How to Register for a VIRTUS training?
Step 1: Go to:
www.virtusonline.org

Step 2:
Click on “First-Time
Registrant”
If Spanish speaking
click on “Español:
Acceso o
Inscripción” and the
remainder of your
registration will be
in Spanish.

Step 3:
If you know the session you
would like to attend-Click on
“Begin the registration
process”
If you want to view a list of
sessions click on “View a list
of sessions”
For this tutorial we are it is
assumed you will click on the
second option.

Step 4:
Choose our diocese from the
drop down menu:
“Springfield-Cape Girardeau
(Diocese)”

Step 5:
A list of upcoming sessions in
our diocese will appear in
date order beginning with the
closest in time.

Step 6:
Create a User ID (no more
than 16 digits long) and a
Password. Save this
information because you will
need it to acces your account
in the future

Step 7:
Fill in appropriate contact information. It
is very important that we have an email
address. Only choose “No Email” if you
absolutely do not have access to the
internet and emails.

Step 8:
Select your primary location: the parish or
school where you are employed or do
most of your volunteering.

Step 9:
If you work or volunteer at another
location click “Yes”. You will be given an
opportunity to choose additional
locations.
If only work or volunteer at your primary
location click “No”.

Step 10:
Select your role and enter your title or a
brief description of your duties.

Step 11:
If you work at a Catholic School, click on
the box and then Continue.
Not an employee, click continue.

Step 12:

Step 13:

Step 14:

Step 15:
If you are registering for an upcoming
session click No.
If you are registering for a class after
having attended the live training click Yes.

Step 16:
Select the session you wish to attend and
then click ok.

Step 17:
Click on “Background Disclosure & Authorization” in
your preferred language & print. You will need to
complete this form and turn it into your
parish/school office. Should you wish, you may click
the green arrow to enter your background check
information.
A paper copy of the Authorization must be turned
in before the diocese can order your background
screening.
Should you wish, you may click the green arrow to
enter your background check information.

