
KNOW & TELL® eCourse 

Registra�on, Access, and Prin�ng Your Cer�ficate 

Before you can register for the KNOW & TELL® eCourse, you must set up a student account with the Na�onal 
Criminal Jus�ce Training Center of Fox Valley Technical College as they host the course on their Learning 
Management System – Blackboard. 

It is recommended that you use Google CHROME as the browser. Also ensure that pop-ups are allowed. 

1. Navigate to www.ncjtc.org.  
2. Click SIGN IN in the upper right corner. 

 

3. The screen below will open. If you already have an account and you remember your 9-digit student ID and 
password, skip to step 6. If you don’t remember if you have an account, choose “Find My Account” and 
follow the prompts to determine if you have an account or not. If you know that you do not have an 
account, click on “REQUEST ACCOUNT” 

 

http://www.ncjtc.org/


4. When you choose “REQUEST ACCOUNT”, you will be directed through 4 screens to provide the 
informa�on needed for an account. The screens you will encounter are below. It is important to respond 
to the informa�on accurately so that you are able to recover your account in the future should you need 
to do so. To begin, enter informa�on in the About You screen and click NEXT. 

 
Next, you will enter informa�on about your organiza�on. It is possible your organiza�on is already in the 
system, but if not, complete the informa�on and click NEXT. 

 



The next screen will be informa�on about your posi�on. It is cri�cal that you enter a VALID email address 
and phone number as these will be used to authen�cate your iden�ty. It is recommended that you use a 
cell phone number or a phone that you have open access to receive messages. Once you have completed 
this informa�on, click NEXT.

 
The final step is to list your Approving Authority. You may choose to list your supervisor or select “I am my 
own Approving Authority.” Supervisor approval is not needed for this class. When complete, click 
“REQUEST ACCOUNT”. It may take up 5 minutes to receive an email with your account informa�on. 

 



5. When you receive the confirma�on email, it will include your 9-digit student ID number and instruc�ons 
for how to set up a password. Record your student ID and password in a safe loca�on as you will need this 
every �me you access the eCourse. 

6. Now that you have a 9-digit student ID number and password, return to www.ncjtc.org and SIGN IN.  
NOTE: When you sign in, you must use your 9-digit password plus “@fvtc.edu” as your username. For 
example, “987654321@fvtc.edu). Do NOT use your organiza�on email address to login. 
In the search box, type “KNOW & TELL” and press enter. 

 
7. Choose the KNOW & TELL®eCourse that best fits your needs. NOTE: The KNOW & TELL® Program for 

Healthcare Providers is only for cer�fied/licensed healthcare staff. All other individuals should take the 
Child Abuse: The KNOW & TELL® Program course. Click MORE INFO next to the course for which you 
would like to register. 

 
8. Click REGISTER and follow the prompts to answer the ques�ons required for registra�on. Click CONFIRM 

on the final screen. 

 

  

http://www.ncjtc.org/


9. When you have completed the registra�on process, you will receive the screen below. You can click 
ACCESS VIRTUAL CLASSROOM if you want to start immediately; please note it may take 30 minutes un�l 
the course is ready for you in the Blackboard LMS. If you prefer to start later, you can access the virtual 
classroom directly by going to htps://ncjtc.blackboard.com.  

 
10. Clicking ACCESS VIRTUAL CLASSROOM or going to htps://ncjtc.blackboard.com will take you to the 

following screen. You will click Sign In Here. There is again an op�on to Lookup your ID or Request an 
Account. If you have forgoten your password, there is an op�on to Reset your password.  
NOTE: When you sign in, you must use your 9-digit password plus “@fvtc.edu” as your username. For 
example, “987654321@fvtc.edu). Do NOT use your organiza�on email address to login. 

 
11. Once signed in, find the name of the course and click the �tle to enter the course. There are instruc�ons 

inside the course on what steps must be completed to earn a Cer�ficate of Comple�on. 

  

https://ncjtc.blackboard.com/
https://ncjtc.blackboard.com/


Cer�ficate of Comple�on PRINTING Instruc�ons 

You must complete all aspects of the course before the op�on to print a cer�ficate of comple�on is made 
available; this includes assessments, surveys, evalua�ons, and the training modules.  

1. A�er all items are complete, select the Cer�ficate of Comple�on link from the course menu. 
2. Click the Cer�ficate of Comple�on �tle to launch the cer�ficate program (similar to the training modules 

that you just completed). 
3. This will open a short video module explaining how to print the cer�ficate. Enter your name in the box 

provided and then click Generate Course Cer�ficate. 

 
4. Your cer�ficate will appear in a new window. You may print this or save it as a PDF by pressing Ctrl+P on 

your keyboard. Choose the op�on you prefer (PDF or Printer) and press Print.  
NOTE: Do not right click and save as a .jpg or .png as it will not save your name. 

 



To request support with registra�on or in accessing the eCourse, please contact any of the following: 

NCJTC Customer Support: (855) 866-2582 

Jeanete Leitner: jeanete.leitner1969@fvtc.edu 

Wendy Hartman: wendy.hartman6099@fvtc.edu 

Please note that upda�ng your Chrome browser to the latest version, clearing your browser history, and ensuring 
that you have allowed pop-ups will take care of many technical issues. 

 

For content-related ques�ons or to inquire about further training opportuni�es, please contact: 

Stephanie Arroyo: sarroyo@cac-nh.org 

(608) 864-0216 
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