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REGISTER OTHERS 
 

1. Make sure you are logged on with your Region 10 Account. 

2. From the Calendar of Events Daily Listing, click on the TITLE of the class. 
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3.  Click on the REGISTER OTHERS link on the top right of the screen. 
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4.  If the workshop has more than one Section, click on the SECTION you wish to use for registering. 
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5.  Click on the LOOKUP TEXT FIELD box. 
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6. Type in the LAST NAME of the REGISTRANT in the LOOKUP TEXT FIELD. 

7. Click on the LOOKUP button. 
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8. Click on the SELECT to the LEFT of the REGISTRANT that you want to register for the workshop. 

9. Several of the fields will be filled in with information.   

            (IMPORTANT – USERNAME is the Region 10 Account the registration will display in TRANSCRIPT 

             And/or ENROLLMENTS.  If USERNAME is BLANK then the REGISTRANT can NOT access the 

             COURSE EVALUATION or CERTIFICATE.) 

 

      10.  Click on the DROPDOWN to select a ROLE from the list. 
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11.  Scroll through the list and click on the JOB TITLE that most resembles the REGISTRANT. 
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12. Click on any other FIELDS and fill in with the REGISTRANT’S information. 

13. Make sure all REQUIRED fields, the ones with the RED DOT to the left of the field, are completed. 

14. Click on the ADD PERSON TO LIST button. 

       (NOTE:  If you have more than one REGISTRANT to register, continue from STEP 5, otherwise go  

         To STEP 15.)  You can register one or a group of REGISTRANTS all at once. 
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15.  Scroll to the bottom of the screen. 
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16.  Click on the NEXT button. 
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17. Print the screen to keep a record of who you registered, in case a REGISTRANT has a question later. 

18. Click on the SUBMIT REGISTRATION REQUEST button to register the REGISTRANTS listed. 
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       19.  The REGISTRATION REQUEST CONFIRMATION NUMBER will be displayed. 

       NOTE:  REGISTER OTHERS adds 4 characters to the end of the confirmation code to make a 

                    unique number for each REGISTRANT. 

                    The First Registrant will be:       REG-EVES-xxxxxx-001 

                    The Second Registrant will be:  REG-EVES-xxxxxx-002 

                    The Third Registrant will be:      REG-EVES-xxxxxx-003 

                     (xxxxxx – is the last six characters displayed on the screen above for you.) 

20.  Print the screen and attach this printout to the first printout. 

21.  The system will process the registrations and send a CONFIRMATION EMAIL on the FINAL STATUS 

       Of the REQUESTED REGISTRATIONS. 

 


