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www.FirstResponderTraining.gov User Account Registration 
Indiana Pilot First Responders 

1. To create a new account, navigate to https://www.firstrespondertraining.gov/ and click on 
the Register link in the top right corner. 

 

 
 

2. Step 1 of 4 in the registration process asks for your personal information: 
b. Pilot Participation Code = jckl0307 
c. First Name = user’s first name 
d. Last Name = user’s last name 
e. Username = user’s professional email address 
f. Alias = a user name that will be displayed in the Discussion Forums. It cannot have 

any spaces. 
g. Password = the password must be 8 – 15 characters and have at least 1 capital letter 

and at least 1 special character (shift +1,2,3,4,5,6,7,8, or 9). 
h. Retype the password 
i. Click the Continue Button 
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3. Step 2 of 4 of the registration process asks you to find your organization in the system: 
b. Enter the name of your organization in the Organization Name field 
c. Click the Search button 

 

 
 

4. Step 3 of 4 in the registration process asks you to create or select your organization: 
b. Scroll through the organizations listed in the search results at the bottom of the 

screen. If you find your organization, click the Select link on the far right next to the 
address and then skip to step 5. If you don’t find your organization in the search 
results, go to the next step (step b). 

c. Click the Create button. 
d. Enter the name, city, and zip code of your organization. If your organization has 

more than one location, enter information for the headquarters. 
 

 
 
5. Step 4 of 4 in the registration process asks you to define your role: 

b. In the Supervisor Information fields, enter your supervisor’s first name, last name, 
and email address 
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c. In the First Responder Roles section, check the role(s) that you are qualified for as a 
First Responder. You can select multiple roles as long as you perform the duties 
associated with those roles at your organization 
 

 
 

d. Click the Complete Registration button 
 

 
6. Verify that the account is active by logging in to the FRT.gov site. 

b. If necessary, navigate to http://www.firstrespondertraining.gov/ 
c. Enter the newly created username & password in the appropriate fields in the top 

right corner of the window, then click the login icon (small box with an arrow) or 
press Enter 
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Request a Class 
1. Log in to the www.firstrespondertraining.gov site. 

 
2. Find the class you want to take. 

a. On the Terrorism Training tab, select Course Catalog to display the Course 
Catalog search page 
 

 
b. In the Title field, enter as much of the course title as you remember. (If you 

are planning to take MGT-310 or MGT-321, you can enter that in the Title 
field.) 

c. Select the Mobile check box to find classes that are being held in Indiana 
d. Click Search 
 

3. Add the course to your Development Plan. 
a. Find the course you want to take in the list of results 
b. Click the Add to Development Plan button 
c. From the Terrorism Training tab, select the Development Plan link to verify 

that the course is there 
4. Request the class 

a. From your Development Plan, click the Request Course button for the course 
you want to take to display a list of dates when the course is available 
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b. Click the View Details button for any class to find out where the class is being 
held. 

 
 

c. Click the Request Course button for the class you want to take 
 

 
 

d. Click Yes to continue to the registration page 
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e. Verify that the three approval steps are listed (IN_COUNTY, IN_STATE, and 
TP_XXX) 

 
 

f. If necessary, enter any comments in the comments field 
g. Click the Confirm button to send your registration to the first approver 

(IN_COUNTY). You and your supervisor will both receive an email with 
information about the class and the approval steps that must be completed 
before you are registered in the class. 

 
5. Verify that the class is on your Requests page with a status of Pending. 

a. From the Terrorism Training tab, select the Requests link 
b. Verify that the class you requested is listed in the table. The status should be 

set to Pending. Once the class has been approved at all three levels, you will 
be enrolled in the class. You will receive an email with information about 
whether you were approved or denied at each stage of the approval process. 

 
NOTE: If you need assistance, you can reach the FirstResponderTraining.gov Help Desk by calling 1-877-
612-HELP (4357) weekdays between the hours of 7:00 A.M. and 9:00 P.M. CST and weekends between the 
hours of 9:00 A.M. and 6:00 P.M. CST. You can also contact the Help Desk 24 hours a day by emailing your 
questions to frt_administrator@plexsci.com. 


