
Step 1: Delegate receives an email for the instruction to create an account 
to access the student’s information.

Step 2: The delegate clicks on the link identified in Step 1 of the email 
above and then fills out the information in the First Time As A Delegate
section. Click Create Account.
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Step 3: Read the Terms and Conditions and click I Accept the terms and 
conditions button. 

Step 4: The DA Security Key and Contact Email information are in the email 
you received.

Step 5: After clicking the Submit button, the delegate is presented with a 
confirmation message.
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Step 6: The delegate can now login with the User ID(Email address) and a 
password that they have created.

Step 7: Click the Update Password and PIN tile.

Step 8: Click the Personal Identification Number from the menu.

Step 9: Enter a value in the PIN box. Click the Save/Update button.


