
Participant Registration for SCHOOLS 
 

� Go to our website http://scahec.net/schools 
� To view available programs: Click one of the participant buttons (Students, Professionals, or 

Community Members) on the right side of the screen 
 

 
 

� Navigate between Live Programs and Recorded Programs using the tabs at the top of the 
page 
 

 
 

 
� Find a program you wish to sign up for and click the Details link on the right. 
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� All locations that are signed up to host programs will be marked as “Open” in the middle 
column. 
 

 
 

� You can choose from them by clicking on the Register hyperlink. 
� If a site is listed as “Taking Requests” you can request it to join the program by clicking on the 

Request hyperlink on the right.  
� An email will be sent to the site requesting them to participate in the program. You will be 

notified when they become available or closed, and will then be prompted to go back in and 
register.  

� After clicking the Register link, you will be prompted to log in. 
 

 
 

o If you have an existing SCHOOLS account, enter your email address and password. If 
you do not remember your password, click the Resend Password to My Email link. 

o If you are new to SCHOOLS, click the Create Profile link. 
o Fill in the information and click Create Account at the bottom. 
o To complete registration: 

§ Select the type of credit you would like to receive for the program and the type of 
participant and click Continue. 
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§ Review the registration information and click Continue. 
 

 
 

§ You should see a “Your registration was successful.” message and receive a 
registration confirmation email. 

 
More Features of your SCHOOLS Account 

o You can log in to view current and past registrations at any time. Navigate between Live 
Program Registrations and Recorded Program Registrations using the tabs under My 
Registrations. 

 

 
 

§ To take an evaluation for a program you attended, click the evaluation link under 
the program information on your registrations. 
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§ To watch a video you have registered for, click My Registrations, then select 
“Recorded Program Registrations” and click on the embedded video to view or 
the evaluation link to complete the evaluation. 

 

 
 

§ After completing the evaluation, click on the Certificate link on any of your 
registrations to obtain the credit certificate. 
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