
 
 
 
 

 
 

 
 
 
From the main Catalog screen go to “Program Instructors-STAFF” 
This tab is for Program Instructor use only. 

1. Click on “Instructor Program Proposals” 
2. Select the season you would like to submit your proposal under and add it to your cart. 
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3. The next screen you will see will be the “Prompts” 
• This is your Activity Proposal, all of the information that would normally go onto the 

physical document will be entered here. 
• For each class that you have, you will enter a new “registration” for it answering 

each of these Prompts for that particular class/session. 
• These are examples of what the prompts will look like and are subject to change. 

 

 
 

 



 
 

 
 



 
 

 
 

 
 



4. Once you have entered in all of the prompts responses click “Submit Responses” 
• If there are any missing prompt answers then you will receive a notification in RED 

on the top of the screen, all prompts that were not answered will be highlighted in 
RED, please go back and answer those prompts. 

• Once you have made the corrections click on “Submit Responses” again. 

 
 

5. The next step is to agree to the Liability Waiver 
• Click on “I agree” and then another window will pop up for you to electronically sign 

the waiver. 
• To sign, click your mouse and drag like you are writing with a pen 
• Then click on “Save” and then “Confirm Waiver Agreement” 

 
 

 
 
 



 
 

6. The next two screens are where you have the opportunity to review your proposal prompt 
responses. 

• If all of your answers look correct then click “Review Transaction” and then 
“Complete Transaction” (there is no actual payment so it will say “no payment”) 

• If you need to go back and make any corrections, you may click on the “Prompts” 
section on the right hand side above the “Review Transaction” button, it will bring 
you back to that screen in order to fix any mistakes. Then just repeat the steps again 
in order to complete the registration. 

 
 

 
 

7. Once you have completed the registration you will receive a receipt which includes: 
• All of your prompt responses  
• Signed waivers 

8. You can see an example of this receipt below: 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

 
 
 
 
 



 
 
 
 
 

 


