
Locker Tips 
https://thelocker.coach.ca/Account/Login 

 

Hardcopy course registration forms are no longer used, all event information is now recorded online in 

the NCCP database called the Locker.  

To receive training, email coach@coach.ca if your NCCP # and they will notify you of the upcoming dates 

for online training. 

After you have completed Locker training, email coaches@viasport.ca to request access to the ViaSport 

account. Once you have been given access to the ViaSport account, you will be able to record an event. 

 

Obtaining an NCCP# 
It would be ideal to have all course participants register for their own NCCP#. That way you are ensuring 

their personal information is correct, they can set their own password and they will better understand 

where they can access their certification information in future. 

 

If a coach has previously taken an NCCP course (multi-sport or sport-specific) but does not remember 

their NCCP# they can retrieve it through this page as well, by selecting “lookup my NCCP#”. They will 

then be prompted to enter their email address and their NCCP# will be emailed to them. If they have 

changed their email address since taking a course they will need to contact ViaSport or CAC to retrieve 

their number. 

https://thelocker.coach.ca/Account/Login
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Recording an Event 
Once you are logged in, you will be taken to the Events screen. On this screen, all active events will 

appear. There are four categories of events: Planned, Scheduled, Recorded and Rejected. If you are 

entering the event after it has taken place you will enter it in the Recorded column, by selecting “record 

an event”. 

 

 

 

 

 

 

 

 

 

 

 

 



After, selecting “Record an Event” the following screen will appear. 

 

Enter the course information, keeping in mind the following: 

 Context should always be Global 

 Under Event Type select the name of the module 

 All three dates must be filled out. From = start date of the course, To =  course end date and 

Received = date that you are entering the course information 

After entering all the required fields, click save. 

A new screen will appear that shows a list of modules that are related to the entered event type. 



 

A warning message will allow appear to indicate that you still need to enter the event leader and the 

attendees. 

To add an event leader (LF), select the Leaders tab. Then search for the event leader by name or NCCP#. 

Once the search results appear, select the associated LF. 

 

 



To add attendees, select the Attendees tab. Search for the coach using the search box on the top left of 

the attendee list.  Ideally, you have already collected all of the participants’ NCCP#s and you can easily 

search by their number.  

If you do not have their NCCP#s you should start by search their first name, last name and province. 

Multiple people may appear with the same name so you will need to review the search results further to 

ensure that a profile matches with the information of the coach. If a profile does not exist in the locker 

that matches a participant in your course you can add them by selecting Add person. 

 

 

The following screen will appear. 

Enter the coach’s information and then press Add. 

 

 

 

 

 

 

 

 

 



Once you have entered all of the coaches information you are ready to submit it for approval. Go back 

to the details tab, select the Submit For Approval button. 

If you are not ready to submit for approval, just select the save option. 

To go back and edit information, locate your event in the recorded column of the events page and select 

edit. Once you have submitted your event for approval, any changes to the event must be made by 

ViaSport. 

It may take up to a week for the course information to should up on a coaches transcript. 

 


