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Non-District Employee - Instructions to Register for Professional Development 
Trainings Using Electronic Registrar Online (ERO) 

Version 1.0 • Updated July 21, 2009 
 
This job-aid was created to guide you through successfully registering on the district’s on-line professional 
development registration system (ERO), viewing available courses and related sessions, registering for sessions you are 
interested in or have been designated to take, and to drop a session(s) if needed. 

Section 1: Follow the steps below to register into the professional development tracking system and sign-up for a         
course(s). 

• Open an Internet browser such as Internet Explorer, FireFox, Safari etc. 
• In the browser window, enter the following URL: 

 

http://sandi.net/ero 
 

• The following ERO Login screen will display. Complete step A below 
 

     

 
 
 
 
 
 
 

Click Browse the public 
catalog 

A 

http://sandi.net/ero
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• Complete step B below       

          
 
 
 
 
 

 
 

       
 

 

Click the checkbox to accept terms 
and conditions, click Accept 

B 

Click the [Course Catalog] tab in 
either place.  

C 
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• Click in the Curriculum field or use the arrow for the drop down menu, and choose Non District Employees. 

 

            
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click in the Curriculum field and choose 
Non District Employees.   
Click Search 

D 
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• Click on either the name of the training under Course Title, or the Register link. 

           
 

• Course information displays.  Review the details of the course and determine if there are prerequisites or 
fees required to take the course.     

                        
 

• Click Register to sign up for training.   NOTE:  There is a fee for all trainings for Non District Employees.   
Arrange for payment through the coordinator or presenter. 

Click either the Course Title or Register link. 
 

Click Register 
to sign up for 
this training. 
 

F 

E 
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• Select Out-of-District Fees, and click Continue. 

                             
 

•  You will need to create a profile for yourself.  (If you already have one, go to your profile). 
•  Create your User ID and PIN with 6 digits (numbers only).  Fill in your First and Last Name and use the 

information below for the other field fill-ins as a Non District Employee. 
 

                               

                                 

                               

Select Out-of-
District Fees 
and click 
Continue. 

Create your 
profile – or go 
to your profile. 
 
Red fields or 
fields with * 
are required. 
Use this 
information to 
fill in required 
fields. 
 
 
 
Enter your work 
phone number 
(or the best 
number to 
reach you) and 
your email 
address.  This 
ensures you 
receive email 
information 
about the 
training i.e., 
cancellations, 
etc. 
 
Click Add 
 
 
 
 

H 

G 
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• If you created your NEW profile, you will get this message of successful registration for the training. 
 
 

                               
 
 
 

                                
 
 

•  There is more information about dropping trainings in the next section of this job aid. 
•  To Logout click on Exit at any time. 

 
 
 

NOTE:  If you choose a curriculum other than Non District employees you will find that the sessions displayed are 
not necessarily available to non district employees. 

 
   
  

 

To see all trainings you 
have registered for click 
[My Current Schedule] 

If you choose to 
drop a training, 
click the ‘Click 
to Drop’ link. 
 

Confirmation 
of successful 
registration. 
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TO DROP A COURSE 

Section 2: Follow the steps below to drop courses in the professional development tracking system. 

 
• Open an Internet browser such as Internet Explorer, FireFox, Safari etc. 

• In the browser window, enter the following URL:  http://sandi.net/ero 
• The following ERO Login screen will display. Complete Steps A-D below 

 

     
 
 
 

• Click [My Current Schedule] 
 

  
 
 

Enter your User ID (which is 
your employee ID), PIN and 
click [Login] 

A 

Click [My Current Schedule] 

B 

http://sandi.net/ero
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• Your current schedule displays, follow Step C to drop a session. 

 

 
 

       
 
 
 
 
• You may sign-up for another course(s), by clicking the [Course Catalog] tab. 
• To Logout, click on Exit at any time. 

 
 
 
 
 

Click [Click to Drop]  

C 

Click [Yes] to confirm dropping the session.  
You will be returned to the [My Current 
Schedule] tab  

D 

For more information or assistance, call the IT HelpDesk at (619) 725-7500.


