RegisterASA.com Survival Guide

Log onto Registerasa.com

You will need to create a member profile in RegisterASA.com.
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If you previously had a RegisterASA.com Profile and cannot login click the Lost your
Password Link and you will be prompted to enter your e-mail address. The system will
issue a password reset e-mail to the e-mail address in your profile.

RegisterASA will send an e-mail to the address in your profile. Before you can register
any coaches or players for the 2010 season you will need to activate your profile by
clicking the activation link in the e-mail the RegisterASA.com system will send to you.

Go back to the RegisterASA site to login.
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Once you have logged in you will notice that in the top left you will see your username
and the title: Home Plate. Scroll to the bottom of the Home Plate page to the “Quick
Links” section and select the “Add Team” quick link.

This will bring up a “Team Page” (shown on the next page) where you will be asked to
check and/or enter information about the team and your role. Note: as you enter or select
the information the page updates with options. For example, if you select one of the
coaching options, a box will be added for you to select whether you would like ACE
certification. The background check box will automatically be checked for coaches.

It is highly recommended that only one person be allowed to enter members and coaches
for the team. This will be the team administrator — make sure you click the box — you can
select more than one box. (If there are a number of teams to be entered, then someone
will probably be designated for your area as a “league administrator” and they will have
the authority to enter members and coaches.)

1. Select one or more roles you have with this team. If the team administrator will be in
the dugout also check Manager, Assistant Manager, Head Coach or Assistant Coach.

2. Type in your Team Name and select the 2010 year.

3. Choose INDIVIDUAL REGISTRATION, YOUTH, GIRLS FAST PITCH, your
classification, your Group (which is JO-City for “city league” teams and JO-Travel for
traveling teams.), your league, and the type of registration — which is the Non-Photo
option (unless you want photos — costs more.) When you choose a registration option
a fee chart will appear below — this is for your information.

4. Click ADD TEAM to submit.
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When you see the green bar telling you the team was added successfully, you will see
the team name in the upper left side of the page. This is a status page (see below)
and you will need to scroll down to click on ADD MEMBER to add coaches and
players to your team.
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Once you click the “Add Member” button a new screen will appear. See the following.
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The new member screen requires you to select the member’s role on the team. If the
person is a coach, then an e-mail address will be required. This is so the person can
be ACE certified and/or authorize a background check.

If you requested photo IDs, this page allows you to browse to find a photo to use. This
can be a team picture and the individual player or coach can be “cropped” out of the
photo and added here — just like Barney.

You will see options at the bottom of the page. To continue to add members click the
“Add to Team & Add New Member” button. If you have no more members to add at
this time click the “Add Team” button.

Clicking the “Add Team” button brings up the team screen (see page 7). You will
probably see that the team “has issues”. If you click on the “Yes” it will list the items
that are needed. If you click the “submit” button an invoice will be created. The first
column will list the person (and any issues related to them). It will also detail the fees
and indicate where the check can be mailed.
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Again, when registering a member that will be background checked or ACE certified you
should enter a valid e-mail address so they can login and complete these steps online
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Complete the Registration Submission Confirmation screen and then click on SUBMIT



Registration Submission Confirrmation [x]

Thank you for submitting your registrations. Please enter your shipping address and payment
information for any items that may be shipped to you.

Roster Type: Standard -
Requested Receve | '15/05/000g

Ship Method: LSPS Priority Mail

Redipient Name Sandy Scott]

Primary + add Mew Address

P. O. Box 2829
Fair Oaks
CA 95623

Check -

Submit

Click Submit to create an
invoice.

When prompted open the
invoice and print it.




Look for the address where you should submit payment,

ATTN: Individual R'EQI-SH'EIJ invoice and any birth certificates required.

Checks Payable To f Mad Ta:

INVOICE

Ta: Shipping information: invoice Date 1426109
Sandy Scoft Sandy Scott
Imwizice Moo G4
P. 0. Box 2829 F. 0. Box 2829
Fair Gaks, CA BEE2E Fair Caks, CA BSE2ZE
Individual Registration Description Gty Price Amount
Susie Softhal (Player) Birh Certificate Required [ o s PRS- B20I5, Nar-hais Car 1 $i0.00| $10.00
P T Irdrdua Nor-Flayer - 5250, Kon-Fhma Can R e
Charlie Coach (Head Coacl ACE 18t ¥aar ACE Cartlfieation 1 §35.00 $35.00
JO Indiv 2250 Mon-Photo {F 7 Mon-Players)
[Total Cards: JOIndi1 | Totak $43.00
ipping & Handling: USPS Priority Mail £0.00

Amount Diue: £45.00

Note the Birth Certificate Required |
indicator.

All coaches must be inowidually regesiered to be coversd. Invoices must be recefved withen 20 days from when
it was created or it will be denied.



