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Getting started: logging in for the first time 

Help on the portal
[image: ]Many pages of the portal have a Help Tab located on the left margin of the screen. They are blue and carry a question mark. Click the tab to reveal guidance text relevant to the page. Click the tab again to close the information.
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This is how to set up your account for the first time. 
1. You will receive an invitation email. update
If you haven’t received your invitation email following a successful application, please contact our customer support team on ctdservices@citb.co.uk or 0844 994 4047. 
2. In the email, click “Login to my account”. 
[image: ]
Once you have clicked the link a webpage should load. On there you can enter the email address that you provided when applying to become an ATO and then click on the “Send verification code” button.
3. You will receive an email with your verification code. Please note you only have 15 minutes to respond and verify this code



4. Enter the code in the verification box and click “Verify code”.
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5. You will now be prompted to create a password. 
6. Click create to submit the form. 
7. To log in into the portal, click the “Sign In” button located along the top of the homepage and enter your verified email and new password. Click the “Sign in” button.
[image: ]
8. On your first log in to the portal, you will be prompted to accept our terms and conditions. Read and accept them to continue. 
[bookmark: _GoBack]9. If you have applied for the Assured or Recognised product category your next step will be to sign your Forms of agreement”
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Good Morning/ Good Afternoon

Thank you for registering for CITB onlpf€ services. Plage complete the following steps to loginto the
site:

Click the link provided hefe - Login to my account

Verify your email (please gnsure you use the emaijfaddress you provided on your
application)

Enter a password for your égcount (8 - 16 char ers, must include 3 out of 4 of the following;
special character, number, uphg

Click on the ‘Create’ button

This will take you to the CITB Portal

Click on ‘Sign in” and log into the CITB Portal using the email address and password which
you set up your account under

Read and accept the Terms and Conditions for using the CITB Portal

Sign the appropriate Forms of Agreement for either Assured and/or Recognised Product
categories. For more information about Assured and Recognised Products, please visit our

website by clicking here.

For further information and instructions on how to access or use your account, please download our
support pack by clicking here: ATOs: Everything you need to know.

If you have any questions, please contact us using the contact details provided below.

Kind Regards,

Customer Operations Team
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CORONAVIRUS NOTICE

Read more about CITB's position during the Coronavirus crisis.
Read CITB's message to ATOs during the Coronavirus shutdown.
Read CITB's recommended preventative measures.

FINANCE SYSTEM MAINTENANCE planned from 26 NOV - 2 DEC
Please be aware that during this period we wil have imited access o firance information and it wil not be possibe fo process grant payments

Welcome to CITB Online Services
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