
Signing up  
to the portal  

CITB ONLINE PORTAL USER GUIDE 



Signing up to the portal 

2

Setting up

Welcome to the first guide in the series of user guides for CITB’s online portal. 
The guides provide step-by-step instructions for setting up your account, 
managing access, and overseeing grant applications.

Whether you’re adding new users, applying for grants or managing requests, 
these guides will walk you through the process.

Before we begin, make sure you have:

●	 An email address to use for signing up and future logins.
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Click on the ‘Sign in’ button at 
the top right corner of the portal.

Below the Sign in button, 
click ‘Sign up now’.
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Section 1. Signing in
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Click 'Send verification code' Please enter your email address 
in the first field.
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Section 2. Creating your account
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Then click the ‘Verify code’ button.An email with a unique code will be 

sent to your email account. Please 
check your email and enter the code 
you’ve been emailed on the portal.
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Once your email has been verified, set a 
password meeting the below criteria:
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• The password must be between 8 and 64 characters.

• The password must have at least 3 of the following:

- a lowercase letter
- an uppercase letter
- a digit
- a symbol.

Now enter your first and last name.

Click ‘Create’.
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Click ‘Confirm’ to update your details or 
to confirm the current details are correct.

Click the ‘CITB logo’ to return to the 
portal homepage.

8

9

Review and update your profile 
details if needed.
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When you first log in to the portal, 
you will be directed to the ‘Update 
user details’ page. You must first 
confirm your details are correct, or 
update them if they are incorrect, 
before continuing.




