
Entering Class  
Rosters  
Online 



Some Reasons to  
Enter Classes Online 

• Will ensure correct spelling of 
participants, locations, and departments. 
(We cannot always determine correct 
spelling on handwritten rosters.) 

• You will receive your classes back 
quicker. 

• You are able to print rosters and 
generate an “Invoice” for Local 
Government’s, and or Departments. 
 



INFORMATION 

• If you do not have your instructor number, please 
contact the State Office at 865-689-3256, Monday – 
Friday from 9:00 AM – 4:30 PM EST. 

• When entering your instructor number online DO 
NOT ENTER THE “A”or “B” at the end. This letter 
only designates which update you attend. 

• No class certificates will be printed and/or mailed 
prior to payment being made unless approved by 
the State Office. 



If you are a “First 
Time User” Click on 

“First Time User” 



Enter Your Instructor 
Number (Leave off 

the A or B) 
 

Your E-Mail Address 
 

Scrambled Letters & 
Numbers 

 
Then Hit Continue 

After you hit continue, you will automatically be sent a password by e-mail. After 
this we will have to approve you here at the State Office. After we approve you, 
you will receive another e-mail advising you have been approved. Only then will 

you be ready to start entering classes. This process may take up to 48 hours. 

If at anytime you 
have any questions 
or problems, please 

contact us at the 
state office at     

865-689-3256 or by 
e-mail at 

info@tnars.org 



Instructions  
for  

Entering 
Classes Online 



Click  
Members 
Only for 

Drop 
Down Box 

Go to our 
homepage 

www.tnars.org 



Select  
Instructor Login 



 

Enter : 
• Instructor Number 

(leave the A or B off) 
• Password 
• Scrambled Letters 
• Hit COntinue 

If you have 
forgotten 
your login 

information 
Click here 



This is how your 
screen will look. 
To Enter a class, 

click on  
“Add a new class 

roster” 



 

Select Class Type 
Hit Continue 

*** NOTE*** 
The system will only allow you to 

enter classes that certified to teach. 



Click on 
the 

Disclaimer 
and Hit 

Continue 



Some Information will 
already by added. 
 
Enter Class Completion 
Date 
 
Departments 
City & State 
 
Mailing Information 
 
And any comments 
you need to add. 



Make sure all 
information is 
correct. If not 

click here to go 
back and correct. 
If all information 

is correct hit 
“Continue” 



Adding 
Assistant 

Instructors 

If there were no 
assistant Instructors 
click here to skip this 

section. 

To add Assistant 
Instructors, Click 

on the First Letter 
of the Instructors 

Last Name 



Select the 
Name of the 

Assistant 
Instructor 

See bottom 
of screen on 

next slide 

TO ADD 
ASSISTANT 

INSTRUCTORS 



 
 

After Selecting Asst. 
Instructors, Click on Continue. 

 
 



To add additional 
instructors click here 

When you are done 
adding assistant 

instructors click here to 
start adding students 



Put the number of 
students in your 

class here and hit 
continue 

If you need to add more 
students you may do so 

in the next step. 



 
Enter Name as 
you would like 

it on the 
Certificate.  

 

DO NOT 
PUT IN SSN 

LEAVE 
BLANK 

After all names have been 
entered hit “Continue” 

To add more names  
Click on  

“Extend Form” 



If Roster is 
Complete and 

ready to submit 
Click Here 

If you are not ready 
to submit click here 
and you may submit 
later. It will be saved 
until you are ready 

to submit. 

After your selection hit continue. 

You may also go back and modify the 
class before submitting  



Click here to print / 
view vital 

information on your 
class. 



To Print Roster 
Click on “Print”. If you 

are viewing click on 
“Done” when 

Finished. 

This is your Class ID 
Number 

This is the number you 
will need to reference if 

you contact the office for 
information on the class. 



CONGRATULATIONS!!
You have successfully 

entered a class! 

Click here to 
Return to the 

Instructors Home 
Page 



Additional 
Information 



When Submitting 
Payment, Please Use 

the  
“TARS Training Class 
Roster Found Here” 
Click on “View Your 

Class History and 
Rosters”. 



Click on the Class 
ID Number to 

View the Roster 

The next Slide 
will show a copy 

of this roster. 
You may submit 

it to your 
department as 
an invoice as 

well. 

You may edit any 
class if it has not 
been submitted. 



This is your Class 
Tracking Number that 

we Reference 



THE END! 
This concludes the demonstration. We 
thank you for interest and for teaching 
our classes. The State Office values 
your assistance by entering your 
classes online. If you have any 
questions, please contact us at the 
office at 865-89-3256. 
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