STEP-BY-STEP ONLINE CLASS REGISTRATION INSTRUCTIONS

Visit City’s website: http://www.suffolkva.us/

Go to second ‘Department’ tab in upper middle of the page — Scroll down to click Parks & Recreation

From Parks & Recreation page, on the left side, go to third tab ‘Online Registrations’

Once on the Online RGN
. . ] ‘7""/ Fime f"k”‘;"#"lk Home Search Contact Us FAQs
Registration page, users
will need to set up a
Household Account here: Welcome to Online Registration\

HouseholdiD: ||

Password:

| signin | [ Reset |

Forgot your password? Click Here
Need an Account’

The quickest way for a
user to find classes and
events at the Suffolk Art
Gallery classes starts by
clicking search here:

w
Youth Community
Involvement Programs for All

Youth & Teen

Programs

m W
5{,\‘: _ﬂ——"———'_’

Permits or

Toddler Programs

City Wide Activities

Racic tn Advanced

# “5""" time o be ”‘IW Home  Search  ContactlUs  FAQs
Next, scroll down to
. Type: Age: Location:
Suffolk Art Gallery in the N — | — (s oo r =
M:?t Tennis e Gm:mh: Turlington Park e

location field here:

Show Search Criteria

Then click the ‘Search” [ Search | | Reset

button here:


http://www.suffolkva.us/

STEP-BY-STEP ONLINE CLASS REGISTRATION INSTRUCTIONS

. Welcome, Guest. | Login | Wishlist (0) | Shopping Cart (0)
To learn details about a S ﬁ Ik : : e
specific class offering, U o

VIEGINTIA

M “fwdﬂ’"‘ fobe ""IM Home Search

click the ‘Info’ button on s

the far right of that class

listing. Located here: o Age: Location:
«| | Al Locations -
3months Bennett's Creek Parkc
6 months e BTW Rec Center e

Activity Search Results

Showing: 1to 18 Total Results: 18

H H 180112 - CARVING CLASS
To start registering for a
Activity Description Dates Times Days Location Fees Ages —
CIaSS, Slmp|y add it to i fiso11201  santa Caning 11/15/14-11/15/14 9:00A- 5:00P sa Suffolk Art Gallery S60 15 years and Up @
your shopping cart on
18¢312 - JEWELRY CLASS
the far left of the class = = == — ——— = o=
| isti ng h ere: ) =4 J18031201  PMC Sitver Locket 11/08/14- 11/08/14 10:004-400P  Sa Suffolk Art Gallery 565 14 yearsand Up Available || @
’ : =4 frs031202  PMC Silver Gifts 12/06/14-12/06/14 10:008-430P  Sa Suffolk Art Gallery $65 14 yearsand Up Available || @
24 frs031204  2-Day Siver/Enamel 09/20/14-09/21114 Varies Varies  Varies $65 14 yearsand Up Available || @
= freo31206  wiremMetal Jewelry 11/16/14- 1116714 1:00P- 4:00° su Suffolk Art Gallery $55 14 yearsand Up Available || @
—
Type: Age: Location:
- 2| [ Al Locations ~
Adut 3morths Bernett's Creek Park
Adult Tennis - | Bmonths ~| |BTW Rec Center 2
Fl Show Search Criteria
| Search ] | Reset
Activity Search Results
Showing: 1 to 18 Total Results: 18
180112 - CARVING CLASS
Next, a green bar will Actty ot Dates Times Days  Location Fes  Ages
LE 18011201 SentaCaming  11/5/4-11/1514 900A-500P  Sa  Suffolk Art Gallery S0 15yearsand Up Avaitable | @
appear along the
180312 - JEWELRY CLASS
bottom of your
Activity Description Dates Times Days Location Fees  Ages
screen Cl |Ck ’E nro | | i 18031201 PMC Silver Locket 110814- 110814 10:00A-4:00P  Sa Suffolk Art Gallery 565 14 years and Up 9
& 18031202 PMCSilver Gifts 12/06/14-12/06/14  10:00A-4:30F  Sa Suffolk Art Gallery ~ S65 14 years and Up @
’ .
Now here . S0 18031204 2-Day SilverEnamel 09/20/14-09/21/14  Varies Varies  Varies $65  14yearsandUp (1]
& 18031206 Wire/Metal Jewelry 11/6/14-11/16/14  1:00P- 4007 Su Suffalk Art Gallery 555 14 years and Up Q@
180512 - 1-DAY WORKSHOP
| 180512 - DAY WORKSHOP
| Enroll Now | Santa Carving (180112-01} Enroll Now
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Next, click the small 1y o good i o e in Sl
box located to the left
of the class you would

Home Search Shop My Account Contact Us FAQs

. . . Activity Registration
like to register in here:

\ Actiflities for Enroliment:

~ I santa Carving - (180112-01)

Then CliCk 'Add to How did you find out about this class?

, . é
Ca rt here' | Add to Cart ‘ ‘ Clear Form
You can also indicate \

where you heard about our clasy
from the drop-down menu here:

S ﬁ Ik Welcome, White Household #7056 | Logout | Wishlist () | Shopping Cart (1)

VIRGINTIA
1) & ool time o b in Jffollc Home  Search  Shop  MyAccount  ContactUs  FAQs

. . . hoppi H
Review all the items in your Your Shopping Cart

/1y New Charges In Shopping Cart

shopping cart and when ready e

‘Proceed to Checkout’ here: TR T |
Enrollee Description Activity Section Status Total Fees Remove?
Cheryl Santa Carving (11/15/14) 180112 01 Enrolled $ 60.00 =

Add s Note or Info for Staff;

‘Grand Total Fees Due 5 60.00
\ Proceed To Checkout \ | Continue i |
To checkout indicate amount and payment type from VIR GINTA
pay yp 1£) & good ine fo be in Juffolk Home  Search  Shop  MyAccount  Coi

drop-down menu here:

Begin Checkout

Summary of Charges

New Charges In Shopping Cart: $60.00
0ld Balances In Shopping Cart: 50.00

Total Balance for household: $60.00
Minimum Amount Due Today: $60.00

Maximum Amount Due today:

Amount To Be Paid Today:
Credit Card Types:

Next, complete ‘Billing Information” here:

Billing Information

First Name: [x
Last Name: [x

|
|
Address: [x ]
[ |
Finally click ‘Continue’ to get confirmation page. ;"me :ﬁ :
Postal/Zip Code: [x |
Home Phone w/area code:
Email: [R@oorace |

Reenter Email: [x@0otaca |

gi the payment authorization process and generate a confirmation receip

Continue | | Back To Shopping Cart ‘




