Center for Teaching & Learning On-Line Registration Tip Sheet

1. Go to: www.columbusctl.com
2. Click on the Workshop Online Registration link at the top left of the home page.
You will be linked to the registration system for the

Center for Teaching and Learning and
IUPUC Executive Education

Course Catalog - Windows Internet Explorer

Center for Teaching and Learning
[ please select a category from the left ]
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‘ My Account ! Help
Using Help Course Catalog Instructions
Registration + Courses are broken down by area. Select the area you areMterested in from the upper-left

How to Register portion of the window.
Accountinfo Then from the upper-right, select the individual courg#you are interested in
Change Profile Info = The course information will appear in this area. Th€ meeting times and lecation are located

Change Password on the "Sessions & Registration™tab
Create a Sub-account » Toselecta particular section of a course, clpf the section number in the left-hand column.
Course Catalog + Toenrollina particular section of a courg4, click the "Enroll Now™ button after selecting the
Instructions appropriate section
View Demo
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3.ClickontheAi My Accodnt o tab

l = Course Catalog - Windows Internet Explorer
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[ please select a category from the left |

My Account Help

My Account

Here, students and instructors can manage their personal information, view classes they have taken or taught, and change their password

among other things.
Jump to Profile

Ifyou have forgetten your password: Jump to Password UtiMs

If you would like to manage your personal information)
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4.Click on thefdwemp to P


http://www.columbusctl.com/

ﬂ: User Account Services - Windows Internet Explorer

£ | http: v . cin.iupui. edufappsfacctfindex, asprsite=IUPUC hd

Please Log In |

Username or Email Address: l:l

Mew user who needs to create a profile?

Forgot youf username or password?

Log In Create Profile J Passwordj Catalogl Help

/

5. Log In if you have already set up a profile and proceed to step number 9.
If this is your first time registering into the system click on the
ANew user who needsantfiloutthedoami.e a profil e?0

D Tnkernet #100%

f.-: User Account Services - Windows Internet Explorer

£ | httpe . cin.iupul. edufappsjacctfindex. asp?s

Create New Profile

First Name ~ | ‘ Daytime Phone ~ d:l}l:l—l:l
LastMName " | ‘ Home Phone ™ d:l)l:l—l:l
Street.ﬂ\ddress'| ‘ Email Address | |
(line 2) | ||| username * [ |
City ™ | ‘ Password must be at least 8 characters and contain
State” l:l two digits which are either numbers or punctuation.
ate
. | ‘ Password " | |
Zip .
Verify Password | |
Mailing List \.would like to receive periodic
email announcements.

" Denctes required field

Submit Information

Log In Create Profile J Passwordj Catalog I He\pl
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6. Fill out this seSubmitimd oconapli @wmel e r & n dnapthir arécarid oft o
your username and password to use when registering for professional development in the future and to
access your participation history.




(_:http:”www.cln.iupui.edu.ﬂsite:lUPUC - User Account Services - Microsoft Internet Explorer provided by IUPUColumbus

Links @ | Customize Links

Windows Internet Explorer E|

1 ‘our profile has been created.
Y

7. This screen will appear next and clickont h e 660 @K tYauaevill then be promptedto6 Jump rod;i Pe 6

click on those words and the screen below will appear. l

{= Course Catalog - Windows Internet Explorer

Center for Teaching and Learning

[ please select a category from the left ]

8. This screen will appear andclickon fACent er f

=]
My Accounll Helpl

Using Help Course Catalog Instructions
Registration = Courses are broken down by area. Selectthe aredNou are interested in from the upper-left

How to Register portion of the window
Accountinfo = Then from the upper-right, select the individual course Wgu are interested in.

Change Profile Info e« The course information will appear in this area. The meeNQg times and location are located

Change Password on the "Sessions & Registration” tab.

Create a Sub-account e« To selecta particular section of a course, click the section nuMRper in the left-hand column
Course Catalog = Toenrollin a particular section of a course, click the "Enroll MowWbutton after selecting the

Instructions appropriate section.

View Demo
= Intex L lo0we
or Teaching and
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& http:fiwww.cln.iupui.edufsite=IUPLC - Course Catalog - Microsoft Internet Explorer, provided by [UPUColumbus

File Edit ‘iew Favorites Tools Help
Links g | Custorize Links
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Using Help Course Catalog Nstructions
Registration # Courses ard\broken down by area. Selectthe area you are interested in from the upper-left

How to Register . o ) _
Accountinfo # Then from the Npper-right, select the individual course you are interested in.

Change Profile Info . ation will appear in this area. The meeting times and location are located

Change Password on the "Sessions\& Registration™ tab.

Create a Sub-account # To select a particu\ar section of a course, click the section number in the left-hand column.
Course Catalog » Toenrollin a particNar section of a course, click the "Enroll Mow” button after selecting the

Instructions appropriate section.

View Demo

9. Courses are broken down by categdry. Choose which category you are interested in.

= http:fAwww.cln.iupui.eduf?si UPLIC - Course Catalog - Microsoft Internet Explorer provided by IUPUColumbus

Fie Edit WView Favorites Tools  Help
Lirks & | Customize Links

vy Tech Fall 200 ientation

SEARCH

Description ] Sections & Registration 1

My Account Help l

Getting to Know Blackboard
Learning Blackboard Course Management

10. Click the class you are interested in ta
tab on the left bottom corner.

ing.

The course description will appear in the Description



11. Click on t he Ot&eawrdtthisecreenwll apRearg Ckt c kt oondEnr ol |
*Please be sure that you are clicking on the appropriate class with the date and time you
prefer. There may be numerous sections at various times and dates.

12. Repeat processes 9-11 for each class thatyouwould! i ke t o t ake. Then proc
Checkout . o



