How to update staff members’ profiles and reset their user names and passwords

1. Login to your account at: https://training.agendaforchildren.org/checkoutsignin.cfm

2. From the left-hand pane, click on [\/IRLXLLIE, thenf e e EnEes
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Use one or more gile Course Search options below to search for upcoming courses. The Keyword field searches course codes,
Nfles anda . You must login or create a new account to add items to your cart.
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3. From here, you'll see a list of everyone associated with your account. Click on Edit Profile to update their
information, including their password and username.
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Calendar View Members are additional people to which you can add new registrations. This could be a child, 2 spouse, or even an employes. Uss
the Add Mew Member button below to 2dd 2 new member account. If the person already has an account, but it is not linkad to
My Account your account as 2 member, please contact the office and request them to link the account to you as 2 member account.

For the member accounts listad below, you can ragister these members in the same mannar you would register yourself. Howsver,
during the ragistration process, make sure you select the comact member account before adding the course to the cart. At the
bottom of the course detail page just above the Add To Cart button is a list of all your members. Select the correct member nams
and then add the course to the cart. If you do not use the comect member account name, the registration will be under your
name as the person taking the course.
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Check to make sure that we have their most current information and update any missing information. Be sure to
include your employer information!

e Membership Type: This is where it will list whether your staff person works for a Type | center, Type Il center,
Type lll center, family child care program, Head Start or school. If the information here is incorrect, email
trainings@agendaforchildren.org with your corrected information. This will affect the prices you may pay for

Foundational Classes (and your ability to attend certain classes), so it's very important that the membership
type is accurate!

¢ To change their User Name: scroll down to the bottom of the page and enter the user name you would

prefer to use. We suggest using an email because you may be more likely to remember it. Hit m when
you are done.

e To change their Password: Enter the password you would like to use. (Passwords can contain letters,

numbers, and !$@. characters only. No spaces. ) Then enter the same exact password in the Confirm
Password field. Hitm when you are done.

If you change your staff members’ user names or passwords, please be sure to give them the updated
information!
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