
How to Navigate Through Registration for the AP* Summer Institutes Program at the 
University of Texas at Austin  
 

From the Home Page, click on the tab “Institutes” in the top left corner of the page.  

 

 

Click on the subject that applies to your training needs. You will see the Texas Extended Campus logo at the 

top of the page with a brief description underneath. Scroll down slightly and find “Course Search Results” and 

a listing of all of the institutes offered in the chosen subject area. For more specific information on each 

institute listed, click on the title of the institute, colored in orange. 

 

 

 

Again you will see the Texas Extended Campus logo at the top of the page with a brief description 

underneath.  Scroll down slightly for specific institute information, including a course description and details for 

when the class meets and what to bring with you.  If you click on the orange number “4” listed at “Class 

Schedule” on the right side of the screen, it will show you the building name and room number of the institute.  

Once you have thoroughly read the course description and determined that this class is a fit for your experience 

level and training needs, click the blue button on the right side of the screen that says “Add to Cart”.  

 

 

 



.  

Click “Check out” when prompted to do so by the pop up window.  

Scroll down slightly to see your cart. You should see an orange box that says “Courses” and the institute you 

chose underneath it, as well as the price.   

 

To the left, at the bottom of the page you will see an orange link that says “Registration Policies”, click that link 

to review APSI specific policies and procedures before continuing.   Click the blue “Check Out” button at the 

bottom of the page on the right side when you are ready to check out and provide payment information.  

Scroll down slightly.  You will see “Log In or Create an Account” and two orange boxes underneath that say “I 

have a UT EID already” and “I don’t have a UT EID”.  Click the one that applies to you.  If you aren’t sure, 

choose “I don’t have a UT EID”.  When you go through the system online, it will check to see if one exists 

already for you.    

 

If you click “I don’t have a UT EID” please go through the steps given to create one.  Please remember your 

unique password, as it is personal and only you will have record of it.  For questions when setting up a UT EID, 

please call UT Information Technology Services at 512-475-9400.  The AP* Summer Institutes staff will not be 

able to assist you with UT EID questions.  

If you click “I have a UT EID already”, on the next screen it will ask you for your UTEID and password.  

 

 

 



It will ask “Has any of your profile information changed recently?  If so, please update it now.”  Please make 

changes accordingly.  If you have been given a GROUP CODE to use for your district, please make sure to 

add that to the Employer Information Section where it says “Group Affiliations” and “Group Code”.  

 

 

Click the blue “Continue to Check Out” Button at the top right.  

 

Scroll down slightly.  You will see the word “Payment”.  You will see your institute once again and the price.    

You will see “Policy Confirmation” and a check box that says “I have read and understand the drop, transfer, 

refund, and security and privacy policies and approve charging the above amount to my credit card”.  Check 

that box once you have read the policies, etc.  

 

If UT needs to invoice your school or district for your registration fee, please select “invoice or special billing” if 

you are paying with a credit card, choose “credit card”.  If paying by credit card, please proceed with entering 

credit card information as directed.  

 

 

 



 

You will be directed to a required Application.  Your registration cannot be completed without completing the 

Application.  The Application provides UT staff with information about the district and/or school you are 

currently teaching in and, if you have chosen to have your school invoiced, will give UT staff the information 

they require to proceed with invoicing.     

 

 

 

Please note that REGISTRATION IS NOT COMPLETE until our staff has processed your registration 

information and payment has been received.  If you have chosen “invoice or special billing” please note that 

your seat in an institute is NOT confirmed until your school or district has sent us a Purchase Order or payment 

in full.       

 

If you have further questions regarding registration, please call our Registrar, 512-471-2913 or email our 

program at apsi@austin.utexas.edu.  

*AP is a registered trademark of the College Board.  The College Board was not involved in the development 

or delivery of the Winter Workshops.  
 


