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PURCHASING MULTIPLE COURSES WITH GROUP PRICING 
de Souza Institute offers a special rate on the course list price for a purchase of three or more 
courses to individuals or organizations in Canada. All de Souza Institute courses are eligible! 

This pricing is applicable for the following cases: 

• An individual purchases three or more courses and pays for them in one cheque or 
credit card.  

• An organization, institution, or company purchases course(s) for three or more of their 
employees and pays for them in one cheque, credit card or electronic funds transfer 
(EFT). Only one (1) receipt will be issued to the purchaser. Receipts will not be 
issued to each employee in the organization. 

• A group of three or more individuals decide to purchase together. Only one individual in 
the group purchases the course(s) and pays for the total amount in one cheque or credit 
card. Only one (1) receipt will be issued to the purchaser. Receipts will not be 
issued to each individual in the group. 

 

ABOUT THIS DOCUMENT 
The following is a short tutorial on how to purchase courses in bulk so that you can take 
advantage of the group pricing offered by the de Souza Institute. 

CONTACT US 
If you encounter any difficulties while completing any of the steps in this tutorial please send an 
email to support@desouzainstitute.com.  

Please note: The group pricing is subject to de Souza Institute’s Cancellation, Incomplete or 
No Show Policy. Group purchases must be used within two years of the purchase date. 

 

For organizations or individuals interested in developing packages specific to their needs, 
please contact us at support@desouzainstitute.com to discuss options and group pricing. 

mailto:support@desouzainstitute.com
https://links.desouzainstitute.com/registrationpolicy
https://links.desouzainstitute.com/registrationpolicy
mailto:support@desouzainstitute.com
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SELECTING COURSES 
1) Visit the de Souza Institute Course Calendar at https://links.desouzainstitute.com/calendar to 

view available courses. You can only purchase courses that are open for registration. 

2) Select a course you would like to purchase. 

3) Review the information and click the “Purchase Access Code(s)” to add the course to your 
shopping cart.  

 
  

https://links.desouzainstitute.com/calendar
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a) A pop-up screen will shown when adding a course to the cart for the first time.  
Click “Yes, add to cart” on the pop-up screen.  

 

4) You will see a confirmation message when the course has been added to the shopping cart.  

 

5) If you would like to purchase other courses, repeat steps 2 to 3. 
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6) Click on My Cart or the cart link from the confirmation message, then you will be taken to the 
next screen. 

 

7) To buy a single course for multiple people, change # PARTICIPANTS, and click “Save” to 
update your cart. If you want to purchase other courses click Add more courses and repeat 
steps 2 to 3. When ready to purchase, click “Checkout.” 

 

 

 

 

 

 

 



 

5 

CHECKOUT 
CHECKOUT OPTIONS 

1) If you are not logged in to the de Souza Institute My Account system, you will be redirected to 
a page from where you can choose one of the checkout options and continue your purchase. 

  

You can choose to: 

a) Checkout as a guest (proceed to step 2) 

b) Create a new account (proceed to step 3) 

c) Login to existing account (proceed to step 4) 

2) Checkout as a guest 

You’ll be taken to the checkout page where you’ll enter your contact information as the 
purchaser. Proceed to step 5 for the next instructions. 
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3) Create a new account 

a) You’ll be redirected to the sign-up page. Enter your details and click “Create my account.” 
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b) You will be directed to a confirmation page. 

 

c) Check your email inbox and click the verification link. 

 

d) Once clicked, your account will be activated, and you'll receive a confirmation email. 

 

e) You will be automatically logged into your account and redirected to the checkout page 
with your information pre-filled. Proceed to step 5 for the next instructions. 
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4) Login to existing account:  

Go to your cart and click the checkout button. Your contact information will be pre-filled. 
Proceed to step 5 for the next instructions. 

5) Select a payment method. Your total and group pricing will be displayed on the next 
screen. 
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PAYMENT OPTIONS 
1) Choose your payment method 

 
a) Credit card payment 

 
The group pricing (20% off, rounded to the nearest dollar) has been applied:  

• CANB00ODM24 and AEFG03APR25 are charged at $553 $442 (prices as of 
February 2025)* 

 

 

If the payment is successful, the access codes will be displayed and emailed to the email 
address that had been entered. Distribute the access codes to the intended participants.  

 

*The prices listed in this guide are for reference purposes only and may be subject to 
change. Please check with the course calendar for the most up-to-date pricing. 
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If you're logged in and unable to complete your payment now or prefer to pay by credit card 
later, you can complete the payment directly from your account by following these steps: 

i) Login to https://my.desouzainstitute.com/  

ii) Under My Account, click on ‘Manage Access Code(s)’ 

iii) Click on the ‘Pay by credit card’ button 

 

iv) Or you can view the details of your order and pay from there 

 

 

 

 

 

 

 

https://my.desouzainstitute.com/
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b) Cheque or Electronic Funds Transfer  

We prefer payment by credit card or electronic funds transfer (EFT). If cheque payment is 
your only option, please confirm the purchase by clicking Submit. An invoice will be 
generated, displayed on-screen, and sent to the email address you provided. 

 

Once the cheque or EFT is received, de Souza Institute will mark the invoice as “paid.” An 
email with the access codes that were purchased will be sent. Distribute the access codes to 
the intended participants. 

If you're logged in and prefer to pay by credit card later, you can complete the payment 
directly from your account by following the steps on page 10. 
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USING THE ACCESS CODE TO ENROLL IN A COURSE 
1) Intended participant will need to login to My Account and enroll as usual in the course. At 

the payment options screen, click on “I have an access code” button.  
 

  

2) Enter the matching access code and click Submit.  

 

3) A confirmation will be displayed once you are enrolled. 
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