
STA Online
Online Course Registration and 
Administration



Introduction
 online.sta.co.uk
 Enables Course Organisers to manage all aspects of 

running a course, from registration through to 
certification

 Designed to minimise the paperwork required to register 
and administrate STA courses

 Optional, free method of registration that provides 
significant benefits over the traditional paper-based 
system

 Does not affect the paper-based method of registering 
and administrating STA courses.



Features
 Features of STA Online include:

 24/7 course registration
 Easy candidate registration
 Instant results processing and data verification with STA
 Electronic Facilities Checklist
 Dynamic timetable
 Online distribution of course paperwork
 Electronic certification
 Easily update personal records with STA
 Secure, online payment system.



Cost Benefits
 Using the online system provides significant cost savings 

for Course Organisers over the traditional system
 Alternative pricing structure reduces registration fees per 

candidate
 Tiered manual pricing further increases cost savings
 Full breakdown of costs available on STA’s Course Price 

List, available to download from www.sta.co.uk.



Course Manuals
 Course Organiser responsible for purchasing and 

distributing course manuals to candidates
 Purchased in bulk through STA Online

 Also from the STA Swim-Shop (www.staswimshop.co.uk)

 Tiered pricing – the more you buy, the more you save
 The greater the quantity of manuals you purchase in an order, 

the lesser the cost of each individual manual
 Pay as little as £1.75 each for EFAW manuals.



Data checked with STA 
database before account 
is registered successfully.



Widgets show data and statistics in real time.

Options shown on page depends upon account holder’s status. For example, 
an STA candidate would not see the Register a Course option.



Authority selection is 
dynamic, showing the 
appropriate authority for 
the selected course.



Course Builder
 Made up of 6 tabs:
 CAPP Form
 Tutors/Examiners
 Candidates
 Timetable
 Facilities Checklist
 Submit.



Online CAPP form shows 
specific registration types 
(revalidation, conversion, 
retake) depending on what 
course is being registered.



STA Online 
automatically checks 
Tutors’ and Examiners’ 
qualifications and 
status in real-time.



Candidates are invited to the 
course via an email invitation.

Candidates can be invited at the 
point of registering the course 
or at results submission.



Confirm the dates you 
wish to run your course 
on by using the check 
boxes. Click Confirm
to continue.



A generic timetable is 
provided for your 
course.

You have the ability to 
rearrange the 
timetable, add in 
additional skills and 
breaks and save the 
timetable as a template 
to use for future 
registrations.



Complete your facilities 
checklist online.



Sealed theory examination papers will be 
delivered to your home address upon 
registration of a course (if applicable).

Upon submission, your 
course is registered on 
STA systems in real-
time and you are 
provided with your 
confirmation on-screen.

You will be given a 
Course Number to be 
used in communications 
regarding your course 
with STA.

You will also be given 
an Online Course 
Number which can be 
given to candidate who 
wish to join your course.



Download your paperwork 
from the Online Document 
Store.



Purchase your course 
manuals in bulk from the 
Courses drop-down menu.

Remember, the more 
manuals you purchase, the 
cheaper they are.



Manuals are also available 
to purchase in bulk from 
www.staswimshop.co.uk.



Once your course is completed, 
an additional tab will now be 
available within the course 
builder labelled Results. This 
can be accessed via your My 
Courses menu.

You are required to enter in your 
candidates’ results using the 
simple, easy to understand result 
entry view.



Once you have finished 
entering results, click the 
Proceed to Summary Page 
button.

Use the Document upload 
facility to upload documents 
such as pre-requisite 
certificates.

Any uploaded documents 
will be sent to STA 
electronically along with your 
course results.



A summary is shown detailing 
the total amount due.

Results will not be submitted to 
STA until course fees have been 
paid / invoiced.

Course fees can be paid by 
Credit / Debit card, or be 
invoiced to an account (personal 
or a third party) providing a 
purchase order number is given.

To be eligible to invoice 
registration fees to an account 
please contact STA.



Once course payment is 
complete, you will be prompted 
to submit results, electronically, 
to STA. Once submitted you will 
be able to access a  receipt from 
the Payment / Receipts tab.



Candidate results are now shown.

If all additional requirements were fulfilled and results completed fully, then results will be processed automatically, and will show 
whether the candidate has Passed or Failed.

For courses, that require pre-requisites to be checked (i.e. Swimming Teaching courses) then results will be shown as Pending
until STA update them. Once pending results have been updated, the Course Organiser will receive an email advising them to 
navigate to this page to view updated results.

Results will not be sent to STA for candidates who have not completed the joining process. Once this process is completed, 
their results will automatically be sent to STA and results will be available to view.

A Certificate Release facility is provided to enable Course Organisers to release certificates for successful candidates. This is 
important as it gives the Course Organiser flexibility and an option not to release a certificate to a candidate if they have not yet 
received their funds.



Help and Support
 Help and support is available by clicking the Help button 

/ dropdown located at online.sta.co.uk. 

 FAQ’s
 Help Documents
 Video Tutorials – On their way!
 STA Contact Details



Any Questions?
Thank You


