How Do | Register for a WV Technology
Learning Center Course

This lesson will show you how to use our registration software.

1) Make sure you are on our registration site at:
https://wvtlcregistration.gosignmeup.com/

@ https//wvtlcregistration.gosignmeup.com ]

Conference and Education Online Registration

Questions: Contact the Technology Learning Center at 304-558-6384

2) The first thing you will want to do is create an account. Log in
using your Username and Password if you already have one.

O

|Username
Password

Conference and Education Online Registration p——— I
@ Student

Questions: Contact the Technology Learning Center at 304-558-6384 ) mnstructor

() Supervisor

j Login
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3) To create an account, please fill in all required information.
Click on "Create Account" to proceed.

= Conference and Education Online Registration
i state of west virginia
& empry
Welcome Visitor User Registration
Please enter information regquired.
Identity Affiliation
Username*: Department*: Select only from the list ¥
pacsword T Agenq’*: ‘Se ect only from the list |V
Confirm Pas;word*: @ This field is required
Fadility (C il
First Name*: Oii;itth:r;riro;;*: ‘Se lect only from the list |v
Middle Initial: @ This field is required
Last Name*: Other-Enter

Organization:
Unique ID (A% or E¥):

*
E-Mail Address :

Conf\rm;rMall
Address :

Work Address:
City:

State:

Zip:

*
Work Phone :

You must agree to our Registration Policy to continue.

4) On the home page, you can search for courses in different
ways.

@ [scarch Jo, =5 Empty
A4
Welcome Sample User Browse Courses

From R Uintil A ol —
—=
Please call the Technology Learning Center at (304) 558-6384 if you have any questions.

New Users: Click on My Account (above) to set up a User Profile.

Color Legend

Multi-Day Course
Capitol Complex
[l DEP - Kanawha City

1) You can search for specific courses using the search bar.
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2) You can search for courses by searching through the categories/locations on the left hand
side.

5) Once you find the course you are looking for, you can add it
straight to your cart by clicking on "Add to cart". See more
information by clicking on the Course Name.

Welcome Sample User Browse Courses

From | Until & =
o=

Course name Start date Time Location Default sort a
- ____ :
20T = DITE N TR 10/10/2018  1:00 P\ Eastern Regional Jail and Corrections Facility
i Creaitv

Color Legend

A
el

Total 1 Page size:
IMulti-Day Course g 10

Capitol Complex
[l CEP - Kanawha City

lcon Legend
_g Instructor Led Class

6) Here is the courses information page. You can see more
information about the course here.

DSBS tomo o conemo @
COR-EEO ~
o Add to cart
« The training session would be mzndatory for everyone Pey Grade 13 (Lieutenant/equivalent) and above; and mandatory for anyone who supervises three (3) or more people, regardless of pay grade = We will accept employees that are included in
the above definition, first. Those that o not fall under this definition but wish to attend will receive second billng to the ciass and needs to indicate that they do not fall under the primary definition.
Availability o
(2) @
N Open Seats 140f 15
Wait List 0of 0
Credits Dates and Times
Credit Hours : 3 o Starts: 10/10/2018 1:00 PM (EST)
N\ Sessions: o
10/10/2018 1:00 PM - 4:00 PM (EST) N/

Registration closes: 10/10/2018
Location

Instructors

v Terri Arthur

@

Google

Bunker Hill

Eastern Regional Jail and Corrections Facility, 94 Grapevine Road
Martinsburg, WY 25405

» Stacy Nowicki

» WVCA Staff

1) The top area shows some social media links where you can share this course with others. It
also has the path you took to get here in case you want to go back. You can see the Course
Number and the name of the course.

2) This area shows a description of the course

3) This area shows the contact, credits, location and any visual icon for the course if any.

How Do | Register for a WV Technology Learning Center Course Page 3



4) Dates and Times shows additional information including when the course starts and the
sessions of the course or whether this is an online course.

5) Instructors shows the instructors that will be instructing the course, including a bio if they
have one.

6) This area is where you can add the course to your cart by clicking "Add to Cart". You will also
have to mark required information here including pre-requisites or materials.

7) You can continue adding courses to your cart, or click on the
cart to see what is in there.

x

Welcome Sample User Browse Courses
Course name Start date Time Location Default sort -
COR-EEO 10/10/2018  1:00 PM Eastern Regional Jail and Corrections Facility
il Credit ~

Color Legend =

Total: 1 Page size: |10
Multi-Day Course x>

8) After clicking on your cart you can see what is inside of it. You
can also delete the items by clicking the "X" or "Empty Cart". To
continue click on "Checkout".

7771 x @ 1 item

COR-EEO

Welcome Sample User

From | Unt 3

Show All

Empty cart

= Course name Start date Time Location

*+ DOC - Division of Comections COR-EEO 10/10/2018  1:00 PIM Eastern Regional Jail and Corrections Faciity

il Credit -

Color Legend ) =
Total 1 Page size: |10

Multi-Day Course >

Capitol Complex
DEF - Kanawha City

9) When you continue you will be taken to the Checkout
section. In the Review area you can review all the items. Make
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sure it is all correct and click on "Proceed to Next Step" to enroll

in the course.

Welcome Sample User

Review your current order

Course Name

COR-EEOQ - 7771

non member

Time(s) Status Price

Open Seats: 14 of 15 50.00
Wait List 0 of 0

100 PM - 4:00 PM

Sub-total: 50.00

Coupon Code [D] Coupon Code

Aoply coupon
Discount 50.00
Sales Tax 30.00
Total: $0.00

Proceed to Next Step
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10) You are now registered! You will be taken to the order
confirmation page where you can print this for your records.

Welcome Sample User

Thank you so much for registering. We look forward to sesing you in class. To cancel your enroliment: Pleass log in to your account on the www.onlineragistration wv.gov
website, and cancel through the registration system. This email address is not monitored for incoming mail

it is difficult to make the environment comfortable for everyone. Please dress accordingly.

Your agency will be billed for “ne shows™ at Microsoft Office instructor led technology classes.

Enroliment Details:

Order ReCEipt Date: 1022013

Registration number: COTSUNTJ9663888
Usermname: Sample. Student
Participant Information:
Sample User
lest@gosignmeup.com
Order Details
Course name Dales Status Price
COR-EEO 10/10/2018 1:00 PM - 4.00 PM Enrolled
Total: $0.00
Discount: $0.00
Total Amount Paid: $0.00

Print Receipt |

You will also get a confirmation email sent to you.
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