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How to Register for a Class

Registering for a class starts with identifying the class you want. Please refer to the job-aid titled, “How to Search for a Class.”
Once you have identified the class you want by searching for a class and have filtered your results, you can register for a class.

Using the screen below, the learner searched for the title of the class and filtered their results by choosing the ILT class box
option and identified a specific start date.
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RECOMMENDED ACTIVITIES

You haven't added any interests yet. Click £ to add interests.




Click on the “Select” button next to the class you want to take to start on the registration process. Clicking this button will

give you an expanded menu.

Click on “Register.”
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Note:

View Details - allows the learner to find out more about the class such as the date it is offered and the instructor.

View Details

Add To Playlist

Add to Playlist — allows the learner to keep a list of learning activities they would like to access on a regular basis. In Learning

Center, playlists may include classes, online training, documents, videos to name a few.
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After clicking on the “Register” option on the expanded menu, you will be directed to the page below.

Select the class by clicking on the radio button next to it.
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As soon as you click on the radio button, you will get immediate notification that “Registration Allowed.” This message simply
means that there are available seats in the class or the class is still available.

Click on the “Submit” button on the bottom left corner of your screen.
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After clicking on the “Submit” button, you will be directed to the screen below.

Next to the title of the class, you will see a highlighted message that says, “Registered.”
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@ Congratulations! You have completed the registration process. Please look at the details below for more information about your registration status and activity progress.
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B 10/29/2020 8:00 AM PDT - 12:00 PM PDT (View in my time zone)
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Click the “Done” button on the bottom right corner of the screen to finish the activity.

Click on the Learner Center icon if you want to go back to the home page.
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OPTIONAL ACTIVITIES AVAILABLE TO THE LEARNER

Before the learner clicks on the “Done” button, the learner can print a copy of the class details or add the course to their
playlist.

To print a paper copy or a PDF of the class details.
Click on the “Options” button, then the “Print” button on the expanded menu.

To add the class to your playlist
Click on the “Options” button then select “Add to Playlist.”
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Add To Playlist

Print
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Directions to cancel registration if the learner did not intend to register right after registering for the class.
Click on the “Options” button under the “Completion Status” bar.

Select “Cancel Registration” from the expanded menu.

a ii\ . S ® The STAGE

@ LT s Q 1 e
@ Congratulations! You have completed the registration process. Please look at the details below for more information about your registration status and activity progress.
ILT Course Completiog.s
Cf L&I SAFETY & HEALTH ORIENTATION oz < # /
© 4 Hour(s)

OPTIONS ~
Cancel registration
L&I Safety & Health Orientation DETAILS ACTIVITIES

Add To Playlist

1. L&l Safety & Health Orientation

Print

ILT Class
?\ L&l Safety & Health Qrientation m < w
B 10/29/2020 3:00 AM PDT - 12:00 PM PDT (View in my time zone)

LC Job Aid — How to Register for a Class Page 6



After clicking on “Cancel Registration,” you are directed to the next page titled, “Cancellation Confirmation.”
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CANCELLATION CONFIRMATION

Please review the list of activities below. Some activities may be included for cancellation automatically because of the registration option requirements.
You can choose 1o cancel your registration for only the marked activities or for all the activities on the page.

Note: if you have poid a fixed price for the group of octivities end do not cancel from il of them, you will still pay the fixed price.
if you concel from oif the activities, you will only pay the oppficable fees.

Total cancellation cost of the activities o
below:
Total value of refunds: 0

ILT Course L&l ADOT3
4" L& Safety & Health Orientation
Actual Price: 0.00 USD Cancellation Fee: 0.00 USD Refund: 0.00 USD
B Cancellation fee

“fou are also registered for the following related activities. The selected activities will be cancelled.
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Thursday, October 29, 2020 8:00-00 AM PDT - 12:00-00 PM PDT

ation

CONFIRM CANCELLATION
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To start the process of cancelling the registration,

Check the box next to “Select All” right above the course and class information. Performing this action will select both the
course and the class.

Click on the “Confirm Cancellation” button.
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After clicking on the “Confirm Cancellation” button, you are directed to the screen below.
Next to the title of the class, you will see a highlighted message that says, “Canceled.”
Click on the Learner Center icon if you want to go back to the home page.
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© You've successfully canceled your registration

ILT Course Completion Status
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Full Description

To familiarize employee with L&l internal safety policies. Have employee safety as a priority in the daily work practices.

Schedule and Pricing

Additional Information

Training Credits
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Learning Center stage environment home page.
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