
How Do I Register for a Schultz Institute 
course? 

This lesson will show you how to use our registration software. 

1) Make sure you are on our registration site at: 
https://schultzcenter.gosignmeup.com/public/course/
browse 
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2) The first thing you will want to do is create an account or 
log in using your Username and Password if you already 
have one. 
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3) To create an account, please fill in all required 
information.  Read the Registration Policy and  Click on 
"Agree and Create account" to proceed. 
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4) After creating a new account, you will be taken to your 
User Dashboard. From here you can select "Browse 
Courses" to select your course(s). 
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5) On the home page, you can search for courses in 
different ways. 

1) You can search for specific courses using the search bar by name or course number. 

2) You can search for courses by searching through the categories/locations on the left hand 
side. Click on the + to expand the list. 

3) You can search for courses in a date range "from"  "until" by typing in the date xx/xx/xxxx or 
clicking on the date on the calendar box. 
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6) Once you find the course you are looking for, you can 
add it to your cart by clicking on "Add to cart" or see more 
information by clicking on the Course Name. "Wait Space" 
you will see when the course is full but you will be added to 
the course should someone cancel. 
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7) Clicking on the Course Name provides the course 
information page with more information about the course. 

1) The top area shows social media links where you can share this course with others. 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 person for this course. 

4) Shows the total credit hours and points for the course. 

5) Shows the Location for the course including if it is on-line. 

6) Dates and Times area shows additional information including when the course Starts, the 
Sessions of the course and when Registrations closes. 

7) Facilitator shows who will be instructing the course, including a picture and a bio if they have 
one. 

8) Shows additional dates that this course will be offered. 

9) Register for the course by clicking "Checkout" or "x" (upper right hand corner) to exit back to 
the Courses page. 

10) Availability shows the number of open seats and wait spaces currently available. 

11) Pricing shows the pricing options for this course. 

Click on the "x" in the upper right hand corner to exit back to the course page when you are 
done. 

 

GoSignMeUp Help Guide

Page 7How Do I Register for a Schultz Institute course?



8) You can continue adding courses to your cart, or click on 
the cart to see what is in there. You can also click 
"Checkout" to go directly to the Checkout page. 
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9) 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 on the "x" or "Empty Cart". To continue click on 
"Checkout". 
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10) After Clicking Checkout, you will be taken to the 
Checkout section. You can review your items. Make sure it 
is all correct and click on "Proceed to Payment" if payment 
is involved to enroll in the course(s) or "Add more Courses" 
to continue to add more. 

GoSignMeUp Help Guide

Page 10How Do I Register for a Schultz Institute course?



11) You will either go to a payment processing screen for 
payment, or if no payment is required, you will go directly 
to the order receipt page confirming you are registered. 
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12) You are now registered and can print this order receipt 
for your records. You will also receive a confirmation email 
that you have registered. 
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