
Mike: 
In response to your email for guidance on the student registration process.  All they need to do is click 
on the registration link and they will see this: 

 
 
If they are a new student, meaning that they have never attended an MCTFT class in the past, they 
should select the “New Student” option and they will see this: 



 
Then they just fill in the blanks and click on the “Create Account” button and their registration is 
submitted.  The computer will send them an auto-generated email confirming the receipt of their 
registration and providing them with their user name and password.  When you “approve” the 
registration, the computer will send them a second email advising them that their registration is 
approved.  
 
If they have attended MCTFT classes in the past they need to select the “Returning Student” option 
and they will see this: 



   
Obviously this requires them to enter a user name and password.  Most officers will not know their 
user name and password and this is where the problems start.  Most officers do not know who is 
providing the training so they do not remember whether or not they’ve attended a MCTFT class 
before.  But if they enter they try to register as a new student and enter their email address the 
computer will know if it is already associated with an existing student account and they will get an 
error message telling them to use a “unique email address”.  That should be a signal to them that 
they are actually a returning student instead of a new student.  At this point they should contact me 
directly and I can look up their log-in credentials.  If they click on “Forgot Username/Password” it will 
go to one of our staff assistants who may or may not respond (she’s retiring in August and is R.O.D. 
for the time being).  If they try to create a new student account they will need to use a different email 
address and this creates duplicate student accounts which is very inefficient.  In addition, officers will 
often make up an email just to get it done, like putting “.gov” instead of “.org” or something like that 
which creates problems because now we don’t have a good email address for them and all of the 
auto-generated emails the computer sends go into a black hole somewhere because the email 
address is undeliverable.  So best option is to contact me – or you – and if they contact you, you can 
add them to the class using the “add a student” function on your host agency dashboard where you 
just enter their name, email address, and agency.  If they are a returning student, the rest of their 
information will auto-populate and if they are new student, the computer will create a student account 
for them and send them the information they need to access their student account. 
 
Please let me know if this helps or if you have any other questions. 
Thank you, 
Gail 
 


