
How To…

order a Module or a Curricula?



Go to the
Shopping Cart

After you have added a 
Module or a Curricula to the
Shopping Cart, you can select
„To shopping cart“ or go
directly to the Shopping cart
by using the Link in the menu
bar.



The Shopping Cart gives you
an overview of the selected
Modules and/or Curricula.

The Shopping 
Cart

Start the booking process.

Close the
Shopping Cart.

Add more of one item to the
Shopping Cart and update 
the amount.

Delete an item from the
Shopping Cart.

The information points out that
you conclude a distance learning
contract according to the
regulations of the German
Distance Learning Protection Act.



Ordering Process Step 1 – Invoice Data
Depending on your customer type:
I. Returning customer
II. New customer (Company)
III. New customer (Private)

you will be asked to provide your invoice
data.



Ordering Process Step 2 – Confirm Data

You can change your data if necessary
and you will be asked to confirm them.

Cancel the booking process.



Ordering Process Step 3 – Select the Subscribers

Select „I participate myself“ 
and the tool automatically
adds the information of the
person ordering.

Cancel the booking
process.

Here you can select the
subscriber(s) of the
training. This can either
be the one ordering
and/or others. With
each subscriber added, 
the tool automatically
adds 1 item of the
selected Module or
Curricula to the
Shopping Cart.

Select „Add Subscriber“ and the tool asks you
to add the name and E-Mail adress of the
subscribers. With that information the link to
the tool will be sent to the subscribers.

Choose „Next“ to
continue.



Choose „Order with costs“ if
you want to purchase.

Ordering Process Step 4 – Confirm Order

Cancel the booking process.

Prior to the final order, you will see the selection in 
the overview and will be asked to:
I. Confirm, that your data is correct
II. Accept the data protection declaration
III. Accept the general terms and conditions
IV. Confirm the waiver of the right of withdrawal

(Privat Customer only)

If you need additional information on your invoice, 
you can enter your internal cost center and/or
internal order number here.

Enter any additional information
and/or a promotion code here.

Find the Data Protection- and 
the Participation Declaration
here.
You can find them also at any
time on our Help & FAQ page in 
the footer of our page.



Ordering Process Step 5 – Result and Confirmation

After having ordered you will get an 
overview of what you have purchased.

Parallel the system will send:
I. An order confirmation via Email to

the requester
II. An email with the access data to

the subscriber(s)

You can directly start to consume the
training after receiving the access data.

The invoice will be sent to you via Email 
by the JARO Institute within the
following days.



Confirmation E-Mail

After the order was confirmed, the
orderer receives a confirmation E-
Mail. 

With this E-Mail the orderer will also 
receive
1. a copy of the order confirmation
2. the participation conditions
3. in case of a private person

ordering, a filled out withdrawel
form (You can find the
withdrawel form at any time on 
our Help & FAQ page in the
footer of our page.)
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