
Creating an account 

1. Click on the “Create Account” at the top of the page

2. The software allows for creating individual, family or company accounts.

• If the registrant is a minor the parent/guardian should create a profile for
themselves first and add the minor as a member on their account. Complete the
parent/guardian field only on the minor member’s profile.

• If this is a company or group registration the contact person for the group
should be added first under a company profile and additional registrants added
as members on the account.  Company/Employer profiles require the name of
the company be entered for the group, enter name exactly as it would appear on
printed materials.  Complete this field under all member accounts to link
them to the company/employer. Not required for  family or personal accounts.



3. Complete the Billing, Mailing (if different from billing,) phone and email address fields. 
Companies/Employers should use the billing address of the company or employer.  

 

 

 



4. Lastly choose a Username and password at the bottom. 

 

5. Check the box to allow your data to be saved and hit “Submit” 
6. You will be automatically logged into the registration system. Now that you have an 

account, you can search for your course on the left and register for courses.   
 
If you are registering multiple people or a child  for a course or workshop you will 
now be able to add additional registrants as members to the main account. 
 

7. Click on  “My Account” (upper right) and select “Manage Members” from the drop 
down. 

 



 
8. Choose to “Add New Member” 

 
 

9. Repeat steps 2 and 3 for each member. Some fields will populate from the main 
account.  Update as necessary.   

• Minors require a Parent/Guardian name. 
• Be sure to add the Company/Employer fields as applicable.  
• Each member can have an individual Username and password created for 

them, but it is not required. 
 

10. Check the box to allow data to be saved and hit “Submit” 

 



Register for a Class 

1.Choose the course from the Categories or Course Search. 

2. Select the section by clicking on the Course Title.

3. Choose Register/Login (if you are not already logged in) from the bottom.

4. Login (if needed) and Click “Add to Cart” If you have multiple members in your account
you will need to select the correct person from the drop-down.



5. Once in your Cart, you have the option to continue shopping for additional classes or to 
check out. 

 


