
 
 

 

 
 
 
  
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Browser 
Requirements 

Operating Systems 
Supported 

WINDOWS WINDOWS 
 Internet Explorer 5.5 +  W indows Vista 
 Netscape 7.1 +  W indows XP 

  W indows 2000 
MACINTOSH MACINTOSH 

 Mozilla FireFox 1.3 +  OS X 10.2 or greater 

Modifying an existing account in 

Provider’s Quick Guide 

Introduction:
 
Why modify? 
 
If you currently have an account on TRAINVirginia, there are several 
modifications that you need to make in order to ensure that your 
EMS Continuing Education Credits are accurately reflected on your 
Office of EMS CE Report. 
 
This guide will provide you with step-by-step directions on how to 
modify your existing account to bring it into compliance with EMS 
requirements. 

Learning Objectives: 
Learn how to: 
 

 log onto the TRAINVirginia website 
   locate “My Account” section  
 modify or change your existing account  
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 Locating the TRAINVirginia web page 
 

1. Open your web browser and type the following URL into the address bar: 
a. https://va.train.org 

2. Press Enter to load the TRAINVirginia home page. See below. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Login to your existing TRAINVirginia account 
 

1. Once the TRAINVirginia home page loads, login to your existing account.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 1 

  Step 2 
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 Open your existing profile 
 

1. Click on the “My Account” button located on the right hand side under “My Learning 
Record”. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Beginning the modification process 
 

1. Click on the "Groups" tab located under my account. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  Step 4 

  Step 3 
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Modifiying your TRAINVirginia profile 
 

1. Click on the Edit button located below the "Groups" tab. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Make sure that "Virginia" is selected in the drop down menu and then click on the Next 
button 

 
 

  Step 5 
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3. Select "Virginia Certified EMS Provider" under the drop down menu located on the left 
side.  

a. IMPORTANT: Update the information in any of the other drop down menus if 
needed. 

 
 
 

3. After making your selections in drop down menus, click the Next button. 
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4.   Check the “Are you a member of the Medical Reserve Corps (MRC)” box ONLY if it 
applies to you. Then click the Next button.  

 

 
5. Under “Edit User Group Assignment” click on the Finish & Save button. 
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6. On the “Assigned Groups” page scroll down to the bottom and click on the Save and 

Back button.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
7. Again, click on the My Account button located on the right hand side under “My Learning 

Record”. 
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8. Click on the “My Profile” tab located under my account. 
 

 
9. Where it says “Please choose a category of additional user attributes”, select “Virginia 

EMS Attributes” in the drop down menu. 
 
 
The following screens MUST be completed correctly in order for 
your CE to be posted to your records.  Please pay special 
attention to your keying in this section. 

 
 



Revised 12-28-2007  Page 9 of 9 

10. Under "Virginia EMS Attributes" fill in both fields marked with a red asterisk.  Be sure that 
you fill in your certification number and training program level information correctly or you 
will not receive CEU credit for courses that you take. 

 

 
 
11. Once you have correctly filled in the required fields, click on the Save and Back button.  

Congratulations, you have finished updating your existing account and may now move on 
to register for courses. 


