/BA Online Certificate Course: Bulk Registration

To register a participant (a colleague, staff member, etc.) in the ZBA Online Certificate Course you will need to create an
account in our system for yourself, as well as ask the individual(s) you are registering to create an account. Below are
detailed instructions — complete the three steps outlined in this document.

STEP #1: ASK THE PARTICIPANT TO CREATE AN MSU GUEST ACCOUNT

1. Ask the participant you are enrolling to create an account in our system. You can share with them the following
web page with specific instructions: Creating an MSU Guest Account. If you register a participant and they have
not created an account, their access to the course will be delayed up to 72 hours as we will have to manually
add them to the course. They will use the same account information to login to the course.

STEP #2: CREATE YOUR MSU GUEST ACCOUNT

1. Click on the following link Step 1 Initial Registration and complete the Guest Account request form.
Once the form is complete click the Register button.

MSU Guest Registration Form
COMBUETEIALL

Michigan State University - Guest Account Registration Request RE@QU| RED,E_} = LIDISY

Registration Email (personal, non-MSU email) *

Please fill in all of the additional fields listed below and then select 'Register' in the bottom right-
hand corner.

First Name *

Last Name *

Date of Birth *

[

Password *

Confirm Password *

] MSU Statement of Acceptable Use
eetothe M Stateme
Personal Information

Disclaimer: We collect data that you provide to us in order to validate your identity during future interactions as well to help us to
deliver and improve our services. We will process your personal information in accordance with our obligations under applicable
data protection laws and regulations.


https://www.canr.msu.edu/od/educational-technology/msu-community-id-instructions
https://sailpoint.itservices.msu.edu/external/registration.jsf

2. In your email you will receive a message with the subject "Michigan State University - Guest
Registration Verification." This is the first of two registration emails you will receive during this
process. Copy the verification code and enter the code in the required field shown below and select
the Confirm button. If you do not see this email check your junk folder.

MSU Guest Registration Form

Verification needed

Michigan State University - Guest Account Registration Request
Registration Email (personal, non-MSU email) *
@yahoo.com

You will receive an email message to the email address you provide which will contain information required on the next registration page.

Check the information listed below for accuracy. If the information is correct, enter the Verification
Code from the email message and select 'Confirm'. If any information requires correction, select the
'Back’ button at the bottom of the screen and start again.

First Name *

GwynAnn
Last Name * EnterAVerification
Shell \©ode)which\wasjisents
Date of Birth + \to)yourdermail
05/08/
Verification Code *

By checking this box you agree to the MSU Statement of Acceptable Use which can be found at: https://tech.msu.edu/about/guidelines-policies/aup/
Personal Information

Disclaimer: We collect data that you provide to us in order to validate your identity during future interactions as well to help us to
deliver and improve our services. We will process your personal information in accordance with our obligations under applicable
data protection laws and regulations.

Cancel Back



3. After confirming your verification code, you will receive a second email verifying that your account has
been initialized.

4. Go to https://auth.msu.edu and enter your email address and password. Enter your email, a secondary
email, or phone number to verify a method to reset your password if needed in the future.

5. Select the Create My Account button. Follow Step #3 below to register a participant.

If you have any difficulty creating your account, please contact the MSU IT Service Desk at 844-678-
6200. They are available 7am-12am Monday through Friday and 10am-12am on Saturday/Sunday,
any day that the University is open.

Welcome to Michigan State University, GwynAnn!
Create your Michigan State University account

® Secondary email

O Idon't have a secondary email

@ Add a phone number for resetting your password or unlocking your
account using SMS

© Add Phone Number

Create My Account

*Please note: If you need to reset your password at any time go to https://auth.msu.edu/ and select the
option for "Need help Signing in" and follow the prompts.



https://auth.msu.edu/
https://auth.msu.edu/

STEP #3: REGISTER A PARTICIPANT IN THE ZBA ONLINE CERTIFICATE COURSE
Once you have created your account and set your password, follow these instructions to register a participant:

1. Go to ZBA Online Registration.
2. Login with your Guest Account (your email address) and your password as shown below.

An active MSU NetlD or Community ID is required

@ A login is required to complete your course registration.

If you do not have an MSU NetlID, you must create 2 Community |D before continuing.

SIGN IN If you already have a Community ID, enter your full email address in the MSU NETID field.
To create a Community ID or reset your Community 1D password, please visit
https://community. idm.msu.edu/selfservice/.
MSU NETID

‘@gmail.com
in the MSU NETID field

—K1 . Enter your email address j

PASSWORD

AUTHENTICATOR

| SIGN IN

2. Enter the password you
set when registering for the
course

3. Click the SIGN IN button j

Forgot Password?

If you are a Community ID user
DO YOU NEED HELP? do not use this link for resetting
your password - this is for MSU

Helo & SUBB6H staffistudents only

3. Follow the instructions to register a participant (you will have an option to register multiple participants). If you
have any technical problems, please call the MSU IT Service Desk. They are available at 844-678-6200.


https://caps.itservices.msu.edu/roundabout/15f0faac-bdb2-4ac4-b139-eedf6e600da0

