
Welcome To NRAInstructors.org!

Welcome to NRAInstructors.org! Your virtual 
office in the NRA! This portal gives you, the 
NRA Instructor, the powerful tools you need 
to manage your NRA training quickly and 
efficiently. activity and NRA trainers to 
complete important instructor-related 
functions from activating and renewing 
certifications and recording course activity. 
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This website user guide has been put 
together to help novice and experienced NRA 
Instructors alike with common functions that 
are available on the NRA instructor's web 
portal. 
From setting up your account to finishing off 
a course report, this guide will take you all 
the way through. 

Thank you for visiting and best wishes to you 
in your NRA training adventure!
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Registering An Account

Select "Trainer Access"
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Start HERE!

Go to:

www.nrainstructors.org



Registering An Account
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Self-Identify
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Enter the required information.

Please note that info entered here must match 
the database exactly. If there is a mismatch, a 
message displaying “Invalid Details” will 
appear. Members should verify the name and 
ZIP code listed on their account. Non-members 
must enter the info exactly as they submitted to 
the Training Counselor or Chief RSO and as it 
appears on the completed Course Report.

NRA Trainers are only required to go through 
registration ONE time, not when adding 
credentials



Username and Password
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After registration, a Login ID and Password 
must be chosen, then you will be prompted 
to login on this page.

Please record this somewhere safe for future 
logins and re-credentialing!



Premium Credential Card
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Don’t order the premium ID card until AFTER
You have activated/renewed your credential(s).



Current fees and Receipt printing
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To print a receipt:

Immediately after submitting your payment, a receipt is available. 
Please print that screen before clicking on any other button or link.

Current Status Initial credential Each additional
credential

Biennial Renewal *1

Non-members &
expired members

$60 $30 $60

Current
members

$35 $15 $35

As of 1 January 2020
(fees subject to change, notice will be posted on the homepage)

*1 - Remember!
Adding a credential will NOT extend your expiration date, that is why it is a 
reduced fee. Biennial renewal is a flat fee and includes all credentials



Activating Credentials
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Agree to Policy Disclaimer
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Choose a Payment Method
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Select one of the radio 
buttons for payment type.



Complete ALL Required Data Fields
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Click submit only ONE time, or your card will be charged twice!



Renewing Existing Credentials
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Two ways to get to the renewal function:
1 - Click on the Menu button (see left)

2 - Or use the gray box on the bottom left of 
the homepage (see right)



As before, select payment type
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Select one of the radio buttons
for payment type.



Complete ALL Required Data Fields
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Click submit only ONE time, or your card will be charged twice!



Printing ID cards & Certificates
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Go to the left hand gray box at 
the bottom of the homepage.



Download and save ID cards
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All download and print 
functions are identical 
between ID Cards and 
Certificates.



Email ID card to yourself
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Send ID Card directly to your printer
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RSO and Chief RSO certificates
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Instructor/Training Counselor Certificates
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Certificates 
show both level
(Instructor or 
Training 
Counselor)…

and disciplines
held.



NRA Instructors Portal Homepage
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Any important 
announcements.



NRA Instructors Portal Homepage
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Scrolling down 
shows any 
courses you may 
have scheduled.

Next is all 
ratings currently 
held and their 
expiration dates.



NRA Instructors Portal Homepage
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Scrolling down further 
brings you to the 
section for all 
downloads available to 
you based upon the 
credentials you 
possess.



NRA Instructors Portal Homepage
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The three gray 
boxes at the 
bottom of the 
page have many 
useful links.

This link opens a 
new tab where 
you or any 
student in the 
public can verify 
NRA credentials 
and their status.



The 3 Gray Boxes (left)
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CURRENT Members can update their 
info by setting up a Member Services 
account at:

https://www.nramemberservices.org/
Home.aspx

Non-members should email:

NRAInstructors@nrahq.org

with their trainer number and the 
correct information.

EXPIRED members should call:

800-672-3888

https://www.nramemberservices.org/Home.aspx
mailto:NRAInstructors@nrahq.org


The 3 Gray Boxes (center)
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Here are the 
authorized 
downloadable 
Trainers logos.

Here is the certificate 
for the laser-based 
Pistol Simulator class.



The 3 Gray Boxes (right)
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The right hand gray 
box contains a 
number of useful 
video tutorials.



Purchasing Course Control codes (1 of  2)
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First, Click on the 
menu button.

The blue menu bar 
contains links to:
- Buy Control Codes
- Assign them
- Or view your 

Order History

Then, HOVER over 
Course Control 
Codes to expand the 
menu.



Purchasing Course control codes (2 of 2)
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Assign Course Control Codes
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To assign a Course Control Code, register a new NRA Basic Pistol Shooting Course - Blended, 
and assign one from the drop down box in the student registration form.



For students who complete
Online Pistol independently
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To add a student who has already independently completed Online Basic Pistol,
you will need their User ID and PIN.



Student login info retrieval
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If your student does not recall this info, have them login to retrieve it. 
https://nra.yourlearningportal.com/nra/user_login.aspx

1

2
They should first click on 
their name, then on the 

“UPDATE MY PROFILE” link.

https://nra.yourlearningportal.com/nra/user_login.aspx


Student login info retrieval
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At this point they will need to click on the “Edit my contact information” link.



Student login info retrieval
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Their PIN is the bottom right field.



Setting Up A Course (1 of 4)
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Click on (1)
HOVER over (2)
Click on (3)

3
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Setting Up A Course (2 of 4)
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Fill out form accurately and 
completely.

Tips:
1. Use forward slashes “/” for 

dates, no spaces.

2. Use drop down menu for 
times.

3. Date to close registration 
must be on or before the 
start date.

4. Length of time for course 
auto-populates, and cannot 
be changed.



Setting Up A Course (3 of 4)

38

Form (continued)

Tips:
1. Uses dashes “-” for phone 

numbers, no spaces.

2. A “Notes” field is provided 
to convey information to 
your potential students as 
they view your course 
details online.

3. Boxes for “NRA Certificates 
awarded” and “Appropriate 
Student Course Packets” 
should be checked by 
default and are required for 
ALL NRA approved courses.



Setting Up  A Course (4 of 4)
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Form (continued)

Tips:
1. “Online student registration” 

allows the student to enter 
their own personal info and 
reduces the opportunity for 
typos.

2. “Course displayed online” 
makes the course searchable to 
the public. To send a 
registration link, open a new 
tab in the browser after 
completing registration. Search 
for your course by zip code, 
click the details link, and copy 
the resulting URL into a draft 
email for distribution. Edit your 
course and UNCHECK this box if 
the course is intended to be 
PRIVATE.



Entering Assistant Instructors

Enter the NRA ID(s) 
number for any 
assistant 
instructor(s).

If there will be no 
other instructor(s) 
assisting, simply click 
“Finish" to skip this 
step. 
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Entering Assistant Instructors

If you get volunteers 
to help after 
completing 
registration, you can 
add them near the 
bottom of your 
pending course 
report.
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Completed Course Set Up

Course registration is 
complete. Click the 
gear icon to advance 
to the next step:

Student Registration
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Registering A Student
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Student Enrollment Form (1 of 2)
A red asterisk "*" denotes 
"required".

Tips: 
1.Phone numbers need to be 
entered with "-" separations.

2.Email address is required. 
The exception to this is for 
“students” who are attending 
“basic” (non-instructor, non 
RSO) level training but the 
field must be populated. If a 
student enrolling in basic 
training refuses to give an 
email address, simply enter  
"none@none.com".

3.All persons enrolled in 
Instructor and RSO level 
training are referred to as 
“Candidates” and must
provide a valid, accurate 
email address. 

44



Student Enrollment Form ( 2 of 2)
If the student or candidate 
is enrolling in BSA-related 
training, the BSA council 
name and BSA council 
member ID number are 
required. Otherwise, these 
fields can be left blank.

Wrap up the student 
registration process by first  
affirming the information is 
true and correct and then     
clicking "Register Student".  
This button will say 
“Register Student” 
regardless of whether the 
class is basic or 
Instructor/RSO in nature. 

Notice:
If a student wishes not to be 
solicited by other NRA 
departments such as 
membership, make sure 
“Share your personal 
information with NRA 
affiliates” remains 
unchecked. 45

You must check the box for “Certify” before clicking “Register Student”.

Student personal 
information MUST be 
correct, this information 
can be subpoenaed by 
law enforcement or a 
court of law



Completed Student Enrollment

The course and student 
registration process is 
finished and an open 
course has been formed!
The course can begin!

Tip:
If  they haven’t been 
ordered already, 
materials should be 
ordered at this point. 

Take into consideration a 
minimum 3-4 week 
delivery time on 
materials when 
scheduling any NRA 

class. 
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Notes on Hispanic last names…

Ensure students with 
dual-family Hispanic last 
names join the NRA with 
their paternal (apellido
paterno) and maternal 
(apellido materno) last 
names correctly 
hyphenated in the “Last 
Name” block on a 
Membership application.
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Notes on Hispanic last names…

Ensure students with 
dual-family Hispanic last 
names register for your 
course with their 
paternal (apellido
paterno) and maternal 
(apellido materno) last 
names correctly 
hyphenated in the “Last 
Name” block on a 
Membership application.

A common mistake is for 
students to split their 
last names between 
middle and last name 
blocks.
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Retrieving An Open Course Report

Now that the course has been finished, the course report can be 
submitted. Start this process by logging in to NRAI and follow steps 
1 (HOVER) and 2 (CLICK) on the left to access the open course.
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Opening the Course Report

click here
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Recording Student Completion

Enter the completion data 
for each student.

Tip:
Make all entries in each 
column, ONE COLUMN AT 
A TIME, and click the 
clock icon to save before 
moving on to the next 
column.

Data required may vary 
from one course type to 
the next.
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Review Course Report
With entries made, 
click "Review Course 
Report" command in 
the upper right corner 
and then thoroughly 
inspect the report for 
any errors. If any exist, 
hit the back button on 
your browser, and 
make any needed 
changes.

Tip:
Inspect carefully! This 
is the last chance to 
make any corrections. 
Once the report is 
submitted, NO changes 
can be made.  
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Send Course report To The NRA

Click "Submit Course 
Report To the NRA"
A confirmation 
message will pop up. 
Click "OK" to finalize. 

Notice:
Upon confirmation, 
the process cannot be 
stopped or reversed. 
NO CHANGES CAN BE 
MADE TO COURSE 
REPORT AFTER 
SUBMITTING.
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Step by Step Certificate Printing

First Click on the 
Menu button, then 
HOVER over “Manage 
Training and 
Students”, then Click 
on “Submitted Course 
Reports”.
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Open the completed report
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Enable Certificate Function
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Click the Print Button
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Obsolete hard 
copy certificates 
may NOT be 
used if the 
option exists to 
print this PDF 
from the course 
report.



Print Certificate Screen
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Save Certificate as PDF
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Send Directly to Printer
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Course Transfer
Need to transfer a 
student from one class 
to another or enroll 
student in another 
class? Use this feature 
to transfer or enroll 
student in additional 
training.

Simply check the box 
to the left of the 
student name, then 
select a future course 
from the drop down 
menu to the left of the 
“Transfer” and 
“Signup” buttons.
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“TRANSER” – takes the complete student 
record from one course to another.

“SIGNUP” – keeps the student on the 1st

course, and duplicates their info in another.



Any further questions?

62

Please first 
contact your 
own Training 

Counselor,
or your State 
or Regional 
TC Liaison.



Regional TC Liaisons
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Region 1 – Northeast
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Region 2 – Great Lakes
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Region 3 – North Central
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Region 4 – Northwest
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Region 5 – Mid-Atlantic
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Region 6 – Southeast
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Region 7 – South Central
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Region 8 – Southwest
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Unable to reach a local TC?

• Instructors and RSOs contact NRA at:

NRAinstructors@nrahq.org

• Training Counselors contact NRA at:

trainingcounselor@nrahq.org

72

If this is the case:


