Registration Procedures:

1.
Go to www.riu6.org.  Click on the link for “Workshops & Courses.”

2.
Click on the link for "Public Courses"
3.
On the next screen, you can either:

a.
Search for the workshop/course, using the box at the top OR

b.
Scroll down the page (activities are listed in order, by date), using the “Next page/Previous page” buttons at the bottom to navigate from screen to screen.

4. 
Once you find the workshop you are interested in, click the activity title (underlined).

5.
Read the “Course Details” page that comes up.  Click “Click to Enroll” to register for the activity.

6.
Select a log-in method, depending on whether you’ve registered for something through our system before:

a.
If you have used our registration system before, click “I’m a registered user.”  

1) On the next screen that comes up, fill in your email address and password.  If you have forgotten your password, click “I forgot my password,” and the system will immediately email your password to you.

2)
Your account info will come up next - please update, if needed.  Click “Update and Continue.”

3)
Choose method of payment.  Click “Next.”

4)
Read the next screen (“Riverview Unit Policies and Procedures”) and click “I agree.”

5)
You will see a “Registration Summary” for the activity – Click “Print Enrollment Form,” so you have a copy with date(s)/time(s)/ location(s) for your records.
b.
If you have NOT used our registration system before, click on “I’m a new user.”  

1)
On the next screen that comes up, fill in all of the fields.  When finished, click “Create Account.”

· Note:  An email address is required 1) for use as your “login ID” and 2) to notify you of course cancellations, changes, remind you of your password if you forget it, etc.  You may use either your district or home email.  

· Choose a password of at least 3 characters, preferably one you will remember.  (However, the system will email your password to you at your email address, if you forget it.)  

· Social security # and address information are required in order to track your registration/completion information and, where applicable, to report Act 48 information to PDE.  Phone number is required as a backup to contact you.

2)
Choose method of payment.  Click “Next.”

3)
Read the next screen (“Riverview Unit Policies and Procedures”) and click “I agree.”

4)
Next, you should see a “Registration Summary” for the activity - Click “Print Enrollment Form,” so you have a copy with date(s)/time(s)/ location(s) for your records.

Please follow your district’s Act 48 Professional Education Plan and pre-approval policy.  RIU#6 assumes no responsibility for pre-approval.

Note:  For activities funded through RIU#6 consortiums (such as Title III, PLF, and Safe and Drug Free Schools), preference is given to participants from districts in the consortium.  Non-consortium registrants will be placed on a waiting list.
