REGISTRATION 101
Our goal is to make the online registration process as easy as possible for our members.   Whether you are new to the process or simply want to be best prepared for the season opening, this fact sheet is important to read, print and refer to before online registration begins.
Our online registration system has a 20 minute limit for completing the online class registration process.  This limit should be adequate if the steps below are followed:

1. Patron and Commodore’s Club Membership and Program EARLY Registration opens on April 26th at 7 pm (EDT) and closes on May 10th at 7 pm (EDT).  Anyone who becomes a Patron or Commodore’s Club member will have access to early program registration for themselves and youth associated with their account.  Once the membership process is complete, the Program Registration link will appear at the bottom of the “Membership and Payment Confirmation” page.  Click on that link to advance to Program Registration.  Regular Adult membership cannot be processed during this time.
Regular club membership and program registration opens online on May 11th.  Once the membership process is complete, the Program Registration link will appear at the bottom of the “Membership and Payment Confirmation” page.  Click on that link to advance to Program Registration.

2. If you are a returning member, access your member account now, review and update the pertinent information for everyone in your account (winter and summer addresses, email address, phone numbers, medical history, and insurance information).  If that is done before registration, you can click right through that information during the registration process and advance quickly.  You will find the link to your online member account on our website (www.glpyc.org, click on “member account” on our homepage).
3. If you are joining for the first time, be sure to have dates of birth, medical history, names, addresses and phone numbers of parents or guardian, non-parent emergency contacts, and medical insurance information for each participant.  This is the information that takes the longest to enter into the system.
4. If you are registering multiple members for classes, have an organized list of members and classes in front of you before signing into the online registration. Decisions should be made prior to logging on.  You can print off the Class Schedule (under the “Registration” tab on our website) and use it to figure out classes by member so it’s in front of you during the registration process.  If the class you want is full, you can elect to be put on the waitlist for that class.  There is no fee to do so and it will ensure a spot in the class if one opens up.  It will also enable us to contact you if another class is added to the summer schedule.
5. Make sure your computer is prepared for online registration.  This may sound funny but most registration problems are a result of individual computer issues and not the workings of our management system.  Here are some tips:
a)  Firefox or Internet Explorer are the recommended/best internet browsers for our online registration process (this is especially important for Mac users). Every internet browser has “time out” limits, and Safari, the default browser for Mac, has the shortest load time window (60 seconds).  This means that if the particular page you are on takes longer than 60 seconds to fully load (graphics, fields, codes, etc.), the page (or window) will time out and you will have to start over.  Firefox and Internet Explorer browsers have longer time out limits, between 5-10 minutes. Unfortunately, this is not something our management system can control.   We do not have information on other browsers.
b)  Make sure your computer is working at optimal speed.  Clear your browser history/cache so your internet browser starts fresh and close other programs that are in use. 
c)  If our management system experiences high volume of activity during the start of class registration (meaning many members are trying to register at the same time), a message may appear on your screen explaining that you are “in line” to register.  If you get this message, simply remain on that page and wait.  A “counter” will appear on your screen, showing where you are in line to register.  This number will change as your position moves up until you are allowed to log in and register for classes.  Do not refresh the page as you will lose your place in line.  If you want to email the help desk while you are waiting, open a new window to do so – do not exit out of the registration process as you will have to start over.
6. Registration Do’s & Don’ts:
a)  Do consider signing up for an alternate class if you are waitlisted in another.  If we can’t accommodate those on the waitlist, you will already be registered for your second choice.  If you do get into the waitlisted class, you will have the choice to 1) drop the alternate class and transfer into the waitlisted class or 2) remain in the alternate class and your spot in the waitlisted class will be offered to the next person on the waitlist.  Please note there is a $5 drop class fee for option 1.  There is no fee for simply adding your name to a waitlisted class.  It’s important to know that although we try to accommodate everyone who wants a particular class, we are bound by safety, staffing and logistical restrictions.  There may be times when you have to make another choice.
b)  Do take the time to ensure all the information in your member account is correct.  Every adult club member should have a current email address registered in order for them to receive our electronic correspondence throughout the year (most importantly during the summer season).  You can also register email addresses for youth members.  This may be important if children are registered in their grandparents’ account and their parents are not club members.  If the parents’ email address is registered under their children, they (not the grandparents or children) will receive our email notices throughout the season if it applies to classes their children are registered in.  Or if your children/grandchildren are old enough, have access to email and would like to be informed of updates to their classes, you can register their email addresses.
It’s also essential that the club has updated emergency medical and contact information for adults and children participating in classes.  If someone other than the parent is registering children for classes (or one adult is registering another adult for a class), please take the time to ask for updated information rather than assuming its still correct.  Again, this can be taken care of well in advance of registration by logging into your member account (www.glpyc.org click on “member account” on our homepage).
c)  Do consider pros and cons of sharing your member account log in information with others.  For example, members who have their grandchildren in their account because their adult children are not members may find it easier to allow their adult children access in order to register the grandchildren for classes and update their personal information.  The tricky part comes in when paying for the classes.  It’s important to know that all credit card information used for classes throughout the season is saved in the account.  However, only the last four digits of the card are shown in the system so the office has no way of knowing whose card it is or what type of card it is so we cannot sort by user (card owner).
The same scenario can happen during the season if an adult comes into the office to pay for classes, event tickets, tournaments etc. and they are not the primary member on the account.  Again, their credit card information will be saved in the account they are doing business in.  
If the office is told to pay for a transaction by “using the card on file”, we will use the last credit card that was used in the account.

d)  Do email the helpdesk (glpychelpdesk@hotmail.com) with any questions you might have, especially pre-season.  The office is not operational until June 30th so it’s important to get your questions answered before then via email.

e)  Don’t register online for more than one class in the same department (i.e., Jr. Tennis or Seashells).  If you are interested in your child participating in multiple classes in the same department, sign them up for one and come into the office after the first day of class to see if there are still openings in the other class.
f) Don’t try to sign up for classes without a current club membership.  All adults and children taking classes must be a member of the club.  The online system will prevent you from proceeding with registration.  You will see this message:

***STOP***

our records show that this individual has not yet registered for a membership in 2016.
Club Membership must be purchased before registering for classes. Please CLICK HERE to go back to our website and click on "MEMBERSHIP SIGN UP"

g)  Don’t forget to purchase a tennis court membership if you are signing up for tennis class or tennis tournaments.  The GLP Association owns the tennis courts and requires a court membership to use the courts during and after yacht club classes and events.  The cost of this membership is used to maintain the courts.  You can purchase the court membership online until June 30th (www.glpyc.org, click on the green button “Tennis Court Membership” on our homepage).  On and after July 1, you must purchase court membership via cash or check in the GLP Association office located at the front of the Casino.
