Entering a Learn-to-Swim class into the ARC Learning
Center thru Course Record Admin

* |If entering a course into the ARC Learning Center, do not submit an activity report. If you do,
you will be double billed.

You must have a current Learn-to-Swim Agreement to enter the classes into the ARC Learning Center. If
your organization does not, your course will be rejected. Please contact Sue Fleming at 717-771-3562 or
Susan.Fleming@redcross.org.

1. Log into the ARC Learning Center using your instructor username and password. Do not create a new
user. https://classes.redcross.org

call 1-800-REDCROSS  (1-
800-733-2767).

2. Click on “Home” in the upper right section and select CR Admin.
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To find a course that you would like to take, click the Advanced Search link to enter
your search criteria.
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3. Select New Course Record.
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Welcome to the course record system, This system allows the electronic entry of Red Cross training course
records, Search for existing records by entering search criterin below and click search. Contact your local
Red Cross unit if you have questions.
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5. Enter the Course Code by clicking on the picker.
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If you want to skip entering student names, check the box.
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Enter the course name and offering end date. The date entered will appear on the student certificates. If
the course you are entering does not require student names you will see an option “skip student details.”
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6. Enter the Course ID, click search, click appropriate course. Course Codes:

Longfellow’s WHALE Tales HSSAQU102
Personal Water Safety HSSAQU103
Water Safety Today HSSAQU104
General Water Safety HSSAQU105
Home Pool Safety HSSAQU106
Parent Orientation to Swim Lessons HSSAQU107
Sun Safety HSSAQU108
Parent and Child Aquatics Level 1 HSSAQU201
Parent and Child Aquatics Level 2 HSSAQU202
Preschool Aquatics Level 1 HSSAQU203
Preschool Aquatics Level 2 HSSAQU204
Preschool Aquatics Level 3 HSSAQU205
Level 1 - Introduction to Water Skills HSSAQU206
Level 2 - Fundamentals of Aquatic Skills HSSAQU207
Level 3 - Stroke Development HSSAQU208
Level 4 - Stroke Improvement HSSAQU209
Level 5 - Stroke Refinement HSSAQU210
Level 6 - Swimming and Skill Proficiency - Personal Water Safety HSSAQU211
Level 6 - Swimming and Skill Proficiency - Fundamentals of Diving HSSAQU212
Level 6 - Swimming and Skill Proficiency - Fithess Swimmer HSSAQU213
Safety Training for Swim Coaches HSSAQU301
Safety Training for Swim Coaches Challenge HSSAQU301C
Safety Training for Swim Coaches Review HSSAQU301R
Basic Water Rescue HSSAQU302
Basic Water Rescue Challenge HSSAQU302C

Basic Water Rescue Review

HSSAQU302R




Safety Training for Swim Coaches Fast Track HSSAQU303

Personal Water Safety HSSAQU304
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7. Enter date, check “Skip Student Details”, enter students numbers, address and how the certifications
will be printed then click Save. Certification note: For learn-to-swim, please refer to your CD-Rom or go
to www.instructorscorner.org to print the certification cards.
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8. Click Add instructor. Either enter the instructor’s username or enter the first few letters of the
person’s first and last name into the search field then click Search. Select instructor and check “Select
and Close”. Then click Next.
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9. Payment

If you have a coupon code, enter the code and click Apply Coupon.

If paying by Credit Card, select Credit Card and enter information in.

If paying by Purchase Order and none is listed for you, please call 1-800-REDCROSS and have the
Training Support Center set one up for you.

Once payment is entered, click “l agree” and submit.

= Saba - Windows Internet Explorer provided by Amarican Red Cross

@ » [ hiaps /idasses.edass.ong = 8| [x] & P~

Fie Edt View Favortes Took Help

7 Favorkes 53 [ Lo Cnta BusivessChiects L., ] Americen Red Cross Cublure .. | Amerkcan Red Cross Cutu il 2 | TSC Lssue Log - NN Ttem P BusinessCbjects Ifovisw = red liht therspy planet fin... £ Home -FHES (03 Sebs

2 50ba B-8 g - Peges Sefetye Todse e
ARCSV Harrisburg Full Service Offeog End -
Organization 2 2 2012
(38196DF500003) Date
Payment Information
The total is automatically calculated based on the agreement between the organization and the American
Red Cross. If the amount is different than expected, contact your local unit. Select the payment method
and enter the required payment reference information. The Purchase Order option requires the
organization has set up a PO with the Red Cross. When finished, click Submit
Amount Per Student 19
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| certifgaiatiaining session has been conducted In accordance with the requirements and procedures of
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Note: Your course record has been sent to the chapter for review. Upon g elve an
email with information and directions on printing your certificates, The reference number for this
submitted course record is provided below. To view or print a summary of your submitted course record,
click the “Print Summary”” button
Your course record has been sent to the Chapter. Once the Chapter reviews the information, you will be
provided with a link to print certificates.
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When you click Submit your record will be entered as a “submitted”. It will be processed in 2-3 business
days.

When it is processed, you will receive two emails. The first lets you know the course was processed and
how to print the 8 % x 11 certifications. The second lets you know how much you were billed/paid by
credit card.



Frequently Asked Questions:

Q: I logged into my account and | don’t see CR Administration listed.

A: Contact Kelly Colborn.

Q: The Organization | teach for is not listed in my Learning Center Account.

A: Contact Sue Fleming.

Q: | don’t have a Purchase Order number set up. How do | get one?

A: Call the Training Support Center and they will be able to set one up for you if the cost of the

course is more than $250. If the cost of the course is less than $250, please pay with credit card. If your
company is unable to pay by credit card, please call the TSC for payment arrangements.

Q: I’m having difficulty reaching the Training Support Center.
A: The Training Support Center is opened outside of normal business hours and can easily be
reached during “off peak” times. Their peak hours are 10 am to 4 pm.

Training Support support@redcrosstraining.org 1-800-REDCROSS option 3
Center (TSC) Hours:

M-F7 am to 11 pm Fax:

Sat 7:30 am to 8 pm 1-800-878-7047

Sun 10 am to 6 pm
Kelly Colborn Kelly.Colborn@redcros.org 717-299-5566 x1143

Sue Fleming Susan.Fleming@redcross.org 717-771-3562
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