
Register as Provider Training Guide 

 

1. To initiate the process select the “+” icon from the landing page.  

 

2. Once you have select the “+” the system will show a menu of options, select 
“Register New Provider from the list”  

 
 

3. Once you have selected Register New Provider the system will take you to the 
Provider Registration Page.  



 

4. Select from the drop down the type of provider you are attempting to register as.  

 

5. Once you have made a selection you can selection the system will populate the 
page for that specific provider type.  



 

6. The page is dynamic based on the first selection so if you change that selection, it 
will populate a new form based on the updated selection.  



 

7. To complete registering as a  College/Academy select “College/Academy” from the 
drop down list.  



 

8. The system will then populate the College/Academy Form, you can then complete 
the required fields.  

9. If you try to submit without completing the identified fields, the system will display a 
list of all fields that need to be completed.  

 



 

10. You can select “Business Address the Same as Mailing to save the mailing address 
as the business address.  

 

11. If You can select “Business Address the Same as Mailing to save the mailing address 
as the business address the Business Address section Will become hidden.  



 

12. Once you have completed all the required Fields you can select the submit button 
from the bottom of the page.  



 

 

13. To complete the form as a fire department, select “Fire Department” from the drop 
down list 

 
 

14. The system will update the display to show the fields required for a fire department.  
 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



15. You will be prompted to enter the address information, you may again select that the 
business address is the same as the mailing address.  

 

16. If you select that you use the “NERIS Reporting System” the system will populate the 
additional NERIS fields.  



 
17. Once you have completed the fire department information you can select submit on 

the bottom of the page.  



 

 

18. To complete the provider application as a individual you can select the “Individual” 
option from the drop down.  

 

 

19. Based on your selection the system will update the displayed fields to show the 
individual provider fields.  



 

20. The system will populate the name information based on the information you 
entered when you registered for a FireTRAQ account.  



 

21. For individual provider you are only asked to provide a mailing address (rather than a 
mailing and business address). 
 

22.  For individual providers the system will ask the individual to attest to the statement 
below. If you do not attest the system will display an error message.  
 



 

 

 

 

 

 

 

 

 

 

 

 

 



23. Once you have completed all required fields, for the individual provider you can 
select to submit at the bottom of the page.  

 

24. To register as a Online Only Provider you select “Online Only”  

 

 

25. The system will display the Online Only Provider Information.  



 

26.  You will be asked to attest that you will not have an instructor present during the 
class offerings.  

 



27. For online provider you can select business address is the same as mailing address 
and the system will hide the business address information.  

 

 

28. Once you have completed all of the required information you can select to submit 
on the bottom right of the application. 



 

29. To select to become a third part provider select “Third-Party” from the Register as 
field.  

 

30. The system will populate the Third-Party Provider fields  



 
31. Once you have completed the required fields you can submit on the bottom right  



 
32. Once your provider has been approved you will receive an email letting you know 

that it has successfully been approved.  

 

33. Once your provider has been approved, and you log back into the system will see a 
new Icon on the left hand Navigation. Select Provider from the updated Navigation 
Menu.  



 

34. You will then be taken to a page where you can see the information for the provider 
(these views will be built out in upcoming sprints and covered in a future UAT)  

 


