
portaluser@email.com

Click “Not a member?” to create
your account.

Enter your information and click
“Register.” You will receive an
email with a link to set up your

password.  

CREATE
AN ACCOUNT
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...........................................................................................

PORTAL USER GUIDE

Hi, Portal User



HOME
The “Home” page has details about the
organization and the portal. It will also
show all of your program registrations.

Click “My Account” in
the top menu to

update your account
information.

Most questions are
optional, but some

are not. Several
required questions
have an choice for

“Don’t want to
answer.”

MY
ACCOUNT

We will store your account information here so you don’t have to
provide this information again the next time you want to register for an

event--you will just have to make sure it is still up to date.

...........................................................................................

...........................................................................................

There are seven sections to “My Account.” You can track
your progress on the blue bar.



EVENTS To sign up for an event, click
“Events” in the top menu. Click

“Register” to begin your application. 

You may request that you upload
files to the portal. To do this, click

“Files” from the top menu.
FILES

Select “Upload
Files,” pick a file,

then click “Open.”
After it loads, click

“Done.”

...........................................................................................

...........................................................................................



ABOUT US
This tab has information about
AHEC and some useful links to
pages on the center’s website.

...........................................................................................

...........................................................................................

What’s my username? Your username is your email address.

How do I reset my password? Click “Forgot password?” on the Log
In page. A link will be sent to your email.

How can I tell if my registration was submitted? The homepage of
the portal lists all events that you are currently signed up for under
Enrollments. If it says “Review Draft Registration,” you still need to
complete the registration and select “Submit for Approval” at the
end. If the home page says “Registered” next to the event, then it has
been received. 

Do I have to answer every question in the portal? All required
questions begin with a red asterisk (*). You don’t have to answer the
questions that are not required if you don’t want to, but you must
click through each section. Some questions require you to select
“Don’t want to answer” to move on. 

Why can’t I select the event? You must complete all seven tabs in
the My Account page to register for an event. If you cannot see
seven tabs, it might be because of the device or browser you are
using. Sometimes, older or less common devices and browsers are
not compatible with our portal. Please find a desktop computer and
try using Google Chrome to see if that fixes the issue. 

FAQ


