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Voucher Management Application – User Guide 

Purpose of This Document 

This guide is intended to help company members understand and effectively use the 
Voucher Management Application available via the MyTAPA platform. It provides step-
by-step instructions on voucher assignment, course registration, and order tracking. 

 
Role Key Rights 

First 
Representative 

Main contact of the organization. Manages company details, 
adds/removes representatives and Employees, allocates voucher, 
approve or escalate voucher requests, raise training order, Access 
to TIS tool. 

Representative View representatives and Employees, request for voucher to First 
representative, raise training order, Access to TIS tool 

Employee (CRM) View representatives and Employees, request for voucher to First 
representative, raise training order. 

 

1. Accessing the Voucher Management Application 

• Log in to your MyTAPA account. 

• From the dashboard, click on Trainings. 

• You will be redirected to the Voucher Management Application. 
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2. Understanding the Voucher Dashboard 

The dashboard displays the total number of vouchers available for your company. The 
dashboard view of First Representative provides visibility and control over both free and 
paid vouchers (if applicable). For example, the below screenshot displays 

• Total vouchers: 13 

• Free vouchers: 3 (with an expiry date of 31 December 2026) 

• Paid vouchers: 10 (no expiry date and automatically carried forward to the next 
year) 

This overview helps First Representatives monitor voucher availability and usage at a 
glance. 
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3. Assigning Vouchers to Representatives or Employees 

To assign a voucher: 

• Navigate to Representatives / Employees from the left-hand panel. 

• Select the relevant representative or employee. 

• Click Connect. 

• A dialog box will appear. Fill in the required details and click Assign. 

Once assigned: 

• The voucher status will show as Connected. 

• You may click View Voucher to see detailed voucher information. 

Note: If required, two vouchers can be connected to a single representative or 
employee. This is useful when a Representative/Employee has already used one 
voucher for an FSR training but did not pass the course. In such cases, a second 
voucher can be connected to enable the learner to retake the FSR course. 
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4. Registering for Training Courses 

The application also enables course registration and order tracking. 

1. Click on Courses from the left-hand panel. 

2. All available courses (FSR / TSR / PSR / CSS) will be displayed on the right-hand 
side. 

3. Click Register for the desired course. 

Registration Options 

During registration, you will be prompted to choose one of the following options: 

• Use an available voucher 

• Purchase a voucher package (4 trainings: FSR, TSR, PSR, CSS) for EUR 489 

• Purchase a single training for EUR 289 
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Select the appropriate option. The payable amount will be displayed automatically. 

4. Accept the Terms and Conditions. 

5. Click Complete Registration. 
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5. Orders, Invoices, and Confirmations 

Upon successful registration: 

• The invoice and training confirmation will be generated automatically. 

• A copy will be sent to info@tapaemea.org. 

• All orders are stored and can be reviewed under the My Orders section. 

This ensures full transparency and easy tracking of training registrations. 

 

An interesting option in the Dashboard of Representatives and Employees is that they 
can request for a voucher to the First Representative  

6. Voucher Request Feature 

An additional feature available on the Representatives and Employees Dashboard is 
that they can submit voucher request directly to the First Representative.  

This streamlines internal communication and simplifies voucher allocation requests. 
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These requests are displayed on the First Representative’s dashboard, allowing 
vouchers to be reviewed and assigned accordingly. 

 

 

Support 

If you experience any issues or require further assistance while using the Voucher 
Management Application, please contact Trainings@tapaemea.org 

 


