
Registering Group Members 

1. Open Web Browser 

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

3.  Keyword Search (ex: ServSafe) 

4. Press Enter or Click Magnifying Glass to display results 

5. Select your keyword search result 
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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) 

8. Select Add to Cart under preferred section 

Program Info 

9.  Select Checkout  

10. Select Checkout 
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11. Select Family/Group Checkout 

12.  Follow instructions under “Create a Group Account” 

13. Select Continue 

A. FirstName 

B. LastName 

D. RestuarantName (vce– is mandatory) 

C. contact@email.com 

E. chosenPassword1 

F. chosenPassword1 

A. 

B. 

C. 

D. 

E. 

F. 
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A.  Automatically filled 

B.  Automatically filled 

C. Choose type (home, 

office, mobile) 

D. Area Code E.  Telephone No. 

F. Choose type (home, 

office, billing, shipping) 

G. Street Address 

H.  City 

J.  Zip Code 

14.  Enter Required Information 

I.  State 

A. 

B. 

C. D. E. 

F. 

G. 

H. 

J. 

I. 

15. Select Continue 
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16.  Select Add a Member 

17.  Enter Required Information 

A. Employee First 

Name 

C. Gender (only re-

quired because the 

same system is used 

for youth programs, it 

is not used) 

B. Employee Last 

Name 

D. DOB (only required 

because the same sys-

tem is used for youth 

programs, it is not used 

and may be today’s 

date) 

A. 

B. 

C. 

D. 

18. Select Save 
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21.  Once completed, select Continue Checkout 

20.  Repeat Steps 17-18 until all members have been added to your group 
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19.  Select Add a Member 

22.  Select Add/Remove Members in cart 
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23.  Select the members to be enrolled 

24. Select Enroll Members 

25. If you have no discounts that apply, select Checkout 
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26. If you qualify for a discount, select Apply a discount 

27. Select Discount from drop-down menu 

28. Select Checkout 

29. Answer questions (if available) for each individual member,  select Continue Checkout 

30. Answer Policy Confirmation, select Continue Checkout to be forwarded to the payment 

page 


