
Registering for Class (Session) – for yourself (if you already have an 
account) 
Follow above instructions.  Once you click on Register it will take you to My Contact Information 
page.  You can edit your personal profile, if you need, then scroll to the bottom and click 
Proceed. 

This will take you to: 

 

Then click Proceed 

This will take you to the Registration Completed page.   





Registering for Class (Session) – for others and/or yourself and others 

AGENCY ADMINSTRATORS ONLY - if you are going to be an Admin 
(meaning you will be registering others) you will need to contact us at 
admin@mltrc.org BEFORE you can register others so we can set up your account.

This is done the same way as above, however, when you get to the Register page this page comes 
up. 

Click on the Myself and others or the Others only 



Insert the Count of Other Registrants 

Press Proceed 

 

Here you can either Search Registrants or Add a new person.  If you Search Registrants it will 
give you a list of people who are in your company already.  If the person you want isn’t there, go 
back to the above page and Add them.   

Once they are registered you will get this page: 

 



Double check to make sure the registrants you want are there then click Proceed. 

It will take you to the Payment Summary.  Click to either pay by credit card or invoice.  Be sure 
to fill out the Billing Information. Click Complete Enrollment. 

 

 

 



You will get the Registration Completed.   

If you click Credit Card, you will get the Payment Summary along with the Payment Page. 

Put your credit card information in and click Pay.  When it’s approved you will get a Payment 
Successful page.
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