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Guest Account Creation, Registration, & Payment
- Provider Fair at the 2025 Houston Out-of-School
Time Conference (Regular Registration)
This guide is essential for anyone looking to participate in the 2025 Houston
Out-of-School Time Conference as it provides step-by-step instructions for creating a
guest account, registering, and handling payments seamlessly. By following these
instructions, attendees can ensure a smooth registration process and gain access to
valuable resources and networking opportunities in the afterschool sector. Don’t miss
out on this chance to enhance your professional learning and connect with peers!

Create Guest Account

1 Navigate to HCDE's Professional Learning Guest Account Login Page

https://www.bing.com/ck/a?!&&p=6822c7f8f653db98f3e8b516ec023dfbd13338aa96b72ed55e9718ee932d67d9JmltdHM9MTc0OTYwMDAwMA&ptn=3&ver=2&hsh=4&fclid=10c7dda7-5ce4-68a4-044b-cbaf5dcc692b&psq=%e2%81%a0https%3a%2f%2fhcde.pl.powerschool.com%2fia%2fempari%2flogin%2fguest&u=a1aHR0cHM6Ly9oY2RlLnBsLnBvd2Vyc2Nob29sLmNvbS9pYS9lbXBhcmkvbG9naW4vZ3Vlc3Q&ntb=1


Made with Scribe - https://scribehow.com 2

2 Click "Sign Up"

3 Complete the Guest Account Creation Form
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Make sure to remember the username and password for future reference.

4 Once finished, click "Create"
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5 Click "Log In"

Register for the Event & Make Payment

6 Under the "Recommended Courses" section, click "Show All"
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7 Navigate to and click on "Provider Fair at the 2025 Houston Out-of-School Time
Conference"

8 Review the event details on the course information page
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9 To register, click "Sections (1)"

10 Click "Register"
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11 Select the appropriate registration type under "Credits"

12 Click "Next"



Made with Scribe - https://scribehow.com 8

13 Acknowledge the payment disclaimers and click "Next"

14 Select a payment method ("Register Now, Pay Later", "Purchase Order", "Check",
or "Credit Card Payment")
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15 Click "Next"

16 If "Register Now, Pay Later" was chosen, click "Register"
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Registrants who select "Register Now, Pay Later" will need to log back into
Professional Learning to submit payment prior to the event date.

17 If "Purchase Order" was chosen, click "Next"
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18 Complete the required fields of the purchase order form

19 Once completed, click "Register"



Made with Scribe - https://scribehow.com 12

Please include the invoice number on the memo line of the purchase order
check. Make all checks payable to:

Harris County Department of Education
Accounts Receivable
6300 Irvington Blvd
Houston, TX 77022

20 If "Check" was chosen, select "Next"



Made with Scribe - https://scribehow.com 13

21 Click "Register"

Please include the invoice number on the memo line of the check.

Make all checks payable to:

Harris County Department of Education
Accounts Receivable
6300 Irvington Blvd
Houston, TX 77022
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22 If "Credit Card Payment" was chosen, click "Next"

23 Complete the required fields of the credit card payment billing information
form
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24 Once finished, click "Register"

25 A confirmation message will appear after successfully registering for the
course or event and a confirmation email will be sent
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26 To view the invoice, click "View Your Invoice"

27 If you selected "Register Now, Pay Later", click "Make Payment" to submit
payment on or before the day of the course or event - review the steps above for
each payment method
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28 To print a copy of the invoice, click "Print" and select the preferred format

29 Click the printer icon to print the invoice
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30 Click the save icon to save a copy of the invoice

31 Once finished, click "Back to My Payments" to view all invoices

Register Now, Pay Later Instructions
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32 If a balance is due, log back into your account, and click the orange banner to
navigate to your invoices

33 Click the invoice number to view the invoice and make payment (refer to
payment steps above)
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34 Click "Home" to return to the landing pageClick here

Review Event Enrollment & Support
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35 Click here

For technical assistance, please contact the HCDE Service Desk at (713) 696 -
1300 or at servicedesk@hcde-texas.org

For event information, please contact Austen Yorko at (713) 696-1369 or at
austen.yorko@hcde-texas.org

mailto:servicedesk@hcde-texas.org
mailto:larry.moses@hcde-texas.org

