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How to Use Self-Registration 

 

Self-Registration allows users to enroll themselves if the administrator has enabled this 
option. Note the courses must be setup as “Public” with specific start dates for self-
registration to function. 

 

1. Login to Edvance360 as Admin 

 

2. Select 1-Admin Tab > 2-Config & Settings > 3-Application Settings > 4-
Course Available Option  
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3. Select checkbox under Show Available Course > Enter Available Course 
Message > Select Save 

 

 

 

User/Student View Self-Registration 

Once Show Available Courses is enabled and configured properly users will see 
Available Courses by navigating to Trainings/Courses Tab from the top navigation 
menu. Screenshot below is the User View. 

 

 



 
 

 
 

3 Edvance360.com      866-458-0360 

       

 

QuickStart Guide: How to Use Self-Registration - Admin  

How User’s Self-Register 

 

1. Login to Edvance360 

 

2. Navigate to Trainings/Courses > select Show Available Courses 

 
 

 

 

Note: Users can toggle between Calendar and List View on the Show Available 
Courses page. 
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3. Select Desired Course. Available courses will display as blue hyperlinks. 

 
 

 

 

 

4. A new window will open with the Course Information > Select Register 

 

 

 

5. A new window will open with the a message provided by the site administrator. 
Select checkbox next to Register Now > Select OK 
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6. Upon successfully self-registering for the course you will see the message in 
green. Your course will display on the Start Date. 

 

 


