[image: ]
Self-Registration 

	Instructions
· This sample communication should be customized and used to facilitate learners’ access to the UE Learning Portal.
· Self-registration for training can start after United Educators has configured your learning portal and provided you with a custom registration link and branch code.
· Copy and paste the custom self-registration link for your training initiative into the communication. 
· Copy and paste your institution’s branch code
· Existing users can register for additional courses by following the registration link for any course.



[Draft an announcement to learners regarding the purpose of the training.] 
We ask that you complete the following courses:
· [COURSE TITLE(S)]
To begin training, follow these steps:
1) Go to [self-registration link]
2) Complete the Registration form.
a. Enter your first name, last name, and email address
d. Create and confirm your password
e. Select your language
f. Enter the following branch code: XXXXXXX
g. Review and accept the Privacy Policy
3) Click Next
4) You will be taken directly to the course content
5) Complete the training
[bookmark: _Hlk4493270]
You will receive a confirmation email upon successful completion of each course. 
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