3 INSTRUCTIONS FOR REGISTERING
E ' And PURCHASING A WORKSHOP

Rev.June, 2009

NOTE: Only individuals will be authorized to register and purchase a workshop.
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LOGIN

NOTE: You must log on using your individual username and password - IF you are unsure as
to whether or not you have an active account with ACICS, please contact us at

ebiz@acics.org

Sewn Sgarch our sie

== T meswfeayes = From the ACICS home page at
‘ www.acics.org, Click Login.

ﬁ' ACCREDITING COUNCIL FOR
? INDEPENDENT COLLEGES ano SCHOOLS

Leaders in Workforce Education
ACICS-accredied schools are
preparing siudents of all ages for the
215t Contury woridorcs,

The Accreditation Process
Leam how schools can bacome
H naticrally accredited by ACICS.

Workshop Schedule
Regester now for 2010 warkshops
YOur area.

5 o Pleaselogin to coninue, Enter your individual username and
Remamber my login information for 0 days. User Hame: .
o i password provided by ACICS.
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REVIEW My Account

Welcome to the ACIC'S Member Portal. Return to ACICS or

Home

My Account

Meeting

>’
550 Manage Password ||

Shopping Cart PY

Lo Conayr AlternateCustomer

School Directory Search
[ ]

The My Account menu has 5 submenus

My Addresses

0 Maintains all addresses

Contact Information

0 Maintains all telephone, email, fax and URL information
My Orders

O Maintains history of workshops

Apply To Be An Evaluator

o This tab is ONLY for those who are not active evaluators. If you are unsure as to your
evaluator status, please contact ACICS at ebiz@acics.orqg

e Manage My Password

0 Allows users to change their password

and assign them different attributes.

Icon Legend:
ﬁ Address iz a ship-to address

= Address iz a bill-to address

=8 Addrese is confidential

MName Cn Card ||

Process My Order

emember v ard / eplace art n iE
O r ber My Card / Replace Card On Fil

IMPORTANT: When reviewing your addresses you have the ability to add alternate addresses

~ You are allowed only one PRIMARY address.

Also, you will be required to use a credit card to
purchase a workshop. Your credit card address
MUST match the address you indicate as your

BILL TO. If your primary address is not the

&% Address is published in the member directory address on your credit card, add an alternate

address and assign it as your BILL TO.

/

Also, if your name is not the name on the credit
card, remove your pre-populated name and type
in the name on the credit card.
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REGISTER FOR A WORKSHOP

CLICK on MEETINGS

23D D IZD
CHECK OUT - Option 1 - Add To Cart

B orsoss [~ Review the workshops listed and
e select those you are interested in

ACCREDITING COUNCIL FOR attending. From this point you
INDEPENDENT COLLEGES anp SCHOOLS have two options for checking

out,

OPTION !: is to CLICK on ADD
. ,TO CART

< A message will appear stating
your order has been added to the
cart and allow you to continue
shopping

ACICS Workshops & Training

09 (ACICS Ofgfe) - Available

Accreditation Workshop -
September 3, 200- September 3, 2008

List Frice §580.00

Your Price §550.00
= Product added to cart
Qtvi 1 | % addtocart ‘
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When you are finished
selecting your workshops,
CLICK on SHOPPING CART

At this point you still have the
ability to remove or add items
before checking out. When

ready, CLICK on CHECKOUT

- ..‘

L + e
Update the Cart || Enpty the Cart Checksnt

CHECK OUT - Option 2 - Workshop Title

Option 2 is to CLICK on the workshop title. This will take you directly to the checkout screen.

At Check Out you will be
required to enter your
credit card information

IMPORTANT: In order for credit card validation, your credit card address MUST match your
accounts BILL TO address. See step 2.

CONFIRMATION

You will receive an email confirmation that you have successfully registered for the workshop.



