
The Northern Lights User Portal 

Set up your Account 

Register for Trainings 

Use Direct Send



The Northern Lights Portal 

Will allow you to: 

• Register for Northern Lights trainings 

• Submit documents to be verified and entered into your BFIS 
account (“Direct Send”) 



Creating a Northern Lights Account





Setting up your account 

• A Temporary PIN will be sent to the email address that you entered. 
Check your email (including spam/trash folders) and enter the PIN into 
the box titled “Temporary PIN”. Input your birthdate again and click 
“Login”

• Create a new password for your Northern Lights Account. Once you 
have created a password that meets the criteria listed, enter it into 

• “New Password” and “New Password (again)” boxes, then click “Set 
Password”

• Congratulations, you’ve set up your account! 



Complete the Training Application 

Once you have created your Northern Lights account, you will need to 

complete the Training Application before you are able to register for Northern 

Lights trainings. 

This application only needs to be completed once and takes about 5 minutes 

to complete. 



What is Direct Send?

Direct Send allows you to log into your Northern Lights User 
Portal and submit professional development documents directly 
to Northern Lights for processing. 

Direct Send:

• Provides a safe and streamlined way to submit documents to NL

• Removes the need for Verification Cover Sheets

• Makes the document verification process visible to users



Select a Document to Send to NL

1. Check the box for the type of document 
     you are sending

3. Click “submit”

2. Click “choose file” to attach the document



View the Documents in “Received”

When you see documents here, they 
have been received by Northern Lights

Documents are processed in the order they are received



You Can View Document Status 





No need to include a signed verification cover 
sheet if you use direct send!



Protects Your Data

• Email is often an insecure way of sending personal data

• Many people use unsecured internet like public WiFi

• Many older transcripts have full SS# printed on them

Direct Send allows you to log into your Northern Lights Account 
and safely attach and submit your documents - no email needed! 
No verification cover sheet needed!



Direct Send on Mobile



Q: Can you attach and send multiple documents at once?

A: Yes! Type “Direct Send” in the search box on our website for 
materials explaining how.

Q: Can I use Direct Send from my smartphone?

A: Yes! You can attach files or photos from your smartphone. 

Q: Will I receive an email notification when I submit a document?

A: Yes! 

Q: Can I use Direct Send to send documents for someone else?

A: No. Direct Send requires you to sign into your own account 
(which verifies your identity) to send your own documents. 



Need help? 

Email: northernlights@ccv.edu 

Phone: (802) 540-8168

Visit https://northernlightsccv.org/about-us/contact-us/
to find the Resource Advisor in your region! 
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