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User Guide Topics 

•Swimming Canada Official 
Management Systems – RTR & 
LMS

•Official USER GUIDES
•Registration information
•FAQ for Officials and the RTR
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Swimming Canada Official 
Management Systems for Officials
Registration, Tracking & 
Results (RTR)

• Login link -
https://registration.swimming.ca
/Login.aspx

• Complete registration

• Maintain log of meets/positions 
worked

• Maintain log of clinics attended

Learning Management 
System (LMS)

• Login link -
https://edu.swimming.ca/index.p
hp?page=225

• Register for clinics on the system

• Complete E-modules available
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HINT:
• Login Details for both systems are identical.
• Must use the Official Account username and password

https://registration.swimming.ca/Login.aspx
https://edu.swimming.ca/index.php?page=225
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Swimming Canada Official 
Management Systems
How are they linked?
• When an officials completes an E-modules, the LMS 

will send this information to the RTR and update 
the officiating profile with the clinic details.

• When an officials signs-up for a clinic on the LMS, 
attends the clinic, the COA marks attendance and 
sends the clinic details to the RTR, updating the 
official profile, unless a refresher course. 
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Swimming Canada Official 
Management Systems
Why should officials to use the LMS?
• E-modules can be done at any time, allowing those 

unable to attend in-person clinics to complete the 
clinics available via e-modules.

• All clinics on the LMS and e-modules are logged for 
the official, allowing them to see which clinics they 
have attended and when.
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Swimming Canada Official 
Management Systems - User Guides
• Official User Guide for the RTR (this guide)
• Official User Guide for RTR - Account Access 

& Signing Documents instructions for 
registration

• Official User Guide for the LMS
• Official User Guide – registering for a clinic 

on the LMS
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https://admin.swimontario.com/documents/502/Official_Account_Instructions2023-24.pdf
https://admin.swimontario.com/documents/297/Official_User_Guide_-_LMS.pdf
https://admin.swimontario.com/documents/298/Official_User_Guide_-_Registering_for_a_Clinic_on_the_LMS.pdf
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Registration

• The National registration procedure will require all 
officials who wish to officiate at a sanctioned 
competition be registered annually on the Swimming 
Canada registration site within two weeks (14 days) of 
commencing activity as an Official.

• As per SNC registration policy, an official is defined as 
an individual pursuing officiating certification in order 
to volunteer qualified officiating services at sanctioned 
swimming competition. 



Back to User Guide Topics

Registration – New Club Official
• Clubs will communicate the registration process for new club officials.  

• You will be asked to provide the following information
• Full name

• Email address

• Gender

• Clubs may ask for this information and forms when you register your swimmer, 
before you attend a clinic or through online forms. 

• Please follow your Club’s procedures.



Back to User Guide Topics

Registration – Independent Official

• Swim Ontario defines an Independent Official as any registered official of 
level 2 or higher who does not have an active swimmer with a club in 
Ontario, and is not associated with a club as an alumni.

• Independent officials who are willing to give of their time to support the 
sport of swimming for multiple sessions in a given season can register 
directly with Swim Ontario.

• Independent Officials will be registered under the ORON banner –
Officials Registration Ontario (as per the SNC Registration Procedure and 
Rules) – Application to register -
https://form.jotform.com/SwimOntario/2023-2024-official-application

• The Provincial Officials Administrator (POA) will be their contact for 
registration and other inquiries.  Email Nicole@swimontario.com for 
support.

https://form.jotform.com/SwimOntario/2023-2024-official-application
mailto:Nicole@swimontario.com
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Registration – Swimming Canada

• Check your spam folder for 
this email

• The email will provide you 
with a temporary username 
and password (red box).  
This username and password 
will also allow you to access 
the Education site and e-
modules clinic (green box).

• The instructions to execute 
all the required forms to 
complete the registration 
process can be found HERE

• There is both a link to the 
registration site (red box) 
and education site (green 
box).

• Once this information is collected the process of registering you on the 
Swimming Canada system can begin.

• Your COC/COA will be the person that registers you.  
• You will receive an email from notifications@swimming.ca (see below)

https://admin.swimontario.com/documents/502/Official_Account_Instructions2023-24.pdf
mailto:notifications@swimming.ca
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Completing Registration

• Please follow the instructions in the Official User 
Guide for RTR Account Access & Signing Documents 
instructions for registration
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https://admin.swimontario.com/documents/502/Official_Account_Instructions2023-24.pdf
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FAQ for the RTR
• I have done all the steps for registration, however, my COA says I’m not done (I 

missed a step), what happened?  See Answer

• I have completed my registration but it says 60 / 80% completed and “Invoice 
Pending / PSO Pending”, why? See Answer

• Why can I not access my officiating information when I am completing my 
registration? See Answer

• I have several officials accounts listed with my name, what do I do?  See Answer

• How can I access all the accounts to keep me from going crazy with all these 
logins? See Answer

• My profile indicates I have a different level of certification then what I have, 
what do I do? See Answer

• How can I maintain a log of all the competitions I worked at or clinics 
instructed?  See Answer (Deck Log)

• I have children training with two different clubs?  How can my officials profile be 
visible to both clubs? See Answer (Affiliated Club)
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I have done all the steps for registration, however, my COA says 
I’m not done (I missed a step), what happened?

8/3/2023 14

The last page of the registration is where most missed steps occur.  
1. Make sure the Consent to Swimming Canada Policies box is clicked
2. Make sure the Acknowledgment and Assumption of risk form indicates “Click 

to View”
3. Make sure the Swim Ontario Code of Conduct…form indicates “Click to view”

• If they don’t then you will need to sign them.
4. Answer the Email Consent question (Yes or No) 5. Click on the 

blue 
COMPLETE 
button

This is the step 
that is most 
often missed
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I have completed my registration but it says 60 / 80% completed and 
“Invoice Pending / PSO Pending”, why?
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Once you have completed your registration, you may not be at 100% registered 
and here is why:

• 60% (Invoice Pending) – your club has not yet initiated your registration.  
Once that is done, you will be at 80%.

• 80% (PSO Pending) – your club has initiated your registration, however, 
payment of your registration BY THE CLUB has not yet been received

There is no action required on your part.  Swim Ontario invoices clubs and not individual officials.
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Why can I not access my officiating information when I am completing my 
registration?
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• As you will learn – the RTR has many user accounts.  Your first 
encounter with the RTR will most likely be via your family/swimmer 
account which is different from an officials account.

• When you first login to your family/swimmer account, you may see an 
associated official account (any account that has the same email 
address) which allows you to complete your registration process but 
nothing else.

• This is because you are logged into the family/swimmer account.
• In order to view your officiating profile, you will need to login into 

your Official Account (see RTR Account Access…) or you can Link your 
official account to your Family/swimmer account.  See instructions 
HERE.

All accounts on the RTR must have different usernames.  
This is why linking accounts becomes useful as you need to remember the 

primary account information and can access all other linked accounts from this 
one primary account.

https://admin.swimontario.com/documents/502/Official_Account_Instructions2023-24.pdf
https://admin.swimontario.com/documents/295/Managing_linked_Accounts_2.pdf
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Why can I not access my officiating information when I am completing my 
registration? Cont…
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• Use the Dashboard to switch from one account to another.
• An associated account will not get you access to the information 

in the account.  
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How can I access all the accounts to keep me from going crazy with all these logins?
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• Choose a Primary 
account.

• Link all your RTR accounts 
to this primary account 

• See instructions HERE.
• Use the Dashboard to 

switch from one account 
to another.

All accounts on the RTR must have different usernames.  
This is why linking accounts becomes useful as you need 
to remember the primary account information and can 
access all other linked accounts from this one primary 

account.

https://admin.swimontario.com/documents/295/Managing_linked_Accounts_2.pdf
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I have several officials accounts listed with my name, what do I do?
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• Take a screenshot or note down all the account numbers.
• Contact your Club Official Administrator – they will arrange 

to have the accounts merged.

My profile indicates I have a different level of certification then what I have, what do I do?

• Take a screenshot or note the level.
• Contact your Club Official Administrator – they will arrange 

to have it updated provided you have the requirements.
• Learn more about certification for officiating here and the 

different positions here.

https://www.swimontario.com/officials/certification
https://www.swimontario.com/officials/positions
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How can I maintain a log of all the competitions I worked at or clinics I have taken or 
instructed?
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• An official cannot input the data 
for certification requirements 
(the COA can do this), however, 
it is recommended that a log be 
maintained of all the positions 
worked at competitions and the 
clinics conducted by an official.

• This can be done via the Official 
Account on the RTR.

• Click on Deck Log on Main menu 
and follow the instructions
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How can I maintain a log of all the competitions I 
worked at or clinics I have taken or instructed? cont
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How can I maintain a log of all the competitions I 
worked at or clinics I have taken or instructed? cont
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Affiliation with more than one club

Once an official has completed their registration and 
have status “Active”:

• An official can affiliate with additional clubs.  

• The first club would be responsible for payment of the 
registration fee (primary club).

• Affiliation with more than one club would be 
recommended for families that have children with two 
different clubs.

Note that Varsity clubs do not register officials and will not monitor an officials list. 

I have children training with two different clubs?  How can my 
officials profile be visible to both clubs?
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Affiliation with more than one club

• Click on “Officiating Info” and scroll down until you 
see the “Add Clubs” section

• Select Ontario Province and the clubs will populate.

• Click Add Clubs

I have children training with two different clubs?  How can my officials 
profile be visible to both clubs?

The COAs of all clubs listed can 
update the official’s account
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• Support for certification and clinic information 
contained in the Swimming Canada system can be 
directed to your COC/COA.

• Support for technical difficulties with the RTR contact 
support@swimming.ca

• Support for technical issues with the LMS contact 
education@swimming.ca

Swim Ontario and the swimmers thank you for your 
time and effort to enable swimmers to compete in 

a safe and fair environment.

Registration – Support

mailto:support@swimming.ca
mailto:education@swimming.ca
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