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Create and Update Student Account
Profile 

Navigate to Course Catalogs 
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2 Click "Login" 

3 Click "Student" 
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4 Click "Create Account" 

5 Click the "* First Name" field and type in your first name. 
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6 If you have a middle name, Click the "* Middle Name" field and type in your
middle name. 

7 Click the "* Last Name" field and type in your last name. 
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8 Click the "* Email" field and type in your email. Please note-this email will be used
for all correspondence including course confirmations. 

9 Click the "Login" field and type in the login you would like to use. 
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If your login already exists you will be notified when you click on Create at the end
to modify this. 

Click the "* Password" field and type in your password. You will then click on the10 "Verify Password" field and type the password again . 

Password Hints 

-Must include at least 2 alphabetical and at least 2 non-alphabetical characters 

-Minimum Password length is 9 and maximum 30 

-Your password cannot include any character repeated 3 or more consecutive
times 

-Your password cannot contain your username or your username reversed 

-Your password cannot contain whitespace characters such as spaces, tabs, line
feeds, and carriage returns 

-You cannot re-use your previously used passwords 
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You can click on the "Secret Question" dropdown to select the question of your11 choosing. Click the "* Secret Answer" field and provide and answer to that
question. 

You will need to remember your answer in the event you forget your password. 
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12 Click the "I agree to Terms and Conditions" field. 

13 Click "Create" 
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14 Click this button field. 

15 Click the "Login" field and type in your Login information. 
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16 Click the "Password" field and type in your password. 

17 Click "Login" 
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18 Click "My Account" 

19 Click "Update Profile" 
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You will want to complete all required fields under profile. 

20 Select your legal "Gender" 
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21 Click your "Ethnicity" field. Multiple choices are permitted in this field. 

Click the "First name and Last name same as22 profile?" field. This will auto-generate your first and last name. 
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23 Click the "* Address Line 1" field to add your street address. You can click and add
into "Address Line 2" and "Address Line 3" as needed. 

24 Click the "State/Province" field and choose your state from the dropdown. 
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25 Click the "* Postal Code" field and enter your zip code. 

Verify the country listed is correct. If not, click on the "Country" field dropdown26 and select the correct country. 

Made with Scribe - https://scribehow.com 15 

https://scribehow.com


27 Click the "* Telephone Number" field and type in your telephone number. 

Click the "* Email Address" field and add email if needed. This should28 autopopulate based on account creation. 
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29 Click "Add Relationship" 

Click the "* Organization" field and start typing in the organization you are30 associated with. Click on the correct organization. Note-If your organization does
not appear the organization may need to reach out to Public Safety Training. 
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31 Click on the "Role" Field and select the "Employee" option. 

32 Click the "Share Personal Information?" field. 
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If you are associated to more than one organization, you can click on add
relationship again and add the next organization. 

Click "Save" 

If a field is missing the screen will mark that missing field in red and also identify
this information for you at the top of the screen. 

Relationships will sit as pending until the organization approves the relationship. 
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34 Click "Back to shopping" 

This will take you back to the Course Catalog screen. You can now search and
register for courses. 
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