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Admin Login

Separate login for 
members

https://swimming.canada.sportsmanager.ie/maint.php

https://swimming.canada.sportsmanager.ie/maint.php


Admin Login Club Name

Update Club details Functions related to 
registration for 
Swimmers, 
Coaches & Officials



View Registrants Export Registrant list

Default is “Active”

Select Season

Use Category Group to view 
Swimmers, Coaches or Officials



Coach Status
Registrant Status Legend

Awaiting Payment: No payment has 
been made and no invoice generated. 
Pending Invoice: The Registrant has 
completed their information but there 
are unpaid invoices.
Active: Registration has been 
completed; invoice is paid, and 
registrant account updated.
Imported: Registrant information has 
been imported.
Needs More Info: The registrant 
contact information has not been 
updated.



1. Review coach list
2. Register returning and new coaches

(invoices are generated for Swimming Canada, PSO, CSCA)
3. Payment of coaches invoices

(credit card or offline payment)
4. Coach completes Swimming Canada requirements + any additional 

PSO requirements for compliance
5. Coach is made active in the system

Coach Registration Overview



Under           Registration
Click        Registration
Enter Registration Email
Select Payment Method

Returning coach
- Start typing name in

Search member
- Select coach
New coach
- Click 
- Enter First name/Last

name/DOB/Email 
- Select Membership Type

from list
Click Save 

Click 
to add more coaches

When all coaches are
added, click 

Credit Card Payment 
- Add card details
- Complete payment
- View receipt
Offline Payment
- View receipt
- Pay PSO

1 32
Add Member

Next

Coach Registration



Coach Registration



Coach Registration

Payment Methods may include:
• Online credit card payments (pay now)
• Offline payment (defined by the PSO-pay later) 

Membership Status – Needs More Info
• Default status assigned to registrants 

by Group Registration 



Email Template

Available variables to 
customize the email content.

Customize the content of the email using variables that 
will select the name/club of the current registrant etc.



Returning Coach

Begin typing some part of the coach name. 
Names matching your search characters will be 
shown below the search field. 

Click on the name that you 
want to register.

Thomas



New Coach

Enter the registrant First and Last 
Name, DOB and Email address.

Click the plus to add a new 
registrant.



Duplicate Coach Warning

If you enter a registrant with a similar name/DOB/email 
address, a warning will be displayed.

• To continue registering with the existing registrant, Click 
on the registrant information. 

• To proceed with creating a new registrant, Click the 
"Continue as a New Member" button.

Thomas

sophiethomas@mail.com

Thomas sophiethomas@mail.com Coach



Coach Registration

Select the membership type.

Membership price 
details.

Click “Save”.

• Click to add more coaches.
• Click Next to proceed to payment.

Add Member

Susan Thomas (SC240780



Coach Registration: Offline Payment

If Offline Payment was selected, the invoice amounts for the NSO and PSO are displayed once 
registration is complete.

*The Swimming Canada invoice amounts AND the PSO invoice amounts will be paid to the PSO 
if offline payments was selected as per your PSO payment policy.

Invoice status is 
Invoices Pending



Coach Registration: Credit Card 

Invoice details User is prompted for credit card information. Click "Proceed 
to Payment". Complete the payment on the next screen.



Coach Registration: Credit Card 

Payment details
Confirm payment.



The following requirements are completed when the Coach signs into their account 
after registration. 
1. Validate their personal and contact information
2. Sign the Acknowledgement and Assumption of Risk Form
3. Consent to Swimming Canada’s policies
4. Complete CSCA Screening 

In addition, all coaches are required to complete 
1. NCCP education requirements
2. CAC Safe Sport Training or Respect in Sport Activity Leader/Coach Program
3. Any additional PSO requirements (including Screening)

Coach Registration Requirements



Coach Member Login

Click to Login to the LMS

The Coach will log in to their account and Click on the 
Update Information button to complete their registration.



Coach Member Login

Click to Login to the LMS

Click on the Update Information 
button to complete their registration.



Coach Update Information

Waivers

Assumption 
of Risk 



CSCA Form

Coaches are required to 
complete the CSCA Registration 
and Screening Disclosure Form 
which automatically follows the 
completion of the other waivers.



View Coach Details 

View Coach details



View Coach 

NCCP #



Member Details - Acceptances

List of Acceptances required during 
registration and signed date.



Member Details – CSCA Approval



Credentials

Coach education and screening 
requirements are tracked as Credentials.



Qualifications

Credentials are organized 
into qualifications which 
can be added manually by 
the coach/PSO or be 
pulled from 3rd party apps 
(LMS/Sterling)

We will help PSOs setup 
their coach qualifications 
for compliance.



Club - View Credentials

Status of Qualifications Click to view/edit



Club - View Credentials

View or 
upload the 
credential



Coach – Upload Credentials

View/upload 
certifications 

View status of 
Qualifications



Coach – Upload Credentials



Coach – View Qualifications



Coach – View Qualifications

Approvals 
completed by 
the PSO



Questions?
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