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Register for a SCO Course or Exam 
This tutorial walks you through the steps to search, register, and pay for an SCO course and exam.  
 
Course Registration 
 
SCO courses that include materials have the option to choose print or online materials. 
 
When you register for a classroom or webinar course, the course will be offered on specific dates and 
locations. 
 
Self-paced courses do not have a specific date. “Continuous Intake” displays instead of the date. 

• You can start the self-paced courses (with online materials) at any time after you register and 
pay. 

• You can start the self-paced courses (with print materials) once you receive the print materials. 
 
Exam Registration 
 
When a course has a related exam, the fee for the exam is included in the cost of the course, though you 
must register for the course prior to registering for the exam to get the free standard exam fee. If you 
register for the exam before registering for the related course, you will be charged a challenge fee for 
the exam. If you have taken the exam previously, you will be charged a retake fee for the exam. 
 
Both standard exams and any retake exams must be completed 6 months from the course registration 
date. Challenge exams are taken without taking a course and no 6 month completion date applies. 
 
When you register for an SCO exam: 

• You can choose to take the exam at the Council office, after a classroom course, or at another 
suitable location of your choice with a proctor. The proctor must be approved by Council. 

• When you register for an exam, you request the exam date and the Council will confirm whether 
your requested date is available, or offer alternative dates in the case the exam will be taken at 
the Council office.  

1. Details on appropriate proctor choices can be found on the Permanent Proctor 
Approval Form, which can be found in Council Connect, HELP – Resources under Forms. 
 Note:  Council simplified the Proctor process in July of 2019.  Once a proctor is 

registered in our system for any exam, that same proctor can be used for other 
exam registrations. Proctor details are added on the exam registration (as noted 
in the steps that follow). 

 
The example we use in this tutorial is to register for and pay for a course (100179 Introduction to Safety 
Codes System in Alberta) and then to register and pay for the related exam. 
 
Note: You can make one payment for multiple items (such as registrations, certifications, or items from 
the online store) by adding the items to the shopping cart separately, then completing the check-out 
process from the online store once all the items are in your shopping cart.  
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Search for a Course or Exam 

 
1. From the Main Menu on the My Dashboard page: 

a. Click on Courses/Exams  
 
You can also start the registration process from the following: 

• Certification Application Dashboard page – for detailed instructions on how to register from the 
dashboard, refer to the Apply for SCO Certification tutorial. 

• Learning Path page – for detailed instructions on how to register from the dashboard, refer to the 
view learning path tutorial. 
 

Note: when you register from the Certification Application Dashboard or Learning Path and click the Register 
or Exam buttons, you will be taken to the screen below. 
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You can select from the drop-down options or type in the fields to filter your search. You must specify at least 
one criteria to search. 
  
2. From the Course/Exams page enter the following: 

a. Event Type:  
i. Select Course Offerings if you want to see courses only  

ii. Select Exam Offerings if you want to see exams only 
iii. Leave blank if you want to see both courses and exams 

b. Course/Exam Code: code for the course or exam to search for a specific course or exam. This is the 
recommended search method. 
Note: all courses that have an exam have the same course code as the exam code. 

c. Course/Exam Name: course or exam name (or a portion of the name) 
d. Discipline: specify certification discipline to see only courses and/or exams related to that discipline 

In this example, we will enter the course/exam code only to find all the offerings for a specific course and 
exam. 
 
3. From the Course/Exams page enter the following: 

a. Event Type: Course 
b. Course/Exam Code: 100179 
c. Click on the Search button 
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Register for Course 

   
A list of all the courses with the code 100179 display. In this example there is one course which is webinar 
based with online materials. 
 
Note: If there are multiple pages of search results, page number buttons appear at the top centre of the page 
(to navigate to the additional pages).  
 
In this example, we will register for and pay for the self-paced course. Next, we will register and pay for the 
electronic exam at the safety codes council.  
 
4. From the Search Results page: 

a. Find the course you want to register for 
b. Click the course title Course: 100179 Introduction to the Safety Codes System in Alberta (April 17, 

2024) to view the course details 
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5. From the Event Profile page: 

a. View the course details: 
i. Course name 

ii. Dates 
iii. Venue, if applicable 
iv. Description: course fee and link to Course Syllabus 

b. Click on Course Syllabus to view 
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The course syllabus displays in a new browser tab. 
 
6. From the Course Syllabus page: 

a. View the course details 
b. Click on the browser Close Tab (top of the page) 
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You are returned to the previous page. 
 
7. From the Event Profile page: 

a. Click Individual Registration button to the right of the course name to register 

 

Registrant Information 

  
For 2019 and later years, all designated educational institutions in Canada including the Safety Codes Council 
will be required to file the new information return, Form T2202, pursuant to the Regulations to the Income 
Tax Act. The federal T2202 tax form is used to certify a student’s eligibility and maximum tax deductions for 
tuition, education, and textbooks.  As a result, the Safety Codes Council will be required to collect students' 
Social Insurance Numbers (SIN) for inclusion on the T2202 forms. To enter in your SIN, please follow these 
instructions: 
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8. Enter your SIN in the box provided 

 
9. If you had previously entered your SIN in the system, the SIN No field on the course registration will 

display in a masked fashion with only the last three digits shown (e.g.  XXX XXX 999) 

 
10. After the course registration is completed, the SIN number entered will be saved to your profile.  

a. Click the My Tax Information link on your account (My Dashboard page, My Account Links menu) to 
view the saved number.   

i. Note:  Contact the Council’s Accounting department should edits to the number be required.   
ii. If you have registered in any eligible courses, on an annual basis this screen will display a link to 

the tuition tax credit reports (for you to download to claim the credit on your income tax filing). 
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11. Review the Event and Registration Information and make the following address changes if required: 

a. Click the arrow icon to select a different address if you have more than one 
b. Click the pencil icon to edit the address if it is incorrect 
c. Click the plus sign to add another address 
d. Scroll down 

 
12. From the Special Requests and Comments section: 

a. Add any comments regarding your registration 
b. Click the Add to Cart button 
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Check Out 

  
Note: There are two line items in your cart: one for materials for the course and one for the course. The 
materials cost is $0.00 because they are included in the cost of the course. 
 
13.  From the Shopping Cart page: 

a. Review the shopping cart details to ensure they are correct 
b. Click the Check-Out button 



 
 

 

2024 
 

Last save date:  2024-05-16 Page 11 of 19 

  
14. From the Shopping Cart page: 

a. Review the shopping cart details to ensure they are correct 
b. Complete the payment information 
c. Click the Continue button 
d. Review the shopping cart details 
e. Click the Submit Order button 

 
Note: Refer to the tutorial in HELP for detailed instructions on how to make a payment. 
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15. From the Payment Information section: 

a. Complete the payment information 
b. Click the Continue button 
c. Review the shopping cart details 
d. Click the Submit Order button 

 
Note: Refer to the tutorial in HELP for detailed instructions on how to make a payment. 
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Search for an Exam 
Now we will register for a proctored electronic exam for a course we had previously registered in. 
 

 
1. From the Main Menu on the My Dashboard page: 

a. Click on Courses/Exams  
b. Select Exams 

 

 
You can select from the drop-down options or type in the fields to filter your search. You must specify at least 
one criteria to search. 
  
In this example, we will enter the exam code only to find all the offerings for the specified exam: 
2. From the Course/Exams page enter the following: 

a. Event Type: Exam Offering 
b. Course/Exam Code: 100179 
c. Click on the Search button 
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Register for Exam 

 
A exam event with the code 100179 displays. In this example we will register for the electronic proctored 
version of the specified exam.  
 
3. From the Search Results page: 

a. Click the exam name and review and confirm you have chosen the correct exam 
b. Click Individual Registration button to the right of the course or exam 

 
  



 
 

 

2024 
 

Last save date:  2024-05-16 Page 15 of 19 

 
Note: When you register for an exam you must request the date you want to take the exam. If you choose to 
take an exam at the Council, the Council will confirm whether the date is available and confirm the date and 
time. 
 
4. From the Course / Exam Registration page: 

a. Exam Date: click the calendar button and select the date you want to request for  the exam 
b. Scroll down 

 
The fields shown below will display for electronic proctored exams: 
 

 
 
 
 
If the exam is a proctored exam such as the one used in this example, proctor related fields will display.  
Note:  First time proctors must create an account in Council Connect, which generates a customer number, 
and submit the Permanent Proctor Approval Form, which can be found in Council Connect, HELP – Resources 
under Forms.  The proctor provides the exam registrant with their Proctor customer number to enter in the 
field shown above.   

c. Enter the name of the individual who be proctoring the exam for you in the Proctor Name field 
d. Enter the proctor’s customer number in the Proctor customer Number field (this number is located 

just below the photo field on the proctor’s My Dashboard page in Council Connect) 
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e. Scroll down 

 

 
5. In the Registration Information section 

a. Verify the information is correct (if changes need to be made, return to the My Dashboard page and 
Edit your Contact Info details.  Click the Cart link in the upper right corner of Council Connect to 
finalize the registration) 

b. Scroll down 

 
6. From the Special Requests and Comments section: 

Note: the Price displayed in the Event Fees area may be 0.00 if you had previously registered and paid for 
the related course (which is the case in this example).  If this is a challenge exam or another exam type 
that is subject to a fee, the price will be reflected in the Event Fees area. 

a. Comments: enter any comments regarding the exam 
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b. Verify the the fee shown in the Event Fees area is correct 
c. Click the Add to Cart button 

 

 

Check Out 

 
7. From the Shopping Cart page: 

a. Review the shopping cart details to ensure they are correct 
b. Click the Check-Out button 
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In this example, the payment amount is $0.00 because the exam is included in the cost of the course. 
 
8. From the Billing and Payment page: 

a. Verify the correct amount is displayed in the Payment Information area  
b. If fees apply, provide the payment information details in the related fieldsClick the Continue button 

 

 
9. From the Online Store Shopping Cart page: 

a. Click the Submit Order button 
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Your exam registration is complete. 
 
10. From the Shopping Cart page: 

a. Click the Return to Dashboard button 
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