
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
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2) Create an account. If you have one, skip to step 3
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3A) Log in using your Username and Password if you do not have a
Canvass Account.

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.
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4) On the home page, you can search for courses in different ways.

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.
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6) Here is the courses information page. You can see more
information about the course here.

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.

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".
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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.

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
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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.

You will also get a confirmation email sent to you.
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