
Registering for CDM+ Group Online Training

Step 1

Go to www.cdmplus.com and click the Training tab at the top of the page.

Or, click Group Online Training directly from the User Resources page. Accessing Group Online 
Training from User Resources takes you directly to the User Login screen and Step 4.

Step 2

Click on Group Online Training. 

This brings up the Group Online Training mini site, a section of our website packed with information. 
Explore any or all of the tabs on the left-hand side of the page to learn more FAQs about Group 
Online Training or to see detailed descriptions of all the classes we offer.

When you have explored all you want, go to Step 3.



Step 3

Click on View Schedule/Register.

This brings up a Login Screen.

Step 4

Enter the Username and Password you previously set up for accessing the secure parts of our 
website. Note that this is probably different from the username and password that gets you into your 
database. 

Forgot your Username or Password? Simply call 800-633-9581 and tell the receptionist  
you need login information for Group Online Training. Any staff member can help you.



If the Username or Password you enter is incorrect, the “not recognized” screen will appear.

If you get this screen, the best option is to call 800-633-9581. It only takes a moment for a CDM+ staff 
member to retrieve your information. Although you can click “Forgot Your Login” or “Register a New 
User,” these processes take longer. 

When you have logged in successfully, the class schedule loads. Here the list is sorted by course.

 <-- Church and contact information

 <-- No. of Training Credits you may 
        apply toward the cost of classes. 
        Training Credits designated as 
        “Overview” credits may only be  
        used for classes with the word 
        “Overview” in the name. 
          



In this view of the schedule, the class list is sorted by date. 

Step 5

Click the links at the left if you need another opportunity to learn more FAQs about Group Online 
Training or to see detailed Descriptions of the individual classes. Choose a class by clicking the 
Check Box to its left. Click as many classes as you wish. Note that all classes are in Eastern Time. 
Subtract the appropriate number of hours if you are in a different time zone in the United States or 
Canada. 

Click the Continue button at either the top or bottom of the class list. 



The E-mail Entry screen appears.

 

Step 6

Choose an E-mail Address from the drop menu, or enter another valid e-mail address to which we 
can e-mail instructions for joining the online class(es). 

This e-mail address needs to be one you can easily check approximately 23-24 hours before the 
class to get the instructions. It must also allow incoming e-mail from support@cdmplus.com and 
training@cdmplus.com.  Please include these 2 addresses in your address book or “approved” list of 
e-mail senders so that the instructions we send you do not get marked as spam. 

AOL users, your full e-mail address includes “@aol.com”.

Click Continue. 



The Apply Training Credits screen appears.

Step 7

Use the drop menu to choose the number of Training Credits you wish to apply (you are not required 
to use all the credits you have). The Total dollar amount shown here should reflect the use of all 
credits you apply. Click Continue.

If Training Credits do not cover the entire cost of the classes, a Credit Card Information screen 
appears. 

Step 8

Enter your credit or debit card information and all other information requested, and click Continue. 



The Registration Summary screen appears. Review all information. 

Step 9 

If all is correct, click Process Registration. Processing may take a minute or two. Do not use the 
browser’s Back button. When processing is complete, the Registration Confirmation screen 
appears.

You will see the word REGISTERED beside each class for which you have successfully registered. 



Step 10

When you have reviewed the information on the Registration Confirmation page, exit the registration 
process by clicking Logout. Important: Do not use your browser’s Back button to exit.

Within minutes, you should receive an e-mail confirming your registration for each class. If you do not 
get the e-mail, call support at 800-633-9581. This is an indication that you are not actually registered.

If you do get the confirmation e-mail, you do not need to do anything else at this time. 

Congratulations! You are enrolled in group online training.

After Registration

Approximately 23-24 hours before the class begins, you will receive a second e-mail at the e-mail 
address you provided during registration. It will contain a link to a website called “Glance.” It will 
also contain the phone number you will need to join the conference call for the audio part of your 
training. Note that the conference call is not toll-free. The training itself may be paid for with Training 
Credits, but you are responsible for the phone call.

As instructed in the e-mail, go to the Glance website a few minutes before the training is to begin. 
Important: Do not go to the Glance website more than 5 minutes before the session. If you do, 
Glance may time out. There will be a blank field to enter a session code. You have reached the 
correct site. Now dial the phone number and join the conference call. The trainer will give you the 
session code. Enter the code in the field on the Glance screen. The trainer’s monitor will appear on 
your monitor.

Note that you will want to be in a fairly quiet place to take the training. Office noise can distract others 
on the conference call, especially if you have your phone on speaker so that several in your office can 
participate at once.

Enjoy your training experience.


