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Getting Started ï A Demo on the Enhanced 
Web Site  

 
It is not possible to cover everything someone needs to know about the website in this initial 
training. We will focus on providing you with an opportunity to ask questions and see how to 
navigate the website so you can explore on your own. The most important points will be covered 
here. It is important that you review and become familiar with the FAQs, as many procedures and 
questions that you may have are included there. I will provide a copy of those and you can also 
find them on the homepage of www.mstinstitute.org. 

 
Before we begin, please take a minute to review the below overview of the homepage on 
www.mstinstitute.org. Save this site on your favorites for ready access to all the resources here. 

 

The MST Institute Homepage (www.mstinstitute.org) 
Screenshot #1 

 
 

 
 
 
 
 
 
 

The Site Selection 
Menu  provides a link 

to each of our web 
site login pages. You 
should always be 

entering client data on 
the Enhanced Web 
Site. 

The Main Menu  
categorizes and 

organizes information to 
provide users with 
friendly navigation.  

The Second ary 
Menu  provides links 

back to MST 
Services. 

http://www.mstinstitute.org/
http://www.mstinstitute.org/
http://www.mstinstitute.org/
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If you explore the main menu, you will see links to important information, forms and resources. 
Please make sure that you review these, as they provide helpful tips and guidelines pertaining to 
QA, TAM-Rs and SAMs. 
 
Screenshot #2 
 

 
 
 

 

 

 

 

The Main Menu  
categorizes and 
organizes important 

information, forms 

and resources . Please 
make sure to review this 

information.  
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Login Process - Enhanced Web Site: 
https://www.msti.org/Index.asp 

 
 

Initial Login  

Please review the 'Managing Users' training guide, to learn how to add users, or 
have users added to the MSTI web site. 
 

When a user is added to the web site, the system will automatically send 2 
emails to that user (to the email address that was entered in their account). The 
user should receive these emails within 1 hour of the time that they were entered 
into the system. One login will contain a username and the other will contain a 
separate TEMPORARY password. The user should immediately login and 
change the password (see section below). Make sure to keep the login 
information secure, as this allows access to your data! 
 

Valid e-mail address and phone number are required. You cannot use the 
msti.org web site, without a working e-mail address! Organizations that do 
not provide e-mail to their staff will need to make sure that anyone that will be 
using the web site sets up a personal e-mail account (ex: Hotmail, Yahoo). 
Please make note that personal email accounts may give the user less control 
over what mail is considered spam/junk. User that have accounts with Yahoo, or 
AOL, may not receive any email from our system, due to automatic blocking of all 
system generated emails. For this reason, we strongly suggest that you use your 
office email, or an alternate personal email account such as Hotmail, or Gmail. 
You may have to initially check your junk folder in that account, for the emails 
from our system and specify that they are 'Not Junk', so you will receive them in 
the future. 
 

 

 

https://www.msti.org/Index.asp
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Change Password and Update Profile 

Once on the main page, users will see a main menu, where they can select 
óChange Passwordô, to automatically change their password.  
 
They will also see a new selection to óUpdate Profileô. This selection will allow 
them to update their first and last names, username, e-mail address, or phone 
number. It is extremely important that they provide us with an updated e-
mail address, if it changes. 
 
To change your password, simply click the óChange Passwordô link shown below. 
You will be asked to enter the new password twice and you will need to follow the 
password rules to the right of the screen. Click óContinueô and the system will 
automatically email the new password to you at the email address that we have 
in our system. 
 
 
 

 
 
 
To update your profile, simply click the óUpdate Profileô link shown above. Your 
existing profile information will be displayed (see screenshot below). You are 
able to edit any of the information on that screen and it will update all records in 
our system. Click óContinueô and the system will automatically email the new 
updates to you, at the email address that we have in our system. 
 

Click here to change 
your password. 

Click here to update 
your name, username, 
e-mail address, or phone 

number. 


