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Registration and Log-In 
 
Returning users log on to the system using your e-mail address and password. Please do not 
create a second, new user account. There is a system prompt to assist if you need a password 
reminder. 
 
New users must first register by clicking “Create New Account” on the log-in page. 
 
During the registration process, you cannot save partial information; therefore, you should gather 
all required information before beginning the registration process. 
 
The Registration Process 
  
The registration process has four sections: organization information, your individual user 
information, executive officer information, and choosing your individual user password. 
 
Your user account ID is your e-mail address, and each individual user is linked to a single 
organization. For this reason, it is recommended that you use an e-mail that is associated with your 
organization rather than a personal e-mail. 
 
Organization Information 
 
The default Organization registration page is shown below. Asterisks indicate required fields.  
 
Please note that  if you use an EIN number that is in use by an existing user the system will create a 
duplicate account for your organization. If you are unsure if your organization has an existing 
account, please reach out to our office, to verify existing users for your organization at 
bmcf@bluemountainfoundation.org.   
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User Information 
 
The default user registration page is shown below. Asterisks indicate required fields. 
 

 
 
Executive Officer Information 
 
Once you have completed the above fields you will be asked if you are the executive officer for your 
organization. 
 

 
 
If you select Yes, you will have another opportunity to verify the User registration fields. 
 
If you select No, you will be prompted to enter the contact information for your organization’s 
executive officer. The fields are the same as those on the first User registration page. 
 
Once you have completed this step, you will be asked to select a Password. 
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Updating your Registration Information 
 
To update your user information, click on your name at the top right corner of the screen and select 
“Edit Profile” from the drop-down menu. 
 
To update your organization’s or chief executive officer’s information contact our office at 
bmcf@bluemountainfoundation.org. 
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