Mindleaders Registration Instructions

A.
To log in to Mindleaders and access your Administer page
1. Go to your usual login page (2 choices)

· www.mindleaders.com

· www.mindleaders.com/login
2. Type in your User ID and Password; Click on Log In
3. Click on Administer
4. Click on Manage Users
5. Expand My User Groups by clicking on the + sign

6. Click on your post name
B.
To add a new user (no change)
1. Click on Add User
2. Type in the First Name, Last Name and User ID (last name followed by post number)

3. Click on Save
C.
To register someone for a course

1. Click on the person’s name – make sure it is highlighted
2. Click on Modify
3. Click on Seats (this is a new tab in the User Properties window)
4. Click on Assign Seat
5. Click on the empty box next to the name of the desired course

6. Click on Next (Don’t worry about the date)
7. Click on Finish
That’s all there is to it. This simplifies the registration process even more than it was. Two advantages of this process:
1. All of the courses for which a student is registered appear under the Seats tab, so it is easy to keep track of what students are working on.
2. Once you are familiar with the new process, you can register a new student in one process
a.  Just follow these steps: 
i. Click on Add User
ii. Type in the First Name, Last Name and User ID (last name followed by post number)

iii. Click on Seats (this is a new tab in the User Properties window)

iv. Click on Assign Seat
v. Click on the empty box next to the name of the desired course

vi. Click on Next (Don’t worry about the date)

vii. Click on Finish
