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Getting Started with The Registry® of Fitness Professionals 
 
Welcome to The Registry® of Fitness Professionals, a dynamic new resource for the Fitness industry that 
highlights and showcases those fitness professionals who have met provincial and national fitness 
standards within BC and beyond.  
  
The Registry® of Fitness Professionals has four main functions, serving as: 
 

1) an online, searchable database for fitness leaders, fitness facilities and the general public  to use 
to find qualified fitness professionals by name or by specialty module, or from within specific 
geographic areas; 

2) a marketing tool for registered fitness leaders, to create personalized profiles complete with 
photos and biographies to promote the services they offer and the credentials they hold; 

3) an administrative and sales tool for Supervisors of Fitness Leaders (SFLs) and Trainers of Fitness 
Leaders (TFLs) to create and post course and workshop listings and attendance rosters; and 

4) an administrative tool for both existing BCRPA fitness leaders, and those wanting to become 
BCRPA registered fitness leaders to purchase and take the Fitness Theory exam**, input/update 
CPR and First Aid credentials, track continuing education credits and process 
registrations/renewals. 
 
**Once purchased, Fitness Theory exams is subject to proctor oversight  – further information 
and instructions are provided to purchasers of the exam 

 
This ‘Getting Started’ reference sheet walks you through some basic functions to help you get started 
setting up your new account on The Registry®. (for complete instructions on The Registry® functionality, 
please see The Registry® of Fitness Professionals – User Manual. 
 
Creating your account in The Registry®  
 
The first time that a new, up-and-coming fitness professional connects to The Registry®, the first step 
will be to create an account.  Click Create Account on the Home Page and you’ll see the following: 

 

First, type in your primary email address.  Your email address becomes your permanent login ID; it will 
also be the one that The Registry® will use to direct various notification and reminder emails to you, as 
well as acting as the one “constant” piece of information that will identify you to The Registry®.  So 

http://www.bcrpa.bc.ca/fitness_program/documents/RegistryManual.pdf


Page 2 of 10 
Getting Started with The Registry® of Fitness Professionals 
Last Updated April 26, 2013 

 
 

make sure that if ever you change your email address you also contact the BCRPA to have your login ID 
changed to reflect your new email address.  The BCRPA has to change this on your behalf. 

After you click the “Create new account” button, you’ll see a message that says further instructions have 
been sent to your email address.  You’ll then receive an email from The Registry that instructs you to 
click a link to set your Registry password.  Click the link, input your chosen password twice, then click 
‘save’. 

You are then directed to your Profile screen.  Enter your first name and last name.  Should you ever 
change your name, please contact BCRPA administrators for instructions. 

 

 

 

 

 

 

 

 

 

 

Next, fill in your personal contact information: 
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Please note: You may not choose to ‘list’ your public profile at this time.   More information about your 
public profile will follow. 

Continue to scroll down the Profile page to the Public Profile section.  Please enter the email address 
you would want clients and the public to use to contact you, as well as the city where you work.  These 
fields are mandatory, but will never be made public until you choose to make your profile public.  Note 
that you can make them the same as in your personal contact information section, or different. 

 



Page 4 of 10 
Getting Started with The Registry® of Fitness Professionals 
Last Updated April 26, 2013 

 
 

 
 
The rest of the fields on this page are optional.  You can fill them in or not; and you can upload photos or 
not.  At the bottom of the page, remember to click ‘save’. 
 
When you get to this point, you have finished setting up your new account and are ready to start the 
process of becoming a registered fitness professional.  You are now looking at your Main Page, which 
tells you all about your registration status.  Every time you log in to The Registry®, you’ll be directed to 
this page.  
 

 
 
Logging in to The Registry® 
 
After you’ve followed the steps above, anytime you wish to log in to The Registry® go to 
www.thefitnessregistry.com and click the login link at the top right. 
 

 

http://www.thefitnessregistry.com/
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You’re then taken to the login screen: 
 

 
 
Enter your email address and password, then click “Log in”.  You will be taken directly to your Main 
Page. 
 
So What’s Next? 
 
If you wish to become a registered fitness professional, you’ll next need to do the following:  
 

1. Input your current CPR and First Aid information; and 
2. Purchase, and pass, the BCRPA Fitness Theory exam. 

 
You can do these two things in either order; both need to be completed prior to purchasing your first 
fitness registration. 
 
 

1) Input your current CPR and First Aid Information 
 
 
Take a look at your Main Page: 
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If you wish to input only CPR information, click the ‘Update now’ link on the CPR line.  If you want to 
input both CPR and First Aid simultaneously, click the ‘Update now’ link on the First Aid line. 
 
Fill in the form that appears with your CPR and/or First Aid certificate details, and then click the ‘save’ 
button.  When you then go back to your MAIN PAGE, you’ll see that the First Aid and/or CPR information 
has been updated. 
 
Here is a sample First Aid form that has been filled out.  Remember to click ‘save’ when you get to this 
point.   
 
 

 
 
 
Please note that The Registry® will select First Aid and CPR submissions at random to be 
audited.  If you are selected to have your submission audited, you will receive instructions on-screen and 
by email.  Those instructions will guide you to send a copy of your CPR and/or First Aid certificate(s) to 
the BCRPA for verification. 
 

2) Purchase, and pass, the BCRPA Fitness Theory exam. 
 
Prior to writing the Fitness Theory exam, it is strongly recommended that you complete a 
Fitness Theory course. The course will provide you with the necessary knowledge and 
improve your chances of successfully passing the exam.  A list of BCRPA approved courses 
can be found here. 
 

 
When you’re ready to purchase the exam, click MANAGE REGISTRATION at the top of the page. 
 
 

http://www.bcrpa.bc.ca/fitness_program/courses_workshops/courses.htm
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Click the Fitness Theory exam link.  You’ll be taken to the shopping cart.  Click ‘Add to cart’ and then 
proceed through the purchase screens. 
 
 

 
 
 
Please note: When purchasing the BCRPA Fitness Theory exam through the shopping cart, you can pay 
for it in one of two ways: 
 

1) by credit card (Visa or Mastercard) – credit card transactions complete right away 
2) by bank-issued money order – bank-issued money order purchases do not complete until the 

money order is received by BCRPA and then processed by the issuing bank.  You will receive an 
email when your money order purchase is complete and your Fitness Theory exam is then 
available. 
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When your Fitness Theory exam order is complete, you’ll receive a confirmation email that contains your 
order number. 
 
 

 
 
You’ll also receive instructions about exam scheduling and proctoring so that you can take your exam.  
Go here for exam-taking information.  
 
 
After You Pass the Exam 
 
Go to your EXAM HISTORY page: 
 

  
 
Getting Registered 
 
Earlier in this document we told you that prior to getting registered as a fitness professional, you would 
need to complete the following: 
 

1. Input your current CPR and First Aid information; and 
2. Purchase, and pass, the BCRPA  Fitness Theory exam. 

 
Once you have completed these two requirements, you’re ready to purchase your first registration as a 
fitness leader.  Go to your MANAGE REGISTRATION page, which always tells you if there is anything 
needing your attention, and you’ll see the following: 
 
 

https://www.bcrpa.bc.ca/fitness_program/registration/exams.htm
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You have one year from the date you passed the BCRPA Fitness Theory exam to purchase your one-year 
initial fitness leader registration.  To do so, click the ‘Purchase’ link and go through the process of 
completing the transaction.  Once you’ve done so, and you return to your MAIN PAGE, you’ll see this: 
 

 
 
Your MANAGE REGISTRATION page, which tells you what needs your attention, now says the following: 
 
 

 
You have until the expiry date of your one-year registration to complete your first specialty (ie in Group 
Fitness, Aquatic Fitness, Yoga Fitness, Aquatic Fitness or Weight Training).  Your MANAGE REGISTRATION 
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page will keep reminding you of that next step until you have achieved it or until your first registration 
expires. 
 
Because you now hold a valid registration, you can publish your first profile if you wish. 
 
You can choose to ‘publish’ it so that it can be seen by all those who use The Registry® to find and 
confirm credentials of fitness leaders (i.e.: your employer, clients and the public).  Your public information 
can only be made visible if all of the following conditions are met: 
 

1) Your BCRPA registration is current; 
2) Your CPR is current and is not in the process of being audited (more about this in the user 

manual); 
3) Your First Aid is current and is not in the process of being audited (more about this in the user 

manual); and 
4) You choose to make it visible by checking the “listed” button on your Edit Profile page. 

 

 
 
On the Profile screen, check the ‘listed’ button and then click ‘save’ at the bottom of the page.  As long as 
all of the above conditions have been met, your public profile will now be visible to those who use the 
search function on the home page (see the user manual for The Registry® for more information about the 
search function). 
…….. 
 
This Getting Started Reference Manual for The Registry® of Fitness Professionals walks those 
wanting to become fitness leaders through the process of obtaining that initial registration.   
 
For more information, please view The Registry® of Fitness Professionals – User Manual.. 

http://www.bcrpa.bc.ca/fitness_program/documents/RegistryManual.pdf
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