
How to register for the event (Step 1 to 14 )

How to view event information (Step 15 to end) 

Step 1

Login to saiba.academy (if not logged in, you will be required to register on payment).
Visit https://saiba.academy/india-21st-wcoa-2022-and-tour/
or use the search function and search the word “world”

a The drop-down menu allows you to filter per category

b Search per keyword/s

Step 2

Click on the relevant product name to open a product page

1
1
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a

b



Step 3

The event page will be displayed
Select REGISTER NOW to purchase the product
This step might be skipped if you have selected the Delegate or Partner Registration
buttons on https://saiba.academy/india-21st-wcoa-2022-and-tour/.
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Step 4

The product or products selected will be displayed in your cart.
Select PROCEED TO CHECKOUT.
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a Select the x to remove the product from your cart

b You can continue shopping and add other products to your cart before
purchasing the product/s. The item/s selected will be summarised in
your cart icon.        Select the cart icon to return to step 4 and proceed
to checkout.

c
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Step 5
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Insert Coupon Code if applicable and/or select Next.

Step 6

Complete the Billing information and select Next. 
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Step 7

Ensure the Order Information is correct and select Next.

Step 8

Read the terms and conditions and select the tickbox. Select Next.
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Step 9

Select Place Order to process the payment.
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Step 10

You will be redirected to the Payfast website.
Complete your credit/debit card information.

...

(Your email)

R XX.xx
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Step 11

Select the PAY button.

Regarding Payfast:
Payfast is one one of South Africa’s leading payment gateways 
and independent from SAIBA. Your bank information is not 
managed or obtained by SAIBA Academy’s platform.
Should your bank information change, please contact Payfast 
directly to change the details.
Tel: 021 300 4455 or Email: support@payfast.co.za
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a The CVV refers to the last 3 numbers at the back of your credit card.

a

R XX.xx



Step 12

You will be redirected to your financial institution’s application.
Approve the purchase from within your online banking application, withtout
closing the SAIBA Academy Payfast page. You can minimise the page,
but do not close the page.

(Your email)

...

a Your own financial institution’s logo will be displayed

a

b Minimize the page by selecting the - icon. This will not close the page

b

R XX.xx



...

(Your email)

Step 13

After you have approved the transaction from within your online banking app,
return to the SAIBA Academy Payfast page and wait during the loading process.



Step 14

You will receive a confirmation message on the Payfast page.
Select BACK TO SAIBA ACADEMY.

...

(Your email)
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Step 15

You will receive a confirmation from SAIBA Academy regarding your order.
 

...

Thank you. Your order has been received.
The product was loaded to your profile. Select MY DASHBOARD | MY COURSES 
and select the START bu�on next to the product name to view the content.

xxxxx dd-mm-yyy your email

xxxxx

xxxxx

xxxxx



Step 16

To view the content select My Dashboard and then My Courses
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Step 17

Select Start or Resume next to the content you would like to view.
 

...
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Step 18

Click on the Documents Library section.
 

...
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Step 19

Ensure your documents are saved to your electronic device and ready for upload.
Use the following naming conventions for the delegate when saving the document: 
        Surname, Initial - D1 Booking
        Surname, Initial - D2 Passport
        Surname, Initial - D3 Visa
        Surname, Initial - D4 Vaccine
        Surname, Initial - D5 Travel Insurance
Use the following naming conventions for the partner when saving the document: 
        Surname, Initial - P1 Booking
        Surname, Initial - P2 Passport
        Surname, Initial - P3 Visa
        Surname, Initial - P4 Vaccine
        Surname, Initial - P5 Travel Insurance

Select Browse, select the document from your device and select “Open” from your 
device’s explorer. The name will be displayed next to the Browse.
Select Upload. 
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Step 20

Ensure your documents are saved to your electronic device and ready for upload.
Use the following naming conventions for the delegate when saving the document: 
        Surname, Initial - D1 Booking
        Surname, Initial - D2 Passport
        Surname, Initial - D3 Visa
        Surname, Initial - D4 Vaccine
        Surname, Initial - D5 Travel Insurance
Use the following naming conventions for the partner when saving the document: 
        Surname, Initial - P1 Booking
        Surname, Initial - P2 Passport
        Surname, Initial - P3 Visa
        Surname, Initial - P4 Vaccine
        Surname, Initial - P5 Travel Insurance

Select Browse and

 

Ensure your documents are saved to your electronic device and ready for upload.
Use the following naming conventions for the delegate when saving the document: 
        Surname, Initial - D1 Booking
        Surname, Initial - D2 Passport
        Surname, Initial - D3 Visa
        Surname, Initial - D4 Vaccine
        Surname, Initial - D5 Travel Insurance
Use the following naming conventions for the partner when saving the document: 
        Surname, Initial - P1 Booking
        Surname, Initial - P2 Passport
        Surname, Initial - P3 Visa
        Surname, Initial - P4 Vaccine
        Surname, Initial - P5 Travel Insurance

Select Browse and

 

The message “Assignment successfully uploaded” will be displayed, when the 
document was successfully uploaded.
You will be allowed to load 5 separate documents.

The message “You have an assignment awaiting approval” will be displayed until all
required documents were loaded.

You can exit and return at a later stage to upload outstanding documentation.
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