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HOW TO REGISTER A TEAM 
STARTING A NEW SEASON? 

Make	  sure	  you	  have	  
“Team	  

Administrator”	  
Selected	  in	  the	  

dropdown	  box.	  If	  it	  
is	  not	  appearing	  
please	  click	  the	  

profile	  link	  and	  save	  
the	  “Team	  

Administrator”	  role	  
in	  your	  “Personal	  

Info”.	  	  

To	  start	  creaDng	  
your	  team,	  click	  
the	  “Add	  Team”	  

buFon.	  
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ADMINISTRATOR ROLE 

Assign	  yourself	  the	  “Team	  
Administrator”	  role	  as	  well	  as	  your	  
other	  roles	  like	  “Coach”.	  Only	  Team	  
Administrators	  can	  create	  invoices	  
and	  submit	  teams	  for	  approval.	  	  
(NOTE:	  A	  team	  can	  have	  only	  one	  Team	  
Administrator.	  Only	  the	  Team	  Administrator	  can	  
see	  a	  team	  and	  add/remove	  members.)	  

	  
Select	  all	  the	  required	  data	  on	  this	  
form	  and	  then	  click	  the	  “Add	  
Team”	  buGon	  to	  create	  your	  new	  
team.	  



ADDING A MEMBER 
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To	  start	  adding	  
members	  to	  your	  

team,	  click	  the	  “Add	  
Member”	  buFon.	  



Fill	  out	  the	  
individual’s	  role	  
and	  informaDon	  
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ADDING A MEMBER 

Once	  	  you’ve	  typed	  all	  the	  informaDon	  on	  this	  screen,	  click	  the	  
“Add	  To	  Team”	  buFon.	  If	  you	  would	  like	  to	  add	  more	  members	  
to	  this	  same	  team	  then	  click	  the	  “Save	  &	  Add	  New	  Member”	  

buFon	  and	  that	  will	  take	  you	  back	  to	  the	  page	  where	  you	  search	  
for	  exisDng	  members.	  



The	  Team	  Page	  

The	  members	  have	  been	  
added	  to	  the	  team	  page,	  as	  
seen	  here	  and	  will	  be	  in	  

Pending	  status.	  
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Click	  the	  “Add	  Member”	  
buFon	  to	  add	  more	  

members	  to	  the	  team.	  	  



Generate	  Invoice	  Preview	  

The	  next	  step	  in	  
the	  registraDon	  
process	  is	  to	  

create	  an	  invoice	  
and	  submit	  your	  

team	  for	  
approval.	  

1.  Status:	  Pending	  =	  waiDng	  to	  be	  submiFed,	  SubmiFed	  –	  created	  invoice	  waiDng	  to	  be	  approved,	  Approved	  –	  You	  have	  
met	  the	  requirements.	  

2.  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	  buFon,	  or	  

if	  one	  is	  not	  available	  please	  	  contact	  your	  local	  commissioner.	  
4.  Invoice	  Number:	  Click	  here	  to	  view	  your	  invoices.	  
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NoDce	  the	  new	  
tab.	  	  You’re	  sDll	  

on	  the	  team	  page.	  
THIS	  IS	  NOT	  AN	  
ACTUAL	  INVOICE	  
SO	  DON’T	  PRINT	  

THIS	  PAGE.	  

If	  a	  correcDon	  is	  
needed	  we	  have	  a	  
link	  to	  provide	  
suggesDons.	  	  	  

NoDce	  that	  
the	  invoice	  

detail	  includes	  
only	  members	  
without	  a	  
previous	  

invoice	  for	  the	  
current	  
season.	  	  

INVOICE PREVIEW 

Click	  the	  Create	  
Invoice	  buFon	  if	  
the	  invoice	  is	  

correct.	  

If	  the	  invoice	  is	  
not	  correct	  click	  
back	  to	  the	  Team	  
Members	  grid	  or	  
the	  InformaDon	  
grid	  and	  make	  the	  

necessary	  
adjustments	  and	  

try	  again.	  



SUBMIT YOUR INVOICE 
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Verify	  the	  informaDon	  in	  the	  RegistraDon	  
Submission	  ConfirmaDon	  screen	  and	  click	  

Submit	  to	  conDnue.	  

When	  created,	  you	  can	  open	  the	  
invoice	  with	  the	  pop-‐up	  screen	  that	  

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

Print	  the	  invoice	  and	  follow	  your	  
associaDon’s	  instrucDons.	  Some	  

associaDons	  require	  birth	  
cerDficates	  and	  background	  check	  
consent	  forms	  so	  please	  check	  
with	  your	  commissioner	  before	  

mailing	  your	  payment.	  Some	  associaDons	  are	  accepDng	  PayPal.	  If	  
your	  associaDon	  allows	  PayPal	  transacDons,	  
you	  will	  be	  given	  the	  opDon	  to	  pay	  with	  
PayPal	  ader	  clicking	  the	  “Submit”	  buFon.	  	  



HOMEPLATE 
	  When	  returning	  to	  RegisterASA.com,	  one	  way	  to	  get	  back	  to	  your	  team	  page	  is	  to	  
click	  the	  “View	  My	  Teams”	  buFon.	  That	  will	  take	  you	  to	  a	  grid	  that	  has	  all	  of	  the	  
teams	  you	  are	  associated	  with.	  You	  can	  print	  insurance	  forms	  and	  rosters	  using	  
this	  opDon.”	  
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