Registering for Classes on Realcomp Online®

Realcomp has implemented an online class scheduler. In this module, you can register for classes, see
what classes you have already taken or what you have scheduled in the near future,

After logging into Realcomp Online®, select “Schedule a class” from the Agent menu. A new window will
open that will contain the class scheduling functions and a calendar.

Registering for a Class

To register for an upcoming class, select the Registration tab at the top of the page. From the Course
drop-down list select the desired class title. Once a course is selected the Class drop-down list will
activate and that will provide the upcoming dates and times that this specific class is offered.
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If you need more information on what is covered in a specific class, go to the menu on the left and click
the arrows next to Course Offerings to view all of the classes. Once the list is expanded, hover your
mouse pointer over a class name to see a description or click the class name to get more details.
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Your information will prefill from Realcomp Online at the bottom of the page. If you are registering for a

class that your assistant will attend, please check the box for Assistant and enter their first and last
name. If you and your assistant will both be attending, please register twice for the class (once for you
and once for the assistant) so we have 2 seats reserved in class for you.

Click the Register Student button when the information is

complete.

Register Student

When you are finished, you can select the Class Details tab to see the date and time of the class, a
description of the class and Realcomp’s address with a link to a map, if needed.
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To see the classes for which you are already scheduled, click the arrow next

to Upcoming Events.

To cancel a class, you must call Realcomp’s Training Department or
Customer Care at (866) 553-3430. If you cannot attend a class, please be

sure to cancel it so you aren’t subject to the $37.50 no show fee.




