
 
 

  
 

   
    

   
  

  

Two Ways to View Training 

Calendar View 
• Click on training title to view 

details of training and to register 

List View 
• Click on “details” to view details 

of training and to register 





Complete the required 
sections of the registration 

Click on “add seat” to 
register other 
educators for this 
same class 

Once done, click “submit” 



If more than one educator 
is registered, select who is 
the primary 

To delete a registration, 
click the “x” next to their 
name 

Click “add another event” 
to register for additional 
classes 

When done, click on 
“register now” 



To remove a class, click 
the box and then click on 
“update basket” 

When done, click on 
“register now” 



After reading thread’s 
training policies, check 
the box indicating you 
read them 

When done, click on 
“submit” 



Once registration has 
been completed, the 
“Thank you for 
registering” message 
will appear along with a 
summary of the 
registration 

A confirmation 
email will also be 
sent 



  

 
 

    
 

   
   

  
  

   
   

   
 

Tips 

Please do not use the back button on your 
browser. To make revisions, use the features 
to remove an educator and/or class 
 
When registering another educator, please 
confirm the spelling of their name and email   
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