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HOW TO REGISTER GUIDE
Winter 2020 and Spring 2021

Professional Development students register on the College’s LMS – LEO – Lake Erie Online  https://leo.lec.edu/ICS/Professional_Development/

Everyone please read “Updates” under the BEGIN HERE TO REGISTER dropdown.
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1. Don’t have a Username and Password? Or forgot it? Click “Create LEO Account”. Have a LEO Account? Skip to #5. 
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2. Click “Continue”
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3. Complete all fields, click “Continue”.
[image: ]If your birth date is single digit day and month do NOT add the zero (e.g. 1/9/1983 is the proper formatting) Please note the system will default with today’s date .. it is CRITICAL to provide your birthdate or the system will assign you a new ID even if you’d taken classes previously.

If the system is frozen after clicking “I’m not a robot” and “Continue” contact the office at lstrausbaugh@lec.edu or 440-375-7379. This may happen if you were an undergraduate or completed a MEd, Endorsement or MMIS work at LEC. Call or email Lisa to adjust your record manually.

This should be the next screen you automatically see.
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4. Access your email (whichever you provided in the Create LEO Account fields). CHECK YOUR SPAM and JUNK folder if you don’t see it. It is sent from noreply@lec.edu. 

It will say, “The following credentials may be used in order to log into your account”. 
xxxxxx (Username-all numerals-NEVER CHANGES)
xxxxxxx (Password-mix of letters, numerals, special symbols-CASE SENSITIVE-Can be changed. See step #18)

5. Type Username and Password at top of screen, click “Login”.
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6. The system will default to Home..ALWAYS click on Professional Development tab.
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7. Click “BEGIN HERE” dropdown to see Register, click and you’ll see Add/Drop Courses. Choose proper Term:
a. Winter 2020 Prof Development OR
b. Spring 2021 Prof Development

8. Click “Add by Course Code” instead of using Course Search function.
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9. Type course code in box. All PD courses are formatted: ED (space) xxxx and W. 
10. Then click [image: S:\ProDelServices\SP 18\LEO Content\Add courses box.JPG]
a. You will select how you want to be graded using the Variable Grading Type except if you are enrolling in a Wraparound course; they are always taken pass/fail. 
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“The Drop Period is closed” means only the Director can drop a course. Please contact Lisa if you registered in error.

11. The system will review your selection. Next click “Pay Must Pay Courses”. [image: ]
12. Bill will run
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13. Click “Pay Now”.
[image: ]
14. Choose Credit Card or E-Check and Click “Continue”.
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15. Complete all fields, “Continue”.
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16. Once the payment has been applied you will immediately receive an email from noreply@mail.authorize.net titled "Merchant Email Receipt" (the email will not list the courses registered only the tuition paid).

17. You will receive a registration confirmation email from the Registrar’s Office sent from prodel@lec.edu with 24 business hours Monday-Thursday of registration. If you register late Friday-Sunday you will receive the confirmation on Monday. Holiday hours may apply December 10-January 3.

18. To change your password: log in, click on silhouette in blue, click on “My profile & settings”.                  You’ll see Welcome back and your name.         [image: ]

Click on “Password & privacy”, then click on “Change password”.
[image: ]
[image: ]
[bookmark: _GoBack]Type in Old password and new one twice. Make sure to SAVE!
Call Lisa Strausbaugh, Director of Professional Development for assistance at 440-375-7379 or lstrausbaugh@lec.edu.
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Create LEO Accour

To obtain credentials in order to be able to register for courses, dick the continue button below. You will be required to verify your identity, then a username and password will be emailed to you.
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To obtain credentials in order to be able to register for courses, fill in the information below, enter the ReCaptcha text, then click contine. In the following screen, your identity will be verified.

First Name:

Middle Name:

Last Name:

Address Line 1:

Address Line 2:

State:
Zip:

Home Phone:

Mobile Phone:

Emai

Confirm Emai

Birth Date: 1/1/0001 =

SSN: POOKXXXXK

Do you work for one of the following School Districts? None v
Have you earned a degree from Lake Erie College (bachelor, master, or licensure endorsement) [No v

F sl

rCAPTCHA

Im not a robot
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Create LEO Account

Your credentials can be found in your email inbox.

To obtain credentials in order to be able to register for courses, diick the continue button below. You will be required to verify your identity, then a username and password will be emailed to you.
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Add/Drop Courses

Add/Drop

Term: Spring 2021 Prof Development v

The Drop Period is closed. To drop a class contact the Registrar's Office or the Director of Professional Development (440-375-7379) for all PD courses. If you are a PD
student and know your course number click on 'Add by Course Code."

‘Add by Course Code  Course Search

To add a course, start typing its course code
in the box below. The course format is XX
(space) XXXX (space) X. Example: ED
(space) 1801 (space) W. A dropdown of
courses that match for the specific term will
appear. Select the course code and section
number you want from the dropdown. You
can add up to six courses at a time using
this feature.

‘Course Code: Course Code:
1,

5. | 8] |

Add Course(s)
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Add/Drop

Term: Spring 2021 Prof Development v
The Drop Period is closed. To drop a class contact the Registrar's Office or the Director of Professional Development (440-375-7379) for all PD courses. If you are a PD
student and know your course number click on 'Add by Course Code."

© Variable Credit

ED 1813 W
Course Info: By Arrangement , Variable Grading Type
Error: Variable Grading Type

Resolution:  This course has a variable grading type. You must indicate the grading type for which you want to take the course before adding it.

Clear All Alerts

Add by Course Code | | Course Search

Title: Begins With v || ‘
Course Code:| Begins With v|| J

Term:‘ Spring 2021 Prof Development V‘
Department:{ All v|

Division:| professional Development v
More Search Options
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Add/Drop

Term: Spring 2021 Prof Development v

The Drop Period is closed. To drop a class contact the Registrar's Office or the Director of Professional Development (440-375-7379) for all PD courses. If you are a PD
student and know your course number click on 'Add by Course Code."

You are currently registered for 0 credits. You are pending registration for 1 credits.

© Messages

ED 1813 W - Successfully added with warnings: An Admissions stage allowing registration has not been reached

Add by Course Code | | Course Search

Title:[Begins With v||
Course Code:| Begins With v|| \

Term:‘ Spring 2021 Prof Development V\
Department:| All

:| Professional Development v

| search | More Search Options

V]

Your Schedule
Drop. Code Title Schedule

Location Credits Credit Type Division

No Current Courses for the selected Term and Division.

Course(s) Requiring Payment

Drop Course Title Schedule Credits Credit Type Division Status
ED 1813 W UltraMissionAlu By Arrangement 1.00 Letter Grade Professional Development Reserved

IPayment is required for these

our registration can be completed.

Remove Selected Courses | Pay Must Pay Courses
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y Must Pay Courses

All Courses requiring payment that have not been paid are displayed here. If you do not wish to pay any of the selected courses, uncheck the 'Pay’ checkbox. When you click the Pay Now button, the
Payment portlet will display with the total amount of the charges for the selected courses(s). After you have successfully paid for the course(s), the status of the course(s) will be made 'Current'.

! Please call the Business Office about any course preceded by an !.

Recalculate Amount | Total Amount: $0.00

Pay Term
! Spring 2021 - Prof Development

Course Title Amount
ED 1813 W issionAlu $0.00
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Add/Drop Courses - Payment Method

29d/Drop > Add/Drop Courses > Pay Must Pay_ Courses > Payment Method

Please choose the type of payment you would like to make.

® Credit Card O E-check

Continue
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Amount of Payment $1.00

Description of Payment Please review your information below and hit "Continue” to subr

your payment. Once the payment is submitted, you will receive a confirmation email.

2. Enter Credit Card Information

Credit Card Type * American Express v
Card Number *

Card Code *

3 or 4-digit number on the back or front of your card

3. Enter the Billing Address for the above account

First Name * Last Name * [ppy Student

Company Name Required if card is associated with a company
Address *

City * State * Zip * v
Country * UNITED STATES OF AMERICA v

Phone Number * Format is 555-555-5555, use + for international

4. Enter your E-mail Address for a receipt to be sent to you

E-mail Address

Continue | [ Cancel





image17.png
Welcome back
Wendy
Freshman |

My profile &
settings
Logout

=




image18.png
LAKE ERIE ONLINE

Home Admissions Students Professional Development formation Technology My Pages

You are here: My profile and settings

My profile and settings

My profile and settings - Wendy Freshman,ID #249164 Exit to portal h

My profile and settings allows you to view and update information specific to you and your account.

My profile About me

About me
About me contains personal information and a photo. Some or all of this information may be updated.
Contact information

Academic information My photo N

You can select where this photo appears on the Password & Privacy page.
Employment information

% Settings About me v

Any updates to this information will need a couple days to process.
Password & privacy
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My profile and settings - Wendy Freshman,ID #249164

My profile and settings allows you to view and update information specific to you and your account.

@ My profile Password & privacy

You may be able to manage your password as well as permissions for whei
Contact information

Academic information Password

; : Change password @
Employment information YYour password must be between 8 and 16 characters long.

2 settings Login: 249164

ssword & privacy Required field M

My info card Old password:

New password:

Confirm new password:

Hint question:
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