
 
HOW TO SEND LINKS 

 FOR AN UNLISTED CLASS 
 

 

1) Sign into your account at https://my.register-ed.com/login/login.  
 

2) Click on the calendar icon. Locate the event for which you want to send a link.  
 

3) Click on the event, and you will see the following pop-up. Click the “Roster” button in 
the bottom left-hand corner.  
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4) This will bring you to the full event details page. In the upper right-hand corner, you will 
see “Public View.” Click that.  

 
 
 

5) This will bring you to the event page. Copy the URL from the browser and send that in an 
email to whomever you need to register. They can use that link to register as many people 
as needed since unlisted events do not create one-time use registration links. 

 



 
HOW TO SUBMIT CLASS RESULTS 

**DO NOT mail your course paperwork to OPRHP until you have done 
this 

 

 

1) Sign into your account at https://my.register-ed.com/login/login.  
 

2) Click on the yellow notepad icon for My Event Results.  

 
3) Click on the event from the list that you are submitting results for.  
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4) Click on the Edit button in the Registration Results box  

 

 

 

 

 

 

 

 

 



 

5) Fill in the requested information for each student (highlighted in yellow). Do not forget 
to include the letter as part of the certificate number! 

 

6) To add a walk-in student, select Add Registration in the upper right-hand corner (circled 
in green). Fill in the information from the student’s test sheet.  

7) To remove a student who registered, but did not attend the class, click Remove 
Registration next to their name (circled in red)  
 
 



 
8) Once all information is entered, click the blue Save button at the bottom of the page.  

 
 
 
 



9) This will bring you back to the event’s main Results page. Click the green Review button 
at the bottom of the page  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

10) Double check your entries for typos, the click the green Submit Results button at the 
bottom left of the page 

 
 

11) Once results are submitted, please mail all your paperwork to OPRHP. 
 
Reminder – Please return any voided or destroyed forms, but you do not need to enter 
them in this system.  
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