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REGISTER FOR AN EVENT 
 

1.  Click on WORKSHOP REGISTRATION to go to the Calendar of Events system to find a training class. 
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2.  Click on the Box with a 16 on the TOP RIGHT of the screen to display the CALENDAR to move to the DATE of the 
Training Class. 
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3. Click on the RED arrows to move to the desired MONTH and YEAR. 

a. LEFT RED DOUBLE ARROWS - go back one YEAR per click. 

b. LEFT RED SINGLE ARROW – go back one MONTH per click. 

c. RIGHT RED DOUBLE ARROWS – advance one YEAR per click. 

d. RIGHT RED SINGLE ARROW – advance one MONTH per click. 
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4.  Click on the DAY in the MONTH of the Workshop. 

 



Register for an Event Tuesday, December 16, 2008

 

Page 5 of 14 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5.  The DATE you selected will be displayed. 

6.  Click on the GO button to display the list of Training Classes for the SELECTED DATE. 
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7.  Scroll down the list and then click on the TITLE of the class to register. 
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8.  Click on REGISTER FOR THIS EVENT at the TOP RIGHT of the screen to start class registration. 
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9.  Click on YES to continue past the security checkpoint. 
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10. The system will require you to LOGIN with your REGION 10 ACCOUNT, if you are not already logged on. 

11. Type in the EMAIL ADDRESS and the PASSWORD for your REGION 10 ACCOUNT. 

12. Click on the LOGIN button. 
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13.  Click on a SECTION if there is a choice available. 
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14.  Click on the ROLE DROPDOWN and select an appropriate one for you. 
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15. Complete all REQUIRED fields. 

16. Click on the CONTINUE button. 
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17.  Click on the SUBMIT REGISTRATION REQUEST button to process your registration. 
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18.  The REGISTRATION CONFIRMATION NUMBER will display for your registration.   

19.  An EMAIL will be sent to the EMAIL ADDRESS you entered in your registration, after the request is processed.   

20.  You can also check on the STATUS of your registration in ENROLLMENTS. 

 


