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How to Register a Team

e If you previously registered your team on
RegisterASA you first need to decide if you're going
to use one of your existing teams or if you’re going to
create a new team. If you’re going to create a new
team, please continue with the next page.

* |If you want to use one of your existing teams, and
the members on the team, skip to page 16.
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How to Register a Team

Before proceeding to the step-by-step instructions please read the following information so
that you have all the information you need to create your team and add the members to
the team.

1.

Determine which local ASA has jurisdiction over your registration. Use the following
page on the ASA website to locate your association:
http://www.asasoftball.com/about/register.asp. Adjust your profile if needed.

Once you have your profile on RegisterASA, and are in the correct association, ensure
that you assigned yourself the role of “Team Administrator” in your profile page and
also on the team member profile.

For every member that you add to your team you’ll need the member’s first name,
last name, ZIP code and date of birth. Alternatively, if you have the member
RegisterASA Member ID number you can use that number plus the date of birth to
add a member to your team. This information is used to locate existing profiles on
RegisterASA as well as to create new profiles (when a match is not found).

If required by your local association, you may also need birth certificates and
background check consent forms.

If you select the photo ID card option you’ll need a photograph in either JPG or GIF
format for uploading into the system.

v1.02 Rev 2012.02 3



How to Register a Team

Once you have obtained the required information proceed to your Homeplate
and continue with the following instructions to register your team and submit
your registration for approval. After you submit your registration (which is the
process of creating the invoice) you’ll need to mail all documentation to the
“Payable to” entity on the registration invoice. Don’t forget to include a copy
of the invoice when you mail your payment as well as copies of birth
certificates and background check consent forms as needed.

After you mail your payment please allow 5-7 business days for processing.
Once your commissioner has received payment and approves your
registration the ASA national office will print and ship the ID cards to you. This
is usually done one business day after your registration is approved. Check
the Status column under your “My Teams” listing for an “Approved” status.
After approval you can print your roster and insurance certificate.
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Starting new this year?
How to Register a New Team

'ﬁuglﬁ J =2 X Wl =Y -\
15, 5,
{ﬁi‘iiﬂ FOOTWEAR, UNIFORMS, GEARBAGS, APPAREL
LEMQUES Toumaments Orders HCES Hrofilg

HomePlate

Registration Menu: S

Personal Steps

All ACE and

correct prior to

d Check participants, please verify that the mailing address on your profile is

ACE ID Card Notice: ‘our ACE or Background Check.

# Requrement Status Purchase Purchase Status Expre Date

o TP AR ... T [N [N PR PR | [ W I S | P A YT NLT. TR

Click the “Add New Team” button that appears
on your Homeplate

v1.02 Rev 2012.02



HomePlate Individuals Leagues Tournaments  Ordersfinvoices Profie FAG — Submi

Add New Team

Players Inforrmation

Your Role on Team E Team Administrator [(headcoach [lcoach [l other
Team Mame
Season 2012 YEEFE *
Community HomeTown . 7
Registration Type Individual Registration = ASSIgn yourSEIf the Team
== Youth| v - Administrator” role. Only Team
Division -- Select a Division — | = |* o o o o
Qassification _Select a Classfication—| =] - Administrators can create invoices
site Oahoma : and submit teams for approval.
:55““"” ETA' C:::E’“'“”t . Sé : : (NOTE: A team can have only one Team
I e _— Administrator.)
League MIA E”
Registration Option -- Select a Registration Option - |Z| *
febste Select all the required data on this
Notes form and then click the “Add Team”
! button to create your new team.

v1.02 Rev 2012.02 6



Adding a Member

Leagues submit Help Ticket

Teams

For Example MoveTeam

To start adding

Generate Invoice Preview

Status : Pending

Issues : Yes members to your
Roster Type: Standard . “
Invoice Number:None team, click the “Add

Player Count By Association: Hover Mouse Here M em b e r” b utton. Team ID : 51412

Team Members Information

Background Consent Form for Residents of CA, MN, NY, & QK Background Con arm_for Al Other States

Select Al || Unselect Al || Select al on the page | | Unselect al on the page || Refresh Grid

# | Person Name Role DOB Sratus Status Date| Inv | BG Status  BG Date ACE ACE Date  Photo Issue CP!
: Sencin ey [eam Not Viewy f
@ 3335¢ Devn Loehrs Admi 10/1/1920  Pendng Started Photo Yes
@ [ 15795 LonComan Test  Payer  12/3/1991 Pendng e |
o Fit ¥
Page 1 of 1 (2 tems) [1]

™ Create Fier



Adding a Member

Tayrmameni s

Member ID #

123456 02/29/1999 Search for an individual

- OR - by filling out one of the

two options and clicking
Eubmit

the “Submit” button.
Note: Scroll the Grid to the Right for ACE and Background Check Information.

Drag a column header here to group by that column

Firsthame LastMame Zip Date of Birth
Emily Smith 73111 02/29/1999

Select Photo PersonlD Frst Name Last Name Association City State BG Status | Che
Add Member Aﬁ? 123456 Emily Smith Ok - Okdahoma ASA, Oklshoma City  Oklshoma
i ] ¥

If the member is not isted on the search results then please chick the ADDNEW button below to add new member,

After you click Submit, if a match is found you can click

the “Add Member” button next to the person’s name
below to add the member to your team.




Adding a Member

If the member you searched for is not found, a new profile page
© will appear and you’ll need to save the profile to add the member

to the team.

If the member you searched for is not one of the members in the
grid below click the Add New button to add the member’s profile.

If you know that the person you’re trying to add to your team is
already registered (either this year or in a previous year) please
Select Photo | P . y . .

- im obtain the member’s correct information so that you do not create

Note: Scroll the Grid to the

Drag a column header here to g

B a new profile.

<[ If you create a new profile for a person that is already registered in

Page 1 of 1 (1 tems) | < | [1 g i i
,:'“ iRt 1|\ current season you will be charged another registration fee.

If the member is not fisted on the search results then please click the ADDNEW butto
Add New
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Team Membkers

Add New Member  See member's history

Fill out the

Member ID:

Team Hame: For Example individual’s role s
and information R —

<! Player 1 Team Administrator | Head Coach Coach “— Scorekeeper

Rale | Browse..
 Other ‘
First Name Middle Name Last Name

Hame Emily . Sue Smith . Email

Address 6401 West n Confirm Email

City Oklahoma City . state | Oklahoma T] = @ T3111 Date of Birth MM/ DD/ YYYY
Fhone

Mates Gender Female [ | =

Once you’ve typed all the information on this screen, click the “Add To Team”
button. If you would like to add more members to this same team then click the

“Add to team & Add new member” button and that will take you back to the page
where you search for existing members.
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The Team Page

Teams

Status : Pending Generate Invoice Preview

Issues : Yes

Roster Tvpe: Standard

Invoice Number:None

Player Count By Association: Hover Mouse Here Team ID : 51412

Team Members Information

Background Consent Form for Residents of CA, MN, NY, & OK Background Consent Form for Al Othé

Select Al | | Unselect Al ' | Select al on the page Unselect al on the page | ' Refresh Grid |

Click the “Add Member”
button to add more
members to the team.

Lirag a conmn neader here to group DYy that colmn

# | Person Name Role pOoB Status | Status Date Inv | BG Status | BG Date | ACE ACE Date  Photo | Issue CP

Mat WYiewy

@ [ | 33354 Devin Loehrs ’,'H:;‘:]‘ 10111970  Pendng Yins
123486 Emiy St Player 0220199  Pendng The members have been i
i L} ¥
B o added to the team. page., as
e seen here and will be in
Pending status.
v1.02 Rev 2012.02 11




Generate Invoice Preview

Teams

Status : Pend o T h n Xt t i n Generate Invoice Preview
o © € next step [ Generats invoice Preview |

For Example

Issues : Yes
imvoice Namber-vone @) the registration
Plaver Count By Association: Hover Mouse Here process iS to Create
an invoice and
submit your team

Select Al ; Unselect Al ' Select al on the DEQE- Unselect a for approval.

ag a coumn header here to group by that colemn

Team ID : 51412

Team Members Information

Background Consent Form for Residents of CA, MM, NY, & OK

# | Person Name Raoks DoB Status Status Date Inv | BG Status | BG Date ACE ACE Date  Photo Issue CP!
@ [ 33354 Devn Loehrs 18am i Pendng o e e
E | 123456 F.I"l‘t-.- Srmith myer cﬂ,"z&ﬂm I}Eﬂdng ;I-I::-Il:lléﬂ Yes
i il 4
1. Status: Pending = waiting to be submitted, Submitted — created invoice waiting to be approved, Approved — You have

met the requirements

Click the “Yes” link to view your team’s issues
3. Roster type : None, Standard, Championship. To upgrade a roster you will simply need to click the upgrade button
4. Invoice Number: Click here to view your invoices 12




Notice the new
tab. You’re still on
the team page.
THIS IS NOT AN
ACTUAL INVOICE
SO DON’T PRINT
THIS PAGE.

If a correction is
needed we have a
link to provide
suggestions.

Notice that the
invoice detail
includes only

members without
a previous invoice
for the current

season.

Invoice Preview

correct R Creste Invoice Buthon to continue soeos m

**Invoice Preview**

Team ID - S8411
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(If the invoice is\

not correct click
back to the Team
Members grid or
the Information
grid and make the
necessary
adjustments and

\ try again. /
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Submit Your Invoice

When created, you can option

Verify the information in the Registration the invoice with the pop-up

screen that follows. The invoice
number will also be listed in the
Manage Team page.

Submission Confirmation screen and click Submit to
continue.

Registration Submission Confirmation (x] e T e (%]

Thank you for submitting your registration to our Southern California ASA representative. As per the H H
instructions on the site, please submit payment and all accompanying paperwork to the person listed An invoice has been

generated for the team.

Open Invoice

Roster Type: Standard *

Registration Opon: | | JO Individual, $250 Deductible, Photo Card « |+

Ship Method: USPS 1st Class -

Recipient Mame Jeff Eqgli

Ship To:
o box 423 Print the invoice and follow your
OR 87002 association’s instructions. Some

Spedal Shipping associations require birth
— certificates and background check

Payment Method: Check -

Please note that you must mail in your invoices with payment before approval can be Consent forms SO please CheCk

issued by commissioners.

with your commissioner before

mailing your payment.

v1.02 Rev 2012.02 14




Homeplate

When returning to RegisterASA.com, one way to get back to your team page
is to click the “View My Teams” button. That will take you to a grid that
has all of the teams you are associated with.

N

) Click here for team fundraiser ideas

Legques ToUrmaments Ordersinyores Prio Tl FaQ Submit Help Ticked LogOulidio )

Member Infc - Devin MD - Maryland - DC ASA , MEMBER ID:333544

Add Team ! View My Teams | Add League ! View My Leagues ! Invoices | Umpires §

Personal Steps

N All ACE and Background Check { yants, please verify that the mailing address on vour profile is
ACEID Card Notice: correct prior to starting vour ACE oNG#Ckeground Check.

# . Requirement . Status Purchase Purchase Status Expire Date -
ACE Certification wy Last Cert: None > ACE 1 Not N
Background Check Complete Purchase Unpaid
Background Check Mot Started Purchase Unpaid 12/31/2011
Team without Admin Need to Fix NfA 1/1/1900
Photo Complete N/A 12/31/2011

DOB Complete v1.02 Rev 2012.02 nya 15




Homeplate

Show Registration Status for Season: 2012 Year I~
My Teams

Note the year of registration.

Select Al | | Unselect All | | Select all on the page || Unselect all on the pa (Th|s screen shot is from the user’s
Drag a column header here to group by that column Homep|ate )

# | Tearmn Mame Status Status Date C:Er:t Classification Group/League

— . Mot Mot . . 2011
For Exarmple Pending 11/1/2011 2 Yes o bmitted Submitted Girls Fast Pitch 12/Under 10 - Travel / Central Year
Approved 1/10/2011 14 Yes  Print Print ﬂ?uiﬁrh Fast BEEh S r i T
Approved 1/14/2011 17 | Yes | Print Print Girls Fast Pitch 18/Under  Travel Teams / N/& %,g;rl
Approved 1/14/2011 Girls Fast Pitch 18/Under  Travel Teams / N/A o
10/ Oklahoma City \2{[;;1

— District 4 / Lycoming 2011
Click on the t to display e -

_ ICK ON € t€dimn Name 1O AISPiayY B REDT
Tampa Mustang 4 - Hilsborough Year

’ [ o

the team’s information. 0 ContralAccel 2011
4 b
@ Create Filter

v1.02 Rev 2012.02 16




Returning team and want to just add your team to the new season?

How to “Add Team to New Season”

v1.02 Rev 2012.02
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Last Year’s Team

Locate the team from a previous

Registration Status

Sexson:[ 207 Yo = year’s registration. (This screen shot is from
the user’s Homeplate.)

My Teams

Select All | | Unselect Al || Select all CliCk on the team Name to
Drag 3 column header here to group by . ) . o
display the team’s information.
-

Girls Fast Pitch 10/Under 10 TR / Dallzs 10U 2011 Year Approved Q/27/2012

F Team Mame

99 Maniacs Yesg
09 Maniacs Girls Fast Pitch 10/Under 10 TR/ Dallzs 10U 2011 Year Pending 1/28/2012 | Yes
4

® Create Filker

€D Internet | Protected M

v1.02 Rev 2012.02 18



Status : Approved
Issues : Yes
Roster Type: Standard

Invoice Number:3761,11242,57810

Last Year’s Team

Team Members " Inforrmation

Team Name

Season
CommunityHomeTown
Registration Type

Team Type

Classification

State

Association

Group

League
Registration Option
Website

99 Maniacs
|2011 Year

The team page will open to
the Information tab.

|In|:|ivi|:|ual Registration EI‘
Youth|- =

|Girls Fast Pitch [~ |=

| Girls Fast Pitch 10/Under [~]=
|Texas |E|=

| Dallas ASA [~]=

|JO TR - Travel [~]=
|Da|las-1[]LJ Deputy El‘

|.JD Individual, $250 Deductible, 90/10 Co-Insurance, Photo Card

e

€ Internet | Protected Moc

v1.02 Rev 2012.02
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Convert Team to New Season

This is the last season this
team was registered

Status : Approved
Issues : No

Roster Type: Standard
Invoice Number:56709

Team ID : 27965

Team Members " Information " Possible Conflicts " Invoice Preview |

Team Name Delaware Magic

= 201 ear BB i rean o ow season

Community HomeTown

Registration Type |Indiu1'n:|ua| Registration El‘

Team Type Youth ||

Division |Girls Fast Pitch [x]-

Classification \Girls Class A Fast Pitch [=]- .

o (Defowar - To add this same team to a
Association [DE - Delaware ASA -] new season, click the “Add
(2 IJOTFM"T“"E' E|E’| Team to New Season”
League JO Travel =

Registration Option |JO Individual, $250 Deductible, Non-Photo [~]- button.

Website

v1.02 Rev 2012.02 20



Convert Team to New Season

After clicking “Add Team to New
Season” this popup will display.

Add Team to New Season

Add To Season : 2012 Year| v |

After clicking the Add Team to Season buthton please a

Information fab to update your group and league, clssification or
registration option if necessary.

The current season

will display on this

Click the “Add Team to drop-down box.

Season” button to
complete the process.

v1.02 Rev 2012.02




Delaware Magic

Status : Pending
Issues : No

Roster Type: None
Invoice Number:None

The Team Page

Return to the information tab to
review the team information

before modifying your players

Player Count By Association: HofSSugeee Here Team ID : 27965

and coaches.

Team Members " Information " Possible Conflicts

Team Name

Season
Community/HomeTaown
Registration Type

Team Type

Classification

State

Assodiation

Group

League
Reqistration Option
Website

Delaware Magic

|2012 Year El * Add Team to New Season

‘Indim’dual Registration El’ DON’T MISS THISI

[Youth[-]- Review the settings on this
Gits Fast Pitch __|]* screen! Make sure that these are
‘Girls Class A Fast Pitch [=]= .
Delawars - up to date before the team is
[DE - Delaware ASA <] submitted. Once the correct
JO Travel - Travel [~]= settings have been selected

JO Travel [=]=

scroll down on this screen and
click the “Save” button at the
bottom of the screen.

JO Individual, $250 Deductible, Non-Photo [=|=

v1.02 Rev 2012.02 22



. . . Once everyone is on the
This team is now in a new

- . team click the “Submit
Delaware Magic season so the status will be o
and Create Invoice

Status : Pending reset to “Pending”. You can
Issues : No button to create an
Roster Type: None make changes to the roster ..
Toroice Mo None . . . invoice and to move
voice : while the team is in Pending
Player Count By Associati your team to the Team ID : 27965

“Submitted” status.

J Team Members

Backaground Consent Form for Residents of CA, MN

See the “Generate

/ Invoice Preview” section

in this document for

Select Al Unselect Al Select all on the page Unselect all on the page ) .
more information.
Drag a column header here to group by that colurmn
' # | Person Name Role | Status | Status | ACEDate | Photo | Issue

Pending Unkn
Like last year, you pending

can remove and
F Pending -

edit Vg“; players This is the “Team Members”
as heede rior to Pending o

L tab where you can finish

creating the 71301996 _ | Pendng editing your team
invoice. 7/20/1997  Pending gy .
7/2/1996 Pending
44455 Peter Parker Player 7/24/1997 Pending
m T a44ss Clark Kant Dlwver 7111097 pandinn
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