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Collision Repair and Refinish Job Sheet Skill Tracking 
 

Student Manual Account Creation 
 
Have students open the Collision Repair and Refinish Job Sheet Skill Tracking site (URL) for 
your school. 
 
In the upper right-hand corner have the students click the blue Log in link that looks like this: 

 
The following screen will appear: 
(Returning students and instructors, who have had administrative accounts created for them, 
should use the log in fields on the left.) 
 
 

 
 
New students will need to click the Create new account button on the right side of the screen.    
The following screen will appear and each student must fill out the required information.  
Required fields have a red *.  
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Your username must be lower case. 
 
The password must have at least 8 characters, at least 1 digit(s), at least 1 lower case letter(s), at 
least 1 upper case letter(s), and at least 1 non-alphanumeric character(s) such as *, -, or # 
 
Remember your password!  It is irretrievable.  If you forget the password, your instructor will 
have to create a temporary password for you to access your account and you will need to create 
another unique password. 
 
Below is an example of a correctly completed new account screen: 
 



Student Manual Account Creation and Self-Enroll 
  
  

 

2022©Instructional Media Services LLC  3 
 

 
 
 
Review your information, correct any errors, and then click the Create my new account button. 
 
The following screen will appear: (Do not click the Continue button!) 
 
 

 
 
Check to make sure that the email address referenced in the message above is the one you used 
to create your account.  Go to that email program and look for an email from IMS Support with 
the Subject: Collision Repair and Refinish Job Sheet Skill Tracking: account confirmation.   
 

 
 
If you do not see this email in your inbox, check the junk folder. 
 

Job Sheet Skill Tracking:  account confirmation 
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Open the email.  It should look like this:     

 
 
In the middle of the email is a link.  
 
You are being requested to click on the link in the email to confirm your new account.   
 
When you click on that link the following screen will appear: 
 
 

 
 
 
At this point your user account has been created.  Click on the Continue button and you will be 
returned to the log in screen: 
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This time use the fields on the left side of the screen and enter the user name and password you 
just created and click on the Log in button. 
 
Option one:  If your instructor has turned on the Student Self-enrollment option and there is no 
password (enrollment key) required, the screen will look like this: 
 

 
 
The next step is for you to click on the Enroll me button. 
 
You have successfully created your user account and enrolled yourself in the course. 
 
You now have access to the course content.  A partial screen shot is below: 
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You will receive a welcome to the course email.  Again, if you do not receive an email look in 
your Junk email folder. 
 

 
 
 
 
 
 
 
 
The content of the email will look like this: 
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Option two:  The instructor may require a password for you to enroll yourself.  In that case the 
screen will look like this: 
 

 
If your instructor has not given you the Enrollment key (password) ask for it at this point in the 
process.  Once you have entered the enrollment key click the Enroll me button and you will 
have access to the course content.  See screen shot above. 
 
 
Option three:  If your instructor has not enabled the student self-enrollment option the screen will 
look like this: 
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At this point you have finished creating your student account for the course.  The message lets 
you know you cannot enroll yourself in the site and also that your instructor has not yet enrolled 
you in the course.  Your instructor will let you know when you have been enrolled in the course 
and then you may log in to the site and access the course content. 
 
 
In the upper right side of the screen, you will find your name with a downward arrow.  If you 
click on the arrow, a menu will drop down.  Here is where you may update your profile and log 
out from the course.  You should always log out of the course after every session. 
 

 


