
 

 

 
 

1. Open Web Browser 

2. Navigate to https://register.ext.vt.edu 
 

 

3. Keyword Search (ex: ServSafe) {or click on Programs to search by program area} 

 
 

4. Press Enter or Click Magnifying Glass to display results 

5. Select your search result 
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Individual Checkout Instructions – New Users 
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6. Scroll down to review Program information (to left) 

7. Select +/- symbols to expand/shrink information in section to enroll in (to right) 
 
 
 
 

 
Program Info 

 
 
 
 
 
 
 
 

 

8. Select Add to Cart under preferred section 
 

9. Select Checkout 
 
 
 
 
 
 
 
 
 
 
 
 

10. Select Checkout 
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11. Select Individual Checkout 

 

 
12. Follow instructions under “I am a new user” 

 
 
 
 
 
 
 
 
 
 
 

A. Enter your primary email address   
 

B. Re-enter your primary email address 
 

C. Select the option that applies  

 
 

 

13. Select Create Account 
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14. Enter Required Information - items with * 
 
 
 
 
 
 
 
 

A. Select your user name 
User name must begin 
with “vce-“ and cannot 
contain spaces 

 
 
 
 
 

B. Enter your first name 
 

C. Enter your last name 
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15. Continue by scrolling to the remaining fields 

 

 

A. Automatically pre-fills email 
 
 
 
 
 
 

B. Choose Telephone Type (home, 
office, etc.) 
Then enter area code and phone # 
 
 

 

C. Choose Address Type (home, 

office, etc.) 

Then enter all required address 

information 
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16. Enter Contact and Privacy Preferences 
 

 

A. Select your mailing list preferences 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 

B. Enter your initials twice to 

indicate that you understand the 

privacy policies 

 
 
 
 

17. Select Continue Checkout 
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18. Select payment method 

 

 

 

 

 

 

A. Select your 
payment method 

Credit card payment is 
preferred.  Other methods will 
require additional registration 
steps.  

19. Answer Questionnaire (if available) and Policy Confirmation 

 

 

A. List the name of your 
food establishment or 
organization 

B. Select your preferred 
textbook language 

 

C. Select your preferred 
exam language 

 

 

 

D. Check the box to indicate 
that you have read 
and understand our 
policies 

 

 

 

20. Select Continue Checkout to be forwarded to the payment page 
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21. Enter the payment amount 

 

 

 

 

A. Enter your payment 

amount 

 
 

22. Hit Continue 

 

 

23. Enter your credit card information and email address 

 

 

A. Enter the cardholder 
name 

B. Select the card type 

C. Enter the credit card number 

D. Enter the CVV2 code 

E. Enter the expiration date 

 

 

 

F. Enter your email address 

 

 

24. Hit Continue to complete the check out process. 


