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�� From this screen, choose everyone you would like to register in the specific class you have chosen.

�� After you have selected your employees by clicking in the box next to each name, click on <Continue> at the 
bottom right of the screen.

�� The next page will show only the people you have chosen as the screen below shows (name and ID are 
blocked out in this example for privacy).

�� If you have chosen everyone you wish, click on <Register>, and you will see the following page confirming 
that the registration was successful.
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�� Click on <Return> in the upper right-hand corner.

�� This will take you back to the original screen where you can begin this same process for the next class. 
Remember: Always uncheck the <All Affiliations> box to ensure that your search is successful! 


