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Corporate	  Portal	  Registration	  Instructions	  

1. Visit	  your	  affiliated	  Corporate	  Portal	  (link	  provided)	  
2. Add	  each	  of	  the	  courses	  to	  your	  cart	  individually,	  

a. Click	  on	  the	  course	  name	  to	  access	  the	  section.	  
b. Click	  “Add	  to	  Cart”	  
c. Hit	  the	  “HOME”	  button	  in	  the	  top	  left	  corner	  to	  return	  to	  the	  portal	  

home	  and	  access	  the	  list	  of	  courses.	  

	  
	  
3. Once	  you	  have	  added	  all	  the	  courses,	  click	  on	  the	  “Continue	  Checkout”	  

button.	  
	  
For	  New	  Students	  	  
(having	  never	  setup	  an	  identity	  at	  Georgetown	  University	  in	  the	  past)	  
	  

1. Select	  the	  radio	  button	  next	  to:	  “I	  am	  a	  new	  student.”	  	  
	  

	  
	  

2. Enter	  your	  email	  address	  (to	  receive	  all	  communications	  from	  the	  university)	  
3. Click	  the	  “Create	  Profile”	  button.	  
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4. Follow	  the	  prompts	  to	  complete	  your	  profile.	  
5. When	  you	  reach	  the	  portion	  of	  the	  profile	  titled:	  Group	  Affiliations,	  	  

a. Add	  the	  code	  provided	  for	  your	  group	  
b. Click	  on	  “Add	  Group”	  
c. Your	  group/organization	  name	  will	  now	  appear	  in	  your	  associated	  

groups.	  
	  

	  
6. Once	  your	  profile	  is	  complete,	  click	  “Continue	  Checkout”	  

	  

	  
	  

7. Select	  your	  Payment	  Method	  (most	  will	  use	  pay	  by	  credit	  card)	  
8. Click	  “Continue	  Checkout”	  
9. Check	  the	  policy	  box	  to	  indicate	  you	  have	  read	  the	  policy	  
10. Click	  “Continue	  Checkout”	  
11. Enter	  payment	  information	  and	  “Submit	  Payment.”	  
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For	  Existing	  Students	  	  
(with	  active	  NetID’s	  from	  Georgetown	  University)	  
	  

1. Select	  the	  radio	  button	  next	  to,	  “I	  am	  a	  returning	  student.”	  
2. Enter	  your	  NetID	  and	  Password	  to	  access	  your	  profile.	  
3. Click	  on	  “SIGN	  IN”	  

	  

	  
	  

4. Scroll	  down	  your	  profile	  to	  find	  the	  section	  titled:	  Group	  Affiliation,	  
a. Add	  the	  code	  provided	  for	  your	  group	  
b. Click	  on	  “Add	  Group”	  
c. Your	  group/organization	  name	  will	  now	  appear	  in	  your	  associated	  

groups.	  
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5. Once	  your	  profile	  is	  updated,	  click	  “Continue	  Checkout”	  
	  

	  
	  

6. Select	  your	  Payment	  Method	  (most	  will	  use	  pay	  by	  credit	  card)	  
7. Click	  “Continue	  Checkout”	  
8. Check	  the	  policy	  box	  to	  indicate	  you	  have	  read	  the	  policy	  
9. Click	  “Continue	  Checkout”	  
10. Enter	  payment	  information	  and	  “Submit	  Payment.”	  

	  


