PDE 2010 REGISTRATION GUIDELINES
1. Welcome to Professional Diploma Online Registration for 2010 Session.

2. You are to buy a scratch card at the Nakowa Microfinance Bank, Gyellesu, Zaria

3. Log on to www.fcezariaonline.net website and click the “Professional Diploma” link from the link menu.

4. The Page will display two links for you to choose from:

i. Click to apply for Professional Diploma in Education

ii. Click to register for Professional Diploma in Education Courses

     You are to choose the second option.

5. After clicking the second option, the next page will display a login page for you to use your scratch card. Enter the serial number of the card in the space provided and scratched off the silver panel of the card to reveal your pin number (15 digit Alpha Numeric) and enter it also in the space provided and then click the submit button.

6. Another page will be displayed for you to create your registration account. Enter a username and password of your choices and the pin number of your scratch card in their provided spaces.
NOTE: 

Remember to copy your password somewhere else as you need it to login always.

            Click the submit button to continue.
7. Your registration account page will be displayed for you welcoming you. Read the instruction on the page first before commencing your registration.
8. Start your registration by registering your Personal Data first, click on the relevant link on the left hand side of the page. (Note: The page opens in a new windows)
Fill in all the necessary information and also to upload your picture.

NOTE: Your picture must be JPEG OR JPG by extension, must be 150px by 150px in size and must not be more than 40kb. Otherwise your picture will not be uploaded.
Click the submit button to submit your Personal Data and a Preview Page will be displayed. Check carefully to see if all the information is correct including the picture you uploaded. If there is a mistake, simply click on the Edit button on the Preview Page to open an Edit Login Page and then enter your pin number and again click the submit button to bring back your form in editable format.
NOTE: You cannot edit your name. You can only call the help line for that purpose.

9. Print your Personal Data form.

10. The next part of your registration is the Courses Registration.

i. You can click on the Courses Registration button on the Preview Page of the Personal Data form to open the Course Registration form

ii. Or simply return back to your Registration Account Page and click “Courses Registration” link

11. The page displayed will require you to enter your mode of study, pin number and date only. As all other information are filled in for you. Then click the submit button.
12. A preview of your registration form will be displayed for you with your name, registration number and your picture among other things. Print the form and then close the window.

13.  You have finished your online registration. Make sure to click the LOG OUT link on your Registration Account before leaving. Close all other pages that you open also.
14. If you intend to come back again to your Registration Account, simply, follow steps 3, 4, 5 and 6 above. At step 6, click the link below the submit button that says :

	Click here to login into your 'Registration Account' (For the Continuation of your Registeration) 


	

	


  Fill in all the necessary information and click the submit button, your Registration Account will open for you again.

15. If you encounter any problem, please call any of the helpline numbers: 070 634 8060 2 or 080 358 7989 6. Thank you.

16. Note: print your Personal Data and Courses Registration forms in 3 copies each. You are to submit 2 copies to the Program Director and keep one for yourself.
17. NOTE: Payment in 2 and 3 installmentals are accepted. You can pay part of the amount at the beginning of the program and the other part(s) on or before the first semester examination.
 Program Director
 7th April, 2010
3

