
Registering and Reporting 
Classes in the NRA Instructors 

Portal



Women On Target clinics can register and report exactly the same as any other NRA courses. If you are already familiar with using 
nrainstructors.org, you may skip this material, use it as a refresher, or jump ahead to slide 23 to learn more about the Women On Target simplified 

reporting option.



Navigate to the portal at www.nrainstructors.org

https://www.nrainstructors.org/


Click on the top left “MENU” button to access options, 
including login.



Click “Login / Register” to enter.



If you are new to the site, click “Register” and create a user 
name and password.



Registered users, fill in your name & password, then click 
“login.”



You are now on the homepage for NRA Instructors. Here you 
can visit the Instructors Forum, view your training schedule, 
ratings, and more.



At the bottom of this page, you will find the slide decks and 
lesson plans available to you based on your credentials.



To register classes, complete course reports, or order 
materials, click on the top left “MENU” icon to open the 
submenu.



From this submenu, you can manage classes and students, 
order materials, renew ratings, and access the User Guide and 
Instructor Forum.



Hover over “Manage Training & Students,” to view options for 
registering and reporting classes, or to view classes and 
students. Click on the correct option from the submenu.



To register a new course, hover over “Manage Training & 
Students,” and then click on “Register New Course.”



You can now fill in course information.



Consider and choose search criteria. When finished, click 
“Register” to register the class with the NRA.



If you have Assistant Trainers, input their NRA ID#s and click 
“Add Assistant Trainer” (you can also do this later by editing the 
course). If you have no assistants, go straight to “Finish.”



Your class should now be listed under “Pending Course 
Reports.” This means the class is registered, but you have not 
submitted a final course report.



From this screen, you can see your pending classes. If you need 
to cancel a class, click       . Otherwise, click        to edit a class or 
student information or submit a course report.



You now have the option to edit a course, manually register 
students, or review and submit a final course report.



“Register New Student,” allows you to manually enroll a 
student in your class.



Once students are registered for your class, you can now 
transfer them to another class if needed or report to the NRA if 
they attended and passed your course.



To transfer a student, check the box next to the student’s name, 
select the new course from the dropdown menu, and click 
“Transfer Student(s)."



For Women On Target and Refuse To Be A Victim, you have the option to 
bypass traditional course reporting and instead report student numbers. 
To do this, first click “Review Course Report” in the top right.



Scroll to the bottom of the page, enter the number of attendees in your 
clinic or seminar, read and check “I certify,” and click “Submit Report to 
NRA.” To prevent duplicate reporting, this option will not appear if you 
have updated students as “attended” on the previous screen.



For all other classes, to complete a course report, you must 
check vertically through each field and hit the        icon at the 
bottom of each column before proceeding to the next column.



To complete a report, you would:
1. check off all students who paid, then click
2. check off students who attended, then click
3. check off all students who passed, then click



Once you have checked all the appropriate boxes for your 
students, scroll to the top of the page and click “Review Course 
Report.”



You should now see a breakdown of your class, including 
student and instructor information and course details.



If the course report contains errors, back out and correct them 
now. Otherwise, check the box to certify and click “Submit 
Report to NRA.”
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