
Enrollment Guide for Certification & Workshop Credits 
 
 

To Create a Personal Login at the Portland Institute (PI) Website 
1) When you first browse the home page of PI website, you will see a “Log In / Sign up” button on 

your top, right corner (as circled in red below): 
 

 
 
2) After you click that “Log in / Sign up” button, you will reach the following “Log in” page.  Simply 

click the invitation to register at the bottom (as circled in red below): 
 

 
 

  



3) You will then be directed to the following Registration page, where you can create your personal 
login account by entering your personal information: 

 

 
 
4) By registering as a PI member, you will receive PI’s updates regarding training workshops in future.   
5) If you would like to pursue our Certification Program, simply click the “Registration / Store” button 

(as circled in red above) for enrollment. 

 

Certification Program 

1) Certification Enrollment 
- To become a Certification learner, you need to first enroll yourself by adding the “Certification 

Enrollment” to your Shopping Cart (as circled in red below). 
 

 
 

- Afterward, you should see “1” in your Shopping Cart on your top, right corner (as circled in red 
above).  Thereafter, you may proceed with other purchases, if any, or simply proceed to check 
out for payment. 



- Once you complete this “Certification Enrollment” purchase, you should see your personal 
“Progress Tracker” reflected on your Account page, underneath “My Purchase” button on the 
column on your left. 
 

2) Credits for Onsite Workshops 
- Should you have attended any of Dr Neimeyer’s workshops previously, you can get your 

workshop hours accredited for the Certification Program.  Simply click the “Workshop Credits” 
(as circled in red below) and select the relevant option(s).   
 

 
 

a) For any workshops attended in 2018-2019: 
▪ Simply add the “Credit for Workshops in 2018-2019” to your Shopping Cart (as circled in red 

below): 
 

 
 



▪ Please take note that you need to purchase the credit separately for each workshop, which 
would be given a different “Event Code” for you to fill in after “City”, “Country” and “Year of 
the event” on the product order page (as circled in red below).   

▪ Please also note that the Credit Fee of US$25 applies for one workshop day.  Hence, if the 
workshop you attended lasted for more than one day, you may adjust the “Quantity” (as 
circled in red below) accordingly.  For example, if you attended a 2-day workshop, you need 
to adjust the “Quantity” to “2”. 

 

 
 

▪ Should you want to get accredited for multiple workshops (e.g. two 2-day workshops), you 
simply need to repeat the same steps mentioned above for as many times as necessary, with 
each entry bearing a different “Event Code” for the respective workshops. 



b) For any workshops attended in 2016-2017: 

▪ Similarly, select the “Credit for Workshops in 2016-2017” and add to your Shopping Cart (as 
circled in red below) for any workshops attended within this period: 

 

 
 

▪ After filling in the “City”, “Country” and “Year of the event” (as circled in red below), you may 
adjust the “Quantity” (as circled in red below) according to the number of days involved for 
each workshop. 
 

 
 

- Upon payment clearance and purchase confirmation, the relevant credits will be added to your 
personal Progress Tracker.  You may then keep track on what you have accomplished and what 
is remaining for your pursuit. 


