Instruction Manual for Student Contracts

Users

Users in the electronic contract system must create a login ID to work in the contract and notification
system. The ID is created at the ND State level and may be used for a number of ND State online
processes, such as online motor vehicle renewal, or obtaining a ND hunting license. The link to create a
login ID is located at:
https://secure.apps.state.nd.us/itd/Idap/registration.htm?apptype=P&rp=https://secure.apps.nd.gov/
DPI/ndteach/Login.aspx. See the Help button for Login Setup video training for additional instructions
for first time users. The contract and notification manual & video training can be found at the bottom
of the web page.

IMPORTANT: Entities with no administrative users require DPI to enter an administrative user
before they can enter the system! Once an administrative user is entered, administrative users
can add other users. Please call 701-328-2175, or email kvega@nd.gov with login ID for first
time user set-up. Do not include the personal password as this is not needed for set-up in the
contract system.

Note — Users can be added or deleted by users with administrative permission. See checked boxes under Users to
determine the level of permission.
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Users are identified as an entry level user, or as an administrative user. An entry level user is
allowed to create and save documents in the system. An administrative user is able to create,
save, submit and approve documents in the system. In addition to these tasks, an
administrative user has permission to add or delete users under the entity user list.
IMPORTANT — the administrative check box can only be ‘checked’ or applied by DPI
Administration. Please call Kim Vega at 701-328-2175, or email kvega@nd.gov to change a
user’s status to administrative.
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