
Registering for a Session 
 
 
In order to register for a session, you must have an account. If you do not have an account, click Click here to 
create a new account located on the main page of the registration website. If you need further directions in 
setting up your account, visit the Help & How-To page on the registration  website. 

 
 
 
Sign In 
You will need to login to access your account information, register for workshops, complete session evaluations 
and view your registration history. 

 
To log into the system, go to the registration website and the sign-in button. 

 
The Account Sign-in page will open: 
 

 
 
 
• Enter the e-mail address associated with your account in the E-mail Address: field 
• Enter the account password in the Password field 
• Click the Submit button to sign in to the system
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Locating Professional Development Sessions 
 
 
There are several different tools in the registration website that may be used to locate the Professional 
Development Sessions scheduled in the system. The registration home page advertises the upcoming sessions on 
the right hand side of the home screen. You may choose to Search for sessions or view the Calendar of Sessions 
in order to locate a workshop for which you would like to register. 

 
To search for sessions or to view the Calendar of Sessions, click on the appropriate link in main menu bar. 

 
For convenience, a Session ID can be entered directly into the Search by Session ID or Keyword search area 
to be directed to the registration page for that session. 
 

 
 
 
Search for Sessions 
Sessions can be located by using the Search feature to search by session title, session id, dates, audiences, 
subjects, or keywords. 

 
The Search will locate all sessions which include all or part of the search criteria selected. For example: If a 
search is performed using the word “Student” the results will include any workshop with “Student” in the title, 
description , audience, or keyword . 
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To search for Sessions: 
• Enter all or part of a session title, session id, audiences, subjects, or keywords in the search field 

 
• Use the checkboxes below the search field to narrow down your search results to sessions that are Face to 
Face, Online, Free or offered on the Weekend. Multiple check boxes may be selected 

 
• Click the Search button to run the search 

 
• Use the search navigation to move from page to page, or use Page Size drop down menu to increase the 
number of items displayed on the page 

 
• The column titles in the Search window may be used to sort the search results. Click on any column title to 
change the sort order of the search results. For example, clicking on the Title column will display the search 
items in alphabetical order by the Session Title. 
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Calendar of Sessions 
 
 
The Calendar of Sessions link displays the scheduled sessions in a calendar format. Participants can click on a 
title to view additional session information and register for the workshop. 

 
 

 
 

• Click on the More link to see additional workshops scheduled for the day. 
 

• Use the drop down boxes to select a different month or year and click Go. 
 

• Use the Previous button to go back to the previous month. Use the Next button to see the sessions 
offered in the upcoming months. 
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Registering for a Session 
 
 
Once you have located a session for which you would like to register, click the Register button. 

 
 
 

 
 
 
 
• The Shopping Cart will then be displayed. 
 

 
 

If this selection was added in error click the Remove button to delete it from the shopping cart 
 

• If you have a promotional code for the session, enter it in the field provided and click the 
Apply Code button. If the promotional code field is not displayed, there is no promotional 
code for the session. Please note that promotional codes are case-sensitive. 

 
• Click the Checkout button to continue to the payment screens 

 
Note: At this point, you will be asked to log into the system if you have not already done so.
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In order to complete the checkout process, you  must confirm or update and confirm that your account    
information is correct. 
 

On the verification screen, update the appropriate information then click to check the "I certify...." box. 
If the information is already correct, just click to check the "I certify..." box. 
 
Note: The Continue button will not appear until the "I certify..." box has been checked. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Checkout continues with the following screen: 
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• If there is a charge for this workshop you will be asked to provide payment information on the 
payment screen. 
 

• Click Complete Checkout to complete the registration 
 

• The following screen will display the registration confirmation: 

 

 
 
 

• Click on the Registration History link to go to the Registration History page 
 

• Click on the calendar icon to download the workshop information to your Outlook calendar 
 

• You will receive a confirmation email similar to the one below: 
 

 


