
Stallard Kane eLearning Platform Guide 

How to apply a voucher when purchasing additional courses 

 

 

1. Once logged into the platform you should see the following screen: 

 

 

2. Click the Access icon on the top left & select the Learning icon: 

 

 

 



3. You will see the following screen: 

 

At this stage you are logged in as a Learner & can follow either Option 1 (steps 4-10) or 
Option 2 (steps 11-16)  to find the relevant course.  

Option 1. 

4. On the right, select your initials & then ‘Switch to Admin’. 

 

5. Select ‘Content’ on the left hand side & then ‘All Content’. 

 



6. On the next page, ensure you are on the ‘Find’ tab & you can then search for 
courses either through the search bar or the relevant libraries.  

 

7. Click on ‘Common Tasks’ next to the relevant course. (Noise Awareness is being 
used for this example) 

 

8. Select ‘Add Users’ 

 



9. This will then give you an overview of the course & details on the cost.  

 

10. Select Next & go to step 17. 

 

 

 

Option 2. 

Continues from Step 3. 

11. On the right, select Finder: 

 

 

 



12. You can search for courses via the libraries or the search button. 

 

13. Search for the relevant course & then select Start. 

(Noise Awareness is being used for this example) 

 

14.  Select Register. 

 



15.  This will give you an overview of the course & information on cost.  

 

16.  Select Next 

 

Next steps for either process route 

17.  It will take you to the following screen where you can search & add the required 
users for the course. 

 

 

18. Once all users are added, select next.  

 



19. This will take you to the payment screen – select one of the following options: 

 - Pay Online using Stripe – online card payment option which will give instant 
access to the course 

 - Pay by Invoice – this needs to be released by SK, so please let us know if 
selecting this option & we will invoice & release the courses to your staff accordingly.  

 

 

20. Promotional Code - This is where you insert the voucher code SK have provided for 
you. Then click Verify & Apply.  

 



21. Select Confirm – this will take you through to the payment window (if selecting pay 
by card) where you can complete the purchase. It will then confirm the payment & that 
the users have been enrolled onto the course.  

 

 

Optional Additional Steps 

22. If you want to set a deadline for the course – go back into the course 

 

- Content 
o All Content 

▪ Find Tab 
• Search for the required course 

o Select Common Tasks 
▪ Users & Rules 

• Click on the Due Date 



 

23. This will open the following screen & you can select Due Date & then select a 
specific deadline date for the user. 

 

24. Save Changes 

 


