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Instructions for Registering Others in the NLC 

*If you are the Primary Contact and wish to have someone else at your company register employees 
for classes, please email education@necanet.org with their name, email address, and a statement 
regarding your permission to allow this person to register employees for NECA classes on behalf of 
your company.* 

Step 1. Navigate to the course you want to register. 

Step 2. Click the Green “Register” button 

 

Step 3: Add the individuals from your company. There are two ways to do this depending on if you 
know the NECA IDs of the individuals or not. Step-by-step instructions are provided on the following 
pages. If you do know their NECA IDs, follow Option 1 on pages 2-3. If you do not know their NECA 
IDs, follow Option 2 on pages 4-5.  

Step 4: Check out and pay! When you are ready to check out, you can go to “My Cart” (top right) and 
follow the prompts to purchase the courses.  
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Option 1: If you know their NECA IDs… 

1. Type their IDs in the “Individual ID” box. IDs must be separated by a command and a space 
(ex. 0123456, 0123457) 

2. Click “Search”  
3. A confirmation window will pop-up. Click “Save”. 
4. You should now see your list of selected participants on the screen. Click “Add to cart & 

return to course catalog” and repeat this process for each class.  
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Option 2: If you do not know their NECA IDs… 

1. In the menu, scroll until you find your Chapter. Click the “▷” icon to expand the list.  
2. Within your Chapter’s list, find “Members” and click the “▷” icon to expand the list.  
3. Within the “Members” list, locate your company and click the “▷” icon to expand the list. 
4. Select each individual you wish to add to the course.  
5. Once you are finished, selecting individuals, click the “+ Add selected participants” 

button. 
6. You should now see your list of selected participants on the screen. Click “Add to cart & 

return to course catalog” and repeat this process for each class.  
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