
ALA Instructor Portal - How To
Step 1: You will be added as a user to our ALA Trainer portal. You will receive an invitation
email with instructions to set your password.

Step 2: Head to https://agileleadershipacademy.com/instructor-portal/ and use your log in
credentials to access the portal.

Step 3: Fill in required information:
● Course Date
● Course Location (In-Person or Live Online)

Step 4: Upload student information (either manually or with a CSV) including First Name, Last
Name, Email Address

● If uploading manually, add information for each student and then select + Add Another
Student

● After adding all students or uploading CSV, select submit

https://agileleadershipacademy.com/instructor-portal/


Step 5: The portal will then take you to a payment page. The certification fee for each attendee
you upload is $75. Input the following information and submit payment.

● Contact Information
○ Phone Number
○ Email for receipt
○ First Name and Last Name

● Payment Information
○ Card Number
○ Expiration Date
○ CVV

Step 6: The students you upload for certification will then receive an email from Certifier.co with
their ALA-CVP badge and certificate of completion.


