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Job Aid: Registration Assistant Tool 
Purpose 
The purpose of the Registration Assistant Tool job aid is to guide you through the step-by-step 
process of using the Registration Assistant tool. 
 
In this Job Aid, you will learn how to: 

• Use Registration Assistant to Register Users in a Scheduled Offering 
• Use Registration Assistant to Withdraw Users from a Scheduled Offering 
• Use Registration Assistant to Add Slots to a Scheduled Offering 

 

 

  Task A.  Use Registration Assistant to Register Users in a Scheduled Offering 
Talent Profile: Accessing
Note:  Verify that the Admin tab is 
selected. 

1. Navigate to Learning > Tools > 
Registration Assistant.  Step 1: 
Select Action of the Registration 
Assistant displays. 

2. Select the Register Users radio 
button. 

3. Click Next. Step 2: Select 
Scheduled Offering of the 
Registration Assistant displays. 
 
 
 

 
 
 
 

4. Enter the Scheduled Offering ID or 
click the Search icon to search for and 
select a scheduled offering. 

5. Click Next. Step 3: Add Users of the 
Registration Assistant displays. 
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6. Enter the User ID.  
7. Select the Registration Status 

ID from the drop-down menu. 
8. Click Add or click the add one 

or more from list link to search 
and select users to add. 

9. Click Next.  Step 4: Edit 
Assignment of the Registration 
Assistant displays. 

10. Enter any Comments as 
necessary. 

11. Click Next. Step 5: Edit 
Financial Data of the 
Registration Assistant displays.  
Skip to Step 14 if no financial 
data is necessary. 

12. If applicable, select the Slot ID 
from the drop-down menu. 

13. Click Next. Step 6: Record 
Registration of the Registration 
Assistant displays. 

14. Review the information. 
15. Select Email confirmations to 

preferences. 
16. Click Finish.  A confirmation 

status notification displays. 
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  Task B.  Use Registration Assistant to Withdraw Users from a Scheduled Offering 
Talent Profile: Accessing
Note:  Verify that the Admin tab is selected. 

1. Navigate to Learning > Tools > 
Registration Assistant. 

2. Select the Withdraw Users radio 
button. 

3. Click Next.  Step 2: Select Scheduled 
Offering of the Registration Assistant 
displays. 

4. Enter the Scheduled Offering ID or 
click the Search icon to search for 
and select a scheduled offering. 

5. Click Next.  Step 3: Select Users to 
Withdraw of the Registration 
Assistant displays. 

6. Click the Withdraw checkbox for the 
users you wish to withdraw from the 
scheduled offering. 

7. Click Next.  Step 4: Record Withdraw 
of the Registration Assistant displays. 
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8. Select Email confirmations to: 
preferences. 

9. Click Finish.  A confirmation status 
notification displays. 

 
 
 
 
 
 
 
 
 
 

  Task C.  Use Registration Assistant to Add Slots in a Scheduled Offering 
Talent Profile: Accessing
Note:  Verify that the Admin tab is 
selected. 

1. Navigate to Learning > Tools > 
Registration Assistant. 
Step 1: Select Action of the 
Registration Assistant displays. 

2. Select the Reserve Slots radio 
button. 

3. Click Next.  Step 2: Select 
Scheduled Offering of the 
Registration Assistant displays. 

4. Enter the Scheduled Offering ID 
or click the Search icon to search 
for and select a scheduled offering. 

5. Click Next. Step 3: Select Users to 
Withdraw of the Registration 
Assistant displays. 
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Talent Profile: Editing 
1. Enter the Organization ID for 

whom the slots are being 
reserved or click the Search icon 
to search for and select an 
organization ID. 

2. Enter the number of slots in the 
Slots field.   

3. Select the Registration Status 
ID from drop-down menu. 

4. Click Add. 
5. Click Next.  Step 4: Edit  

Comments of the Registration  
Assistant displays. 

6. Enter any Comments as 
necessary. 

7. Click Next.  Step 5: Edit 
Financial Data of the 
Registration Assistant displays. 

 
 
 

8. Skip to Step 12 if no financial 
data is necessary. 

9. Click the Edit link to select and 
enter one or more chargeback 
accounts. 

10. Complete the Price field. 
11. Click Next.  Step 6:  Record 

Registration of the Registration 
Assistant displays. 

 
12. Review the information. 
13. Select Email confirmations to: 

preferences. 
14. Click Finish.  A confirmation 

status notification displays. 
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