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REGISTER ASA

Welcome to RegisterASA

Thanks for joining cur team at www.registerasa.com




Create A Member Profile

= When you are ready to use the system for the
first time you must create a member profile.

= Click “Create a member profile”
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Previous User or First Time

= |[fyou are a previous user of RegisterASA and
it is your first time on the new system, you
need to click the “lost password” link to reset
your password to get access.

If you try and create your profile and get the
message stating that the "email address is
already in use”, you need to return to the
main screen and click "“lost password” link to
get started.




Complete Memberh?mfwwaw“wwmm_wh
Profile Form

= Fill out the "member
profile form”

Create your personal
username

Password must be at
least 7 characters

Select your Association

* A person can register under more than
membership type i.e. local administrator, head
coach, umpire, commissioner, etc.

*When you click a box beside a membership type,
you will appear in a grid with your name listed
separately with each member type. This does NOT
mean you will be charged a fee for each
membership type.

* By listing your name beside each registration
type allows the Commissioner to determine who
hefshe will approve for a role.




Finish Member Profile Form

You may select more than one role.

When you click “submit” you will receive an
email.

Check your email and click the link to
authorize your account with RegisterASA.

It you do not see an email from ASA, check
your “junk email” or “spam” folder.

You may now login as a new member!
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If you cannot find the authorization email
fromASA, and you have checked your
junk/spamfolders, clickthe “lost your
password?”link on the memberlogin page
and you will receive an email to change
your password.

If that does not work, then contactthe
ASA National Officefor assistance.
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Whenyou type your new username and password, enterasyou
didin your setup of the member profile




Softball Coach

This section is for step-by-step instructions for
softball coaches on how to register an individually

registered team

Home Plate

Whenyou loginyauwill
be automatically
directed to the "home
plate” page

From this pageyou will
click "add new team” at
the quick links located
at the bottom of the
page.

L " Wmiil L o IEL. aTEEID 113l 1 E I 2 e -
Ilimie Plaie : Maers Terkes

Femuual Siepm

[TET ]

Eeglorariss Srams

Ciedck: Links

MNOTE: You can alsogo to the “individuals® link and
select "teams” on the gray bar, then choose the "add
teamn" blue button.




Add New Team

Every team must have a
“team administrator”

The team administrator
can be the same persan
asthe head coach, ora
different persan. This is
the member that takes
careaf the team's
registration process,

Underthe heading

“registration type” select

*individual” asyou are
entering individual
players.

When you have filled out
the form click the "add
team” blue button at the
bottom of the page.

* Fill out the form completely

IMPORTANT

Every Team Administrator
needs to select one of the
coachingroles in order to be
on the invoice to be ableto
apply for ACE and a
background check.




REGISTRATIONTYPE

When you are registering a team, although you are
registering a group, it is considered an INDIVIDUAL
registration.

The reason is that Team Registrations are Uninsured
and Registrations are

Add Members
(Players, Coaches,

At this point you are
ready to build your team
inarder to insure all of
yvour members and to be
ableto create an invaice
anda raster

Underthe “Fees" grida
new button will appear
that reads "Add
Member”

Click the blue "Add
Member” button

You will be directed to a
new page to start adding
members,




First Step To Adding Members

MOTE: If youfind a playerthatis already in the
system, the box below will appear. If you see the

nthes farm player'snamethen click the blue "select” button
the
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Team Member

To add a team play
other coaching staff
memberfill out the
form completely

Whenfinished filling
the member’s
srrmation, click the

blue button "ac

team & add new

member” to continue

adding members,

.::|Rd
click "add to team”
whenyouare finished
adding players




Add A Coach

Whenthe Team
Administratorselectsa
coach(head coach or
the assistantcoach),

Send Welcome Email
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willappear. Selectthis
option forthe coach to
reCeive awe I{_'l'.-il iTie
emailwith instructions
onloggingintothe
systemn inordertobe
ableto startthe
backgroundcheck
process andtakethe
ACE Certification Test,

Submit Your

After you
care of bu ¥ e
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MOTE:You can alw
check your team’s st
inthe upper left hand
cornerunder your tearm's
name

You cannot print a roster
or certificate of insurance
until you have submitted
EHL'..":,'I;.“.IF reguesis are
approved by yaur
Comimissioner.




Set Up For Mailing Invoice

When the "submit”
buttonis clicked from
the previous page, you
are broughtto thisform
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andthe rest will be
automaticallyfilledin
foryou

Mow click the blue
"submit” button:

Whenyou clicked the

“submit” button it

automatically created

an invoice for your o

team. - sy
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Yourrosterstatusn
shaows “submitted”.
Clickthe blue button

thatreads "open
invoice”
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Open Invoice and Review

You may review your
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invoice you created

Motice there is an

invaice naumber and date.

The tap right hand
cornerdispla
information on where
and te whom you are to

rmiail your invoice and
1eckto forvou in order
y complete yvour

reqistration.
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Place your checkand a
copy of your invoicein an
envelope and place the
proper postage for
mailing.
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Team Members Approved

Afteryourteamis
approved by your
Commissioner or 10
Commissioner, you will
be able to print your
roster and insurance
certificates.

You must add your
"additionalinsured” and
have approved priorto
beingableto printyour
final insurance copy.

You gannot print any
final document until
approved by your
Commissioner.

CONGRATULATIONS!

Welcome to the Amateur Softball Association

* You are now a member of the ASA, the National Governing
Body of softball in the United States and a member of the
United States Olympic Committee.

= The ASA has become one of the nation’s largest sports
organizations and now sanctions competition in every state
through a network of 76 local associations.

= The ASA has grown from a few hundred teams in the early
days to over 210,000 teams today., representing a membership
of more than three million.

» By playing ASA you are among the Best of the Best!




