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January 2021
Purpose:
The goal is to have a simple method to register for all classes, webinars and trainings offered by
the Property Assessment Division that also allows for a history as well as the attendees and
allowing payment options at the time of registration. It is important to complete the
registration process completely and accurately as the registrations are compared to the
downloaded class listings and all are necessary to approve the certificate holder’s credit
hours. Please DO NOT register more than once. NOTE: If you register yourself and others,
only the person that registered will receive the link email for joining the presentation. The link
can be forwarded to the others, but proper registration is necessary for educational credit.
Step 1: Go to PAD education calendar and click on the link under the ‘Location & Registration
column to bring up the departments events, which takes you Brown Paper Tickets in Step 2.
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Step 2: Click on which event you would like to register for. (NOTE: You can register for any of
the events for the entire year. If you are unable to attend or have questions see Step 8 below.

Step 3: Select quantity from the dropdown. If offices have additional staff that will be
participating select the total number of participants, however if you register for more than
yourself only your email will receive the link to join so you will have to forward the link to the
others. You will also need to indicate in the question box who hold the certificates.
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Step 4: For classes that require a payment, there are two options for registration, you can pay
by card immediately or the register only/pay later option, allows you to mail a check 10 days
before class in order to participate. Once you choose the option quantity field select ‘Add to
Cart.’
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Step 5: On the ‘Your cart’ tab follow the steps- you can always edit or delete if needed. When
finished click next at the bottom of the screen.

Note: *If you made an error you will see this comment:
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Step 6: Complete all fields, including the names of each participant
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Step 7: Confirmation Information and receipt printing. NOTE:You will only see the receipt
option for classes that had a cost.
In the ‘Delivery’ box you can print a receipt. If you are paying by check, a copy of this receipt
MUST be mailed with your check. Checks should be received by the Division 10 days before the
start of the class. Mail checks to:
Nebraska Department of Revenue, Property Assessment Division
PO Box 98919
Lincoln, NE 68509-8919
Under the ‘Billing Information’ box you can edit email addresses or cancel your order.

6

This is the printable ticket, for
those participants that pay by
check a copy of this ticket MUST
accompany the check.

STEP 8: If you are unable to participate or have questions after you have registered please
go to that event again using the link on the education calendar scroll down below the
“Registration Options” box and to the right of the page, use the option you see here:
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