
Welcome to our new Training 
Management System



Please read through this 
document carefully to ensure 

a successful login and 
enrollment in your training 

programs.



When you click on the link in your email, it 
should take you to the Log In page of our 
training system. 

Step 1:  Click the Register button to continue



Step 2:  Create a Username
Step 3:  Enter your Email address
Step 4:  Enter your First Name
Step 5:  Enter your Last Name



Step 6:  Create a Password

Password Rules
1.Password must be 8 or more characters 
in length.
2.Password must contain the following 
character sets:
◦at least one upper case (A-Z) 
◦at least one number (0-9)
For additional security you may add non-
alphanumeric symbols (e.g. !, @, #, %, 
etc.).  
NOTE – do NOT use the space character.



Step 7:  Registration ACCESS

Select “Court Staff” if you are a Judge or 
work or volunteer for Court 
Administration, Juvenile Probation, CASA 
or FCRB.

Select “Non-Court Staff” if you are an 
Attorney or work or volunteer in Child 
Welfare, Behavioral Health, or another 
area.



Step 8:  County – All Courts Staff

Please select the county in which you 
work or volunteer. 



Step 9:  Ph# - Enter your phone number.

Step 10:  Click “Register” to continue.  No 
additional information is required for this 
screen.  



Step 11:  Click on “OK” button. 



Step 12:  Enter your newly 
created Username and 
Password and click Log In.

NOTE – You can DISREGARD 
the instructions on the left 
hand side of the screen.



Step 13:  To complete your 
registration for this event, 
click the “Register” button.



Step 14:  You’re almost there.  
Click Close and then you’ll be 
directed to provide only a 
couple more pieces of 
information.



Step 15: For 
Timezone
Country, select 
“United States 
of America”.



Step 16: For 
Timezone, scroll 
down and select 
“(GMT-07:00) 
Phoenix”.  This 
applies for the entire 
state.

NOTE for some browsers the Timezone Country and Timezone may appear at the bottom of the 
Preferences window.



Step 17:  Click 
Update to 
proceed. 



Step 18: Click Close.



You will notice that you have the two  
Training Courses assigned to you related 
to the Technology Refresh:
Office 365 and Windows 8.1.
• Click each course title for details about 
each course.

Back on the home page, it 
shows you are registered 
for the training.



Watch for a registration email.  
An Outlook Appointment will be 
attached.  Double click on that 
attachment to load the meeting 
request to your calendar.

Thank you and have a 
wonderful training!


