To purchase licences as an organisation, which are to be assigned to members of your staff:
Log in as an administrator and click on ‘My organisation’ as indicated below.
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From the next screen, shown below, click on ‘Purchase licences’.
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Next, add the:

· Quantity of licence credits you wish to purchase 
· Purchase order number – if applicable

Then click ‘Pay By Invoice’.
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On the next screen you will see you are reminded to call Laser to make the payment.
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Once you have completed all fields as indicated in Fig.3, if you wish to pay the invoice over the phone call the office on the number shown (01753 584112). We can then take the payment and mark the invoice as paid.
How to assign Short Courses to a member of your staff
Firstly, make sure you have licences as per the guidance above.
Next, click on assign courses in the bar on the left of the screen.
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Then select the member of staff you wish to assign a Short Course to.
Fig.6
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Once you have selected the member of staff, if they have previously had any Short Courses assigned to them on this site, these will be visible on the next screen 
Scroll down the list to choose select the appropriate course 

· Click on the appropriate course 

· Press assign
Fig.7
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The next screen you will see is shown below.  If you are happy with the selection, press OK

Fig.8
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The member of staff will then be able to access and complete that Short Course using their own log in details.
Click here
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