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Professional Development Course 

Registration Instructions for LU Employees 

 

Introduction to Course Registration 

Welcome to Course Registration! Course Registration is the way New Employees register 

for Finance Professional Development training. If your position requires access to the LU 

Finance systems, you will need to register for Finance Pro Dev courses.  You will be able 

to register yourself in each Finance Pro Dev class needed by following the instructions 

below. 

 

Registering for Courses 

Begin by logging into MyLU and selecting the Course 

Registration option. 

 

When you open Course Registration, the app will show the 

current semester that is available to register: 

 

 

 

 

 

 

 

Use the dropdown to select the current Employee option. The ‘Employees 20xx’ option 

will show you the Finance Pro Dev courses that are available for the current year. When 

the current Employee option is selected from the dropdown, click the Blue Button. 



  2 
 

 

 

 

 

 

 

 

 

The Employees Courses will open. To search for the available Finance Pro Dev Courses, 

place your cursor in the Subject Code field and type PDFN and then select the Pro Dev 

Finance option. Next, click the blue Search button. All the current Finance Pro Dev Courses 

will be visible. 
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Select the course that you need to take: 

 

 

Register for the course: 

 

 

After registering, it may take up to a few hours before you receive an email invitation to the 

Canvas course. 
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If a course requires prerequisites, each course must be completed by registering through 

Course Registration.  It can take up to a couple of hours from the time you register to the 

time you receive the email invitation for the Canvas course.  It also takes up to a couple of 

hours for completion of each course to process in order to show up as a completed 

prerequisite in your registration for the next level course.  Please allow ample time for each 

completion to process before trying to register for the next desired course. 

 

If you are taking Finance 100, 102, and 210 to receive enhanced permissions in BuyLU, 

submit your request online.  

 

Additionally, if you are taking Finance 200, 220, or 221 to request a P-Card or book travel, 
follow the instructions on the P-Card website. 

 

 

https://liberty.service-now.com/sp?id=sc_category&sys_id=1939067e1b4f65103195a970604bcbf0
https://www.liberty.edu/finance-admin/procurement/pcard/
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