How Do | Register for a Placer County Office of Education Course

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

1) Make sure you are on our registration site at:
https://placercoe.gosignmeup.com

[.j -'.t',::5:.-"'p\acercoe.gosignmeup‘com-']

PCOE Placer County Office of Educatio
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2) Create an account. If you have one, skip to step 3

Welcome Visitor User Registration

Please enter information required.

Registration Information

. *
E-mail Address :

Confirm E—mail
Address :

Username: (Your email address will be your username)
H
Password :
H
Confirm Password :
3 *
First Name :
&
Last Mame :
*
Address :
ok
City :
*
State : R4
o *
Zip :
&
Home ar cell phane :

Work Phone:

Employment Information

District: ¥
School: v
Title: v

Registration Policy
CLASS SIZES ARE LIMITED

If you are unable to attend a session you are registered for please cancel your registration via your GoSignMeUp account so the seat can be offered to another person.

Do you agree to the terms and cenditions of cur Registration Policy 7*
1mmm1mnm-l

© 2013 Placer County Office of Education - 360 Nevada Street Auburn, CA 95603 - P 530 .889.8020 - F 530 586 284
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3A) Log in using your Username and Password if you do not have a
Canvass Account.

o

PCOE Placer County Office of Educ o

GAYLE GAREOLINO-MOICA - Coun h
GOLD IN EDUCATION : : B @ participant

() Facilitator

Use this login option to add your first courses, and use your Canvas login on all other logins.
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3B) Clicking on "PCOE Login" will take you to a page where you can
log in with your Canvas Credentials.

Sign in with your work or school account

kI“IE” or phone

Password

keeep me signed in

Can't access your account?
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4) On the home page, you can search for courses in different ways.

Em|

fe = Empty

Welcome Visitor o Browse Courses
o Mo

@) a8
EL . ==
Sort by: Default * | Course number | Course name | Course start | Location | Course time | Course date
+ General Education .
Mastering Excel

10114

This course will help you master Excel
spreadsheets.

Starts: 6/30/2016 1:00 PM
1E Session: 1

 Pricing: 50.10

4 Location: GSMU

Add fo cart

Tetal: 1 Page size: |12

W

2 2012 Placer County Office of Education - 360 Nevada Street Auburn, CA 99003 - P 230.86859.8020 - F 030 556.2841
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.

5) Once you find the course you are looking for, you can add it
straight to your cart by clicking on "Add to Cart". Or See more
information by clicking on the Course Name.

Empty
O =
Welcome Sample User Browse Courses
G 3 (1]
Show All L

gurse number | Course name | Course start | Location | Course time | Course date
Mastering Excel

This course will help you master Excel
spreadsheets.

- Default *
+ General Education .

Starts: 6/30/2016 1.00 PM
i= session: 1

 Pricing: 0.10

4 Location: GSMU

| Add to eart |

-~

Total: 1 Page size: |12

W

© 2015 Placer County Omice of Education - 360 Nevada Street Auburn, CA 95603 - P 230.885.8020 - F 930.886.2841
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6) Here is the courses information page. You can see more
information about the course here.

[ @ B S ®  tome > cuonine > InPerson > DIY Workflows for Captioning @

DIY Workflows for Captioning g o
This webinar will be hosted in the CU Online office. Lunch will be provided. During the webinar,Ken Petri, the Director of the Ohio State University Web Accessibility Center, wi\‘o you through the process

of DIY captioning. At OSU, Ken has developed standards and technigues for captioning that are an exemplary resource for other institutions looking to implement a similar workhwe===Ken will give you a
comprehensive overview of the DIY captioning process.

This webinar will cover:

Contact Dates and Times
U online Starts: ; g
e o arts: Thu, Jul 23, 2015 12:00 PM
- Sessions:
Thu. Jul23,2015  12:00 PM - 1:00 PM
Credits
ion closes: Thu. Jul 23, 2015 12:00 PM
CE Contact Hours : 1
Instructor(s)
~ Vendor Presentation

Locatie

3] Westminstet, Aoty Mountain Arsenal ek BE0YEE] Mop | Scici Instruct by presentat e
delflat b Ringore \ "/

Hlep

+

o Galde i o
&"J | - Watkins.
-~ Aurora ~
B0 g {
Ge T a7 .
eRemEs | &7 w Additional Offering(s) e
| L= O! {53} \ N
Morrison S{zns} Map data 82015 Google | Terms ofUse  Report a map error
Test Course
Downtowm, 1380 Lawrence St., Suite 1200 Starts: 6/30/2015 - B:00 AM

Denver, Co 80217
Canvas Basics

Starts: 7/22/2015 - 12:00 PM Status: Space availzble
Media

Getting Started with Online Test Proctorin

Starts: 8/4/2015 - 12:00 PM Status: Space available
Canvas Basics

Starts: 8/10/2015 - 9:00 AM Status: Space available
Getting Started with Qualtrics

Starts: 8/10/2015 - 2:00 PM Status: Space available

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, credits, location and any visual icon for the course if any.

4) Dates and Times shows additional information including when the course starts and the sessions
of the course or whether this is an online course.

5) Instructors shows the instructors that will be instructing the course, including a bio if they have
one.

6) Additional Offerings is where you can see other courses you may want to register for.

7) This area is where you can add the course to your cart by clicking "Enroll". You will also have to
mark required information here including pre-requisites or materials.
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7) You can continue adding courses to your cart, or click on the cart
to see what is in there.

5
Welcome Sample User

Browse Courses

O s

i 4

Sort by: Default “
+ General Education

| Course number | Course name | Course start | Location | Course time | Course date
Mastering Excel
10114

This course will help you master Excel
spreadsheets.

Starts: 6/30/2016 1:00 PM
15 Session: 1

 Pricing: 50.10

4 Location: GSMU

Tetal: 1 Page size: |12 ==

W

B 2015 Placer County Office of Education - 360 Nevada Street Auburm, CA 959603 - P 230.885.8020 - F 230.286.5841

8) After clicking on your cart you can see what is inside of it and the

total price. You can also delete the items by clicking the "x" or "Empty
Cart". To continue click on "Checkout".

'0 ®1 item
Welcome Sample User

Mastering Excel

4

I‘Jl

Sub-total: 30.10

Sort by: Default *
+ General Education

| Checkout
| Course number | Course name | Course start | Locatid
Mastering Excel
10114

This course will help you master Excel
spreadsheets.

Starts: 6/30/2016 1:00 PM

15 Session: 1

& Pricing: 50.10

4 Location: GSMU

Total 1 Page size: |12 =

w

2 2015 Placer County Ofice of Education - 360 Nevada Street Auburn, CA 55603 - P 230.8859.8020 - F 530.856.2841
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9) When you continue you will be taken to the Checkout section. In
the Review area you can review all the items. Make sure it is all
correct and click on "Proceed to Next Step" to enroll in the course.

@ 1item
Welcome Sample User
- -
Review your current order
Course Name Date(s) Time(s) Price
10114 $0.10
Mastering Excel - 2527 §/30/2016 1:00 PM - 3:00 PM -
Sub-total: 50.10
Discount: 0
Sales Tax: 50.00
Total: $0.10
Proceed to Payment

© 2015 Placer County Office of Education - 360 Nevada Street Auburn, CA 95603 - P 530,889 8020 - F 530.686 264

If there is no payment required, this will enroll you in the course.
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10) Select a Payment Type and press the '‘Place Order Now' button

Payment Amount: $0.10

For Credit Card Payment, Click "Place Order Now".

Payment methods

Select Payment Type r

You must press the button below to complete
registration.

© 2012 Placer County Office of Education - 360 Nevada Street Auburn, CA 95603 - P 530.869.8020 - F 930.586.284
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11) You are now registered! You will be taken to the order
confirmation page where you can print this for your records.

Welcome Sample User

Thank you for enrolling!

Enrollment Details:

Order Receipt

Registration number: CHNFOPSYCT363048
Username: trevor@gosignmeup.com
Participant Information: Payment Details:
Sample User Purchase Order 6546242425
9200 Irvine Center dr.
Irvine , CA | 92618
trever@gesignmeup.com
(555) 555-5555
Order Details
Membership Price
Course name Course# Dates Status Price
Mastering M5 Word 10115 8/30/2016 8:00 AM - 11:00 AM Enrolied 50.00
Mastering Excel 10114 §/30/2015 1:00 PM - 3:00 PM Enrolied S0.10
Selected Creditjz)
Grad Credit 1
CE Contact Hours 2
Total: 50.10
Discount: $0.00

Total Amount Paid:
l Print Receipt l

D DpPp 0 OUrse == Use D

@ 2013 Placer County Qffice of Education - 360 Nevada Street Auburn, CA 95603 - P 530 8898020 - F 530.886 584

You will also get a confirmation email sent to you.
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