How to Access Creative Hands OnLine Registration

1.) Access Createive Hands onLine Registartion

Open your internet browser and enter the URL "www.creativehandssignup.com™. You will
automatically be brought to the home page for onLine Registration.
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2.) Find classes
Search for Your next step is to search for classes. The website offers you two simple ways to

navigate through our classes. Note you can attempt to search for classes by name in the upper
left hand corner.



2a.) Find Classes - Navigate through classes by age group

Simply click on "Adult”, "Children™, "Teen" or "Youth". In this example we will click on
"Children". Notice we can now navigate to all classes for children in two places, or select a
class.
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2h.) Find Classes - Browse entire class catalog
Scroll down the web page to see all of the classes grouped by "Adult", "Children”, Teen" and
"Youth". Select any class to proceed.
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3.) Reqister for a Class / Session

Once you have selected a class you will see a detailed list of all sessions available Simply click
on "Register" to enroll in a class.
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4.) Sign In
The system will now ask you to sign in. If you have previously registered anyone in your family
for a class select "Returning User"

*** Note: There should be one User per family. The User is the party responsible for
payment. If you are a returning parent and registering a different child do not create a
new account. You will add family members later in the registration process. ***
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4a.) Sign In - Register a New User
If you are a first time user to the system you must enter your details. This is not the child details
but the parent/adult information.
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The following fields are required to proceed:
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Please be careful when you enter the password as it is an encrypted field, meaning you cannot
see what you are entering. In the future we expect to force you to enter the password a second
time in order to ensure you don't accidentally enter an unexpected value.



5.) Choose Family Member
The class and session you selected is displayed on top of the web page. Select the family
member who will be registered for the class by clicking "Select" for that person.

If you need to add children you can manage family members by adding them here. You can also
delete a family member, as needed. Select the appropriate buttons on the bottom of the screen to
manage your family.
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5a.) Choose Family Member - Add Family Member
Enter the details for the family member below. Birth Date is not a required field, but it will
greatly aid us in offering the right classes to your children.
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When you complete the form click the "Add" button to return to the previous screen. Notice the
new family you just entered is available to register for the class. Select the family member who
will be registered for the class by clicking "Select” for that person.
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6.) Schedule List / Shopping Cart
You will now see the set of courses you have selected. You are not registered for the class until
you complete your registration by entering payment information.

IMPORTANT!!! You not only can register a student for multiple classes in one transaction, but
you can also register multiple family members for multiple classes all at once! Simply select
"Add Another Course".

The shopping cart functions like any other you'll see on the web. You can...
e Remove items from list (Click "Remove", then click "Update™)

¢ *é° *Continue shopping (click "Add Another Course™)
. e Enter a Note/Comment (Enter special information, then click "Update" e
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If you choose to add another course you will return to Step 2a, Find Classes - Navigate through
classes by age group. The shopping cart will retain the selected courses. You can return here by
registering for another class or selecting the "Complete Registration™ link located in the top left
of the web page.




Continue Shopping
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7.) Einish Registration - Enter Payment Details

Please enter your credit card information. The card holder name does not need to be the primary
User of the account, but it must match the name on the credit card being used. We do not store
your credit card information for future registrations so you must re-enter the details each time
you complete a transaction.

Select "Finish™ and you will be registered! Look for an email confirming your registration. Call
the office at (973) 377-2848 if you do not receive the confirmation email within one business
day.
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We thank you for patience during our transition to onLine Registration!




