Registration Process
Before registering for the class through the form in Outlook, it will be helpful to you to have the program information sheet for reference.  If you plan to take a noncredit course, make sure you have the Extended Services course catalog available for entering the noncredit course title, course number and class meeting day and times.
 (
Select yes or no if you plan to complete the 30 hours for the certificate.  Preference will be given to those that plan to complete the certificate program.
) (
Click the core classes that you can attend.  
) (
Indicate Support or Administrator
) (
Type your name and the name of your Dean or Director
) (
Enter your Director or Dean’s e-mail address in the “
To”
 box.
Leave CC as Julie Brauser.  This form needs to be delivered to Julie Brauser to track who was first and so on.
)[image: ]
Scroll down to next session of the form 
 (
This section will be completed by your Director or Dean when they receive the sent e-mail.  
) (
If you are going to complete a noncredit public computer class you will also have to complete a fee waiver form.  
) (
Select the electives.  You are only required to complete 10 hours to complete the certificate program.  Refer to the information sheet for the number of hours.  If you want to select a USI noncredit public computer class, please include the course title, course number, class meeting and times.  
)[image: ]




Your registration will be tracked from the date that you send it.  You will receive an e-mail confirmation when your registration is approved.  
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Professional Development Certificate Program Registration
Send to your Director or Dean for approval.

Name: [

Director or Dean |

(NOTE: preference willbe given to empioyees who have one plus years of service
I S W et and 1l time (75% + ) benefit elgive stats,)

[ ves " No  Iplan to complete the entire 30 hours for the certificate

Core Courses.

[ Team Building (September 14, 2010)

I Leadership Effectiveness (October 26, 2010)
™ Effective Communication (March 29, 2011)
I Getting Things Done (April. 26, 2011)

™ Customer Service Basics (May 24, 2011)
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Electives (Can be a USI Extended Services noncredit public computer class)

™ Business Writng for Resuls (November 16, 2010)

™ Conflict Resolution (Januar

25, 2011)
[~ Adapting to Change (February 22, 2011)

I Presentation_Skills (June 14 July 12, 2011)

Non Credit Class

IF you are selecting a USI Extended Services noncredit public computer class, please indicate below.

Course Number

 Ves ® No_ (lass occurs during wark hours ** Time away from the office should not interfere with position's responsibilties.

EMPLOVEE: Enter your Director or Dean's name in the *TO" field before icking on Forward, and then click on SEND to submit your registration

DIRECTOR OR DEAN: Please click an Forward and Send to submit your approval after the section below has been completed

Approval
Director or Dean Reason:

 Approve
@ Deny





