Delegated Examining Payment Job Aid

1. Onceyou arrive to the DE payment site, select Add to cart.

View Edit Revisions Track Devel

—)
Last day to register:
Monday, J 22

Center for Leadership Development
Developing visionary leaders to transform government.

Delegated Examining Course and Exam Offering DEC-FY22-022
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2. Select Checkout.

Shopping cart
Remove Products

Remove

Start Date  End Date

v Delegated Examining Course and Exam Offering DEC-FY22-022 added to your shopp

07/29/2022 No

W e b

$1142.00 25725

1 o

Subtotal: 114200

Update cart  Checkout
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3. If you have an account created, select the icon at the top right to Login. Otherwise, select Create a new
account. All users will need separate login credentials to submit payments.
. 1,
Center for Leadership Development W (S
Developing visionary leaders to transform government
Log In to Your Account
Log in to your account to save your cart, check out, or check the status of an existing registration. If you do not have an account, create a new account -
4. Fill out the information. E-email address must be the same email used for de.usalearning.gov.
Create new account Login Request new password Forgot username
Full Name
given name. This will be hidden from
Username *
m fo =5, periods, hyphen
E-mail address
Please use your official government email address.
Password *
Password quality
Confirm password *
rovide for the new account in both fields.
CAPTCHA
This question is for testing whether or not you are a human visitor and to prevent automated spam submissions
I'm not & robot
Create new account
5. Select the cart icon then checkout.

*\;99

Update cart  Chechout
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http://de.usalearning.gov/

6. Select Update Information.

Checkout

Step 3
Payment Information

Stepy Step 2
Your Information Student Information

Your Information

Review and update your contact information.

Update Information

7. Complete all required fields and select Continue.

Your Contact Info

Email Address *

Middle Initial

Your middie inilia

Title

[ Zelect 3 walue - v]

Mailing Address *

&0 punclis

Zip Code

Enter the 5-digil zip code. Do not use hyphens, punctuation, or other special characters fsuch as -, $ % &)

Phone Number
\ \

Fax Number

For example, do nol usa pariocs. T
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8. Review your contact information and select Next Step.

Checkout

Stepz Step 3
¥ Student Information Payment Information

Your Information

Review and update your contact information.

Information

1

9. Select Assign Student.

Checkout

Stepa: Step z: Step 30
Your Information Student Information Payment Information

Student Information

Assign a student for each course.

Mo Student

Assigned

10. Select either Create new student, | am the student, or Select previous student. The student email must
be the same as the one used to create the account at de.usalearning.gov.

11. Once the student is assigned, select Next Step.

Checkout

Step 1 Step z: Step 3
Your Information Student Information Payment Information

Student Information

Assign a student for each course.

©
Change Student
. Student

Checkout Assigned

)
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12. Select a payment method: Funding Document or Credit Card. Complete required steps for payment
method and then select Complete purchase.

a. If no payment method is shown, check the Payment Status. If the course is full, the status will say

“Waitlisted.” Select Complete purchase to be notified if a space becomes available.

Checkout

Step 1 Step 2: Step 3t
Your Information Student Information Payment Information
Payment Information

Select a payment method for each assigned student and then "Complete Purchase” to submit your order.
Funding Decument

= Select the funding document icon to upload the funding document. You can pay with any funding documment that can be used to generate

an IPAC invoice.
% = Funding decument crders are reviewed for accuracy. Your registration will net be confirmed until the funding information is determined to be
complete. You will be contacted by email if there are issues with vour funding document.

Credit Card
= Select the credit card icen to initiate the credit card payment and then “Run Card” to be directed to Pay.gov Credit card orders are confirmed
mmediately and cannat be modified after running the card at Pay.gov

After running the card at Pay.gov, youll be retumed to this page to enter the cardholder email All individual credit card transaction receipts
for each registered student will be sent to the cardhelder email address provided

Registraticns are first-come, first-serve by payment. Once payment is confirmed, it is final and non-refundable

- - I% E Select payment method O
(Select Method)

13. The student will receive a confirmation email.
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