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How & When to Use the Special Services Option

Special Services can be used for the following:

• Re-activation of your account

• Payment of any administrative fees required by the Registrar

Steps for how to use the Special Services Option are as follows:

1. Email the Registrar at
registrar@houstonindustrialtraining.com.
The attributes that your email should
include are shown on the right hand.
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2. The Registrar will respond to you and
specify the amount that you owe for re-
activation.

3. To pay the re-activation amount specified
by the registrar, you need to use the
Special Services option.

Click on the Special Services button
located on the left hand side of the
Homepage under the Existing Students
section.

4. Click on “Student: Login for Special
Services”

5. Login using your Username and Password.
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6. Click on the “Make Payment” button.

7. On the Special Services page, please enter:
a. the payment amount requested by the

Registrar
b. the reason for your payment

(example, re-activation fees)
c. select a payment option
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8. If you select Pay with Paypal, you will be
re-directed to the Paypal site where you
can enter your account information and
make the payment.
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9. If you select Pay with Credit Card, you will
be brought to the Make a Payment with
Credit Card page, where you can enter
credit card information and make the
payment.
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10. If you select Pay with Money Order or
Check, you will be given detailed
instructions on how to pay your dues using
either a money order or certified check.

11. Once your payment has been processed
and the administrative procedures are
complete, you will receive an email from
the Registrar stating that your account has
been re-activated.


