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Please register for online training within VIRTUS 
Online. 
 
Click on this link to access the VIRTUS Registration 
page:  
 
https://www.virtusonline.org/virtus/reg_2.cfm?theme=0&
org=37827 
 
 
Or, Go to http://www.virtusonline.org  
 
On the left side of the screen, click on First-Time 
Registrant to begin registration. To proceed, click on 
Begin the registration process. Select the name of your 
organization Pensacola-Tallahassee (Diocese) (from 
the pull-down menu, by clicking the downward arrow 
and highlighting your organization). Once your 
organization is highlighted, click Select.  
 

 
 

 
 

 
 

 

 
Create a User ID and Password you can easily 
remember. The password must be any 8 or more 
characters.  
This is necessary for all participants. This establishes 
your account with the VIRTUS program.  If your 
preferred User ID is already taken, please choose 
another ID. We suggest the use of email addresses as 
usernames. 
 
 
Click Continue to proceed. 

 

 
 

 

 

 
Provide all the information requested on the screen. 
Several fields are required, including:  First & Last 
Name, Email Address, Home Address, City, State, Zip, 
Phone Number, Date of Birth, and any Aliases. 
 
(Note: Do not click the back button or your 
registration will be lost.) 
 
Click Continue to proceed. 
 
If you do not have an email address, consider obtaining a 
free email account at mail.yahoo.com, or any other free 
service.  This is necessary for your Safe Environment 
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Coordinator to communicate with you.  If you cannot 
obtain an email address, enter: noaddress@virtus.org. 

 
 

 
 

Select the primary location where you work or volunteer 
by clicking the downward arrow and highlighting the 
location. 
 
Click Continue to proceed. 
 

 

 

 

 
Your selected location(s) are displayed on the screen. 
 
 
Select the role(s) that you serve within the diocese.  
(Use descriptions supplied, to help determine 
appropriate role(s) to select.) 
Example: Volunteer  
 
 
 
Please check all roles that apply. 
Example: Educator – Athletic Coach 
 
 
You can also enter your Title or Position of Service at 
the bottom of the screen. 
 
 
 
 
Click Continue to proceed. 
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Please select Yes if you have any additional locations 
or click No to continue. 
 
 
 
 
 
  

 

 
 

 
 
 
 
 
 
 
 
 
Answer the questions and check the declaration box. 
Type in your name and the date and click Continue. 

 
 

 
 

 
 

Please review and acknowledge you have read the 
following document: 
  

 Diocese of Pensacola-Tallahassee Pledge 
 
 
To proceed, please Confirm by clicking on the 
checkbox to acknowledge “I pledge to follow these 
guidelines in my relationships with all persons with 
whom I have contact in my ministry, especially minors 
and/or vulnerable adults.” and enter your full name and 
today’s date. 
 
 
Click on Continue. 
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Please review and acknowledge you have read the 
following document: 
  

 Diocese of Pensacola-Tallahassee Code of 
Conduct 

 
 
To proceed, please Confirm by clicking on the 
checkbox to acknowledge “I acknowledge I have read 
and agree to follow the Diocese of Pensacola-
Tallahassee's Code of Conduct for Priest and Deacons 
or the Code of Conduct for Church Personnel whichever 
pertains to my position within the Church” and enter 
your full name and today’s date. 
 
 
Click on Continue. 
 
 
 

 

 
 

 

If presented with this screen, please review and 
acknowledge you have read the following document: 
  

 Diocese of Pensacola – Motor Vehicle Report 
Form 

 
To proceed, please Confirm by clicking on the 
checkbox to acknowledge and enter your full name and 
today’s date. 
 
Click on Continue. 
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If presented with this screen, please review and 
acknowledge you have read the following document: 
  

 Diocese of Pensacola – FCRA Disclosure and 
Authorization 

 
Please download the document, complete it and forward 
to HR@ptdiocese.org for processing. 
 
To proceed, please Confirm by clicking on the checkbox to 
acknowledge and enter your full name and today’s date. 
Click on Continue 
 
 
ALL school employees and volunteers must sign 
this Clearinghouse Privacy Policy. Please review and 
acknowledge that you have read the following 
document: 
  

 Clearinghouse Privacy Policy Agreement and 
Statement 

 
 
To proceed, please Confirm by  

1. clicking on the checkbox to acknowledge  
“I hereby represent that I have read and 
understand this document.”  

2. Enter your full name and today’s date (use the 
“/” in between the dates). Ex: 06/03/2025 

 
Click on Continue. 
 
 
 

 
 

 

NEXT STEP Instructions for the NEW 
Clearinghouse background check process. 
 
Step 1 Contact the school that you work or volunteer 
with and they will provide a time at the school to initiate 
the Clearinghouse background check application. 
 
Step 2 Click “Continue to Training” 
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To complete your online training, click on the blue link in 
the “Current Training” box. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
Please click on the green circle to begin the Online 
Training module(s) presented.  
 
Note: Once your account is activated by the Diocese, 
you can log back into your account and access the 
certificate(s). 
 

 

 
OR 

 

 
 

 
If you have additional questions about VIRTUS Online 
training, please contact your local safe environment 
administrator at your parish or school or your Diocesan 
Administrator Mark Lee at leem@ptdiocese.org 
 
 
For trouble logging in, you can contact your Diocesan 
Administrator Mark Lee 850-435-3570 or the VIRTUS 
Help Desk at 888-847-8870.  
  

 
\  
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