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Do you need to purchase a course but someone else is going to be taking the
course? If so, our group registration process will make this process easier!

Group registration allows you to create one account and handle all purchasing of classes. No
more logging into different accounts to purchase!

This means less time for you, and it ensures that the receipt for the class comes directly to you.
No need to worry about OCCRRA credit! You can type the OPIN numbers in the notes, or we
will contact you within a few days of the purchase to ensure that everyone receives the proper
credit.

Group registration also ensures that your staff members can access their classes immediately!
As soon as you enter their email address they will have access to their class. No more waiting!

Directions:

1.

Log into your account. If you don’t have an account, you can create one during the checkout
process.

Choose the course you want to purchase.

Choose the group registration option and the number of courses you want to purchase. Repeat
for any other courses you want to purchase...you can purchase them all at the same time.

Individual © cr@m™==® | Choose "Group" - even if you only have one person to sign
up
Choose the amount of people you want to take this class

ADB IO CART = Click Add to Cart

4. Complete the checkout process under YOUR account.

Once you have completed the purchase, now you can easily assign the correct staff members to the
courses you purchased. You'll just need their first and last name and their email address. See the
directions on the next page to complete the process!
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5. After your purchase is complete, visit the Manage Group Registration page on our website.

hod
’};u TL\Q Home Course Catalog View My Cart Group Registration My Account/My Courses Resources

S—r

Directions

'L o \ I I
Manage Group Registration

6. Enter the staff person’s name and email address. Be sure this information is accurate. The first
and last name will appear on the certificate, and the email address is how the staff person will
receive information about the course and log in to his/her account.
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What happens next?

If the person you registered already had an existing account with us, they will receive an email telling
them that you enrolled them in a course with a link to our site where they can log in and begin. If they
cannot remember their log in information, they can use the links on the account page to help them or
contact us. We can always assist in resetting passwords.

If the person you registered is a new user, the email will also include their username and password.

Not ready to enroll everyone right now? That’s ok...enroll the students you know know and come
back later. Your registrations will be waiting for you when you are ready!

If you make a mistake in the email address, need to remove someone, or need any other assistance,
just call us!
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