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Registration Home 
 
 

 
 
 
 
 
 
 
 
NFHTA Technical Support 
 
For any general questions about the NFHTA registration system, web site or course management system, 
users can send an email to support@nfhta.org or use the NFHTA Help Request form.   
 
One of our representatives will address your problem and get back to you within 24 hours or during the next 
workday. 
 

The NFHTA Registration 
home page provides a list 
of courses and the 
schedule of classes.  You 
have the option of creating 
a new account or 
registering for a class if 
you already have an 
account. 
 
You can filter the list of 
courses by selecting a 
course name from the 
Course drop down list 
box. 
 
Select the Course No. to 
view a description of the 
class. 
 
Select Register to register 
for a class.  You will be 
prompted to login or 
create an account. 
 
It will show if a class is 
full or a class is cancelled.
 
Users can access the 
User’s Guide by clicking 
on Download the User’s 
Guide. 
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Help Request System 
 
You can use the Help Request system to request for assistance with issues related to the NFHTA.  The Help 
Request system has been designed to provide a record of help requests and a routing mechanism to make 
sure that your request is received and handled by a member of our team.  The system also keeps permanent 
records of the requests which allow us to monitor the applications and processes that have been developed to 
help you. 
 
The link to the Help Request form is available as one of menu bar options on the top of each page.  An 
NFHTA user account is not required to initiate a Help Request using this form. 
 
When a Help Request is initiated (opened) or closed, an email is generated and sent to the user and the 
support staff. 
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Forgot Username or Password 
 
If you forget your Username and/or Password you can request that these be sent to you by clicking on the 
“Forget your userid and password” link. 
 
From the Forgot Userid and Password page, enter the email address that you used to register on the system. 
 

 
 
If your email address is found, check Yes to confirm that you would like the system to send you the 
information, then click on Continue. 
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Create New Account 
 
Users who have never taken an NFHTA course must first create a new account before they can register for 
classes.  Individuals that have taken courses with us prior to the development of the registration system must 
contact NFHTA staff to access and update their account.  The best method to use is the HelpDesk form. 
 
Click on the Create a New Account link from the main page.  Complete the form then click on Submit. 
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We also collect additional information about your organization and any special needs you may have that 
need to be accommodated so that you can take our courses. 
 
Individuals that have taken courses with us prior to the development of the registration system must contact 
NFHTA staff to access and update their account.  The best method to use is the Help Request form.  You do 
not need to be a registered user to use it. 
 
 
 
Account Already Exists 
 
When you create a new account, the system will check for a duplicate username or email address.  You will 
not be able to create a new account if the account or email address you are trying to create is already in the 
system. 
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Course Description 
 
When you select a Course No. from the main page, a description of the course will be visible.  The user can 
determine if this is the class that he or she is interested in taking.  The user can also determine if there are 
any prerequisites for the class. 
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Course Registration 
 
Click on Register on the class you would like to register for.  You must be logged on to register for a class.  
From the Course Registration page, you have an opportunity to provide comments to the NFHTA staff 
about processing your class request by using the Comments box.   
 
Click on the Register button to submit your registration request.  The system will check to see if you have 
taken required prerequisites before accepting your registration.  Weeks “One” through “Five” must be taken 
in order. 
 
The system will check for duplicate registrations.  If you are already registered for that course and session, 
the system will not allow the registration and display an error message. 
 
When you register, you are placed in a pending status until NFHTA staff verifies your registration and 
approves your class.  Only then will you be enrolled in the class. 
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Login 
 
To login into the system, click on Login from the menu bar at the top of the page.  Enter your Username and 
Password.  Once you are authenticated you will be able to access your account. 
 

 
 
 
My Account 
 
After you login, the system will take you to the My Account page.  This page will allow you to view and 
update your account profile, view your training history, and change your password. 
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My Profile 
 
Click on My Profile from the My Account page to review and update your account information.  This is the 
information you entered when you created your account.  For the My Profile page you can modify 
everything except your Username and Password.  Students that have already taken classes from NFHTA will 
have an account created for them.  They will be responsible for verifying and updating the information that is 
in the system.   
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My Training History 
 
Click on My Training History from the My Account page to the view the list of courses that you have 
registered for and taken.  It also shows the status of each registration. 
 

 
 
 
 
Change Password 
 
Click on Change Password from the My Account page to change your password. 
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Privacy Statement 
 
 

 
 
 
 
Logout 
 
When you are finished using the system, please log out by clicking on Logout from the last menu option on 
the menu bar.  This option logs you off of the system but takes you to a screen that will allow you to log back 
on when you are ready. 
 
 

 
 

 
 

 
 
 
 


