GoseMele)  GoSignMeUp Help Guide

How Do | Register for an Institute for
Training and Development Course?

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

1) Make sure you are on our registration site at:
https://itd.gosignmeup.com/Public/Course/Browse

b https://itd.gosignmeup.com/Public/Course/Browse ]
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2) The first thing to do is create an account or log in using
your Username and Password if you already have one.
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3) To create an account, please fill in all required
information. Read the Registration Policy and Click on
Agree and Create account to proceed.

serinformation

Registrant Information

First Mame™: Lori

L2t Name ester

Email Address™ lori@gesgnmeup.com

Confirm Email lori@gosigrineup.com

Address’ Sorsinese

Username: (¥our email address will be your usermame)

Passuord” [—

Corfirm Password”™:  [seeeeenes

Organizaton/Agency ™ | GoSgnMelip

Talbert Houss st Mo =

Supanisor Name " Tans Morrison

123¢
Mastar x
2564 =
Female ~
Invine: ~

Registration Policy
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the raining. You can
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Refund vesks before the date of raining.
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No Show: The fullinvaioe: ameunt becomes due on late eancellation (12ss than s
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the presenter s |ate, tne paricpants will be =ffarded the same amaunt of grace peried. For insia
e original 15 minute grace period to arive (so 25 minuiss afa; is

Severe Weather

8o not close during bad weather. 56 nefther does
ffect 15 minutes afer the start of the training or when

80 everything possibie to contue with the training.
fice - there are not 'snow days.’ Trainings will b2 held as scheduled. The Late A

However, there may be nthe
(7D staff wl do their best to reach all g
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How Do | Register for an Institute for Training and Development Course? Page 3



GoseMele)  GoSignMeUp Help Guide

4) After creating a new account, you will see your Student
Dashboard. Click on Browse Courses to see the courses to
choose from.

Home Wy Account Calendar Log out

INSTITUTE

FOR TRAINING AND DEVELOPMENT

& Empty

Welcome Lori tester Dashboard

Registrant Information Received Email
=t Name Los
Peoe of 0 > Mo datz to display
Last Name " : taster Date Subject
Email Addrass lori@gasignmeup.com
Username: (Your email address will be your username]
— S

Organization/Agency : GeSanMelp
Talbert House staff? s Mo

Supervisor Name :  Tanja Morrizon s

Professional License 1234 =y Print Show Grid
# Enrolled || Waiting | Past | Unofficial Transcript | Cancelled | 14
:;gwa; et e e l Start Dat= Action
ucation ¢
age 25-54
>
Biological Gander :  Female
ahmh,' . Select only from the list
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5) On the home page, you can search for courses in
different ways.

INSTITUTE &

FOR TRAINING AND DEVELOPMENT

Browse courses below. For step-| by step reg\stratlon instructions, CLICK HERE

_Search jsl EH empty
Browse Courses

Until
Sort by: Default « | Coursa number | Course name | Gourse start | Loeation | Course time | Gourse date
AT Staff Idea Exchange -

gency Reauired Renewal Diversity Committee

Div-04
Diversity Commities S

Welcome Lori tester =

SUICIDE

ASIST

s\af

upervisor Roundtable

1) You can search for specific courses using the search bar.

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

3) You can search for courses by date range.

4) You can click on the calendar to see the courses by day, week or month on the calendar.

5) You can view and select courses from the grid or tile view.
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6) Once you find the course you are looking for you can

click on "Add to Cart" and then are required to type in an
Access Code to add it to your cart. You can also view more

information about the course by clicking on the Course

Name.

] e . z
s o
A T 2o <

. = & 5 === o
Browse courses below. For step-by-step registration instructions, CLICK HERE

Search o = Empty
Welcome Lori tester Browse Courses

Staff Idea Exchange -
Diversity Committee

FMLA and Team ASIST (Applied Suicide
Management Intervention Skills)
prev-20

[0 status: 40 open seats left
Class size: 40 seats

fice, Talbert
l Add to cart I - Add to cart Add to cart
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7) You will be asked for an Access Code before adding the

course to your cart, then click on OK to add it or x or Cancel
to back out.

g g7a / ;
— i
A T 4a -

- _ s £ Y
Browse courses below. For step-by-step registration instructions, CLICK HERE

Search L = emety
Welcome Lori tester Browse Courses

From
o e
— Agency Only Training

Agency Required Renewsl

: OS5

ASIST

ASIST (Applied Suicide
Intervention Skills)

55 size: tatus:
lass s
- Add to cart - Add to cart Add to cart
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8) Here is the course information page with more
information about the course here

B Bl S romes - 0Nt sofies Erchange- Divrsy Commivee o a
s

DIV-04 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 person for this course.

4) This area shows the Credits you may receive for taking this course.
5) This area shows the Physical Location or if it is an on-line course.

6) Dates and Times shows additional information including when the course Starts, the Sessions
of the course and when Registrations closes.

7) Facilitator is who will be instructing the course, including a bio if they have one.
8) Shows additional dates/times when this course is offered.

9) This area is where you can register for the course and add it to your cart by typing in the
Access Code, clicking Verify then Click Add to Cart.

10) This is the number of open seats or wait spaces available. You may have to check required
information here including pre-requisites or materials.
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8) You can continue adding courses to your cart, click on
the cart to see what is in there or click Checkout to go

directly to the Checkout page.

B 2 s 5
Browse courses below. For step-by-step registration instructions, CLICK HERE

Search 0o
Welcome Lori tester Browse Courses
— 5 (o & ) iE =i

Show All
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9) After clicking on your cart you can delete the items by
clicking the x or Empty Cart. To continue click on Checkout.

Welcome Lori tester

e

: : 3
Browse courses below. For step-by-step registration instructions,

Search
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0
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]
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10) When you continue you will be taken to the Checkout
section. Review your current order with all of your courses.
Make sure it is correct and click on Proceed to Next Step to
enroll in the course(s) or Add more Courses to continue to
add more.

Home My Account Calendar Log out

INSTITUTE

FOR TRAINING AND DEVELOPMENT

g‘\ ite
Welcome Lori tester
@O —9 | Admore Cowzes |
Review your current order
Datefs) ~ Time(s}
50.00
50.00
TTTTTT $0.00
EE——
2600 Victory Parkway | Cincinnab, OH 45206 513-751-7747
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11) If there is a payment for this course you will click on
Proceed to Payment and be taken to the payment screen to
input your information.

FOR TRAINING AND DEVELOPMENT
& 2iter
Welcome Lori tester
oO— 0
Revi it ordk
iate{s)
ales Tax: $0.00
ofal:  $100.00
mrzr—
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13) Input your payment information here and then select
Continue.

INSTITUTE

FOR TRAINING AND DEVELOPMENT

Welcome Lori tester

Payment Amount: $100.00

Payment methods
Credit/Debit Card

==
VISA
Credit Card Billing Information
First Name Last Mame
D|5C VER

Email Address

rd Hold

rd Hold 2

rd Hold
..... ard Hol

Yumulp s the button below to complete

"~
—
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14) You are now registered! You will be taken to the order
confirmation page where you can print it for your records.
You will also receive a confirmation email that you have
registered.

Home My Account Calendar Log out

INSTITUTE

FOR TRAINING AND DEVELOPMENT

Welcome Lori tester

L4 L4 v L4

Enroliment Details:

Order Receipt
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