Changing your Existing Registration for the 
Next Step Program – Fall 2013
(You will only be able to change your record until 9am, Friday, November 18, 2011)

· Log onto http://www.nspinfo.com
· In the middle of the page click on NY registration

· On the registration introduction page, click on the link to enter the registration form

· Because you are already registered, you only need to enter your Social Security Number

· Click on Continue Registration

· You will be prompted for you confirmation number – enter your confirmation number

· You MUST have this number to make any changes

· If you have misplaced this number, you can request a copy via email

· CLICK HERE to request your confirmation number

· You must supply your name, college selection and the last for digits of your SSN when you make the request
· Be patient, it could take up to 3 business days to respond to your request.  Once you have obtain your confirmation number, you will be able to proceed with your changes.
· Your existing information will be displayed – make all changes and click Continue to proceed.

· If you are changing your current job from Field Tech or Central Office Tech to Other (New to Craft), you will then be prompted for your driver’s license information and the job function you would like.  The choices are Field Technician, Central Office Technician or either of these positions.
· When you have made all your changes you will get a confirmation page verifying the new information.  (PRINT THIS PAGE, for your record) This new information will replace what we previously had on record.  Our records will only reflect the most current information you provided. Please note, your confirmation number will not change, so please be sure to review the information we have recorded carefully.[image: image1.png]



