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How To Register Other Participants in
ProLearning

1 Navigate to https://prolearning.unt.edu/unt/category/category.aspx

2 Sign In to your ProLearning account.

https://prolearning.unt.edu/unt/category/category.aspx
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3 Organization admin(s) should sign in using their email address and password.

4 Navigate to the WISE catalog.
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5 Start browsing and adding the desired trainings and/or fees for your employees
to your cart.

6 Once everything you need is in your cart, click "Check Out".
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7 After verifying your cart, begin the Check Out process.

8 Registration - select "Other Participant (s)".
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9 Move to the next page.

10 Check Out: My Information - This is your account information page. To make any
changes, click 'Edit Profile' at the bottom of the page.
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11 After updating your account information, click 'Save Changes'.

12 Click "Next".
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13 In the Student Name field, you can search for a specific employee (s).

14 To view a complete list of employees under the organization profile, simply click
'Search'.
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15 Select the checkbox next to the employees you want to enroll in training.

16 Click "Next"
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17 If you have more than one training in your cart, you can switch between them by
using the drop-down menu and selecting the course you'd like to start enrolling
employees in. If there’s only one training in your cart, you won’t need to use the
drop-down.

18 Select the checkbox next to the employee (s) you wish to enroll in each training
session(s), then navigate to the next page.
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19 Select the county each employee will be providing services in, then navigate to the
next page.

20 This page will provide an itemized summary of your cart.
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21 If there was an incorrect item on the previous page, click "Edit Item". If everything
was correct, click "Next"

22 Select the "Credit or Debit Card" payment type.
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23 Click "Next".

24 Enter / Update the billing information for your payment method, then click "Next".
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25 Check Out: Purchase - When you're ready to pay, click "Purchase". Only click this
button when you're ready to pay.


