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How to Purchase One or More Vouchers with a Credit Card  

Facilities can purchase vouchers for their employees through Learning Builder.   

1. Log in to Learning Builder and click  on the top right corner. 

2. Click on “Vouchers” in the middle blue bar. 

 

3. Click the blue “Purchase Vouchers” button on the right-hand side. 

4. Enter the quantity of vouchers to purchase and click “Checkout” to navigate to 
the payment page. 

5. Enter the credit card information and click Continue. A receipt will be available 
when the payment is complete. 

Disclaimer: ONCB does not accept Check Payments as a form of payment, Credit Card or 
ACH/Wire Payments are accepted as a form of payment. 

How to Review and Manage Purchased Vouchers  

Facilities can manage their purchased vouchers from their Learning Builder account.  
From the Vouchers section, Facilities can: 

• Add notes to indicate if a Voucher code has been given to an employee 

• Review the usage status of a Voucher 

• Re-issue a Voucher code 

1. Log in to Learning Builder and click  on the top right corner. 

2. Click on “Vouchers” in the middle blue bar. 
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3. A list of purchased Vouchers by Product is displayed.  Expand the list by clicking 
the plus sign next to the Product name. 

 

4. This screen displays a summary at the top of the total number of Vouchers 
purchased, Used and Unused.   

 

5. Information about each Voucher is displayed including the purchase date, the 
expiration date and the value of the Voucher.   

6. Use the copy icon to copy the code to your clipboard and paste into another 
document (Word, Excel, email, etc). 

7. Use the Edit icon to add notes such as the name of the employee assigned to the 
code. 
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8. User the recycle icon to re-issue the Voucher code, for instance if the code was 
provided to someone by mistake or if the purchasing organization wants to give it 
to a different person instead.   

Please note that reissuing a voucher code marks the original code as inactive (so 
that it cannot be used by the original recipient) and generated a new voucher 
code that can be given to a new recipient.  

 

If you have any questions or issues accessing the Voucher tab, please reach out to 
oncb@oncb.org.  
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