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Registering on CourseWhere using 
drop-down box on website 
 

1. Go to the Bay-Arenac ISD 
website at www.baisd.net 

2. Click on the drop-down 
menu under Quick Links 

3. Choose CourseWhere 

This is the next page that you will 
see. There are many ways to 
navigate using CourseWhere from 
this screen. 
 

1. View by Alpha    
 

2. View by Category    
 

3. View by Instructor    
 

4. View by Location    
 

5. View by Month    
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Registering for classes using the 
View by Alpha option. 
 

1. View by Alpha  
 

2. Select the course you are 
interested in from the long 
list of courses. 
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View by Category 
 

 
 
To use this option, choose 
the category you are 
interested in from the list 
and click on the Go! 
button. 
 
This will bring up all the 
courses in that category. 
 
The next picture is the 
screen when Category 1 is 
chosen. 
 
At this point, if you are 
happy with the course, 
you can click on the 
hyperlink and register for 
the course as shown after 
the different viewing 
options in this handout. 
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View by Instructor 
 

 
 
To use this option, make a 
selection from the drop 
down list. 
 
 
 
 
 
 
 
 
 
 
 
 
 
_____________________ 
The next picture is the 
screen you will see after 
making a selection, if 
there is a course with the 
instructor that you chose 
from the list. 
 
At this point, if you are 
happy with the course, 
you can click on the 
hyperlink and register for 
the course as shown after 
the different viewing 
options in this handout. 
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View by Location 
 

 
 
To use this option, make a 
selection from the drop 
down list. 
 
 
 
 
 
 
 
 
This picture is the screen 
you will see after making 
a selection, if there is a 
course from the location 
that you chose from the 
list that interest you begin 
the registration for the 
course as shown after the 
different viewing options 
in this handout. 
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View by Month 
 

 
 
To use this option, select 
the month and year that 
you are interested in as 
well how you would like 
the information sorted by 
and make a selection from 
the drop down list. 
 
After viewing the courses 
in the list, you are able to 
chose and begin the 
registration process as 
shown after the different 
viewing options in this 
handout. 
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Begin the registration process by 
following the hyperlinks on the 
page.  
 
Hyperlinks are in blue.  
 
The first hyperlink in the 
registration process will be the 
date. 
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Registration Process 
Continued 

 
Click on the options that 
pertain to you, such as cost and 
click on the  
 
                button at the bottom 
of the page. 
 Register 
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Creating a New User 
Account Continued 

 
This is the screen that will be 
seen when creating an 
account for the first time. 
 
After clicking on the button 
under NEW to this Site. 
 
You will need to fill out the 
boxes in the User Account 
Creation box on the screen 
before proceeding to the next 
section. 

New to site 
 
If you are new to this site, you 
will need to create an account 
using the right side of the 
screen. 
 
Click on the Create Account 
button. 
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Account Creation 
Continued 

 

This screen will have a few 
filled in boxes from when you 
began creating the account.  
 

When filling in the remainder 
of the form, some fields are 
mandatory.  
 
Mandatory Fields: 
 First Name 
 Last Name 
 Work and Home Phone 

Numbers 
 Address 
 City 
 State  
 Zip 
 Email Address 
 District 
 Building 
 Super. Authorization Date 
 P.O. Number (which must 

be entered, or you cannot 
register for the class) 

 

Payment Type: Please mark 
how payment will be made. 
No Charge is the first on the 
drop-down list, but if there is 
a cost listed at the top of the 
page above your name, then 
this option is not correct and 
you must use the dropdown 
menu to place the correct 
Payment Type in the box. 

 

Note: If your district does not 
use P.O. Numbers, please 
read the instructions on the 
right side of the screen next to 
the P.O. Number box. 
 

Then click on the Submit 
Registration button.

P.O. Number Box 
 

If there is a charge associated with an event something must 
be in this box. Since you are an employee of BAISD, please 
type the word TRANSFER in this box. 
 

Someone from Instructional Service department will submit a 
Transfer request to the Business Office for the event.  
 

Cancelation Policy 
 

If you decide not to attend an event, you must cancel seven 
days (7) prior to an event or you will still be charged for 

Transfer 
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Course Confirmation 
 

This is a confirmation page 
that will appear after clicking 
on the Submit Registration 
button as listed above. 
 

Some districts require a copy 
of this page for a payment and  
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Email Confirmation 
 
After registration you will 
receive an email confirmation 
that looks similar to the 
document on the left. 
 
You will also receive a copy 
of this as a reminder 
approximately nine days prior 
to the event. 
 
The message is generic. 

There is always 
something about proof of 
payment in the email. No 

phone calls are 
necessary. If you are an 
employee, a transfer will 
be completed for you for 

your payment, just 
attend the event. 
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Forgot your User ID or Password? Have them emailed to you. 
 
This is what the screen looks like if you request your ID and Password to be emailed to you. 
 
NOTE:  You must know what your email address is on your account. If you use an 
incorrect address, you will not receive the information. If you did not enter a valid 
email address into the necessary box when you set up the account, this option will not 
work for you. Therefore, please call Instructional Services at  
(989) 667-3280 for assistance. 
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Viewing Transcript 

information 
 

To view your transcript 
information, type in your  
ID and Password and click  
on the Transcript/Status 
button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This is the next screen  
you will see.  
 
Click on the View  
Transcript button. 
 
 
A date does not need to be 
entered in the box to 
proceed. 
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Viewing Transcript 
Information Continued 

 
This is the next screen that 
will be seen. This is where 
you can find courses that you 
took as well as courses that 
you are registered to take. 
 
If you use the aqua color at 
the bottom of the page to add 
additional courses that you 
have taken. 
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Unregister for a class 
 

1. Log on to  
CourseWhere using  
your ID and password 
 

2. Click on Modify/ 
Unregister from Events –  
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Unregister for a class 
continued 

 
This is the next 
screen you will see. 
 
To unregister for a 
class, the class must 
be active or coming 
up in the future and 
the course will be 
showing up as a 
hyperlink 
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Unregister for a class continued 
 

This is the next screen you will see. 
 

This is the next message box you will receive. If you click OK you will 
unregister for the course. 
 

After unregistering for a course, you will be logged off of CourseWhere, if you 
are only registered for one course. 
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Change Password 
 

1. Log on  
 

2. Click on the  
Change Password 
hyperlink. 
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Change Password Continued 
 
Type in your new password in 
the two boxes and click on the 
Submit Password box. 
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Change Personal Info 
 

1. Log on  
 

2. Click on the  
Change Personal Info 
hyperlink. 
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Change Personal Info 
Continued 

 
You should check your 
information yearly. 
 
Never change your SSN, 
this is your employee 
number and this number 
is changed for your SS# in 
a program for REP to 
report your professional 
development hours to the 
State of Michigan. 
 
If you make any changes 
to your personal 
information, remember to 
click on the Update 
button at the bottom of 
the page. 
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Please see table for instructions on adding transcript information:  

This form allows you to track transcript information for programs that were registered for outside of this system. Please fill out the form and press the 'Add' Button

Description/Name Course name

Location Where Course w as taken

Start Date    MM/DD/YYYY (‘MM’ only if the date is Oct, Nov, or Dec) 

End Date    MM/DD/YYYY (‘MM’ only if the date is Oct, Nov, or Dec) 

Num. Credits   
#

 Grade   Num. Hours 
*

  *(Do not place decimal SB-CEU credits in this box, 
please place the credits in the ‘Num. Credits’ box.) 

* Please select from existing credit types by selecting from 'Credit Type' and pressing 'Select'. If not found, add in 'Selected Credit 
Type' text field  
Credit Type Agency/Non-Consortium

  *  
Selected Credit Type

 

Select Activity  

N/A
  REP  Check this box only if this course 

follows your action plan and needs  
to be reported to the State of Michigan. 

 

 
 

Select Activity Definition 

Sustained, 
work-

embedded 

This category must include activities that focus on the work that educators do and that is related to the learning of students in the school or district.  This 
category is distinguished because the activities are sustained and are aligned with the School Improvement Plan. The activities may be individual but may 
also include small groups of colleagues who gather for planned activities. Examples of professional development in this category are:  
• Curriculum alignment for fourth-grade social studies standards  
• Assessment practices to assess visual arts learning of all third through sixth graders  
• Study groups to learn recent developments in hands-on science instruction 
 •Action research to determine if new instructional approaches are yielding higher 
achievement  

• Designing and implementing staff presentations  
• Best practices in reading instruction  
• Analysis of student work to assess samples of writing 
across the curriculum 

Mentoring 

The number of hours of professional development acquired for the purpose of advancing mentoring skills or advancing classroom skills of a new teacher 
during his/her first three years in the profession. Examples of professional development in this category are:  
• Sessions between mentor and mentee  • Professional development for the mentor • Collaborative learning with other mentors 

Workshop or 
Conference 

The number of hours of participation in one-day or short-term professional development provided by LEAs, ISDs, higher education institutions, regional 
Math/Science Centers, professional organizations, etc. Examples in this category are all one-day or short-term learning experiences.  
• Annual content conference  • Blood-borne pathogen training • Software training    • Summer academies 
• Inspirational speakers  • New teacher workshops  • Preschool-year professional development  • Curriculum training  
• New developments in MEAP Assessment  • Title I information sessions  
• National, state, or regional association conferences such as those provided by the Michigan Education Association, National Art Education Association, 
Michigan Association of School Administrators, etc. 

Coursework The number of hours of professional development acquired through continuing education courses taken for semester credit at a college or university.  
Highly 

qualified 
status 

The number of hours of content-specific professional development acquired for the purpose of documenting Highly Qualified status. Examples of 
professional development in this category are:  
• Grade-level content expectations in English Language Arts  • Mathematics for middle school students  • Biology standards for secondary students 

State level or 
institute of 

higher 
learning 

The number of hours of professional development acquired through state-level or institution of higher education content-specific service or committee. 
Examples of professional development in this category are:  
• Student teacher supervision or cooperating teacher to a student teacher  
• Grant review for competitive grant programs  
• Presentation at state-level conference  

• Review of educator preparation program  
• Development of state-level content standards 

Virtual 
learning 

The number of hours of content-specific professional development acquired through online delivery or other distance-learning experiences. Examples of 
professional development in this category are:  
• Grade-level standards in mathematics delivered by Michigan Virtual University  
• Weekly audio-conference sessions on lesson development in elementary science  
• Multiple sessions relying primarily on videos of reading instruction  

• Problem-based social studies workshop by teleconference  
• Web-based course on foreign language standards 

Administer 
continuing 
education 

The number of hours of leadership professional development acquired for the purpose of fulfilling the continuing education requirements of administrators. 
This category of professional development represents the graduate courses or the State Board Continuing Education Units (SB-CEUs) required in five-
year cycles for administrator qualification.  

Instructional 
Technology 

The number of hours of professional development acquired for the purpose of planning, designing, using and evaluating technology-enhanced methods 
and strategies to maximize student learning. 

 

Sustained, work-embedded 
Mentoring 
Workshop or Conference 
Coursework 
Highly qualified status 
State level or institute of higher learning 
Virtual Learning 
Administrator Continuing Education 
Instructional Technology 

# College or SB-CEU total credits go in this box. 

ADD 

 

MM/DD/YYYY 

 

MM/DD/YYYY 

# *
 

Not Necessary 

Where Course was taken 




