal details of the new user, 
create a username and password 
and then hit “Next” and then the “Create Account” button and then apply the “Apply Code” to the new 
user you have just created.

 

NOTE:  Training managers that want to allocate training to themselves should email themselves and then choose “begin 
registration” and set up a new personal account ie: do not try to login with the training manager account details because  
you can’t allocate course codes to a Training Manager account. 

Once students have been set up with an account or are linked to your training then you will be able
to add more training to their accounts and invite them with Method 1 via email to login to their existing 
account to complete the newly assigned training course.
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You can check the status of all the allocated training courses by running the ‘Student progress’
report.

Click “Run Report” as shown below

This will show you the student details, the course progress, either ‘Not Started’, ‘In Progress’ or
‘  
See the image below.

You also have access to several downloadable reports.
Click on the ‘Reports’ tab on the left side of the page then click the small ‘+” next to the yellow
folder to access these.

 

hesitate to give us a call and we’d be more than happy to assist you.
Phone: 1300 309 053
Email: support@iglink.com.au


