How to Create a Toolbox Account
The Toolbox is your personal data repository (similar to an online bank account) where your
professional development information can be housed. The Toolbox is where you can find your
basic training data, and where you can choose to enroll in the MOPD Registry in order to assist
you in your professional development journey.
1) To create a Toolbox account, go to https://www.openinitiative.org/
2) Click the gold ‘Create Toolbox Account’ button on the right side of the screen.

3) Create a username that will be easy to remember. An example of an acceptable user name is
annieapple.

4) Create a secure password. OPEN does not have access to your password information. Making a
password can seem tricky, so we have provided examples for your reference.
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The password creation functionality has been designed to give you positive or negative prompts at every step
in the process. Review the information carefully before attempting to create a password.

As you type, you will see a green check mark appear next to the password requirements as they are met.
We recommend that you start with the options list (as shown in the screenshot below).
In this example, we typed the letter a in lower case in the password field, and the green check appeared to let
us know that we have successfully met that specific criteria.

We continue making a secure password by following the second option criteria; typing the letter A in uppercase in the password field. As you can see in the example below, another green check mark has appeared,
confirming that we are on the right track.
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The next criterion requires that a special character is chosen from the list provided. Only characters from the
list are acceptable. In this example we typed in the special character $ into the password field, and received a
green check mark showing that the criterion has been met.

The final criteria in the lower half of the criteria list is to choose a digit. We entered 2 into the Password field, and
received another green check.
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Now it is time to complete the process. You have entered 4 characters thus far in the process of creating your
password. You need to enter between 4 – 22 additional characters to complete the process.

We added 12 additional letters to our password (that do not spell a word), and now we have met all the
criteria and have created a secure password with a “good” rating. The password that we created is
aA$2bcdefghijklm.
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Common issues that prevent the successful creation of a password are listed at the bottom of the criteria field.
If you are not successfully creating a password, we suggest that you work through making a password on
paper using the criteria, then typing it in the password field on the screen.

5) When completing the Date of Birth information, please make sure to provide the information in this
format: MM/DD/YYYY. For example, a birthdate of January 1, 1990 would be entered as 01/01/1990.

6) When completing the next line, please note the word ‘OR’. Please enter the last 5 of your SSN OR your
MOPDID. Do NOT enter both your last 5 SSN and your MOPDID.

5
Revised 04/20/2021

7) Click ‘Submit’ on the Create Toolbox Account page after you have filled in all of the required
information.

A verification email will be sent to the email you provided. It may look like the example below.
You will need to open the email and click the link inside to verify your Toolbox account.






Please be aware that the Toolbox confirmation email will come from OPEN Initiative
(openinitiative@missouri.edu).
Be sure to check your spam or junk folder if the Toolbox confirmation email does not appear in
your Inbox.
NOTE: You DO NOT need to respond to the automatically generated email. Simply click the link and
your account will be created.
If you DO NOT have a Yahoo or AOL email account please proceed to the next step – Step 8.
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Yahoo mail may filter the Toolbox confirmation email as spam. It will appear to be coming from Mail Delivery
System with a subject of 'Delivery Notification Status (Failure)'. The link inside Yahoo email will look like
message below:
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AOL mail may filter the Toolbox confirmation email as Spam. It will appear to be coming from Mail Delivery
System with a subject of 'Delivery Notification Status (Failure)'. Link inside AOL email will look like the
message below:

8) Clicking the link to verify your email will bring you back to the Toolbox to log in to your account.

9) Once you have logged in, you will be directed to complete your security questions. Completed security
questions will allow you to reset your password in the future.
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Note: Security questions are required and you must complete this step in order to navigate within your
Toolbox account.

10) After you complete your security questions, you can navigate within your Toolbox account. On the
Toolbox ‘Home’ tab, you will see a summary of your information with your MOPD Registry member
status. You will notice that most of the information is unknown, or ‘None Provided’ because you have
not yet provided OPEN with that data. These fields will change after you enroll in the MOPD Registry.

Please do not hesitate to contact OPEN with any additional questions.
OPEN Initiative

openinitiative@missouri.edu
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