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How Do I Register for a NW Boces Course

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

1) Make sure you are on our registration site at: http://nwboces.gosignmeup.com/ - 

This is the homepage.
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2) The first thing you will want to do is Login using your Username and Password. 

Accounts have been set up for anyone who attended any BOCES-hosted PD events 

since 2011. If this is your first time using the new registration system but you have 

been an educator in one of NW BOCES member or associate member districts; you 

most likely already have an account set up.

Try logging in with your username as your full school email (ex. jdalke@nwboces.org not just 

jdalke) and your password as password.

Click “Forgot your username or password?” if you get the error “Invalid username or password” or 

email jdalke@nwboces.org or sstuart@nwboces.org for support.

If you are new to a member district of NW BOCES, or are from a school outside NW BOCES, or are 

certain you have not attended any NW BOCES hosted PD since 2011- scroll to page 4 for 

directions on how to create an account.
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3) Please fill in (or check for accuracy) all information in the student, affiliation, and 

demographic boxes below by clicking on the pencils to edit. You will not be able to 

register for a course until at least the * information has been supplied. You can 

change your password if you would like. Please make sure to record your username 

and password for your records.

Once you have updated this information you are ready to: 1) register for a course (scroll to page 6 

for more instructions) or 2) review your past courses or 3) print a certificate or transcript (click on 

the frequently asked questions about credit, certificates, or your transcript on the home page).
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4) If you are a new teacher or administrator, or are from a school outside NW BOCES, 

or are certain you have not attended any NW BOCES-hosted PD since 2011, click on 

“Create Account.”
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5) To create an account, please fill in all information in the student, affiliation, and 

demographic boxes below. You will not be able to register for a course until at least 

the * information has been supplied.



How Do I Register for a NW Boces Course - 6

6) After you have updated your profile, you can register for classes or review your 

current and past enrollments.

1) Click on “Browse Courses” if you want to register for a class or look at what is being offered.

2) Look at the “Courses” box, and “Enrolled” tab to see what you’re currently signed up for

3) The “Courses” box, “Enrolled” tab is also where you’ll come if you need to cancel your 

attendance

4) Click on the “Past” tab in the “Courses” box to see what you’ve taken in the past (since 2011)

5) To see how to print your transcript or certificates, choose the “CLICK HERE” on the homepage 

next to the frequently asked questions about credit, certificates, or your transcript.
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7) Click on the name of a course to read all the details for the course, or click Add to 

Cart if you are ready to register.

This is in "Grid View"
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8) On the home page, you can search for courses in different ways. You can also 

change how the courses are displayed.

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

you know the date of the first class by course number. Course numbers are typically the date of the 

first class in a six digit format. (So if a class starts June 10, 2014 the course number is 061014.)

2) You can also search for courses by looking through the categories on the left hand side.

3) You can switch between a “Grid View” and “Tile View” to see more/less information.

4) You can also choose how many courses to show on the page and navigate to specific pages 

using the navigation tools at the bottom.

This is in "Tile View"



How Do I Register for a NW Boces Course - 9

9) Here is the courses information page. You can see more information about the 

course here.

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

also has the path you took to get here in case you want to go back. 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, credits, location and any visual icon for the course if any.

4) Dates and Times shows additional information including when the course starts and the 

sessions of the course or whether this is an online course.

5) Instructors shows the instructors that will be instructing the course, including a bio if they have 

one.

6) Additional Offerings will show courses that have the same name if any exist, in case this course 

is full you can find other courses at different times.

7) This area is where you can add the course to your cart by clicking "Add to Cart". You will also 

have to mark required information here including pre-requisites or materials.
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10) You can continue adding courses to your cart, or click on the cart to see what is 

in there.

11) After clicking on your cart you can see what is inside of it and the total price. 

Don’t worry, the system won’t make you pay personally, if your school district is 

covering your cost the system will give you the option to choose “invoice school 

district” later in the process. You can also delete the items by clicking the "x" or 

"Empty Cart". To continue click on "Go to Cart".
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12) When you continue you will be taken to the Checkout section. In the Review area 

you can review all the items. Make sure it is all correct and click on "Proceed to Next 

Step". If there is no payment needed, this will enroll you in the course.

Please answer any of the required questions/pre-requisite requests before you proceed.
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13) This is the payment page. Please choose the correct payment method. Once you 

make sure everything is correct, click on "Place Order Now" to register.
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14) You are now registered! You will be taken to the order confirmation page where 

you can print this for your records. Click "Back to User Home" to get back to your 

profile. Please contact Julie Dalke at jdalke@nwboces.org or Suzanne Stuart at 

sstuart@nwboces.org if you have any questions.

You will also get a confirmation email sent to you. The confirmation email will come from 

info@nwboces.org; please check your junk mail if not received and put info@nwboces.org on your 

safe list. This confirmation email will have a link to where you can register and pay for graduate 

credit if that has been set up for this class.


	How Do I Register for a NW Boces Course
	1) Make sure you are on our registration site at: http://nwboces.gosignmeup.com/ - This is the homepage.
	2) The first thing you will want to do is Login using your Username and Password. Accounts have been set up for anyone who attended any BOCES-hosted PD events since 2011. If this is your first time using the new registration system but you have been an educator in one of NW BOCES member or associate member districts; you most likely already have an account set up.
	3) Please fill in (or check for accuracy) all information in the student, affiliation, and demographic boxes below by clicking on the pencils to edit. You will not be able to register for a course until at least the * information has been supplied. You can change your password if you would like. Please make sure to record your username and password for your records.
	4) If you are a new teacher or administrator, or are from a school outside NW BOCES, or are certain you have not attended any NW BOCES-hosted PD since 2011, click on “Create Account.”
	5) To create an account, please fill in all information in the student, affiliation, and demographic boxes below. You will not be able to register for a course until at least the * information has been supplied.
	6) After you have updated your profile, you can register for classes or review your current and past enrollments.
	7) Click on the name of a course to read all the details for the course, or click Add to Cart if you are ready to register.
	8) On the home page, you can search for courses in different ways. You can also change how the courses are displayed.
	9) Here is the courses information page. You can see more information about the course here.
	10) You can continue adding courses to your cart, or click on the cart to see what is in there.
	11) After clicking on your cart you can see what is inside of it and the total price. Don’t worry, the system won’t make you pay personally, if your school district is covering your cost the system will give you the option to choose “invoice school district” later in the process. You can also delete the items by clicking the "x" or "Empty Cart". To continue click on "Go to Cart".
	12) When you continue you will be taken to the Checkout section. In the Review area you can review all the items. Make sure it is all correct and click on "Proceed to Next Step". If there is no payment needed, this will enroll you in the course.
	13) This is the payment page. Please choose the correct payment method. Once you make sure everything is correct, click on "Place Order Now" to register.
	14) You are now registered! You will be taken to the order confirmation page where you can print this for your records. Click "Back to User Home" to get back to your profile. Please contact Julie Dalke at jdalke@nwboces.org or Suzanne Stuart at sstuart@nwboces.org if you have any questions.


