Registering an NRA Class
Log-in to https://www.nrainstructors.org/InstructorAdmin/insLogin.aspx.  If you haven’t set this up yet, it will guide you through setting it up.

Click on “Manage Courses and Students”.

Click on “Register New Course”.

Look at “Choose Course” and select the course you are going to present.

Fill out the Start Date using the format mm/dd/yyyy.
Select the Start Time from the menu provided.

Select the date to close online registrations.  Again use the format mm/dd/yyyy.
Fill in the fee for the course, the deposit required, and the number of seats available, 

Fill in the Location/Venue.  This can be a firing range, classroom location,or the name you are using.  I use “Halls Firearm Training, LLC” in this field.

Then you can put in the address of the facility.  I put “To Be Announced” in that field. And then put in the city, state, and zip code.

Then put in the phone number and e-mail address where you can be reached.

Under notes, you can do a little write-up of what the class you’re offering is all about.

Then click on “Register”

You'll need to register each student in the class. 
You will need their full name, gender, NRA membership number if they have one, age, address, phone number, and e-mail address if they have one.

Then, when all the information is filled in, and within 10 days after the completion of the course, First, Print out a copy for your records. And then click on "Submit Course Report".
