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01. HOW TO APPLY for a Course 

The following user manual is a step-by-step guide that shows you how to apply for customised 

training. 

1. Open the email that you have received with the link to register for the training and click on the link.  

This will take you directly to Section 06 of the IPS Prospectus Website, as shown in 'Figure 1' below.  

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Select the applicable Course (‘Figure 2’ below shows an example of a Course) that you need to 

apply for by clicking on the 'Interested to Apply' radio button (as shown with a blue arrow). Once 

you click on ‘Interested to Apply’, the course will go into the Cart  (as shown with a red circle & 

arrow). Refer to the ‘Cart icon’ which is found at the top of the page. 
 

 

 

 

 

 

 

 

 

 

 

 

Figure 1 Section 06 

Figure 2 Interested to Apply radio button and cart icon - Section 06 
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3. Click on the ‘Cart icon’. This will display the Course that you have selected (when you pressed the 

'Interested to Apply' button). Press the ‘Proceed to Checkout’ (orange arrow) to continue as shown 

in ‘Figure 3’ below.  

 

 

 

 

 

 

 

 

 

 

 

4. Once the 'Proceed to Checkout' button is pressed, the ‘Sign in’ page will show up, as shown in the 

screenshot (Figure 4) below. The appropriate authentication account must be chosen (eid.gov.mt, 

iLearn AZ AD or CORP ADFS) and then you can proceed to sign in. Keep in mind that if you are 

connected directly to a network cable at work (if you have a CORP connection), the system may 

automatically prompt you to the next screen (Figure 5). 

 

Figure 3 Cart 

Figure 4 Authentication screen 
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5. The next step is to enter your ‘Personal Details’. All details must be filled in and must reflect the 

current details of the person applying. Once completed, click the 'Next' button to continue. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 5 Application - personal details 
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6. Employees who do not fall within the Senior Management Category and require the approval of 

their Direct Manager, as seen in ‘Figure 5’ above, need to include the Direct Manager's email twice. 

It is critical to type the details of the email address correctly in both fields. Once completed, click 

the 'Next' button to continue. 
 

Employees who fall within the Senior Management Category do not need to include the Direct 

Manager's email address for approval/rejection. When filling out all their personal information, 

such fields will not even be visible, as per screenshot in ‘Figure 6’.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 6 Application - Senior Management (job category) 
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7. Select the available date or the preferred date (in case of more than one option) for the Course 

chosen (see example in Figure 7 below). Select the dates by pressing on the checkbox (grey box). 

The ‘Submit’ button will remain greyed out if no dates are selected for the chosen course/s. 

  

8. As a final step ensure that the date for the chosen course is selected as shown in the screenshot 

below (Figure 8). Once the date has been chosen, click the ‘Submit’ button (as shown with a red 

circle) to submit the application. 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 7 Select the Date/s 

Figure 8 Submit the Application 
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9. After pressing the ‘Submit’ button, a Processing Booking message page will appear, as seen in the 

screenshot below (Figure 9). 

 

 

 

 

 

 

 

 

 

Figure 9 Processing Booking page 

10. Once your application has been submitted, a Thank You message page will appear, confirming that 

your application is being processed. 

 

Figure 10 Acknowledgement page 

11. Each applicant will then receive an email entitled Receipt for IPS Prospectus Bookings, as shown in 

Figure 11 below. This email is sent to the email address entered by the applicant during the 

application stage and provides details on the course applied for. 
 

 

 

 

 

 

 

Figure 11 Receipt for IPS Prospectus Bookings 
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12. As explained earlier on, in step 6, those employees who do not fall within the Senior Management 

Category require the approval of their Direct Manager and need to include the Direct Manager's 

email when filling in the application. The Direct Manager receives an email to APPROVE/REJECT the 

application (by clicking on the link in the email) as shown in the screenshot below (Figure 12). 

 

13. The Direct Manager is asked to approve/reject the application within three working days by clicking 

on the link in the email. A reason for approval/rejection is required by the Manager before the 

application can be submitted to IPS as per screenshot (Figure 13) below. 

Figure 12 Email received by direct manager 

Figure 13 Screenshot of page where application can be approved/rejected with a reason 
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14. When the Direct Manager approves the application, the applicant receives an email as per 

screenshot Figure 14 below. 

 

 

 

 

 

 

 

 

 

15. Applications which are not approved by the Direct Manager within three working days are 

automatically approved. 

 

16. Once the application is received by IPS, it is vetted, and applicants then receive more information 

closer to the date of the training.    

 

Figure 14 Email sent to applicant when application is approved by Direct Manager 




