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Online Registration Instructions:
1. Log on to the Community Education website: communityed.deltacollege.edu. (Don’t type in the www.)
2. On the left, click on the program you desire: Kids College (for children & teens) or Workshops & Programs for Adults (for adults & seniors). On the left, click on “Adult Workshops & Registration,” and then click on the link in the middle of the page that says “Click Here: View Info & Register for Workshops.”
3. On the left, select your area(s) of interest. Please review the entire workshop descriptions, schedules, and requirements prior to making your selections. (You can change your mind later in the registration process.) To enroll in a workshop, click on “Add to Cart” (blue link to the right of the total fee). This will add the desired workshop to your “shopping cart.” 
4. You can remove a workshop prior to making payment if you have changed your mind; just click on the “remove” button to the right of the workshop. (NOTE: please choose your workshops carefully as there is a $10 processing fee for dropping a workshop at a later date.) Click on “Update Cart” at the bottom of the page to save any changes.
5. When your selection is complete and you are ready to pay for registered workshops, click on “Register for Courses”.  
6.  If this is your first time registering online, you will be prompted to create a new account. Click on “Create a New Account” and fill in all the requested information. (NOTE: In the future, you will not need to re-enter your information, but you will need to have your user ID and password to access your account. Also, if you do not make payment, you have NOT created an account. The system does, however, remember the user ID that you started to use and will NOT allow you to set up an account with that user ID; you will have to choose a different one to create your account.) 
7. If you already established your account, click on “Sign In” (upper center in the gray bar), then enter your user ID and password. You will be prompted through the registration process. If you don’t remember your user ID and password, PLEASE do not create another account. Call 209-954-5013; we can tell you what your user ID is and change your password for you.
8. Click on “Review Cart.” The “Terms & Conditions” and “Policies” will automatically be displayed.  Please review carefully, and click “I Accept” in order to proceed with the payment process. (NOTE: Refund Policy – Requests for Refund MUST be submitted to the Community Education Department one (1) week prior to the start date of the workshop. You can request a refund by calling 209-954-5013 (leave a message if there is no answer) or by sending an e-mail to cmackey@deltacollege.edu.)

9. Your personal information, the workshops you chose, and the total amount due will be displayed.  Enter your credit card information for payment. (NOTE: the billing address for your credit card must match the displayed registration information; you may key over the displayed information if the billing address is different.)
10. At the end of the registration process, you will have an opportunity to print out a receipt.  You will receive an automatic receipt by e-mail if you provided an e-mail address when you created your account.  Please bring a printout of your receipt to the first class meeting. (NOTE:  Specific workshop requirements will NOT show on your printout; they appear ONLY in the workshop description. Please review prior to the start of your workshop so that you bring all required materials and supplies and/or payment for materials fee.) Also, Community Education DOES NOT SEND REMINDERS or make phone calls to remind you about the start of workshops for which you have registered. You are responsible for making sure that you come to the workshops.
11. If you have any questions, please call the Community Education Department at 209-954-5013.
12. If you do not have Internet access and are not able to register online, you may register by mail, in person, or by phone with the Community Education Department. For a registration form and details about other ways to register, please see the Community Education Registration forms in the back of the Schedule of Workshops.   (Note: there is a mandatory $3 processing fee for this service.) Computers with Internet access are available for registration in the e-Services Lab located in the DeRicco Student Services building; one computer is available in Locke 107. 
