Registration Guide

Iltems to Note

A. Membership Forms
B. Age Restriction
C. Playing Format & Roster Sizes

Important Dates and Deadlines
A. Registration Deadlines
B. Membership Benefits
C. Important Dates & Deadlines

Playing League Registration Fees

A. Team Registration Fees
B. Additional Fees

Affinity System Overview
A. Log On
B. Basic Navigation
a. Top Navigation
b. Left Navigation

Organization Level Configurations
A. Setting up the season

B. Begin Here
C. Open Your Season

Club Level Configurations
A. Club Info
B. Club Level Configuration
C. Club Level Season Configuration
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Online Registration Set Up

A. Configure Online Registration
a. Creating custom fields
b. Setting Up Club Registration Fees
I. Creating fees
II. Setting up payment plans
c. Discounts
I. Promo Codes
II. Sibling Discounts
[ll. Returning Player Discounts
B. Online Registration Pages: Fields
a. Types of online registration
|. Player
Il. Team
. Admin
1. Concussion certificate
b. Editing the online registration flow

C. Messaging
a. Templates
b. Messaging/Route Request
D. Content
a. Look and feel tab
I. Color Scheme
[I. Header
1. Content Tab
i.) Documents and Forms
ii.) ELA (Electronic Legal Agreements)
iii.) Assigning Documents and ELAs

How to Search the Database
1. Limited Family Lookup

Players
A. Search for and/or Create a member
B. Player lookup
a. Searching for players
b. Accepting players
C. Player Reports
a. Exporting and Printing Player Reports (ELA)
b. Exporting the Player (or Admin) Detail All Fields report
c. Playing League Required Reports
. ELA
[l. Promo Code
D. Editing Players Information
a. Player Information
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b. Applications
c. Transfer (Release/Transfer)

Verifying Birth Certificates
A. Birth Certification at the Club Registrar Level

Administrators
A. Add new Administrators internally
B. Administrator Lookup
C. Editing Administrator Records
D. Risk Management/Background Checks
E. Coaching License
F. Concussion Certification
G. Concussion Training

Teams
. Create Individual Teams
. How to create multiple teams
. How to edit a team
. Rostering your players
. Multi rostering players
Rostering Administrators
. Activation Tab
. Team Roster
a. Print Passes
b. Adding Jersey Numbers

c. Legend

>

T oMM mognO

Team Declaration to GAASA League

A. Multiple Team
B. Individual Team

Team Queue/Approval for Activation
A. Assigning Teams to Queue

Rosters
A. Print rosters — teams need to be activated before rosters are available
for printing.
B. Emergency contact roster
C. Travel/Event Roster

Payment Management

Reports
A. Reports Navigation

a. Report Categories
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|. Registrations
1. League Report

2. Team Reports
. Financial Reports

. Counts Reports

. Player Report
. Administrator Report

7. Misc. Reports
Il. Events
1. Financial
IV. Misc. Reports
b. Accessing Reports
c. Printing/Exporting your reports

U~ W

l. Print report

Email Broadcasting
A. Email by Team
B. Email by Player
C. Email Administrator
D. Email Content Editor

Unique ID & Out of State Permission
A. Unique Player ID
B. Out-of-State Permission

Goal Safety Policy

A. Policy
B. Goal Safety Report

Contact Information

Q&A

Note: These guidelines are subject to change.
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Section 1: Items to Note

A. Age Restriction
GAASAS applies a two-year age restriction which limits a player from being able to participate with a

team that is more than two (2) years older than the player

B. Playing Formats and Roster Sizes
For league play, the following player formats and the associated roster sizes for teams U9 to U19 have

been approved and mandated by GAASA:

Section 2: Important Dates and Deadlines

MINIMUM MAXIMUM
AGE FORMAT ROSTER SIZE | ROSTER SIZE MINIMUM GAME DAY
Us-u10 6vo6 6 12 5
Ul1-uil2 8v8 8 14 5
U13-U19 11v11 11 22 7

A. Registration deadlines and fees within this document apply to Greater Akron Amateur Soccer

Association

a.
b.

Players and Coaches must be assigned to a team
Coaches and Staff members must have a current Background Check & current Concussion Certificate

on file

Team must be declared to GAASA
The teams must be approved & Activated by the GAASA League Registrar

Registration and payment deadlines must be met

B. Important Dates and Deadlines

a.
b.
C.
d.
e

Team Declaration -Teams must be declared between June 15 - July 13, 2015

Players have to be entered —September 1, 2015

Team Roster Approval beginning — June 15, 2015

Team Roster Approval ends July 13, 2015

Late Fee will apply as follows:

i. To players and coaches after July 25, 2015

1. $10.00 late fee for July 26- August 17

2. $25.00 late fee for August 18- September 1, 2015
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Section 3: Fees

A. Team Registration Fees:
Clubs/Teams will be charged the Leagues Team Registration fee at the time of declaration. You will have
the option to pay this fee online at the time of declaration.

B. Additional Fees:

Player & Coach Fees Fee
Player $20.00
Coach $20.00
Player & Coach Late Fee (if not completed by assigned date) Completed Registration $10.00 or

includes Photo and Birth Certificate for players & Photo, Risk Management & Concussion | $25.00
Certificate for coaches)

Team Fees Fee
Youth Team $95.00
Other Fees

No Home Field, Field Fee $100.00

(Fees listed above apply to GAASA affiliated members only)

Section 4: Affinity System Overview

A. Login Procedure, Affinity Sports
To access Affinity Sports, go to www.ohionorth.affinitysoccer.com, click the user login located in the

upper left corner of your screen. Enter your username and password.

YOUTN SOCCER ASSUCIATION

T

Username:

E— Welcome to Ohio Youth Soccer Association North
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B. Basic Navigation
Once you login, your personal Welcome screen appears in the “Leagues & Team” section of the system
and you are provided with a left navigation menu bar. From here users can manage and configure their
organization and/or club

C. The system has two areas of navigation
a. Top Navigation
|. My account: This is used to access the users personal information
1. My info: Users can update their contact information, username and password
2. Message Center: All emails sent through the Affinity Sports system go to recipients email
address as well as the message center in their My Account section
Il. Leagues & Teams: This is used to access the main system functions in the left navigation menu
b. Left Navigation Menu
|. Season drop down: Provides access to current and past seasons
Il. Organizations: Organization is our system terminology for the “corporate parent of your
club” you will perform few, but important functions in this area.
ll. Clubs: Complete most configurations including those for online registration
IV. Teams: Create teams, search for teams, roster players/admins, declare to your playing
league, assign to your playing league registrar, and print passes
V. Players/Admins: Search for, add, edit players and administrators and access reports for
players and administrators
VI. ID Cards: Bulk print player and admin passes
VII. Event Manager: Create and manage tryouts, camps and clinics, events.
VIIl. Reports: Access financial, team, player/admin counts and many other reports
IX. Sign Out: Securely log out of the system
X. Tech Support Contact: Provides access to our customer support number and ticketing
system. Call toll free or create a help ticket to reach our friendly staff for quick assistance

2015-16 Principal Season Vl

Organizations

Clubs

Team

Players / Admins

ID Cards

Event Manager

Home Venues/Fields
Assign Game Schedule
Head Coach Games
Reports

Email Blast

Sign Out

Tech Support Contact
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Section 5: Organization Level Configurations

A. Setting up the Season - Once the Association has opened up the season, the Organization and Club
levels need to configure the season Basic Navigation

B. Begin here: From Leagues & Teams tab on the top of your screen, select Organization on the left
navigation menu

C. Open Season
a. Select your organization in the center of your screen
b. Click on the Registration tab on the top

c. Click the Season sub tab — This will open the season screen and will list all the active seasons created
by the Association

Registration

Organization Config

Security | Teams | Events | Messaging | Content

Season | Custom Fields | Level Of Play | Fees | Discounts ' Fields Billing | Travel Requests

Place a check box in each season this organization allows applications.

Select Yes or No for each selected season. Select Yes if that season requires a payment for that season. This configures
that season to have its payments managed by the system

Click the "Update" button to save your changes.

Show Try Out activation Link: OYes ®No

Name - ID (Application FirstDay - Application LastDay)
+ 2015 Summer - 664 (06/01/2015 - 08/31/2015)

+ 2015-16 Principal Season - 631 (03/03/2015 - 08/31/2016) +

+ 2015 Spring - Off Season - 613 (1212212014 - 07/01/2015)

d. Click on the + next to the season you want to configure for your Organization/club. This step must
be done at the Organization Level and again at the Club Level.

e. Check the play type and the ages that you allow to register for a specific play type. (The ages listed
here are for players to be able to register. Even if you only play even number year teams, you will
need to select the odd number so that kids those ages are able to register)

f. Set all radio buttons pertaining to Online Registration to NO

g. Click on the “Coach/Admin & Player” boxes till the check marks appear

Recreational (click to check all age groups)

[¥uos Mluoa Muos luos Wluor ¥luos [Vluos M uto Mlutt Mluiz Mluis [Vuta [Fluts
Mlute Mu17 Mus Flutg

Show On Public Registration? O Yes o

®N
Requires Payment? O Yes ® No

Automatically Accept Registration? () Yes @) No

Charge Credit Card without Accepting Registration 2 = () Yes (®) No
Activate Public REU. Oon: Deactivate Public REQ. on: Charge Reg. Late Fee From:

& i =

Show Application Types Coach / Admin Player
My Account Button Text

h. Click Update at the bottom of your screen
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i. Now you will need to drop to the Club Level to complete your season configuration (there are two
ways to drop down)

i. Left Navigation Menu
1. Click on Clubs

2. Select your club from the drop down menu in the center of your screen
3. Click on Select Club

Select a Club

Select District

[ District 4

Select Organization

| Evergreen Soccer Club - D440
Select Club

Evergreen Soccer Club - 01 v

V]

v]

ii. Arrow Down Button

1. Click on the arrow in the box in the upper right corner under your club name (it looks like
an envelope)

D. Security Tab — All Board Members and club contacts will be added here under the Security tab

a. Search under “Lookup” before you attempt to add anyone to avoid creating a duplicate record

b. Click on the access you wish them to have base on their role and the visibility allowed

Organizations / Find, Edit, Delete a Organization Demo Test

Organization Config | Registration Security : Teams | Fvents Background Checking | Messaging | Content

Age Coordinator | Security Roles = Supplemental
Section 6: Club Level Configurations

A. Club Info

The club level is the level where the majority of your configurations will be set. This is due to the fact
that this is where the URL for the club is configured. Though the system allows the user to configure

settings at the Organization level, you will need your configurations at the club level as this is where the
applicants will go to register

Organizations

* Clubs

+  Create

+ Edit
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Club Configurations

Clubs / Find, Edit, Delete a Club Evergreen Soccer Club - 01

SID:6352127

Club Config : pegistration | Security | Teams : Events

ClubInfo | Auto Roster | Payment | Billing | Website

Messaging | Content

QOrganization™

Use this form to edit this Club.

‘ Evergreen Soccer Club - D440 v ‘
Use the tabs to edit additional information on those Club Status*
tabs. -

‘ Active (Can Configure New Season) W ‘

Disabled fields cannot be edited if there are 1 or more Club Name*
teams for this Club in any season

‘Evergreen Soccer Club - 01 x ‘

When creating a domain url please use the following Club Short Name

naming convention: Association brief name [example:

msvsa), followed with a hyphen [ - | c/ub or club name \ \
[example: democluk] followed

DYy .sportsaffinity.com Club Number® This Season

Active Teams : g

Non Active Teams :

Domain Name (Host Header Detection URL)

* Are required fields ‘ ‘
Adult Age (the legal guardian age)

Use Payment Plans () yes (@ No

The above screenshot shows the Club Info screen. This screen is where the user will create the URL (web

address) that applicants will go to register using Online Registration. When creating the URL use the

following naming convention: ohionorth-xxxx.affinitysoccer.com (replace the xxxx with club name or

abbreviation)

a. Editing the “Club Name” and “Short Name”.

i. From Leagues & Teams tab on the top, click Clubs from the left navigation menu

ii. Select your club in the drop down box
iii. Select “Club Info”
iv. Create club URL in the “Domain Name” field

v. Once URL is created and desired data is updated, select the “Update” button.

Club level Season Configuration

This will open the season screen and will list all the active seasons created by the State Association.

Clubs / Find, Edit, Delete a Club Evergreen Soccer Club - 01

Registration :

Club Config

Season | Custom Fields | Fees | Discounts

Security | Teams
Fields

Events
Billing

Messaging | Content

Travel Requests

Place a check box in each season this club allows applications.

Click the "Update" button to save your changes.

Show Try Out activation Link: OYes ®no

= ID (Application FirstDay - Application LastDay)
+ 2015-16 Principal Season - 631 (03/03/2015 - 08/31/2016) @

+ Spring 2014 - 503  (01/08/2014 - 08/31/2014) <

Assign PDF/ELA || Update |
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a. From Leagues & Teams tab on the top, click Clubs from the left navigation menu Editing the “Club
Name” and “Short Name” Editing the “Club Name” and “Short Name”

b. Select Registration

c. Select Season

d. Click on the [+] next to the season you want to configure for your club. This step must be done at
the Organization Level and the Club Level.
e. Check the play type and the ages that you allow to register for a specific play type

Competitive (click to check all age groups)

[vluo4 [vluos [¥luoe [v]uor [v]uos [vuos [vluto [¥lut1 ¥luiz ¥uis vuta [v]uis [v]u
Wluir u1s Mlu1g

f. Click on Coach/Admin & Player box till a check mark appears test

Show Application Types Coach / Admin Player

g. Click update at the bottom of your screen

Update

h. If you wish to use Online Registration follow the steps below
i. Check “YES” show on public registration to allow players to register online
ii. Check “YES” requires payment
iii. Automatically Accept Registration — You can check YES if you want to automatically accept
players registering online or NO if the club wants to accept the player after they have
registered ONLINE
Show On Public Registration? ® Yes () No
Requires Payment? ®) ves () No
Automatically Accept Registration? () Yes (® No
Charge Credit Card without Accepting Registration 7 * ® Yes () No

iv. Activate Pub Reg ON — you can enter a date or leave this field blank

v. Deactivate Pub Reg On —you can enter a date or leave this field blank

vi. Charge Reg Late Fee From — enter a date only if you plan to charge a registration late fee
vii. Click Update — when you have completed the above steps for all play types and age groups

Activate Public Reg. On: Deactivate Public Reg. On:  Charge Reg. Late Fee From:
= | = =
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Section 7: Online Registration Set Up

A. Configure Online Registration

After you have turned on the Online Registration Feature you will need to configure your settings

a. Creating Custom Fields - Custom fields allows user to create custom questions that will appear during
the registration process. The user can create as many custom questions as they wish

Clubs / Find, Edit, Delete a Club

Evergreen Soccer Club - 01

Club Config | Registration |

Security | Teams . Events | Messaging = Content

Season | Custom Fields | Fees = Discounts | Fields | Billing = Travel Requests

Use this Torm to edit the Club's custom fields
Custom fields will be asked on the player and
administrator applications, and will be added to
all of the administration screens

Some field types require you to input field size,
and others require you to input a list of options for
the user to select from.

Field Title"
\ |
Field Type*
[Text Box v
Field Size™*

Example:
Text Box

Text Boxes
Text Boxes require the Field Size field to be filled
out.

The options field is formatted by separating each
option on a different line. You can designate an
option as being the default for this custom field by
placing a * as the first character of the line.

= Are required fields
**May be requiried based on field type chosen.

Order

Option Text

Options (text | order)™ Display Order

Add Option

Allow multiple optiuns to be selected at the same time
[] show on application
O Applies to players
[] Applies to administrators

["] Applies to referees
[“Juse as piayer preferences for Team Auto Rostering
[] This field is required to be inputed

Add Custom Field

i. Above is the default custom field page. If no custom fields have been created the user is taken

to the above page after selecting the “here” link

Click here to create another custom field.

a) To set up a Custom Field Question
1.) Select Registration
2.) Click Custom Fields
3.) Enter Field Title
4.) Enter Field Type using the drop down menu
|. Text Box
a) If a Text Box is selected input the field size

b) Field Size (if applicable), how many digits or characters will you allow
c) Order- where in order would you like this questions placed (this applies to all

custom field questions)
Il. Check Boxes
[Il. Drop Down List
IV. List Box
V. Radio Button

a) If check boxes, radio buttons, or drop down menus are selected as the field type
options, enter the option text and click “Add Option”. Number the options
according to the order you wish them to appear. Continue until all options have

been entered
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VI. “Option Text” — text choices available for choosing
VII. “Display Order” —in what order do you want the Option Text placed
VIII. “Options (text/order)” —the order they will appear
IX. Check the boxes to select how the Custom Field will be applied
X. Show on Application
XI. Applies to Players
XIl. Applies to Administrators
XIIl. This field is required to be inputted
XIV. Click “Create” button

XV. Custom fields that have been created will appear on the opening Custom field screen
and can be edited or deleted at any time

Clubs / Find, Edit, Delete a Club Evergreen Soccer Club - 01

Club Config ;| Registration : secyrity | Teams ; Events : Messaging . Content

Season " Fees | Discounts | Fields | Billing | Travel Requests

Use this form to edit the club’s custom fields. Custom fields may be
asked on the player application, and will be added to all of the
administration screens.

Buddy _

i Request 1eX(box 20 1 editdelete
Click here to create another custom field. P |

Request textbox 20 2 edit delete

5.) Assign Custom Fields - You can assign these custom questions by play type and
age group test

6.) Click on Edit next to the custom field you wish to assign to a play level

7.) Click on Change Play Level Restriction

This question is used by ALL playlevels and agegroups
| Change Play Level Restriction

i. Select the ages and play levels you wish to assign this question
ii. Click Save

PlayLevel: Rec Academy D Select All

[Juez [Jus [luoa Tlues [uee [Juor [Tluos [luos [lute Clutt Cluiz Cluis Clue Tuis Clute Cluir Tuis [lute

PlayLevel: Recreational Vi select Al

Muos Mooz Muos Mue Wuor Muos Mues Mute Muit Muiz Muiz Muia Muis Mus Mur Muis Mug

PlaylLevel: TOPSoccer [ select Al

s

| Save ‘

iii. vii. Close the pop-up window
iv. Click Update
V.
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b. Setting up Club Online Registration Fees

If the organization or club is using Online Registration it is necessary to configure fees for each play level
and age group. Additionally the system provides payment plan options that can be selected when
completing an Online Registration. Follow the steps below to set up the fees for each play level and age
group. Once fees have been created, payment plans can then be configured

|. Creating Fees
1. From Leagues & Teams, click clubs from the left navigation menu
Select your club from the drop down menu
Click Registration
Click Fees
Select the Play Level you want to create fees for

o VA W

From the New Fee Type drop down menu select the desired fee type or create a custom fee type
by selecting “Other” from the drop down menu and then name the fee in the “Other” fee type
text box
7. Enter the fees for each age group. If all fees are the same you may click:
1. Allour play levels are set equally and/or
2. Allour age groups are set equally
8. The system also allows you to define if a fee should be displayed as
1. M- Mandatory on the registration process
2. 0OS-Optional but by default the fee will be selected
3. ON-Optional but by default the fee will not be selected
4. Click the Create Fee button when completed

Clubs [ Find, Edit, Delete a Club Evergreen Soccer Club - 01

Club Config E Security | Teams : Ewents : Messaging @ Content
Cur - Discounts Fields Billing Travel Requests
Rec State

Competitive  Premier Recreational  League TOP Soccer
Fees Fees Academy  peag Premier Fees

Try-

Out

Fees Fees
Fees

DAII play levels are set equally Mew Fee Type Fee Type Description

AII our age groups are set equally Registration Fee vl | |

................................. e
| R M~ |200.00 M~ | 120.00 M~ 160.00 I M vl
Under o5 [ 150.00 [ ~][zo0.00 [m ~][120.00 [m ~s][180.00 [[m ~]
Under 06 | 15000 |[M ~~][200.00 |[m ~~][180.00 |[M ~r][160.00 M ~]
Under o7 | 150.00 |[M_ ~][200.00 |[m ~~][180.00 |[m ~][160.00 M ~]
Under og [150.00 |[m  ~|[200.00 [[m ~~][120.00 [[m ~][160.00 [[m ~]
Under 09 [150-00 |[M~][200.00 [[m~][120.00 |[Mm ~~][150.00 M ~]
Under 10 | 150.00 [[m ~~][zo0.00 |[m ~][120.00 |[m ~][180.00 [[m ~]
Under 11 [150.00  |[m_ ~~][200.00 [[m ~][120.00 |[M~][180.00 M ~]
Under 12 | 150.00 |[M_~~][200.00 |[m~~][180.00 |[m~][160.00 M ~]
Under 13 [150.00 |[m~~][200.00 |[m~~][1280.00 |[M ~][160.00 M ~]
Under 14 | 150.00 |[M_~~][200.00 |[[m~][180.00 |[m ~][150.00 M ~]
Under 15 [150.00 |[M ~~]|[200.00 J[m  ~|[120.00 J[M  ~|[180.00 [[m~]
Under 16 | 15000 |[m_ ~~][200.00 |[[m ~][120.00 |[M~][180.00 M ~]
Under 17 [150.00 |[m  ~|[200.00 [[m  ~r][120.00 [[m ~|[160.00 [[m ~]
Under 18 [150-00 ~|[200.00 [[m~~][120.00 |[Mm ~][160.00 M ~]

[m ~][120.00 |[[m ~][180.00 M ~]

M--Mandatoriegs L elected by default ON--Optional fee MNot selected by default
[ Prntview All Fees |
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[Il. Setting up Payment Plans — After all fees have been created payment plans can be configured
1. From League & Teams click Clubs
Select your club in the drop down
Click Select Club
Click on Registration
Click Fees and Choose your play level
Select from the Edit a Fee Type drop down menu, the fee type that was created. This will
display the fees created for that specific fee type
7. Toset up payment plans click on the payment plan button at the bottom of the page

ok wnN

Clubs [ Find, Edit, Delete a Club Evergreen Soccer Club - 01

Club Config Registration Security | Teams | Ewents | Messaging | Content
Season : Custom Fields Discounts : Fields : Billing : Travel Requests

cC- Rec State
BGC Competitive Premier Recreational League

Fees | Competitive | o Fees Academy .. Premier  Fees
Fees Fees Fees

Use the drop down list below to select a fee type that has already been defined. Once a fee type is selected you will be
given the option to Delete or Change the fee type you selected. Choose "Create A Fee Type" from the same drop down
list to create a new fee type.

Edit A Fee Type

| Reqistration Fee %

D All play levels are set equally
All our age groups are set equally

CC - Competitive cC-M CC-D2 CC-D3

Underod [15000  |[m w][20000  |[m w[[18000  |[m w[[16000  |[M V]
Underos [15000  |[m 20000  |[m w8000  |[m w6000  |[M V]
Underos | 15000 |[m 20000  |[m wv[18000  |[m w[16000 |[M V]
Undero7 15000 |[m w]20000  |[m w|18000  |[Mm w][160.00  |[M W]
Undergs 15000 |[M 20000  |[m 18000  |[mM v160.00  |[M |
Underos [15000  |[m 20000  |[m 18000  |[m w6000  |[M V]
Under1o [15000  |[m 20000  |[m wz000  |[m we000  |[m v]
Under11 [15000  |[m 20000  |[m w[[18000  |[m w[[16000 |[M W]
Underq2 15000 |[m w]20000 |[m w|18000  |[m w][160.00  |[M V]
Under13 [15000  |[m 20000  |[m (18000  |[m w[[16000  |[M V]
Under14 [15000  |[m 20000  |[m w8000  |[m w6000  |[M V]
Under1s |15000  |[m w[[20000  |[m w[[18000  |[m w[[16000 |[M W]
Under1s [15000  |[m 20000  |[m w8000  |[m w6000  |[M V]
Under17 15000 |[m w]20000  |[m wv|18000  |[m w6000  |[M W]
Underg 15000 |[M w]20000  |[M w18000  |[m 16000 M W]
Under1s 15000 |[M wvJ20000 (M w1000 |[m w18

| Cancel || Delete || Update Fee |  Payment Plan :—:J |

M--handatory fee O 5--Optional fee Selected by default ON--Cotional fee Mot selected by default
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8. Select the number of installments you wish to offer

9. Make sure to set the amount of days the user will be notified before their credit card will
be charged. System default is 7 days

10. Plan Cutoff Date will allow you to put an end date to your final payment plan installment,
this is not required

Create Payment plan for each type fee created under Fees Tab. By default, there is no payment plan for a newly created fee. Fee without payment plan is due
And also an order placed after Payment Plan Cutoff Date is due in full.
Select A Fee Type
DAII play levels are set equally
AII our age groups are set equally
Send Credit Card charge notification days prior to due date
CC - Competitive cC-D1 CC-D2

Max # Installments Plan Cutoff Date Max # Installments Plan Cutoff Date Max # Installments Plan (
Under 04 | 4 Installments V|| | Edit [ 4 Installments V|| | Edit |:
Under 05 [ 4 Instaliments || | Edit [4Instaliments || | Edit 4 Instalments || |
Under 06 [ 4 Instaliments || | Edit [4Instalments || | Edit 4 Instalments ~|[ |
Under 07 [4 Instaliments /|| | Edit [4Instaliments /]| | Edit 4 Instalments || |
Under 08 | 4 Installments V|| | Edit | 4 Installments V|| | Edit 4 Installments v I:
Under 09 |4 Installments V|| | Edit [ 4 Installments V|| | Edit 4 Instaliments I:
Under 10 [ 4 Instaliments /|| | Edit [4Instaliments /]| | Edit 4 Instalments |||
Under 11 [4 Instaliments || | Edit [4Instaliments ~]| | Edit 4 Instalments || |
Under 12 [4 Instaliments || | Edit [4nstalments || | Edit 4 Instalments v|[ |
Under13 [4 Instaliments /|| | Edit [4Instaliments ]| | Edit 4 Instalments_ v|[ |
Under 14 | 4 Installments V|| | Edit [ 4 Installments V|| | Edit 4 Instaliments |:
Under 15 [ 4 Instaliments || | Edit [4Instalments || | Edit 4 Instalments_~|[_|
Under 16 [ 4 Instaliments /|| | Edit [4Instaliments /]| | Edit 4 Instalments |||
Under 17 | 4 Installments V|| | Edit | 4 Installments V|| | Edit 4 Instaliments I:
Under 18 | 4 Installments V|| | Edit | 4 Installiments V|| | Edit 4 Instaliments v I:
Under 19 [4Instaliments /|| | Edit [4 Instaliments ] | Edit 4 instalments V|||

| == Back | | Delete || Update payment plan |

11. Click Update Payment Plan
12. Once you update your changes you will get a blue Edit next to your installments.
13. Click Edit next to your youngest age offered
14. Customize your payment offerings
a) Decide if you will allow all the payment options available. Example... if you choose the
4 payment installments option you will also have the 3 and 2 installments available.
You may deselect any additional options by clicking in the box labeled shown on
registration located in the bar on top of each available payment option. Please make
sure to hit update after this step is completed
b) The installment amounts due default to equal payments, however these can be edited
c) The first Installment is your Deposit amount
d) You may use a dynamic date or a static date
1.) Dynamic Date Allows you to set up installments based on when the first
installment has processed. For example if installment #1 has gone through on June
1%t . and your dynamic date is set to Day#15 of 1 month after Installment #1 your
second installment will be due July 15t
2.) Due Date- Allows you to add a specific date in which the installments are due, no
matter when the first installment has processed
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3.) Based on the configurations the system will auto charge the payers card/e-check
on the due date. The system will also send out a reminder notification to the payers
email address based on the “Send credit card notification” setting

e) Click update when you are finished updating the installment information

f) If your age groups have the same fees and the same payment plan options, you may
click on Apply in the bottom of the Payment Plan Detail to set the same payment
structure for those fees as well

Payment Plan Detail
CC - Competitive - Under 04

| Max # Instaliments : 4 Total Fee: $130.00
Panwnopmmens || showonregsvwos |
Payment# Type Amount Due Due Date (dynamic)* or Due Date (static)*
= nsteliment 21 %3750 1 Gays after payment crasted o | ac |
= nstolimeet 82 93750 Day® 15 /| 0f[1 | monthis) ofter Instaliment 31 155
= nstabment 23 93750 Deye[15 | of[2 | monthis) after Instaliment 81 159
2 instolment 24 3750 Daye[15 |of (3 /| monthis) after Instaliment 21 o 0|
Totak: $150 7

* s SicDueDete 5 provided here. the peyment plan nstaliment duedate wil 2weys De e StatoDuelate

Posworipogmens || ovownonrgeinen ]

Payments Type Amount Due Due Date (dynamic)* or Due Date (static)*
21 instaliment 21 95000 | |1 cays after payment crested or | v
= Instoliment 22 95000 Deys 15 v/ of[q VA‘ month(s) after Instaliment 21 £
= Instabmert 23 95000 | Dey#[15 |of[2 | monthis) ater instaliment 81 | 5
Totak $150
Update || Close ||

* M 3 5202cDoaDate 18 provided hece. Hhe payment plan ratalment dosdate wil ahways be e StatcDueDate

Punwanzpymens | wownoomgwwsses |

Payment# Type Amount Due Due Date (dynamic)* or Due Date (static)*
2 instoliment 21 97500 (1 cays after payment created o 105
@ instaliment 22 97500 | Deye[15 |of[7 | month(s) after instaliment 81 159
Totak $150
[ Undate |/ Close |

Restore oll Plans here 10 Defact setting Restore
Apply detall PP setting here 1o all other ages with same price and PP setting Aoply

c. Discounts - allow club users to create and manage multiple types of discounts both internally and
through online registration
l. Promo Codes
1. The promotion code also known as promo codes is the most versatile of our discount

features. Multiple promo code discounts can be created in varying amounts by age group
and play type/level. Promo codes can be used internally by state, organization, club
administrators, during the online registration by parents (players), and from within the
parent’s “my account”. After the code has been entered and verified by the system the
discount will appear on the player’s order
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2. To configure a promotion code:

a) Select clubs from the left navigation menu

b) Click on the registration tab

c) Click on the discounts sub tab

d) Click on the desired play level

e) Select promo code discount from the new discount drop down

f) Enter the desired code in letters and/or numbers (must be at least 6 characters)
g) Enter the expiration date

h) Enter the desired amount of the discount (Do not enter a negative in front of the
amount)
i) Click create

Club Config Registration Security | Teams : Events | Background Checking | Messaging | Content

Seasom : Custom Fields | Fees Fields : Billing : Travel Requests

- oo 4 Rec q State League Try-
Competitive Premier e Recreational Premier TOP Soccer Out

All discount amount must be negative if a discount is given

All play levels are set equally Mew Discount Code (615 charg)  Date Expired on*
[] All our age groups are set equally | promo Code Discount v||Fallz015 |[07/0412015
................................................................................................... T

ﬂpmu 2000 2000 |

Undergs  |20.00 | [20.00 ||20.00 ||20.00 |

Undergg | 20.00 | [20.00 [|20.00 ||20.00 |

Undero7 (2000 | (2000  |[z000 2000 |

Underog | 20.0D | [20.00 ||20.00 ||20.00 |

Underpg | 20-00 | [20.00 |[20.00 || 20.00 |

Under10 | 20.00 | [20.00 [|20.00 ||20.00 |

Under44 (2000 | (2000  |2000 2000 |

Under12 |20.00 | [20.00 ||20.00 ||20.00 |

Under4s (2000 | (2000  |z000 2000 |

Under 14 |20.00 | [20.00 |[20.00 || 20.00 |

Under1s (2000 | [2000  |[z000 2000 |

Under1g | 20.00 | [20.00 ||20.00 ||20.00 |

Under47 (2000 | [2000  |[z000 2000 |

Under1s  |20.00 | [2000 [|[20.00 ||20.00 |

Under1g | 20.00 | [20.00 ||20.00 ||20.00 |

| Create Discount |

3. To apply the promotion code to an order internally
a) Go to players/admins in the left navigation menu
b) Go to either player look up or payment management
c) Search for the desired player
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d) Click on their order number to open the order
e) Click on the add promo code discount button

Payment / Order Detail Reload |
uwr
=2 Order & 2-1349821 Status: Open
c% Order Date: S/23/2015 10:14:08 AW Status Reason: New Order
=] Name: Clivia Test -‘§
= Address1: 123 [ . .
o |City/State/Zip: 123 OH 55555 £ Click Comments Box to view or add more comments.
E?} Country: United States of America g
H#: (DDD) 000-0000 G
£ Type Chk#/CC# App. To Orde
£ Applied Total: 0.0
=
o
o
Product Promo Code Qty Price
%] Player2 Test, Club Registration Fee, Under 08 ,Recreaticnal 1 45.00
] Player2 Test, Chio Morth Coach Fee, Under 08 ,Recreaticnal 1 15.00
] Player2 Test, Ohio Morth Player Fee, Under 08 ,Recreational 1 8.00
k-
g ] Player2 Test, Playing League Coach Fee, Under 08 ,Recreational 1 5.00
g ] Player2 Test, Playing League Player Fee, Under 08 ,Recreational 1 5.00
£ | [ Add Promo Code Discount |
2
| Add More Products to Order |
5 item(s) totaling: 75.00
Order Total: 758.00
Total Due: 78.00

f) A new window will open

g) Enter the promo code in the box provided

h) Click the enter to verify button

i) Click on the Add this discount to your order button

j) Click on the Close & Refresh Order/Payment Page button
k) The promo code discount will be applied to the order

@ Add Promo Code Discount - Windows Internet Explorer provided by Affinity Developmen... EI@

|f-_-;'.n https://secure.sportsaffinity.com/orders/orderpromotediscount.aspx?sessionguid=9846A408-F141-41A3-€ ﬂ|

Enter your promo code:
[BOD2015 || Enter to verify |

Promo Code Discount info

BOD2015 BODQD15|12!31!2D15Additional siblings discount -, Under 03 Recreational|$-80.00

| Add this discount to your order |

| Close & Refresh Order/Payment Page |

A promo code can be use only one time for an order
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4. To use the promo code during online registration (for parents/players)
a) Once the payment page is reached; click on the Add promo code discount button

1. Add Family Member >> 2. Create Registration == 3. Accept ELA => 3. Print Form >>

Make Payment
By ,.n.m.;,unt e
Were trying fo raise funds for new soccer goals. Please consider assisting. ® 0 's) %1.00
@] $100.00 0 35.00
() $50.00
Product Promo Code Qty Price
Cora Test, 2nd Sibling Discount, Under
06 Recrestional 1 -500
Cora Test, Club Registration Fee, Under
06 Recrestional 1 4500
Cora Test, Ohio North Coach Fee, Under
' 06 Recrestional 1 1500
Cora Test, Ohio North Player Fee, Under
= " 06 Recrestivnal 1 &.00
g Cora Test, Playing League Coach Fee, Under
g " 06 Recrestional 1 .00
@ Cora Test, Playing League Player Fee, Under
£~ 06 ,Recrestional 1 =00
" | Add Promo Code Discount
G itemis) totaling:73.00
Order Total-73.00
Total Due:T3.00
Payment Method®
[ choose Cne v
continue ==

b) A new window will open
c) Enter the promo code in the box provided
d) Click the enter to verify button

@ Add Promo Code Discount - Windows Internet Explorer provided by Affinity Developrmen... EIE
| ":;',- https://secure sportsaffinity.com/orders/orderpromotediscount. aspx?sessionguid=e735c1a0-2be0-459f-8¢ @ |

Enter your promo code:
[BOD2015 x|| Enterto verify |

Close & Refresh Order/Payment Page

A promo code can be use only cne time for an order
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e) Click on the Add this discount to your order button
f) Click on the Close & Refresh Order/Payment Page button
g) The promo code discount will be applied to the order

@Add Promo Code Discount - Windows Internet Explorer provided by Affinity DE‘JE|DFII"|"IEFI...| o |[= ][]
Fa

| =, https://securesportsaffinity.com/orders/orderpromotediscount.aspxsessionguid=e735clal-2bel-459f-8¢ ﬂ|

Enter your promo code:
[BOD2015 || Enter to verify |

Promo Code Discount info
PromoteCode) Description Discount|

BOD2015 BOD2015/12/31/2015Additional siblings discount -, Under 06 .Recreational|$-60.00

| Add this discount to your order |

| Close & Refresh Order/Payment Page |

A proma code can be use only cne time for an order

5. To use the promo code from the “my account” screen (for parents/players)
a) Login
b) Scroll down to the registration applications section
c) Search for and click on the payment edit link (if an order has not been created yet,
they will first need to click create order then payment edit)

Registration Applications

2015-16 Principal Season

Name Club ApplicationStatuz  Playlevel Age ApplicationDate Forms
Cora Test Demo Test Pending Recreational uos 5/28/2015 @ E|
Ll Accepted

Payment Edit

d) Click on the Add Promo Code Discount button

Make/Edit Application Payment <= back to my account

Below is the order for the registration applicafion you choose. Make a payment by choosing a payment type and the
pressing the continue butten. To cancel this action click the "=< back to my account” at the top of the page.

To update existing payment plan payment: click the checkbox(s) of payment(s) to enter new payment infomation, then
otal up

click T amount will show in the next page.
w
2 Order #: 2-1348870 Status: Open
% Order Date: 5S/28/2015 10:21-31 AM Status Reason: New Order
-g Method Type Chk#/CC# Exp. Status Auth. Conv. Fee App. To Order
g Cash Single ! Open 73.00 0.00 0.00
& Applied Total: 0.00 0.00
o
Product Promo Code Qty Price

-~ Cora Test, 2nd Sibling Discount, Under 06 ,Recreational i -5.00

- Cora Test, Club Registration Fee, Under 05 ,Recreational i 45.00

- Cora Test, Ohio North Coach Fee, Under 1 15.00

06 ,Recreational
o | Cora Test, Chio North Player Fee, Under 1 2.00
@ 06 ,Recreational
T
B - Cora Test, Playing League Coach Fee, Under 1 5.00
o 06 ,Recreational
b Cora Test, Playing League Player Fee, Under
§ e 06 ,Recreational 1 5.00
] Add Promo Code Discount
6 item(s) totaling: 72.00
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e) Anew window will open

f) Enter the promo code in the box provided

g) Click the enter to verify button

h) Click on the Add this discount to your order button

Click on the Close & Refresh Order/Payment Page button
The promo code discount will be applied to the order

. Sibling Discount - Sibling Discounts allow you to configure different discount amounts per sibling
Go to clubs on the left

Click on the Registration tab

Click on the new Discounts sub tab located next to fees

Select the desired play level

s W

Discounts are entered in the same manner fees are entered; Select the desired discount

type from the New Discount drop down

6. Enter the desired amount of the discount per age group (to enter the same amount for all
age groups, check the all our age groups are set equally check box at the upper left)

7. Click the Create Discount button

8. The following discount types are now available

Club Config | Registraion | ...ty | Teams | Events | Background Checking | Messaging | Content

Season = Custom Fields | : | Fields | Biling | Travel Requests

Rec State

Competitive Premier Recreational League TOP Soccer
pe pe Academy Pau'er

All discount amount must be negative if a discount is given

All play levels are set equal
D pay qually New Discount

DAII our age groups are set equally
............................................................................................. 2nd S|t|||ng Discount

CC - Competitive 3rd Sibling Discount
4th Sibling Discount

Under 04 D IE 5th Sibling Discount
underos |0 | [0]Additional Sibling Discount after 5th
Family Max Payment Cap
Under 08 : E ;rcém-:: {Piiade Dlijs_n:u:uuntt
emrn Flayer Liscoun
Undero7  |° o = = I

nd
a) 2 Sibling Discount — will automatically discount the configured amount from the second
registered sibling in a family

d
b) 3r Sibling Discount — will automatically discount the configured amount from the third
registered sibling in a family

th
c) 4 Sibling Discount — will automatically discount the configured amount from the fourth
registered sibling in a family
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th
d) 5 Sibling Discount — will automatically discount the configured amount from the fourth
registered sibling in a family

th
e) Additional Sibling Discount after 5 — will automatically discount the configured amount

from the 6th etc. registered sibling in a family not to exceed the amount entered in the Max
Siblings Discount text box. All sibling discounts must not exceed the amount entered under
Max Siblings Discount including the sum total of the second, third, fourth, and fifth sibling
discounts.

lll. Returning Player Discount - this discount will automatically discount the configured amount from a
player returning from the selected previous season. User must enter the desired previous season
from the Select a Season Drop Down

From Leagues & Teams, click on clubs from the left navigation menu

Click on the Registration tab

Click on the new Discounts sub tab located next to fees

Select the desired play level

A R

Discounts are entered in the same manner fees are entered; Select Return Player Discount
from the New Discount drop down

6. Enter the desired discount amount (to enter the same amount for all age groups check All
our age groups are set equally)

7. Select the desired previous season (The player will have to have played in that
8. Click Create Discount

Club Config ; Registration © ..y © Teams | Events | Background Checking |

Season | Custom Fields ' Fees [ Discounts | Fields = Billing = Travel Requests

BGC || CC-Competitive [ Competifive | Premier | Rec Academy : Recreational | State League Premier | TOPSoccer | Try-Out

Messaging Content

All discount amount must be negative if a discount is given

All play levels are set equally

New Discount Return Player must have Application in previous season:*
AII our age groups are set equally| Return Player Discount v
........................................................................................................................................... 2|:|']5 Summer
CC-D1 2015 Spring - Off Season
; 2014 Winter - Off Season
2500 m[ 2014 Winter Session |l
Under 05 |25_un | |21= 00 ||Z 2014-15 Principal Season
= 2014 Summer
Underos [2200 | [2500 25 Spring 2014
- eason
Undero7 2500 | [z5.00 [25] 2012-2013
[+ nn [T [2& nn Mae An I

B. Online Registration pages: Fields
a. The “Fields” area is used to customize the Online Registration process. This configurable are
determines what is seen by the parent at time of Online Registration. In this area you will be able to
specify which fields are required, shown, or hidden, as well as add any informational text to your pages
that you choose communicate to your members
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|. From Leagues & Teams, click on Clubs from the left navigation menu
. Click on Registration

1. Click “Fields”
IV. Click On 1. Change Youth Registration pages configuration link

Clubs / Find, Edit, Delete a Club Evergreen Soccer Club - 01

Club Config ;| Registration :

. Events Background Checking Messaging Content

Season Custom Fields Fees Billing Travel Requests

1. Change Youth Registration Pages Configuration. Click here _
Direct Raw Edit (ADG Only) |

Reset All Forms To Default |

2. Change Registration Receipt Configuration, Edit Below.

Edit PDF Receipt
| 13a. PDF Receipt v

Page Title
= PR

Type of online registration - The first page you will see is where you determine if you are doing a “Club”
registration (normal sign up process for a player to register to a club umbrella) or a “Team” registration,
where the applicant will select the team they are registering to prior to completing the online
registration. Team registration will place user on team once registration is complete. Next to each
registration type you will be given the choice to hide, show or make the registration type required.
Please select the appropriate configuration. Once done click the “Save” button.

|. Player Registration Configurations (Club Registration)

EDIT | PREVIOUS | NEXT @

Page Fields Configuration

Club Registration: O Hide ® show ) Required

Team Registration, ®) pige ()

O show O Required

Tryout Acceptance:

®) vide ) show () Required

Il. Team Registration - the applicant will select the team they are registering to prior to completing

the online registration. Team registration will place user on team once registration is complete.
Registrar has final oversight.

a) Change Team Registration to Show and click Save

EDIT | PREVIGUS | NEXT @

Page Fields Configuration

Club Registration O vide ® snow O Required

Team Registration:

() Hide ;®) Show ') Required

Tryout Acceptance:  (®) Hide

O Show ) Required
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b) Once you click save, the option to configure the online registration pages for Team
appears

Register Player(s) to the Selected Team

You will choose a team first, then register your family members as player or team administrator to the selected team.

2. Page Fields Configurations:
a) Show Active Teams:
b) Show: This will allow players to register to Activated teams in your club
c) Hide: This will only show parent’s inactivated teams

Page Fields Configuration

Show Active Teams: ':_:' Hide ':!;' Show Required

Your text will appear at the top of the page during the online regsitration process. You may
highlight this information, bold it, change fonts and colors. You can also add bullet points and
hyperlinks.
EDIT | PREVIOUS | NEXT 9
Traducir en Espafiol

Create New Account

d) The same set up for the online registration for a player can be done for a team
registration. See above screen shots for configuring online registration flow.

[ll. Admin Registration -Team administrators are able to register online. To assure that your admins
can register please make sure that the Coach and Admin registration is selected under
Registration Tab- Seasons. Team administrator will go through the same URL and the same
process to register as the players however they have their own set of specific questions
designated to admins only.

a) For Example: You can have your Coach upload his Concussion Certificate during the
online registration process as well as his photo

| —
= -0
. o)
Click to Click to upload
upload photo|| concussion cert.
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C.

b) You can set up specific admin questions (See below) under Fields: Page Fields
Configurations

Admin Photo: O Hide ® show O Required
Admin Birth Certification: ® Hide O show ) Required
Admin Concussion Certification: ':::' Hide ':::' Show ':::' Required _
Admin Years Coaching : ':::' Hide ':::' Show ':::' Required
Admin License No : ':::' Hide ':::' Show ':::' Required
Admin Positions interested in : ':::' Hide ':::' Show ':::' Required
Admin Additional Info © O side O show O Required
Admin Driver License Info : ':::' Hide ':::' Show ':::' Required

Editing the online registration flow

i ElSource | B X U ke | X X2 = = =% A- @B P =
i Styles -| Format -| Font ~| Size LI+ =
s

1. The above screenshot shows the content editor when the “Edit” link is selected

Il. Once changes have been made, click the “Save” button. The page will close and your text will
appear at the top of the page. As shown below

Your text will appear at the top of the page during the online regsitration process. You may
highlight this information, bold it, change fonts and colors. You can also add bullet points and
hyperlinks.

EDIT | PREVIOUS | NEXT (g

Traducir en Espariol

Create New Account
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lll. The following pages are seen during the online registration process unless otherwise noted

1. Add Additional Family Members if needed edit primary contacts information or continue

2. Please Note: During an actual registration the below page looks slightly different, it would
show primary contact information and if the account is new or the user accessed the correct
account with their sign on the “Yes, it is my account” and “No, it is not my account” button
will be replaced with buttons to add players, and parents/guardians. This screen is also shown
when the system matches a person to an existing account

3. Click Edit to adjust or Next to proceed

EDIT | BREVIOUS |NEXT @

Traducir en Espafiol

1. Add Family Member >> 2. Create Registration >> 3. Accept ELA >> 4. Make Payment >> 5. Print Form >>

Warning: Duplicate Account Found! £

An existing account shown below is matching your information. If this is not your account, please exit the registration
process.

Please note that if you verify this is your account, the new information you had entered earlier in the registration process
(including new username and password) will not be saved. The system will use the existing information in your account

(shown below).

If this is your account, but your email address has changed, please contact the Affinity Sports Support Team to have your
information updated. You will need to know your email address to sign into your account in the future.

No, this is not my account! Yes, this is my account!

Account Primary Contact

Add All Your Family Members To Be Registered

4. Page Fields Configurations allows certain field items to be hidden, shown or required
a) Make desired selections
b) Click the “Save” button underneath page field’s configuration.
c) Click Edit to adjust or Next to proceed

EDIT | PREVIOUS | NEXT @)
Page Fields Configuration
Assignment Code: O Hide ® show ) Required
Player Photo: © tide ® show O Required
Player Birth Certification: © Hide ® show ) Required
Player Height: © wide U show () Required
Player Weight: O Hide O show ) Required
Player # Prior Seasons Played - O tide O show O Required
Player School Name © O mide O show O Required
Player Grade : O tide O show O Required
Player Rank : O Hide O show O Required
Player Uniform Shirt - O iide O show O Required
Player Uniform Shorts - © hide O show O Required
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5. During the online registration process, once the user reaches this page they will see the
electronic legal agreements that must be initialed and signed. You may add ELA’s to your club

EDIT | PREVIOUS |[NEXT @

Traducir en Espafiol

1. Add Family Member >> 2. Create Registration >> 3. Accept ELA >> 4. Make Payment >> 5. Print Form >>

Accept ELA

DI accept on behalf of all listed members below:

Your First Name™ Your Last Name*

6. Make Payment Page
a) Click Edit to adjust or Next to proceed

I |
Traducir en Espariol

1. Add Family Member == 2. Create Registration >> 3. Accept ELA >> 4. Make Payment >> 5. Print Form >>

EDIT | PREVIOUS | NEXT 0

Items Ordered Section No items in order.

Payment Method*
|Choose One v\
continue >> ‘

7. Print Forms- the Thank You page below is the last page the user will see during the
registration process. On this page the user can print forms and/or print their ELA. Once this
page is reached the online registration process has been successfully configured

8. Close out of the window by closing the browser to go back to your club.

EDIT | PREVIOUS | NEXT @
Traducir en Espaiiol

1. Add Family Member >> 2. Create Registration >> 3. Accept ELA >> 4. Make Payment >> 5. Print Form >>

Print Form

‘ |

Congratulations, registration is now pl

Use the buttons below to save and print documents for your records.

Print Receipis & Forms Print ELA

Log out and back to [My Account Login] page
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C. Messaging
a. Templates- Updating Templates:
. Click on League & Teams
Il. Select Club, search and select your club
1. Click on Messaging tab

Clubs ! Find, Edit, Delete a Club Evergreen Soccer Club - 01

Club Config | Registration | Security ;| Teams ;| Events | Background Checking ;| MESS38iNG | congent

Templates Route Requests

Configure the message templates that defing how e-mails and faxes are delivered to members who use our site.

IV. Update the following templates all located under Registration Message. These templates are
automatically sent out after a registration is completed online, unless specified otherwise
1. Player Registration Thank You
2. Administrator Registration Thank You

b. Messaging / Route Request- Route Requests will allow you to view messages that were sent from your
login.

Me ssaging

Club Config Registration Events Background Checking Content

Templates Route Requests

Security Teams

Sent (0) Unsent (0}

Mo unsent message routes found

D. Content - allows you to edit the content that your parent’s see
a. Lookand feel Tab
|. Color Scheme- Allows you to change the color of your Affinity Sports website
[l. Header- In the header you are able to upload a banner that will display in your Affinity generated
URL.
b. Content Tab
|. Documents and Forms
[I. ELA (Electronic Legal Agreements)
[ll. Assigning Documents and ELAs

Section 8: How to Search the Database

A. Limited Family Lookup- Allows you to search the entire database, as long as you have the requiredS
criteria. First Name, Last Name and Date of Birth.
a. From Leagues and Teams click on Players/Admins
Click on Family Look up
Enter search criteria in the specified format (Last name, First name, DOB as MM/DD/YYYY)
Click the search button
Results will be returned, access the record by clicking on the name

®© oo o

Search By Search For: * Page Size:
Last Name, First Name, DOB(MM/DD/Y YY) v|| || 250 | Search |
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Section 9: Players

A. Step 1 of 5 - Search for and/or Create a member
a. Click on Players/Admins on the left navigation
b. Click on Add Player/Admin
|. Enter the first name last name and date of birth of a player or admin
. Click “Find”
[ll. A search will performed in the system for the player or admin

bt S

Leagues & Teams Administration Toumament

Change Login
adcidbustamante - Ohio Nor v
| 2015-16 Principal Season v

Referee Pools

Step 1 of 5 -- Search or create a member
To avoid duplication, please find and use the existing member record first.
First Name * Last Name * DOB (mmiddiyyyy) *

/| I | [Find]

Districts
Leagues
Clubs

Team

Players / Admins

c. Ifamatch is not found the registrar will be able to create a new record

Step 1 of 5 -- Search or create a member
To avoid duplication, please find and use the existing member record first.
First Name * Last Name * DOB (mmdd/yyyy) *

[Test | [Player | [08i0612006 |

Unable to find the record in the system.

You may create a new family account with complete information by clicking button below.

| Create new Youth Player \ \ Create new Adult Player

Create new Coach/Admin

I. When creating a new youth player account the parent information a
Il. A search is performed to check for a match
[l. If no match is found a new family account is created

Player Info
Player Legal First Name * M Legal Last Name * Suffix
|Tesl |Player v
DOB (mm/dd/yyyy) * Gender *

[ —
Parent Info

Parent First Name * M Last Name * Suffix
|Mom || HPIayer ‘ Vv

Relationship To Player = Gender *

Mother v Female Vv
Address *
[1234 Demo st

City * State * Zipcode *
[san Diego | california v|[12345
Country *

United States of America v ‘

Home Phone Number **
[1234567899 |
‘Work Phone Number **

Cell Phone Number **

Email *
| mom @testfamily.com| X
* = Required. ** = Fill out at least one.

<< Back | | Save & Continue >>

nd address are entered
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d. If a matchis found
I. A search is performed of the first name last name and date of birth of a player or admin

Step 1 of 5 -- Search or create a member

To avoid duplication, please find and use the existing member record first.
First Name * Last Name * DOB {mm/ddfyyyy) *
[Test | [Player] x| |06/06/2006 | Find |

[I. If a record exists for the player you will be prompted to create a new application

Toe avoid duplication, please find and use the existing member record first.

First Name * Last Name * DOB (mm/ddiyyyy) =
[test | [player | [06/06/2008 | [Find]

Select Name IDNum Gender Relationship City

O] Test Player 65846-531575 M Player San Diego

Select the matched record to create application

| Create Player Application ‘ | Create new Coach/Admin Application ‘

e. Step 2 of 5: Clicking on Create Player Application will allow you to create a new application for an
existing player.
|. Create Application

Il. By checking the player as accepted and age/legal the registrar will have the option to roster the
player directly to a team

Test Player DOB:06/06/2006 Player Application

2015-16 Principal Season

| State District V|
| Demo Test V|
| Demo Test V|
| Competitive v

[]payment Received Accepted Agellegal

Roster player to team (requires Accepted and Age/Legal are checked)
| Demo Test Team SD05-013B12-0153 v

| Create Application == |

[ll. Step 3 of 5: Member Detail Information
1. You will have the option to upload required documents at this time
a) Birth Certificate
b) Photo
IV. Enter in required Member Detail Information
V. Click Save

*Please Note: the only approved documents for Birth Verification are Passports, Legal Birth Certificates,
Driver’s License, State ID/Card
*Hospital Birth Records are NOT approved legal documents
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Step 3 of 5 -- Detail Infor
Danny Testfamily DOB: 12/12/2000

Height Weight Number of Prior Seasons Played
CFCM
School Name Grade Player Rank

I | | [ ]

Uniform Size: Shirt _ Uniform Size: Shorts Uniform Size: Socks

N v v| v|
g C t Infor
Pg[son to Notify in Emergency Telephone

| | |

Doctor to Notify in Emergency T

| | | ]

List any medical problem/prohibition player has

Special 1 Additi info?

Club Additional Information
Friend request

VI. Step 4 of 5: Electronic Legal Agreement (ELA)

1. Registrars have the option to indicate that they have received the parent’s permission and
agree to terms or bypass them

Step 4 of 5~ ELA
Test Player DOB: 06/06/2006

A3 the Registrar | have received written copy of the above walvers form from the player's parentiguardian and agree on behalf of |
the parent with their permission.

| Your Firstname” Your Lastname”
i Kimberly [ Kiledjian

Agree => ] | BypassELA=> |

1.0t 1_Ohio North Waiver (Player)

We, and the registrant's leg: guardian, hereby agree and acknowledge the following. (1) Ve agree 1o abide
by the rules of Onio Youtn Soccer ASSociation Nortn (“Ofio Norn®) and its affiiated organizations and Sponsors. (2) We recognize  #%|
The inherent risk of Sefious or permanent physical injury and possible death associated with youlh soccer activities and games. In
consideration for Ohio North accepting the youth player's registration and partcipation in its Sanctioned youth S0Ccer leagues,
foumamenis and leam iravel activities ("Youih Programs’), we hereby release, discharge and/or otherwise indemnify and hoid
harmiess Ohio North, its affiialed oiganizalions and 5ponsors, wolunleers, their empioyees and associaled personnel, and the
owners. of fields and faciities utilized for the Youth Programs (“Releasees”), against any claim, [awsuit or written demand, including
but not limited to any claims for personal or physical injury disabiliy, loss o damage o person o property, or death, whelher arising
from the negligence of the Releasees of othenwise fo e ful permitted by law, by or on behalf of the registrant as a result
of the registrant’s pariicipation in the Youih Programs and/cr being transperted o or from the same, which iransportation we hereby
authorize. (3) We authorize verification of the regisirant’s dale of birth from legal records to be provided to Ohia North authorized
representative for the limited purpose of verifying the Ofio North player's age and identity. (4) We consent fo emergency medical
care prescrined by a duly loensed Health Care Frovider or Dentist. This Care may be IVen Under whatever conaitions are v
| Accept | necessary to preserve the lfe. imb or regisirant’s well-being and we hereby agree to be financially responsible for all cosls

s the Regis!
‘the parent with their permission.

| Your Firstname* Your Lastname®

i Kimberly I[ Kiledjian | Agree >> ] BypassELA>> |

VII. Registrars have the option to create an order after the application has been created

Step 5 of 5 -- Summary

This application has been created successfully. If you want to make a payment, please click Create Order , then click on Order Number, the
payment screen will open.

Name: Test Player Defall Add other family member
IDNum: 65846-631575

DOB: 06/06/2006

Club: Demo Test

Season: 2015-16 Principal Season

Play Level State League Premier

Team

Qrder Number: Create Order

Order Number: 21563340

Order is created
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VIII. Once the order has been created you can:
1. Add payments
2. Add More Products to Order
a) Scholarship
b) Promo code

Payment  Order Detail

Feload | Close

2| omers: 21mms0ss Status: Open
= | orter Date: 832018 718,08 P11 Status Reason: New Order
o Name: Mom Player H
2 1: 1234 Do St § | Clek Camments Bax o e o ak moeecormmentn
& ]
3
] .
5 preer o0
)
£
aty
[9] Test Player, Club Registration Fee, Under 12 Competitive 1 150.00 sancel
[4] Test Player, Playing League Coach Fee, Under 12 ,Competitive 1 15.00 cancel
£ | & TestPlayer, Playing League Player Fee, Under 12 ,Competitive 1 15.00 cancel
E | [ Add Proma Cods Discount
H 6 Vore Products fo Order
Jnomiriotaing: 18000
Order Toral: 180,00
TowlDue: 18000

Payment vl be appied to 3 products checked above.
Payment Methad"
Choase Gne -

| Add Payment To Ordun”

fma P ek
[ At peyrments

B. Player Lookup

a. Searching for players- Player lookup will allow you to search for players with applications to your
club. The different filters can help you sort by Player Type, Gender, Age Group, Application Status,
Accepted and Paid, as well as player name and or ID Number. (Note: you may change your season to

look in all past season as well)

Season Search By Search For
R | Last, FirstName | v] | || Search |

All Seasons

|. From Leagues and Teams
Il. Click Players/Admins
. Click Player Look Up
IV. Set search filters

2015-16 Principal Season v/ .
[Eotzio Prncipai semsen v |l ooy cokup Page Sizei s ]
Referee Pools
Select O i Select Play Type lication Status
[An Crganizations [v] [AnPiay Types [v] [Pending ANl Appliications
Select Club. Select Gender Accepted _Paid __Order _Media T,
Organizations. |_'t[ |—2L4[
[An Giuos I~ [an ~ AH ~Jan T fAn

[v] [AnGenders
' From iR Y =

Select Age Group

Disciplinary Filter By Disciplinary Status

No Filter v ~

g
+ Admin Lookup H
&
g
S

Search By Search For

|Seletled Season [v] [Last, First Name  [w] Search

+ =Paid @ = accepted By Another League
< = Not Paid

~ Players { Admins

Player Lookup

AGENEGAL

REJECT

f ]
Referse Lookup =

Player Name ¥

+ Parent Lookup
+ Family Lookup
+ Add Player/Admin

+ Payment Management

+ Order Move

b. Accepting Players- To lock players to your club and roster them to a team you will need to accept the

players.
|. From Leagues and Teams
Il. Click Players / Admins

[Il. Click Player Look up

IV. Set the Application Status filter drop down to Pending All Applications
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V. Click Search

VI. Boxes will appear to the left of the players’ names in the search results
VII. Check the box that says Accepted
VIII. Click the Save application changes button

Player Lookup page sae{zm 7] Report{ Trem e v
Select Or i Select Play Type lication Status
[An Organizations [~] [AnPiay Types [~] [Pending All Applications I~
Select Club Select Gender Accepted Paid Order. Media Type
[AiI Clups [w] [AlGenders [v] o Tdfan T fan T][an I~]
Select Age Group lication Date:

~ From | |TElve | |

Disciplinary Filter By Disciplinary Status sea Search For

son Search By
No Filter ~ v Selected Season | ] [Last, First Name  [v] [test. x| Search

2
3§ v =pPoid @ = Accepted By Another League

S < =NotPaid (1-moie
g

a
8
s 8
8 =2
=a § 2 Player Name ¥ League/Club Player 1D Birthdate _Appl Date H
Test, Co z 127:
D -~ D nenea 31196-948227 6/4/2010 5/28/2015 10:27:00 AM R
O= [ Tesw Jethro B vevsA 1234 15207-074623 7/28/2006 5/13/2015 10:55:00 AM R,
[0 v &) [ Tes= Kees none 50211-250228 10/2/1998 5/28/2015 11:47:00 AM Competitive
Test, Playerl - /41 7 120: i
D e D 1ye 123 12073-432823 2/4/2005 5/13/2015 4:20:00 PM  Recreational
O~ (| =R 123 86893-662157 4/7/2008 5/28/2015 10:14:00 AM Recrestional
O~ & [ 7e==5m rone £5912-013524 11/15/20055/28/2015 11:46:00 AM Competitive
EI = EI Test 15, Tiger VEYSA Brunswick 51013-745619 1/1/2001 5/13/2015 B:56:00 AM Recreational
Test_Gee, Test  Avon Lake Test_Gee 56816-413275 4/15/2005 4/28/2015 7117:00 PM  CC - Competitive
Soccer
O=& 0 Grganization

| saveappicaonchanges | emaiseiecteapavers | (1 -8ofs

IX. There are three ways to accept players:
1. Under player look up as explained above
2. Under payment management when you search (see payment management section)
3. Atthe time you are adding a new player to your club (see “adding player above")

C. Player Reports
a. Exporting and Printing Player/Admin Reports

Player Lookup Page Size:[500  ~| [Ressi| Repor:) [~l8

Select Organization Salact Piay Typs ‘Application Status
[Demo Test - 5005 <] [l Play Types 7] [ Apphcaton Stans

v
Select Club Selact Gender Accepted _Poid __Order _Media
[Dema Test ~] [All Genders ] [an e Tefan T fan ~
Salect Age Grou Application Oate: N
~ Erom e £

Diseiplinary Fiter By Disciplinary Status saason Search By Search For
[RaFiner ™~ v [Setected Season [w] [Cast First Name | Search |

7465-096068 3742004 5
65846-631575 €/6/2006 6!
1234 Damo St SCOSO13B120153 99079-595145 5/5/2005  6/3(2015 71G:00 MM Compatitive
none 31196048227 6/4/2010  5/28/2015 10:27:00 &M Recreational
none 11070-423308 S/11/2008 6/1/2015 4:38:00 M Comps
none 69316-121686 4/8/2004  6/1/2015 B:10:00 AN Compet

none 50711-250328 10/2/1998 5/28/2015 11:47:00 AM  Compatiive
123 70748-929769 1/1/2005  5/29/20158:16:00 AM  Recraational
O 123 B6BO-662157 4/7/2008  5/28/2015 10:14:00 AM Recreational
none 65912-013534 11/15/2005 5/28/2015 11146100 AM  Compstitive
|||||||| e 25117-368279 3/17/2010 5/31/2015 3:18:00 PM  Competitive

[ emai selecied pioyers I (1120012

l. Click on Player/Admin on the left navigation
[I. Click on Player or Admin depending on what report you are running
[ll. Select your organization and club
IV. Click search —you may refine your search using the search options
V. Click on the arrow next “Choose Report” in the upper right corner
VI. Select your desired report type
VII. Click on the Printer icon
Report;
i el oo -

Labels - With Team Name - Avery 5160
e L3DEIS - 1 per Househeld - Avery 5160

Player - Detail

Application Forms (PDF)

Player Detail With All Fields C"
All Player Applications Detail 7"
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b. Player Detail All Fields Report — this is the most utilized report in this section

I. Under player look up use the search filters to define your search criteria (select an organization

and club for this report option to display)
. Click search

[ll. Select the player detail with all fields report from the report drop down in the upper right corner

IV. Click on the printer icon to view/export/print the report

Player Lookup Page Sizei[z01 V] Report T ] )
‘Address to Excel Format

Field Justification

o =iz - With Team Name - Avery 5160
Select Organization Select Play Type Labels - 1‘,,5, Housshold - Am;ymsn

n Flayer - Detail
| Demo Test - D05 [v] [AnPiay Types Aiopivation Forms (PDF) ~

Select Club Select Gender Player Detail With All Fields Media Type
IDemo Test [v] IAII Genders All Player Deal Z” Al v

T —r
Select Age Group Application Date:

v From| |3To | ‘3

Disciplinary Filter By Disciplinary Status Season Search By Search For
|No Fitter [~ ] v [Selected Season [v] [Last, First Name [v] | |[ Search |
(1-33) of 32
B Player Name ¥ Address Team ID Player ID Birthdate  Appl Date PlayLevel
[] Duck Fluy 1234 32288-218243 1/15/2004 4/17/2015 9:25:00 AM  Competitive
[ Fake, Fake 1454 Muirfield Dr  SDOS0148100138 44894-873856 5/5/2005  2/23/2015 2:58:00 PM  Recraational

VI. Exporting the player detail with all fields report
1. Click on the “Select a Format” (excel is the default recommendation)
a) Choose your desired format type
b) Click “Export”

Export

_| XML file with report data
CSV (comma delimited)
PDF

—| MHTML (web archive)
Excel I
TIFF file
Word
T ¥

c) Open or Save the file

What do you want to do with PlayerDetailAllFields.xlsx?

Size: 20,8 K8
From: bisportsaffinity.com

 Open

Thefile won't be saved automatically.
+ Save

< Saveas

d) Edit as desired in excel

Page Layout Formulas Data Review View
. A . P 7 T T [F] T Autes
wial 1a }g‘j}l ﬁjﬂ Q = e _;J 5o
Bl7 U- - | - 9% 3 | % s Conditional Format Cell | Insert Delete Format
= Formatting v as Table * Styles | - - - @ Crear ~
Font £l Alignment £l Number ) Styles Cells.
Je | Player Details with All Fields
o | | B PayerDetitanficicsin)
[ A T B c D E F G H | 3
N |Player Details with All Fields
| Season League [Club [Team Team Code [Team Sponsor |Home Team [Away Team First Name Last Name
FeePaid($)  |Color color
Simon Tested
= et
Tema Test-BUW | SOOE-0EETZ Giouales Tested
GomeTost o Tost = Tested
- al Demo Test Diemo Test Demo Test- BUI | SO05-014E10-0135 Fike Fake
Tematen Demaext Fore ieaan
GemaTest GemoTest Tema Test-GU | SOOE-GT2GT0-0081 Grema Tested
TemarTest Do et Dema Leagus -1~ [ SOUG-IHGT00TS iy Tested
ST o T DT 0 [T " e
oo DO PTGl [DemaTest Do Test — &= Teatar
4 4 » ¥ PlayerDetailAllfields .~ ¥J [0« [n]
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c. League Required Reports- There are three reports, two admin and one player, that you will need to
print at the end of your registration cycle to send to the Playing League Registrar:
|. Two ELA Reports -
1. Player ELA
a) Click on the 2"¢ Misc. Reports
b) Click on the ELA Player Report
c) Click “Generate Report”
2. Admin ELA
a) Click on the 2" Misc. Reports

b) Click on the ELA Admin Report
c) Click “Generate Report”
d) Export
e) Save
Wbl HWUELAUFR;pDrt P P

ELA FPlayers Report
ELA Administrators Report

[I. Promo Code Report

Click on the 2™ Financial Reports

Select the “Promo Code Discount Report”
Click “Generate Report”

Export

Save

vk wN e

 Reports

+  Registrations
v Events
+ Financial Reports

+ Misc. Reports

D. Editing Players Information
a. Player Information - to edit you will locate the players in Limited Family or Player Lookup.
. Click on the player name after you locate it in a search

Player Lookup Page Si{i5 ] T —
Select Organization Select Play Type Application Status
[Demo Test - sD05 [v] [AnPiay Types [~] [~ Appication Status v]

Select Club Select Gender Accepted _ Paid Order _Media Type
[Demo Test [v] [anGenders V] [ To]fan T ][an v fan [v]
Application Date:

Select Age Group
v From Hro il

Disciplinary Filter By Disciplinary Status Season Search

hBy Search For
NoFiter  [v] v Selected Season | ] [Last, First Name |v] [tested ginger ]| Search

(1-1yof1

ame ¥ Address  Team ID Player 1D Birthdate  Appl Date
Main strest  SDOS013G050121  26185-545777  3/21/2005 5/22/2014 7:33:00 PM  Competitive

O
email selected players (1-1of1

[I. In this record you will find all the information for the player as well as the parent
[ll. There are several tabs across the top that assist in navigating the player data
1. Player Information — personal information

Registration Guidelines: Page 36




a) You will be able to edit all information unless the record has been marked verified, if
verified you will not be able to edit Name, Birth Date and Gender
2. Preferences —internal area to add player preferences

Edit Player

Ginger Tested 26185-549777

State District Demo Test DemoTest Play level: Competitive Age group: Under 06

Player Information : preferences | Applications  Transfer | Parents

Legal First Name* Middle / Initial Legal Last Name* Suffix
[Ginger 1 |[Tested v|
Alias | NickName Height Weight

L in. Ibs.
School Name Grade Player Rank_Graduation Year

. Birth Month*  Day' Year'  Gender' Age Group:
[March v[21 v]2009 v|[Girs [ Under 08
< > Celendar Age: & Seasanal Age: 5
) N N Number of Prior Seasons Played:
[ girth Certificate verified by Ohio North
Uniform Size: SHIRT | Youlh§
Uniform Size: SHORTS [ — hd
Uniform Size: SOCKS |~ hd
Qut Of State it i Out Of State ID# or Alt PlayeriD#
[In-State Registrati v
Demo Test - GUOY >
A @ [ 1s this player a grandfathered player?
Person to Notify in Emergency® Telephone*
Admin Tools [Other than parent [(123) 456-7899 ]
Player from Doctor to Notify in Emergency Telephone

SD08-013508-0121 ‘

List any medical problem/prohibition player has

David Tested - Father

Main street Bees allergy
San Diego, OH 88888
Home: (887 654-3211
Email: Wilediian @affinity-sports com Special Requests / Additional info?
Hunter Tested - Player none ‘
Sef up SMS Messaging Buddy Request
[pone ]

How would you like to volunteer?”
~ Cosch (~ ssst cosching ) Snack shack g, not st this fime

b. Applications — Player
. all previous and current applications from all clubs the player has played with are visible under

either Current Season or Other Seasons
[I. If there are no current season applications you will be able to create one from this screen

Edit Player

Player1 Test 70748-929769

State District Demo Test DemoTest Play level: Recreational Age group: Under 11

Player Information : Preferences . Applications | Transfer = Parents : Dist ry | Events

Click the Edit button under an existing Application below to
Adjust the Application Play Level and Assign a preferred team

2 Bustamante

Diana Bustsmante . System Dian
Deme Test 5/28/2015 08113 AM 5/2%/2015 5/28/2015 08:13 AM
Interml
Registration
Creats Order 50.00 50.00 50.00

2015-16 Principal Season Recreational Pending

(Cnly New or Pending Applications that are UnPaid can be edited/cancelied.)

Create New Season Application

[ll. You can create a new application as shown below:

Edit Player
Player1 Test 70748-929769

Player Information : Preferences = APPlications | fransfer © Parents ry | Evenis

Current Season  Giher seasons

New Application

Select District*

[ State District v|
Select O ion’

[Demo Test - D05 v
Select Club™

[Demo Test v|

Application Season”
2015-16 Principal Season A4
Application PlayLevel*

| Recreational V‘

[ payment Received [ Accepted [ | AgefLegal

Roster player to team
(requirss Accepted and AgefLegal boxes be thecked)

Effective Date

- Create Application
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Transfer - Ohio North Release & Transfer process is done through the Affinity System - Initiate or
view a transfer/release for the player
|. Transfer — Registrar or parent will initiate the Transfer process when a player is being transferred
to a new team either in a different club or within the same club in the same seasonal year
Il. Release — Registrar or parent will initiate the Transfer process when a player is being transferred
to a new team either in a different club or within the same club in the same seasonal year
l1l. No charge will apply
1. when player moves from one team to another within the SAME club and league
2. when a player is released or dropped
VII. Charge will apply when
1. A player moves form with their club to a team playing in another league
2. When a player transfers from one club to another club
VIII. Old player passes are to be sent to the league the player is leaving
IX. How to create a Release & Transfer
1. A parent or club registrar can initiate a Player Release/Transfer. Parents can go to their
record and start the process for their player or club registrars can go to the player transfer
tab and start the process
2. The approval process will be as follows:
a) Parent or Releasing Club Registrar—=> Playing League Registrar=>Accepting Club
Registrar=> Accepting Playing League Registrar
3. Once the final approval of the Accepting playing league accepts, the transfer is complete

Edit Player

Ginger Tested 26185549777
State District Demo Test DemoTest Play level: Competitive  Age group: Under 06

Player Information : Preferences = Applications : 17375/ Parents : Disciplinary = Events.

Transfer Details
Details

Please add

From

amy Player  Ginger Tested
additional Gender: Girls
comments

regarding Age
this transfer Group: Under 09
request District:  State District
* are League: Demo Test
:‘:‘;ﬂ'e“ Club:  Demo Test
ols = SD0S-013G08-0121
€M Demo Test - GUOS
Team Info Search
To
Player:  Ginger Tested
District*: | State District v
League™ | Demo Test v
Club* Demo Test v
Step5of 5 Play

Select the Type*: Recreational hd

reason for

transferring, é!:u ., |Under 10 v
add any v —
additional Team™: | Recreational | Demo Test - BU10 | SD05-014B10-0138 | 2014-15 Principal Season v

Reason®: | Moved beyond reasonable travel v|

and then
‘submit the
transfer. Comments:

* required
Initiate transfer on behalf of player.

Submit Transfer

Parents — indicates parent information ( may also be viewed by clicking on the hyper link under
player information)

Disciplinary — shows all disciplinary actions given to the player

Events — view all events a player has registered to, past and present
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Section 10: Verifying Birth Certificates

A. Verify Birth Certificates
a. Birth Certification at the Club Registrar Level-

|. To verify a birth certificate go to the player’s record

. Click on the image of the birth certificate

[ll. A pop up with the image of the birth certificate will appear

ﬁ e e e e e g T s ST

=i Es]

|5 httpsi//secure sportsaffinity.com/ upload view.aspxisessionguid=E6CFEGB0-281 D-4AEL-BBS5-862AF45 CABCBawicth= @@

Edit Player Birth Certificate
Juniper Test! (01/01/2009)

Edit Delete

Cancel

Juniper Test1
District 1 St. Hilary Socc

[ girth Certificate verifie G
Ul : Sex Male/Female Mother

| Given Name
Weight:
Weight Famnily Name:

Height Father Name

Testee Testd - Father
123 Test Lane e
Test City, OH 00000 Date of Birth

Heome: (D00) 0D0-D000 Place of Birth: Ares, City, State
Cell: (000) QD0-0000

Email: testmail@testing.com

Jackson Test! - Player

Jasmine Test1 - Player

%[ » BIRTH CERTIFICATE

Itis certified that

laener Teatd . Plaver

IV. Once this is verified: Go to Player Lookup To Clear the player:
1. In Application Status change your selection to Pending All Applications

2. Check the box that says Age Legal
3. Click Save Application Changes

Player Lookup Page Size 500 w| [Feset| Reporty Crocse meserns

e |‘é
Select Organization Select Play Type Application Status
[l Organizations |v]| A Piay Types | |Pending All Applications
Select Club Select Gender Accepted  Paid

[An Clubs [~] |mnGengers ~]
Select Age Group

¥
Order  Media T
Al S LAN A s A L

Application Date:

¥ From |an |
Digciplinary Filter By Disciplinary Status Season Search By Search For
| No Fitter ~ W | Selected Season | v | |Last, First Mame [+ |test | Search |
s o
E g v = Paid @ Accepted By Ancther League =
- § 2 < =HNot Pai (-8l B
NI N 2o Name v League/Club City Player 1D Birthdate _ Appl Date PlayLevel g
i_l o Iﬁ. u Tesr, Cora none 31196-545227 &/4/2010 5/28/2015 10:27:00 AM  Recreational
[] > [ [7] Tes=dethre € vEYSA 1234 15207-074623 7/28/2006 S5/13/2015 10:55:00 AM  Recreational
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Section 11: Administrators

A. Add New Administrators Internally- As with Players you will use the Add Player/Admin on the left Nav

a. Step 1: Search for and/or Create a member

|. When entering the first name last name and date of birth of an admin the system will

immediately search the system for an existing record

Step 1 of 5 -- Search or create a member

To avoid duplication, please find and use the existing member record first.
First Mame * Last Mame * DOB (mmiddhyyyy) *

| | Find |

IIl. If no record is found, you will be prompted to create a new record.

Step 1 of 5 -- Create new member account

Player Info

Coach Legal First Name * Legal Last Mame * Suffix

M
|Grace |Test w

DOB (mm/ddfyyyy) * Gender *
|02/02/1982 | v

Address *

[1234 Demo St |
City * Zipcode *

|demo v|[12345 |
Country *

| United States of America w

Home Phone Mumber **

Work Phone Mumber **

State *
|| onio

Cell Phone Mumber **

1236549877 |
Email *

|testpla;rer@lesl. com

* = Heguired. ** = Fill out at least one.

| == Back | | Save & Continue ==

b. Step #2: Create Application

Step 2 of 5 -- Create Application

Taylor Demo DOB: 124231878  Administration Application

Fall 2014-2015

|Af'finity Sports vl
Affinity Sports Demo - LD v|
[ Affinity Sports Deme Club LD v
[Rec=aticnal v|

I Creste Application »» I
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C.

d.

e.

Step #3: Member Detail

Step 3 of 5 - Member Detail Information

Grace Test DOB:02/02/1982

Gl

Al
Click to Click to
upload photo|| upload BC

Admin Information
Years Coaching Experience Coaching License #

Please check all positions in which you would be interested in.
[] Assistant Coach [ |Head Coach [ ] Referee

D Team Assistant D Team Manager D Team Parent
Additional Admin Information Required:

ID Information

1D Type Drivers License Number State
| Drivers License v| |0H v\
ID Expirati Month (mm) Day {dd) Year (yyyy)

Date | | | |

Step #4: ELA

Step 4 of 5 -- ELA
Grace Test DOB: 02/02/1982

As the Registrar | have received written copy of the above waivers form from the player's parent/guardian and agree on behalf of
ithe parent with their permission.

Your Firstname* Your Lastname*
I Kimberly i Kiledjian | | Agree == | | Bypass ELA ==

1 of 1_Ohio North Waiver {Admini )

As an Ohio Morth outh Soccer Association (“Ohio North”) registered coach or volunteer, | hereby agree to the following: (1) | agree

to follow and uphold all of the rules and regulations of the above named league, Ohio Morth and US Youth Soccer. | understand that #
if | do not follow these rules and regulations, | will be subject to sanctions by my league or state association for my actions. (2) 1

have i the online risk form fer Ohie Morth and understand that if my risk management application, in

conjunction with my criminal history background check, results in a finding that disqualifies me, | shall discontinue my participation

with Ohio North clubs, Ohio North leagues and all other i or activities affili i with Ohio North, effective
immediately. {S)I understand that as a coach, assistant coach, or team manager of a youth sperts team within the state of Ohio, |

shall i et > an approved training :ourse | also understand that | shall remove an athlete exhibiting

signs, or i with having ion or head injury from practice or competition. Also, |

shall refrain from allowing an individual to return to the practice or cornpetlllun from which Ihe individual was removed, or to

participate in any other practice or compefition for which | am ible until the individual has been and cleared for

return by a physician or by any other licensed health care provider authorized by youth sports organizations. (4) | consent to Ohio

D Merth taking photographs, video recordings, and/or sound recordings in documenting the activities of Ohio Morth’s programs and Lv]
| Accept services. | hereby grant Ohio Morth and their affiliates’ permission to use the negatives, prints, moficn pictures, video/audic tapings

iAs the Registrar | have received written copy of the above waivers form from the player's parent/guardian and agree on behalf of
‘the parent with their permission.

Your Firstname* Your Lastname*
I Kimberly i Kiledjian Agree == | | Bypass ELA =>

Step #5: Summary

Step 5 of 5 -- Summary

This application has been created successfully. If you want to mak:
payment screen will open.

Mame: Grace Test Detail Add other family membe
IDNum: 32925-477517

DOE: 02/02/1982

Club: Demo Test

Season: 2015-16 Principal Season

Play Level: Compefitive

Team:

Add New Player/Admin ==
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B. Administrator Lookup- use limited family lookup or Admin Lookup
a. Admin lookup — see all admins with an active application for the current season
b. Change “Season” to see All Seasons

2019-10 FIGIPE SeasUn v - ! \
oot sl | agministrator Lookup Page Suefz | Report G- v
Referee Pools.
Select O i Select Play Type Select Admin Type Status Filter By
[an ~| [Py Types | [All Team Admins v| [Mo Application Staus |
Select Club Select AgeGroup Select Certification Risk Filter By
[ A Clus ~| [AlAge Groups | [All Certifications ~|  [No Risk Filter v
[No Disciplinary v I \3 [selected Season v/
Team Disciplinary Status To Search By Search For:
All w Cs v Search
~ Players | Admins J Last, First Name I H
+ Player Lookup C =
+ Admin Lookup
+ Referee Lookup
+ Parent Lookup

C. Edit Administrator Record- 6 tabs exist on the top of an administrator record
a. Administrator Info- All of the Admins personal information
Additional Info- Stores their previous licenses and custom field questions
Applications- Shows all previous and current applications
Disciplinary- Shows all disciplinary actions given to the admin
Children- Any children attached to this admin and record
Events- Shows all events the administrator has registered to, past and current

"o a0 o

Edit Administrator
Name:
Naomi Tested

<= Prev. Admin & of 13 Mext Admin ==
ID Number:
56356-386919

Administrator Info | pggitional Info | Applications | Disciplinary | Children = Events
Legal First Name®  Middle / Initial  Legal Last Name™  Suffix

" [Naomi | | [Tested | v
Business Title Alias [Ni
Address 1° [ verity sddress
[none |
Address 2
< > Address 3
Sandy Tested - Player Country* County
| United States of America V|
Set up SMS Messsging City* State/Province* Zip | Postal Code*
none OH | | 15655
Home Phone** Work Phone™
[(123) 555-6666 | |
Mobile Phone** SMS
| Sef up SMS Messaging
Email Address Gender®
| [Female v
Relationship to children Years Coaching Experience

D. Risk Management/ Background Checks

a. Every DOC, Coach, Assistant Coach, Team Manager, Board Member and all listed under your club’s
security tab must have a current Background Check on file

b. Risk Management will be completed by going to the Risk Management section at
www.ohionorthsoccer.org or the Risk Management link http://onysa-bgc.sportsaffinity.com

c. Acoachisrequired to have a current approved Risk Management on file in Affinity before they can
have any access with players and before they can be placed on a tem

d. Tofind a listing of coaches, that do not have a Risk Management:
l. Goto “Admin Lookup”-=>
[l. Change the Risk Filter to “Expired” and/or “None”
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1. Click search
IV. A list of all coaches will appear
E. Coaching Certificate
a. All coaches may coach for 2 seasons on a coaches waiver
|. Seasons do not have to be consecutive
b. A Minimum of a Youth 10-12 license is required on or before the waiver period is up

F. Concussion Certificates
a. All coaches will be required to upload a certificate of completion for Concussion Training
b. All Concussion Certificates are valid for 3 years
G. Concussion Training
a. Free Online Courses
b. There are FREE approved online training courses available.
|. National Federation of State High School Associations (NFHS)

[I. CDC Video Training Site

[Il. National Alliance for Youth Sports Training Site
IV. ***Training must be completed every three years***

Section 12: Teams

A. Create Individual Teams

a. Leaguesand Teams
b. Click the Team Tab
c. Click on Create

|. District and Organization will pre-populate for you
[I. Fill out all the information pertainning to the team

[ll. Click Add Team

|2014-15 Principal Season Vl
Referee Pools
Districts

Teams / Create a New Team

Use the forms to create a new
Team within & Club in this
league of registration.

Create Multiple Teams

To add Multiple Teams, use the
Team Creation Matrix to
generate multiple teams for
different age groups and
genders.

+ Create

* are reguired fields

+ Team Creation Matrix

Click on the image below to

+ Find/Edit/ Delete access the team creation matrix.

+ Travel Requests

+ Post Travel Changes
+ Core Checking

+ Declare Multi Teams

+ Team Queue

+ Team Cross League

= =
Team Creation Matre

Select District*

State District

Select Or

[ Demo Test - sD05

Select Club*

[ Demo Test

Select Season®
[2014-15 Principal Season V|

Team Level®

Gender*

Age Group*

[ All Play Levels v|

v v

Team Name

|Dern0 Test - XXX

Team ID (4 numbers are editable)”
SD05-01XXXX10143
Alternate Team ID

Jersey Home Colors

Jersey Away Colors

Shorts Home Colors

Shorts Away Colors

Socks Home Colors

Socks Away Colors

Team Sponsor

Cancel

Add Team
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B. How to create multiple teams

® oo oW

> @

C. How

® oo oW

\
Vi
VI

Click the Team Tab

Click on Team Creation Matrix
Select your club; District and Organization will pre-populate for you

Click Continue

Enter the amount of teams needed per play level (Play Level is on the top of the page in the tabs),

age group and gender
Click Continue to move onto the next tab (play level)

Click Finish when you are completed

The number of teams specified based on your inputs will be created
Edit the information as needed

Referee Pools

Districts

Organizations

Clubs

¥ Team

| 2014-15 Principal Season vl

+ Create

+ Team Creation Matrix
+ Find { Edit / Delete

+ Travel Requests

+ Post Travel Changes
+ Core Checking

+  Declare Multi Teams

+ Team Queue

+ Team Cross League

Players [ Admins
ID Cards

Event Manager

Reports

Email Blast

to edit a team

Leagues and Teams
Click the Team Tab

Teams / Team Creation Matrix

Clubl Season

Information

Use this tool to add multiple teams for
different age groups and genders.

Inclede the number oquy_s and girls

teams per age groupfdivision.

Click on Find/ Edit/ Delete

Search for the Team

Please note the column headers

Recreational

# of Teams / Gender

l:lGirIs l:lEles
l:lGirIs l:lﬂﬂys
l:lGirIs l:lﬂﬂys
l:IGirIs l:IBoys
l:IGirIs l:IBoys
l:IGirIs l:IBoys
l:IGirIs l:lBoys
l:IGirIs l:IBoys
l:IGirIs l:IElcys
l:IGirls l:IElcws
l:lGirIs l:lElcys
l:IGirls l:lElcws
l:lGirls l:lElcws
l:lGirIs |:|Eloys
l:IGirIs I:IEloys
l:IGirIs I:IEloys

Play Level: | CC - Competitive v

Competitive Rec Academy

Teams Teams
Age
Under 04:
Under 07:
Under 08:
Under 09:
Under 10:
Under 11:
Under 12:
Under 13:
Under 14:
Under 15:
Under 16:
Under 17:
Under 18:
Under 19:
Under 05:
Under 06:

[. AD — number of administrators on the team

. Del- you are able to delete a team unless the @ appears, this means the team is activated

I. Envelope — email all teams by clicking on the envelope or an individual team by clicking the box
[. Team ID — this number tells you what District, League, Club, Play Level, Gender, and Age

. Team Name — this can be edited until the team is activated
. Lvl — play level of the team
. Age — gender and age group of team
[. Club Name — what club is belongs to
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IX. PL — number of players on the team
X. Coach — name of head coach rostered onto the team
XI. ® - indicates a team has been declared

Team Lookup Page Size:[ 500 v]
Select District Select Play Type/lLevel Filter By Status
| State District v [ANPIay Levels [v]  |No Status Fitter v
Select Organization Select Gender Filter By Counts
| Demo Test - SDO5 [v|  |AllGenders V] | Mo Count Filter v
Select Club Select Age Group Select Team Name/Team ID
| Demo Test [v|  |All Age Groups ~ | | | Search |

Delete Selected Email Selected (1 - 44) of 44
-mmmmm-

SDO5-01XG10-0073 Demo League - 01 - G10 GU10  Demo Test
@ D 5005-013G12-0034 Demo League - 01 - G12 3 GU12  Demo Test [ I )]
O O SD05-012B08-0147 Demo Test - BU0S 2 BUDE Demo Test 0 o0

f. Click on the Team you wish to edit
|. Change any of the select option until the team is activate and locked

Demo League - 01 - G10
SD05-01XG10-0073
Team Defails | pocter Admin | Roster Player : Active wi violation * | Team Roster | Travel Roster | Toumnament : Leagues | Website
Use the form to edit this Team. District
State District
Organization
Demo Test - SD05
Club
Demo Test
Season
2014-15 Principal Season

Play Level* Gender* Age Group*

SL Prem - D1 v||airs v|[underio v
Team Name* Team Home City
|Dem0 League - 01 - G10 | | |
Team ID (last 4 numbers are editable)*

SD05-01XG1040073
Alternate Team ID

Jersey Home Colors Jersey Away Colors

Shorts Home Colors Shorts Away Colors

Cankn Uamn Falors Canlka A Calorn

Rostering your players

a. Click Team on the left

Search for and click on the desired team

Click on the roster player tab

Click on the player you wish to assign from available players on the left

Click the Add Player arrow to move the player to the right which assigns the player to the team
Click the Save Players button to finalize

Tip: If younger children are playing up:

|. Change the age group
[l. Change the gender drop down if you roster girls and boys together

=

Registration Guidelines: Page 45




1. Note: all Co-Ed teams must be listed as boys teams

Teams / Find, Edit, Delete a Team

Lookup Team

Demo Test - BU10
SD05-012810-0102

Roster Player

Team Details = Roster Admin
(@) Roster Player to This Team

Available Players
‘ All Organizations

Multi-Roster Player

Demo Test - BU10
SD05-012810-0102

Team Details | Roster Admin | Roster Player

() Roster Player to This Team ) Assign

Available Players

T T———G,_
< [a1 ][ Boys v Upder 10 v|
—

v

E. Multi Rostering Players
a. Leaguesand Teams
Click Team on the left

Click on the roster player tab

i =

Active wi violation =
— Assign Player to Preferred Team (place under Unassigned New Player section)

== Previous Team 3 of 34 Next Team >»

: Team Roster | Travel Roster . Tounament | Leagues = Website

Assigned To This Team
[Rank |

- Tested, Jeni- M

- Tested, Tilly - M

- Tester, Helen

- Testing, Gidget

- Testing, Scott

Min Players: 1 # Players: 5 __jismismomnetn
Player Must Be Bomn Between
&/1/2004 -7431/2010 SaveRloves

Demo Test - BU10
SD05-012810-0102

Team Dedails | Roster Admin

Roster Player

(@) Roster Playep®This =¥y  Assign |
) All -
Available Playfrs| Under 07
‘A\IOr anizatgns Under 02 V‘
El Under 09
All W (| All der 10
Under 05
[Rank [ Play. QRN |

Search for and click on the desired team

Click on the Multi-Roster Player button in lower left corner
A new window will open allowing you to search for the player
Enter the Last, First name of the player you wish to multi-roster (Note: the player must first be

rostered to and accepted on their primary team; otherwise they will not be available to multi-roster)
h. Click on the Multi-Roster to Team button next to the player you wish to roster
i. Click the Save Players button at the bottom right on the Roster Player tab page under the list of

assigned players

Lookup Team

Teams / Find, Edit, Delete a Team
Demo Test - BU10
SD05-012810-0102

Team Details | Roster Admin |
(@) ROster Player to This Team

Roster Player | pctive wi violation =
(— Assign Player to Preferred Team (place under Unassigned New Player section)

| Team Roster |

== Previous Team 2 of 34 Mext Team =>

Website

Travel Roster | Tournament | Leagues |

o= - -
Available Players (=% Multi-Roster Player - Internet Explorer

=

[ Al Organizations | %= https://secure.sportsaffinity.com/reg/team/addmultiplayer.aspx?sessionguid=8B8D52DD-22BB-4 CC

[An ~][Boys || Under 10 ™

[Ronk——[Ployer Home

Search and Multi-Roster Player

Search By™ Search For*

Last, FirstName e

Multi-Roster Player

Close
==

My Flayers 999
#laysrs: 7
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a. An M will appear to the right of the name of any multi-roster player

Teams / Find, Edit, Delete a Team Lookup Team << Previous Tesm 2 of 34 Next Team ==

Demo Test - BU10
SD05-012810-0102

Team Details | Roster Admin | ROStErPlayer | aogive wiviolation * © Team Roster | Travel Roster | Tournament Leagues :| Website
. Roster Player to This Team Assign Player to Preferred Team (place under Unassigned New Player section)
) -

Available Players Assigned To This Team
| All Organizations v| [Rank __[|Player Name
00 - Tested, Jeni - M
[l 7] Boys ][ under 10 v| o Teaed T
Rank —|[PlayerName ——_|Age | 00 - Tester, Helen
00 - Tested, Douglas 00 - Testing, Gidget

00 - Testing, Scott

Add Player

- A
(& Multi-Roster Player - Internet Explorer E@g

| = https://secure.sportsaffinity.com/reg/team/addmultiplayer.aspx?sessionguid=8B8D52DD-22BE-4C05-92E @ |
Search and Multi-Roster Player Close

Search By* Search For* Max Flayers: 999
[Last, FirstName V] [test, | [ seamch | #Players: 8

7 Players found

FirstName

IDNum

P
Teste Tonya 12:00:00 AM 44052-7, D Multi-Roster to Team
Tested Brenna 12:00:00 AM 95714-521M%s hulii-Roster to Tes

b. Toremove a player prior to team activation (after team activation all movement goes through the
release/transfer process)

|. Under the roster player tab

[I. Click on the player’s name under the assigned to this team box on the right
1. Click the Remove arrow

IV. Click on the Save Players button

Available Players Assigned To This Team

| Al Organizations v [Rank _||PlayerName ___|
1 T

[l v Boys w|[Under 10 V| T

A oo

00 - Tested, Tilly - M
00 - Tester, Helen
00 - Testing, Gidget
00 - Testing, Scott

Min Players: 1 #Players: 7 Max Players: 999

oy Player Must Be Bom Between "
Multi-Roster Player 212004 713142010 Save Flayers
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F. Rostering Admins
a. Leagues and Teams

Click Team on the left

Search for and click on the desired team

Click on the roster admin tab

Search by Coach / Admin Name or ID #.

Click the show all button and all admins will display for rostering.

Administrators available to be assigned will appear in the box on the left (an administrator

application must have been previously created)

h. Administrators already assigned to the team will appear in the box on the right

i. After searching for the desired Coach / Admin click on their name under available administrators on
the left

j. Click on the arrow that corresponds with the role you wish to assign them ( Head Coach, Asst.
Coach, Team Manager, Team Assistant, or Director of Coaching.)

k. Click the Save Administrators button

@00 T

Teams / Find, Edit, Delete a Team Lookup Team == Pravious Team 3 of 34 Next Team >

Demo Test - BU10
SD05-0126810-0102

Team Details | ROSErAIMIN | g, por player ;| Active wiviolation * | Team Roster | Travel Roster | Tournament ;| Leagues | Website
(m) Roster Admin to This Team ¢~ Assign Admin to Preferred Team (place under Unassigned New Member section)

Search By Search Text

[ Last, First Nam: V| | [ search |

Assigned Filter By Select T

All Al v Show All

Available Administrators Assigned To This Team

[Exp | Administrator Name

- Tested, Nicoli - HC
- Testing1, Marley - AC

Frm ~ *—*~r Name

- Tested, Harold

- Tested, Jodi —
- Tested, Katie

- Tested, Naomi —
- Tester, Caitlin Team Mgr
- Tester, Dawn !
- Tester, Dally Team Asst
- Testing, Kelly —
- Testier, Testt Di# o Ganesi

. .
< Save Adminisirators >

v

|.  Toremove a Coach / Admin prior to team activation
|. Click on the Admin’s name under the assigned to this team box on the right
[I. Click the Remove arrow
[Il. Click on the Save Administrators button

Teams / Find, Edit, Delete a Team Lookup Tesm << Previous Team 2 of 34 Next Tesm =»

Demo Test - BU10
SD0S-D12810-0102
Team Details | ROSter Admin | pocior player | Active w/violation * | Team Roster | Travel Roster | Tournament | Leagues | Website
(@) Roster Admin to This Team  — Assign Admin to Preferred Team (place under Unassigned New Member section)

Search By Search Text
[ Last, First Name V| | | Search |

Assigned Filter By Select T
All | All W Show All

Available Administrators

[Exp | Administrator Nama

- Tested, Donna

- Tested, Harold
- Tested, Jodi

- Tested, Katie
- Tested, Naomi
- Tester, Caitlin
- Tester, Dawn
- Tester, Dolly

- Testing, Kelly
- Testter, Testt

‘Save Administrators
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G. Activation Tab
a. Details of Rule Violation, Players and a list of Players Playing up

Teams / Find, Edit, Delete a Team Lookup Team << Previous Team 42 of 44 Next Team =>

Sharp Shooters
SD05-014G10-0137

Team Details ~ Roster Admin  Roster Player  Activation * ' Team Roster = Travel Roster  Toumament ~Leagues Website
Team Activate Rule Violations
1 Players have not been "Cleared” by checking the accepted box.
3 Qut State Player(s) have not been approved - OH North rule.
A red os is shown next to player name in Team Roster page.

The problems above must be comected before this team is activated.

Players

(&) s6773-259849 Tested, Karen 8/8/2009 4 5/15/2014

(A) 56773-259849 Tested, Karen 5/8/2009 4 5/15/2014 ®
2 players

The following player(s) are playing up

56773-259849 Tested, Karen 08/08/2003 4 5
26185-549777 Tested, Ginger 03/21/2009 5 4
95714-921633 Tested, Brenna 08/08/2008 5 4
52803-680313 Tester, Brady 08/08/2008 5 4
65288-471295 Testing, Brittany 02/09/2003 5 4
24804-003001 Tested, Tilly 08/15/2006 7 2
49259-478606 Tested, Jeni 03/28/2007 7 2

* — seasonal age calculation date is 8/1/2014

l. Once all Violations are corrected you will have a green checkmark indicating the team is ready to
be activated.
Il. There can be NO VIOLATIONS listed before a team can be activated

Sharp Shooters
SD05-014G10-0137

Team Details  Roster Admin ~ Roster Player  Activation ' Team Roster = Travel Roster = Toumnament Leagues Website

This team has passed all team activation rules.

You are not authorized to activate this team.
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H. Team Roster Tab
a. Print Passes
l. Once a team is activated you will have the Print ID Card PDF Button
. Click on the Print ID Card PDF button after you indicate by clicking the box in front of each
person’s name that you are ready to print passes

Sharp Shooters
S005-014G10-0137
Team Details = Roster Admin = Roster Player | Active wio violation'v; - 163M Roster | Travel Roster . Toumament = Leagues | Website
Administrators
Admin ID SEC#  Administrator Lic. Level Risk Status Expires
,5 ] 3 56356386010 Head Coach Tested, Naomi ¥l Approved
+Team Assignment Codes
1 administrators
Players
3

Player ID SEC # Player Dt Reg./Acpt. Roster Date Transfer Date g

é 0 | v 44053-775060 Teste, Tonya 9/1/2004  3/4/2015 6/5/2015 ® 1
P
S0 0 ¥ ¥ osr1s001633 Tested, Brenna 8/8/2008  3/9/2015 6/5/2015 ™ 1
é 0 L3 26185-549777 Tested, Ginger 3/21/2009  5/22/2014 6/5/2015 ® wo
.5 U o P Tested, Jeni 3/28/2007  4/30/2014 6/5/2015 ™ w
.5 0 v s6773-250849 Tested, Karen 8/8/2008  5/15/2014 10/3/2014 ® 10
50 o ﬂ\/ P EDAFAETIL Tested, Tilly 8/15/2006  5/1/2015 5/1/2015 5“;2015@ ® 1
2 0 1 £2303-680313 Tester, Brady 8/8/2008  7/9/2014 6/5/2015 ®™ 10
@ 9 8 03680313 Tester, Brady 8/8/2008  7/9/2014 6/5/2015 ® 10
500 @ ' 65288-471995 Testing, Brittany  2/9/2009  6/1/2015 6/5/2015 g0 @® @ 1
5@ o H v 15187-658572 Testingl, Robert  8/8/2004  3/13/2015 3/13/2015 31320 @ 1
+Team Assignment Codes
10 players
Email Selected SMS Selected Print Assignment Codes Create Travel Roster

Save Application Changes Edit Player Team Info Print Game Card Print Emergency Contact

Print Team Roster

Print Uniform Report

Print ID Card PDF

Player Application Forms

Released Players
Player ID Player DOB Release Status Date
19047-252349 Tested, Douglas 11/5/2004 Approved 02/07/2015
[ll. The print job will be displayed as a pop up window for printing
1. Click open
Do you want to open or save output.pdf (202 KE) from bisportsaffinity.com? Open  Save v Concel | X
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IV. Your PDF will open of your requested passes

=2 http://bi. it i p fTeam int - Windows Internet Explorer pro

=)

= /Team%20Reports, TeamlID_KYS&:

‘@ hitp://bi ReportViewerPDF.

AB785281-6043-4D52-8D3D-566653645C18 Bbatchguic ‘

File Edit Goto Favorites Help

037252015
Youth Soccer Association
Player
Girl Rodgers
08/18/2011 (4)
Grant County Youth Soccer - 01
uos

TEST Grant County Youth Soccer - 0

0105-1134G05-0001

Fall 2014-2015
49082-597050

m

V. You will be asked if the passed printed correctly — It is very important that you look at your passes
first before answering the question as ONLY 1 pass per person is available for printing

Did ID Cards print correctly?

| Yes ‘ | Mo

VI. Very Important: When printing your cards please make sure that your Page Sizing & Handling is
set to ‘Actual Size’. Most default settings are automatically set to ‘Fit.

Print

Printer: ’\\ADCPRINTUl\Canon iR C2380/2550 v” Properties ” Advanced ]

Copies: |1 =

Pages to Print

[ Print in grayscale (black and white)

Comments & Forms

@ Al

’ Document and Markups

Current page

Pages |1
¥ More Options

Page Sizing & Handling (@)

8.5x11 Inches

Document: 8.5 x11.0in

l [5] Booklet l

[ EBSLZ& J l B]D Poster l l @ Multiple
© Fit

@ Actual size

() Shrink oversized pages =

100 % Flt

() Custom Scale:

[7] Choose paper source by PDF page size -
9 Actual size
[ Print on both sides of paper

_ Shrink oversized pages

100 %

() Landscape I”

Orientation:

@ Auto portrait/landscape

Custom Scale:

() Portrait

Pagel of 1

[

Print

] [ cancel |
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b. Adding Jersey Numbers — under the team roster are links to perform tasks, print rosters, print
player / admin registration forms and the ability to Add Jersey Numbers
. Click on the link that says “Edit Player Team Info

Email Selected SMS Selected Print Assignment Codes Create Travel Roster
Save Application Changes Edit Player Team Info Print Game Card Print Emergency Contact
Print Team Roster Print Uniform Report Print ID Card PDF Player Application Forms

[. Add your Jersey Numbers & any other desired information
[I. Click Save changes

Teams / Find, Edit, Delete a Team Lookup Team << Previous Team 42 of 44 Next Team =>

Sharp Shooters
SD05-014G10-0137

Team Details = Roster Admin = Roster Player | Active wio violation . = 163M Roster | Travel Roster = Toumament = Leagues | Websit

Edit Plaier Jersei Numbers

W 44052-775969 Teste, Tonya 9/1/2004
W 95714-921633 Tested, Brenna 8/8/2008
W 26185-549777 Tested, Ginger 3/21/2009

| | | | | W | I:I 49259-478606 Tested, Jeni 3/28/2007
W 56773-259549 Tested, Karen 8/8/2009
A4 24804-003001 Tested, Tilly 8/15/2006
W 52B803-680313 Tester, Brady 8/8/2008

| | | | | W I:I 52803-680313 Tester, Brady 8/8/2008
A4 65288-471295 Testing, Brittany 2/9/2009
W 15182-698572 Testingl, Robert 8/8/2004

10 players

== Back Save Changes

c. Legend- at the bottom of the screen is a legend that identifies all the codes on your screen
|. Each icon on your screen is explained here

~# = Paid

® = Risk Management Failure > = Not Paid
© - Reqguired License Missing 0 = Primary Team
© - Disciplinary Problem = Multi-Roster Primary Team
@ = Needs Photo To Print Card @ = Multi-Roster Alternate Team
= Has Birth Certificate Ef) = J’Vragier(gtd y

. = Web Registration
5 = Locked: Too many Cards Printed I = Added BfRegistrar
= = Record Not Locked From Printing S = Seasonal Migration
w = Birth Certificate Verified U = Uploaded Registration
0S = Need Out Of State Player Approval 0O = Has Order

A = Used Assignment Code
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Section 13: Team Declaration

A. To declare teams — There are two ways to declare teams, individually and multiple teams
a. Multiple teams
. Click the ‘Team’ tab from the left-hand nav menu
. Click the ‘Declare Multiple Teams’ sub-tab
[ll. Select the Tournament or Playing League from the drop-down menu
IV. Select the Registration League from the next drop-down menu

I Leagues & Teams Ilm.

Declare Multiple Teams to a Tournament or League
Referee Pools In order ta show = lasgue or ounamant here. the fournament's configuration must be set to "Allow league registrar to apply many teams together in batch” under

the applications tsb. If the league or tournament has custom guestions, questions can be answered team by team after submitting the applications.

1. Tournament and League | 3 Teams = 3. Submit

Tournament and League T and League*
Please select a toumament lsague to declars | Demo League (training purpose only) V|
multiple teams.
a League*
[ select One — v|

*Required

+ Team Creation Matrix

+ Find | Edit { Delete Start Application

+ Travel Requests

+ Post Travel Changes
+ Core Checking
+ Declare Multi Teams

+ Team Queue

+ Team Cross | eanue

V. After selecting your filter parameters, click the ‘Search’ button
VI. Select the teams you wish to apply, or check the box above in red to select all teams
VII. Click ‘Apply Teams’ button

1. Tournament and League @ 2- Teams | 3 gupmit

Teams

This page is uzed to search and select teams to apply fo the selected league or tournament. Only qualified teams will
appear in the search results.

If & fee is due online you will be asked to pay for all teams with cne order. Don't submit more teams than you are ready to
pay for in one batch

Tournament Registration League
2014 Spring Greater Akron Amateur Soccer Association Demo Test

Select a Club Select Play Levels Select Gender
All Clubs In Selected League || All Play Levels || All Genders wv|
Select Age Group Filter By Status  Select Team Mame/Team ID

w|[No status Fite V| | | Search |

Apply Teams

I T T S T e T e e e

D SD05-012G312-0012 Demo League - Under 12 Girls Demo Test S Mot Applisd
D SDO5-015812-0001 Demo League - 01 - G111 Under 12 Boys Demo Test 3 1 Mot Applied
|:| SD05-012812-0021 Demo team Under 12 Boys Demo Test D [u] Mot Applied

Apply Teams
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VIII. To submit the selected teams, click the ‘Submit Applications’ button

1. Tournament and League 2. Teams

Verify and Submit Teams

TeamCode Team Status Remove
SD05-015B12-0001 Demo League - 01 - G11 Mot Submitted Remove
SD05-012G12-0012 Demo League - Mot Submitted Remove
SD05-012B12-0021 Demo team Mot Submitted Remove

Submit Applications

IX. Verification of submission

1. Tournament and League 2. Teams 3

Teams Just Submitted
“You may click on grder number to pay or pay later from Team's tournament tab.

TeamCode Team Status OrderNum Age TourTab

SD05-015612-0001 Demo League - 01 - G11 Submitted uig Go
SD05-012G12-0012 Demo League - Submitted Go
SD05-012612-0021 Demo team Submitted uig Go

X. Pay your team fees online
1. Click on the Order Number

1. Tournament and League : 2. Teams :

Teams Just Submitted

ou may click on order number to pay or pay later from Team's tournament tab.

TeamCode Status OrderNum TourTab
SD05-012B09-0148 Demo Test - BUOS Submitted 2-1888422 Boys Under 10 Go
SD05-012B09-0149 Demo Test - BUOS Submitted 2-1888422 Boys Under 10 Go
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2. Select your Payment Method

Payment / Order Detail Reload | Close
w
=2 Order #: 2-1858422 Status: Open
(% Order Date: 6/4/2015 6:17:53 PM Status Reason: MNew Order
0
a Name: Demo League z
= Addressi: 6650 W Snowville Rd [} - .
‘& City/State/Zip: Brecksville OH 44141-3242 £  Click Comments Box to view or add more comments.
= Country: United States of America E
Wit (440) 526-9055 O
g Method Type Chkit JCC# Exp. Status Auth. App. To Order
£ Applied Total: 0.00
)
@
o
Product Promo Code Qty Price
8 ~* Demo Test - BUDS Entry Fee - EU10 1 150.00
T
g -~ Demo Test - BUDS Entry Fee - EU10 1 150.00
£
ﬂ 2 item(s) totaling:  300.00
= Order Total: 300.00
Total Due: 300.00
- Payment will be applied to all products checked above.
T Payment Method*
Q | | Choose Cne v
=]
=
=
o
E
)
@
o
o
k=1
=

b. Individual Teams — Tournament Tab in Team Details
. Click on the desired team
. Click on the Tournament Tab on the top
[ll. Select your desired League
IV. Click Register
V. Pay your team fees online
1. Click on the Order Number
2. Select your Payment Method

Teams / Find, Edit, Delete a Team Lookup Team << Previous Team 6 of 44 Mext Team >>

Demo Test - BU10
5D05-012B10-0150

Team Details . Roster Admin = Roster Player = Activatio Team Roster | Travel Roster - Toumament | | eagues © Website

To register for a tournament, select the tournament you wish to apply for and then click the Register button.
Tournaments Open For Registration

Demo League (training purpose only)

| I——

Register
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Section 14: Team Queue/Approval for Activation

A. Assigning Teams to Queue — when rosters are finalized and you’re ready to print passes

a. Click on Team in the left hand side

b. Search for team and select your team

c. Under Team Details Tab:
l. Select your playing league under Primary League Registrar
[Il. Select your playing league Registrar by name

[Il. Click Update to save your changes

Demo Test - BUAD
2D05-012610-03

TeamDetslls | Rpgter Admin | Roster Player | Actvation - Team Roster = Travel Roster | Tounament | Leagues  Webalts

Uge the form 1o 2di this Taam. District
State District
organizstion
Camo Tesl - SDOS
Club
Damo Test
Season
2014-15 Prnclpal S2ason

Play Level* Gandsr Age Group*
|CC-C0rr:c—'.itue V”Bog.rs V||U'1dc-'1[| V|
Team Nams* Team Homs City

|I3c—'no Test-EU1D | | |

Taam I (laet 4 numbere are editanla)*

snuamzﬂm

Alternate Team ID

Jarzgay Home Calors Jarzay Away Colars

Shorts Home Colors Shorts Away Colors

Socks Home Calors Socks Away Colars

Team Sponscr

Taam URL

Primary League Regletrar

[ Morthwest O Youth PL | —
| ¥amberlyPL Sarmento Vl

Secondary Leagus Reglstrar

|EE =ct & Lesgus Vl
[S2lzct 3 Registrar |
# Adminlstratore: 0 # Players: 1

activation Date:

Toam Status
M

comment | Max 1000 Chara]

| Cancal || Delete | Update |

NOTE: You DO NOT need to build new teams for the SPRING season if you created your team as in the main
season. The FALL teams are still valid. Annually registered players DO NOT have to be registered again! If they

are playing on a different team in the same club, they can be TRANSFERRED.
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Section 15: Rosters

A. Print Rosters- Teams need to be activated before rosters are available for printing
a. Search for your team under Find/Edit/ Delete
b. Select your team
c. Only Activated Teams will have the Print Team Roster on the bottom of the Team Roster tab

Teams / Find, Edit, Delete a Team Lookup Team =< Pravious Team 42 of 44 Mext Team ==

Sharp Shooters
SD05-014G10-0137

Team Roster

Team Details | Roster Admin | Roster Player | Active wio viclation
Administrators

Travel Roster | Tounament | Leagues | Website

é 0 !55356-336919 Head Coach Tested, Naomi W1 Approved

*HTeam Assignment Codes
1 administraters

Players

]
= MEDLA

¥ S5 0 v 44052-775569 Teste, Tonyz B/1/2006  3(4/2015 6/5/2015 @
5@ o g v 95714-931633 Tested, Brenna B/B/2008  3(9/2015 6/5/2015 @ 1
5 0 @ 26185-545777 Tested, Ginger 3/21/2008  5/22/2014 6/5/2015 & wo
5 o v 49250-478605 Tested, Jeni 3/2E/2007  4(30/2014 6/5/2015 @ w
5@ o H W sc772-250849 Tested, Karan B/B/2008  5/15/2014 10/3/2014 ® 10
5 . W 34804-003001 Tested, Tilly 8/15/2006  5/1/2015 5/1/2015 sionis @ @ 1
S o % sieos-es0aiz Tester, Brady 8/8/2008  7/9/2014 6/5/2015 ® 10
S o % sisoscsoais Tester, Brady B/8/2008  7/9/2014 §/5/2015 ® 10
S50 @ v G5288-471255 Testing, Brittsny ~ 2/9/2009  £/1/2015 6/5/2015 gzs @ @ 1
5@ o v 16182-698572 Testingl, Robert  8/8/2004  3/13/2015 2/13/2015 yizo0is@ @ 1
*HTeam Assignment Codes
10 players
Email Selected SMS Selected Print Assignment Codes Create Travel Roster
Save Application Changes Edit Player Team Info Deactivate Team Print Game Card

Print Emergency Contact ? Print Team Roster S Print Uniform Report Print ID Card PDF
Player Application Forms | —————
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B. Emergency Contact Roster
a. Search for your team under Find/Edit/ Delete
b. Select your team
c. Only Activated Teams will have the Print Emergency Contact on the bottom of the Team Roster tab

5harp Shooters
SD05-014G10-0137
Team Details | Roster Admin ;| Roster Player i Active win violation ¥ Team Roster | y...| Roster | Tournament Leagues : Website
Administrators
5 0 !55355-386919 Head Coach Tested, Naomi ¥l Approved
[#/Team Assignment Codes
1 administrators
Players
g
a
o)
H
5@ o v 44050775968 Teste, Tonya 9/1/2004  3/4/2015 6/5/2015 ® 1
" 4
S0 0 %\ ssrasnen Tested, Brenna  §/8/2008  3/9/2015 6/5/2015 @ 1
5. 0 @ 26185-549777 Tested, Ginger 3/21/2008  5/22/2014 &/5/2013 ® wo
5@ o il e Tested, Jeni 3/28/2007  4/30/2014 6/5/2013 ® w
5 0 ' 5e773-759843 Tested, Karen 8/8/2009  5/15/2014 10/3/2014 ® 10
S0 My 5 4804-003001 Tested, Tilly 8/15/2006  5/1/2015 5/1/2013 siya0is@® @ 1
5 0 m 52803-680313 Tester, Brady 8/8/2008  7/9/2014 &/5/2013 ® 10
S o B e Tester, Brady 8/8/2008  7/9/2014 6/5/2015 ® 10
5@ @ v esp88-471295 Testing, Brittany ~ 2/9/2009  6/1/2015 6/5/2015 g3 @ @ 1
5@ o ' 16190-698573 Testingl, Robert  8/8/2004  3/13/2015 015 gy @ @ 1
[#Team Assignment Codes
10 players
Email Selected SMS Selected Frint Assignment Codes Create Travel Roster
Save lication Changes Edit Player Team Info Deactivate Team Print Game Card
Print Emergency Contact Print Team Roster Print Uniform Report Print 1D Card FDF
Player Application Forms

Registration Guidelines: Page 58




C. Travel/Event Roster - A “Travel roster” is a set of players and coaches for a specific event
D. This roster can include players and coaches to be included from many teams within the same club to
create a TRAVEL ROSTER
a. Select ateam
b. Select the “Travel Roster” tab on the top or button on the bottom
c. Click “Create New Request”
d. Fill out the required fields (Orange arrows should be filled out correctly). Some information is
required but does not need to be correct. (See below)

Demo Test - BU10
SD05-012810-0102

Team Details

Travel Roster

Tournament

Roster Admin

Roster Flayer | Active wf violation Team Roster
Travel Requests

Travel Request Requestinfo ' Rocter | Comments | Review & Submit

Leagues

Flease enter the information regarding the tournament your  Tournament Name*®
team wishes to travel to:

|F'Ia3ring League or Tournament Name |

Soccer Federation (sanctioning body like "US5Y 5")*

lusYs |
Event Start Date® Event End Date*

| @ | =
Country*®

| United States of America Vl
City*® State* Postal Code*
(A | | onie wv||01234 |
Director First Name* Director Last Name*

[NA | [MA |
Director Phone® Director Email®

(1234567890 | Ina@na._com]| x|

* - Indicates a required field

I Save & Continue |

e. Click “Save & Continue”
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f. All players/coaches will appear
g. Delete players off your roster or add players from your club

I Demo Test - BU10

SD05-012B10-01102

! Team Details = Roster Admin | Roster Player | Active w violation Team Roster  Travel Roster © 1oumament Leagues | Website
Travel Requests
Playing League or Tournament Name Requestinfo | ROSIEr | Comments | Review & Submit

Flease enter the details about your team roster below:

Administrators
[ AdminlD ~ SEC# Administrator  Name  Lic.Level  Status = Risk Status  Expires |

5 60265-239285 Head Coach Tested, Marci Registerad Mone

Players

5 183304-074188 Tested, Janice | Registered 2/2/2006 Demo Tes:

5 s6773-259848 Tested, Karen | [ | | Registered &/8/2009 Deme Test <

(%) 70712-656365 Tester, Helen | || || | Registered 2/2/2006 Dema Test >

5 34243-136457 Testing, Gidget | || || v | Regittared s/28/2007 Demo Tedt ><

5 £0755-823047 Testing, Scott | | | | | V| Registzrad “S/8/2005 Dema Tes: >4

5 15182-638572 Testingl, Robert | || | | V| Registered 8/8/:004 OHN Demo Test =

| Mew Player Outside Org | | Add Playerf&dmin Inside Org J

I | Print Page | [ Save & Continue |

h. Once completed, click “Save & Continue”

i. Comments Tab - add any comments
j.  Click Save & Continue

k. Review & Submit - click Submit Application button

Demo Test - BU10
SD05-012810-0102

Team Details | Roster Admin | Roster Player | Active wi violation Team Roster  1ravel Roster | Toumament  Leagues | Website

Travel Requests.

Playing League or Tournament Name e e——

Flease review your travel request spplication before submitting: You must click "Submit Application” to finalize your application

[ Submit Application j| Print Page |

Demo Test - BU10

Team Name Team ID Age Play Level Season
Demo Test - BU1D SD05-012B10-0102 Under 10 CC - Competitive 2014-15 Season
Team Travel Roster edit
Appl # Tournament Name Private Status Posted Status Created
06854901 Playing League or Tournament Name M Mew 9/17/2014 08:28
Director Name Location Start Date End Date Submit Date

N&, OH 01234 9/18/2014 10/31/2014 n/s

Registration Guidelines: Page 60




[.  Once Submitted, Click on the review tab on top
5
|
|

m. Click on Print Photo Roster for your Travel Roster (best way to print is PDF)

Demo Test - BU10
SD0S-012810-0102

Team Details = Roster Admin | Roster Player | Active wi violation Team Roster  Travel R
Travel Requests | Requestinfo : Roster | Co

ter | Tounament Leagues | Website

Travel Request Accepted

Thank yau for submitting your Travel Request spplication.

n. Select that option from the top dropdown.

Team Roster | 1ravelRoster | 1o moment | Leagues | Website

Travel Requests Request Info Roster Comments Amendments
adidas Status: Accepted, Date: 10/19/2014

Travel Request Submitted

Roster Player | Active wio violation '

Team Defails | Roster Admin

Thank you for submitting your Travel Request application

Print Photo Roster || Print Page

Section 16: Payment Management

A. New product to order- To add new products to the order you will bring up the players/admins order
a. Use player lookup, payment management or limited family lookup.

B. Using Payment Management:
a. Step # 1 Search for Player in Payment Management

Application Payment Management Page Size:[25 | | Resst

Application Status
'~ | |All Applications

Media Type

L [ Al

Select Play Type
\~| Al Play Types

Select Organization
[All Organizations

Select Club Select Gender Accepted Paid Pay PlanPayment Type
[ Al Clubs \v| |All Genders vl A [ A D] Al T | A [v]
Select Age Group Payment Receive Date Range
I ™ | | j To | | j
Search By Search For:
[Last name, FirstName  [v]| || Search |
a -
E ;i PP = order with payment plan.
o @ b= {1-25)of 26 Mext Page ==
g =3
| E g g Player Name W Order No Player ID Fees Paid Due Pay Awvail
I:l |:| Test 90, Chris 2-1541343 768503-16725%1 £150.00 £0.00 %150.00 T
I:l |:| I:l Test2, Little 2-1001882 S52565-307445 £95.00 £0.00 s595.00 <
I:l |:| l:l Test2, Ir 2-1002138 F1735-163920 £95.00 =0.,00 =5%5.00 A

b. Step #2 Click on players Order No. (Order numbers are typically in blue and a hyperlink)
c. Step #3 A Payment/ Order Detail will pop up (please make sure your pop blockers are not on
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d.

e.

Step #4 Click on Add More Products to Order

Payment / Order Detail Reload | Close ]
Order#: 21719189 Status: Open
Order Date: 41172015 £:44:04 AM Status Reason: New Order
Name: Testhcet Testheet 20
Addressi: Testacct @ .
City/StatelZip: TestAcctss OH 44012 £ | Click Comments Box to view or add more comments.
Country: United States of America £
HE: (440) 32040433 [+]
Method Type Chk#/CC# Exp. Status Auth. Conv. Fee App. To Order
+ Cash Single ! Open 500.00 0.00 0.00 capture update cancel
Appilied Total: 0.00 0.00

ltems Ordered | Paymenls " Ship To " Stalus

estAcct TestAcct™Rggistration Fee, Under 10 ,Competitive 1 500.00
Add More Products to Order |
‘\h-—_-/ 1 itemis) totaling:  500.00
Order Total:  500.00
Total Due:  500.00
Payment will be applied to all products checked above
Payment Method®
[Chc-ase One: v]

| Add Payment To Order "

dmin Payment Tool:
Adjust payments

Step #5. Add More Product to Order
|. Add Selected Products To the Order -Additional items can be added that are set up in your club
level under fees
Il. Create and Add Item to Order
1. Create your own line item - Once the Item has been selected or created make sure to
check the box next to the player name in which the item will pertain
2. Click on Create and Add item to the Order

=2 Add Product - Windows Internet Explorer provided by Affinity Development Group E\@
| F’=;- https://securesportsaffinity.com/orders/orderaddnewitemn.aspxTsessionguid=B4841500-20BE-44D5-9FD2- ﬂ|

Option 1: select pre-config fees/products and add to the order: A
Dtesty Jr Test2 - Regisiration Late Fee, Under 12 ,CC - Competifive - 320.00
| Add Selected Products to the Order

| Close & Refresh Order/Payment Page |

Option 2: Create your own order ltem with price and add to the order:

ltem Description: |New lism Added J

El

ltem Price: §30.00 |

Add item to selected »
testy Jr Test2

| Greate and Add ltem to the Order

‘ Close & Refresh Order/Payment Page ‘

* —- required
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[ll. Refresh your Order and you will see your new line item, you can now have the parent go back
online and pay via My Account page or you can enter a payment method for them

Payment / Order Detail Reload I Close
ur
k= Order # 2-1002145 Status: Open
‘% Order Date: 4102014 10:42:02 AM Status Reason: Mew Crder
o Name: Jos Test2 -"é
= Address1: 123 test strest @ " -
‘o |city/State/zip: test OH 44444 £ | Click Comments Box to view or add mors comments.
5 Country: United States of America g
Hez (440) 555-1212 5]
-:':3 Method Type Chk#/CC# Exp. Status Auth. Conv. Fee App. To Order
g Cash Single ! Open 95.00 0.00 0.00 capture update cancel
o Applied Total: 0.00 0.00
o
Product Promo Code Qty Price
- ] testy Ir Test2, New Item Added 1 30.00
@
% [+ testy Ir Test2, Registration Fee, Under 12 ,CC - Competitive 1 95.00
O | | Add More Products to Order |
o
£
g 2 item(s) totaling: 125.00
Order Total:  125.00
Total Due:  125.00
% | Payment will be applied to all products checked above.
T | Payment Method*
O | [Choose One v
s

Section 17: Reports

A. Reports Navigation - Click on Reports in the left navigation menu

- Reports

+ Registrations

League Report
Team Report
Financial Report
Counts Report
Player Report
Administrator Report
Misc. Reporis

+ Events

+ Financial Reports

+ Misc. Reports

a. The following Report categories are available:
|. Registrations: (Reports in this section are in an older format that does not export as easily into
excel. If the format of these reports is not what you need it is recommended that you access
the reports under the main left hand navigation
1. League Report — Duplicate Players
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2. Team Report: Team, team rosters, team assignment codes, Release & Transfer, Try-Out,
Head Coach, Security Roles, Tournament Applications
3. Financial Report — Payments: Summary, Team, Player; League: Detail, Summary,
Cancelled CC Payments; Club Payment Plan; Accounting Reposts
4. Counts Report: Player and Admin Counts; Risk Status,
5. Player Report*: Takes user to Player Look up screen
a. The most utilized report in this section is the player detail with all fields report.
i. Under player look up use the search filters to define your search criteria (select an
organization and club for this report option to display)
ii. Click search
iii. Select the player detail with all fields report from the report drop down at the
upper right
iv. Click on the printer icon to view/export/print the report

Player Lookup Page Size{500__ v] Report{ T )
Address to Excel Format
Field Justification
Labels - With Team Mame - Avery 5160
Select Organization Select Play Type Labels - 1‘pa, fjﬂehcﬂe_ M':megn
- E Flayer - Detail
| Demo Test - SD05 ™| |ANlPlay Types e s (FDF) _ v
Select Club Select Gender Flayer Detail With All Fiekis Media Type
All Flaysr licstions Detail
| Demo Test [v| |All Genders Ml Player App sD=l w IAII [
Select Age Group Application Date:
| ~  From | |an | |j
Disciplinary Filter By Disciplinary Status Season Search By Search For
[No Fiiter I~ ~ [selected Season [~ [Last, FirstName [v] | || search |
(1-33)of 23
B Player Name ¥ Address Team ID Player ID Birthdate Appl Date
O Duck, Fluffy 1234 92288-318243 1/15/2004 4/17/2015 5:25:00 AM  Competitive
] Fake, Fake 1454 Muirfield Dr SDOS0148100138 448%34-873956 5/5/2005  2/23/2015 2:58:00 PM  Recraational

v. The report will display

vi. Select a format to export to (excel is the default recommendation)
vii. Click Export

(IR O UL & O S cclectaformat ____ E=5c |
XML file with report data
Player Details with All Figcs/ (comma deimit=d)
MHTML (web archive:
Season League Club Exrel ( ) Code Team S_ponsur Home Team Away Team First Name Last Name
TIFF fila Fee Paid($) Color Color
Word
| Export Formats i
2014-15 Principal |Demo Test Demo Test Simaon Tested
Season
2014-15 Principal | Demo Test Demo Test Testt Testht
Season
2014-15 Principal | Demo Test Demo Test Demo Test - BU10 | 5005-012810-0102 Douglas Tested
Season
2014-15 Principal | Demo Test Dema Test Tessa Tasted
Season
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viii. Open or Save the file

Size: 20.8 KB
From: bisportsaffinity.com

< Open

<+ Save

=+ Save as

The file won't be saved automatically.

What do you want to do with PlayerDetailAllFields.xlsx?

Cancel

ix. Edit as desired in excel

Page Layout Formulas Data Review View
: R _| - T > AutoS:
wial - 14 - == =2 =1 Wrap Text General - *:' i‘i [ el
A a > Sriwrap = > =8 5] Finl -
B|s U-|@- A == S Merge & Center]=|| $ v % » | %8 %8 Conditional Format  Cell Insert Delete Format 1
— Formatting = as Table ~ Styles ~ - - - <2 Clear
Font nment Mumber Styles Cells
Jx | Player Details with All Fields
s | EH PlayerDetailAllFields[1]
A [ B [ c [ D E 3 G H 1 J
, |Player Details with All Fields
= Season League Club Team Team Code Team Sponsor |Home Team Awsay Team First Name Last Name
Fee Paid($) Color Color
2
201415 Principal | Demo Test Demo Test Simon Tested
2 | Season
201415 Principal | Demo Test Demo Test Testt Testtt
4 Season
201415 Frincipal | Demo Test Demo Test Demo Test - BUI | SD05-012610-0102 Douglaz Tested
Teason
5
20415 Principal | Dema Test Demo Test Tesza Tested
L | B |Season
— 201415 Principal | Dema Test Demo Test Demeo Test- BUID | SD05-014E10-0138 Fake Fake
7 Seszon
201415 Principal | Dema Test Demo Test Fake Kiledjian
2 Sesson
201415 Frincipal | Dema Test Diemo Tezt Diemeo Test- GUID | SDI05-012G10-0091 Erenna Tested
S Sesson
201415 Frincipal | Dlema Test Diemo Test Diemo League - 01 - | SOI05-0TRGI0-007S Tilly Tested
10 season Gio
201415 Frincipal | Dlema Test Diemo Test Diemo Test - BN | SOI05-013E10-0137 Fiobert Testingl
11 Season
201415 Frincipal | Dlema Test Diemo Test Eob Tester
MO PlayerDetailAllFields .- #J [1] 4 ]

6. Administrator Report*: Takes user to Admin Look up screen

organization and club for this report option to display)

ii. Click search

The most utilized report in this section is the team admin detail with all fields report
i. Under admin look up use the search filters to define your search criteria (select an

iii. Select the team admin detail with all fields report from the report drop down at

the upper right
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iv. Click on the printer icon to view/export/print the report

—Chooss Repont—

Administrator Lookup

Select Organization Select Play Type

Page Size: Report:

Team Admin - Detail
Labels - Avery 5160

Application Forms (PDF)

2

Select Admin Type

Status Filter By

| Demo Test - SDOS |All Play Types

V]

| All Team Admins

[w] |No Application Status ||

Select Club Select AgeGroup Select Certification Risk Filter By

| Demo Test [v] ~ Al Certifications [v]  |NoRisk Filter [v]
Disciplinary Filter By Application Date: Season

| No Disciplinary [v] A |Selected Season v

Disciplinary Status Search By Search For:

To
[ |H

|Last, First Name:

Home Phone

B  Admin Name W League # Teams Admin ID

D Affinity, KimberlyAS Damo Test 12444-005771

D Duck, Donald Demo Test 19167-185519

0 Kiledjizn, Kimberly Damo Test T4445-818164

| Tested, David Demo Test 56314-347641
Tested, Donna Demo Test 43455-092414

] Tested, Harold Demo Test 597368-876318

v. The report will display

[~

|[ search

(387) 654-8377
(122) 456-7893
(987) 654-3211
(888) 283-8588
{951) 951-9511

(1-17) of 17

vi. Select a format to export to (excel is the default recommendation)
vii. Click Export
4 4 [1 ofl b Pl [Selectaformat  f=ihed [

Admin Details with All Fi

XML file with report data
SV (comma delimited)

PDF
MHTML (web archive:
Season League Excel ( ) Team Team Code Role Play Level Ay
TIFF file Gi
Word
2014-15 Principal | Demeo Test Demo Test
Season
2014-15 Principal |Demo Test Demo Test CC - Competitive
Season
2014-15 Principal | Demo Test Demo Test CC - Competitive
Season
2014-15 Principal | Demo Test Demo Test Competitive
Season
2014-15 Principal | Demeo Test Demo Test Competitive
Season
2014-15 Principal |Demo Test Demo Test Resreational
Season
2014-15 Principal |Demo Test Demo Test ACDC
Season HCRETA
TM TP

viii. Open or Save the file

What do you want to do with
AdminDetailAllFields.xlsx?

Size: 12.5 KB
Frorm: bi.sportsaffinity.com

< Open

The file won't be saved automatically.
< Save

2 Save as

Cancel
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Microsott kxcel
Page Layout Formulas Data Review View
= .. .| ) ) Tem T P E AuteSum v A
B = Wrap Text General - 1"::‘ ﬁj—' |7 e "]
SRR s @ Fi- 7
= := | Merge & Center | % ~ % » | %8 ;% Conditional Format  Cell Insert Delete Format 4
Edwers N % *% Eoimatting - as Table - Styles =~ - 2 Cear-
Fant Alignment MHumber Styles Cells Editing
fe | Admin Details with All Fields
| ) AdminDetailAllFields[1]
A [ B [ c D E [ F G
, |Admin Details with All Fields
Season League Club Team Team Code Role Play Level
2
2014-15 Principal |Demo Test Demo Test
3 season
2014-15 Principal |Demo Test Demo Test CC - Competitive
4 Season
2014-15 Principal |Demo Test Demo Test CC - Competitive
5 Season
2014-15 Principal |Demo Test Demo Test Competitive
6 | Season
2014-15 Principal |Demo Test Demo Test Competitive
7 | Season
2014-15 Principal |Demo Test Demo Test Recreational
2 [cnnnan

7. Misc. Reports: Back Ground Checks Transactions, Summary, Concussion RX Detail Report

[I. Events

[l. Financial Reports (Recommended): Remittance Reports, credit card and non-credit card

payment detail reports, transaction detail reports, billing and counts reports Events

IV. Misc. Reports (Recommended): Summary and detail reports of player counts, ELA records, photo

and birth certificate info
Accessing Reports

a. Select the desired report category and sub category

b. Select the desired search criteria

c. Click generate report

d. The report will open in a new window and can then be printed or exported

e. Shown below is the toolbar that appears at the top of the reports in the “Financial Reports” and

“Misc. Reports” section

é_ bl o L - Select a format
@ http://bisportsaffinity.com/reportviewer/Report Viewer.aspx XML file with report data
CSV (comma delimited) =
i d ot b bl [100% v] | Find | Net | POF T I |
MHTML (web archive)
Registration Payment [ I oot Formts |
TIFF file
For All Transaction Viord
Beginning 1/1/2014 Thru 03/13/2014
League PlayerID  FirstName LastName  Season Order# Transactionld = PayType  Last4 = Amount = ConvFee Total
Payment
] Affinity Sports Demo $680.00( so.oo| smoo|
AfﬁnitySportsDem(lub $680.00) so.oo| sm.oo|

Note : This report includes all payment transactions for the type of transactions specified in the header of the repart.

User Name :ADC\tschlegel Report Run Time : 3/13/2014 10:12:22 AM Page1of 1
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f.  Shown below is the tool bar that appears at the top of the reports in the “Registrations” section

R B LR |1 /10 |Main Report | I # |100% >|

i. The mainicons are:

1. Export

2. Print =
3. Tree E
4. Search

C. Printing/Exporting Reports
a. Click on the Export Icon
b. Choose your report style
c. Print

Section 18: Email Broadcasting

A. Team Email

a. Click on Teams on the left navigation

b. Click “Search

c. Click on the envelop or each individual team or select the envelope to email all

d. Click on “email selected”

e. Click send

Team Lookup Page Size:[co0 v |

Select District Select Play TypefLevel Filter By Status
[ All Districts [v]  |AlPlay Levels |Activated
Select Organization Select Gender Filter By Counts
|AII QOrganizations |» |AII Genders |ND Count Filter
Select Club Select Age Group Select Team Name/Team ID
|AIICIubs |— IAII Age Groups |test | | Search |

Delete Selected Email Selected (1-TyefT
-mmmmmm-

5005-014B10-0137 Dema Test - BU1D BU10  Demo Test
@ |:| 5005-014B10-0138 Demo Test - BU10 4 BUI0 Demo Test o1 )]
@ O SD05-014B10-0142 Demo Test - BU1D 4 BU10  Demo Test 1 2 Nicoli Tested )}
® | 5005-012B10-0102 Demo Test - BU10 2 BUM0 Demo Test 2 8  Micol Tested )]
® O 5005-012614-0116 Demo Test - BU14 2 BU14  Demo Test U] @
® 0 5005-013G09-0121 Demao Test - GUDS 3 GUOS Demo Test D 2 ()]
® O D2ES-012B19-0077 TEST TEAM 2 BU1S  OOS Out of State - 01 U]

| DeleteSelected || Email Selected |
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f.  To email all members on a team:
[. Click on the team you wish to email
[I. Click on the Team Roster tab
[ll. Select all boxes by clicking on the envelope or on each individual member

Sharp Shooters
SD05-014G10-0137

Roster Admin | Roster Player | Active wio violation Team Roster | yr,y 0 Roster | Tournament Leagues ;| Website
Administrators
é 0 !56356-336919 Head Coach Tested, Naomi Y1 Approved
#Taam Assignment Cadas

1 administrators

Players

§
H
5 0 " 44052-775963 Teste, Tanya 9/1/2004 3/4/2015 &/5/2015 @ 1
5 0 fx v 95714-921633 Tested, Brenna 8/8/2008 3/9/2015 6/3/2015 & 1
g 0 @ 26185-549777 Tested, Ginger 3/21/2009  5/22/2014 6/5/2013 @ wo
% o v 49259-478606 Tested, Jeni 3/28/2007  4/30/2014 6/3/2015 ® w
5 0 ' 5e773-253543 Tested, Karen 8/8/2009 5/15/2014 10/3/2014 ® 10
5 o e oo Testad, Tilly 8/15/2006  5/1/2015 5/1/2015 siiz0s@ @ 1
5 0 52803-680313 Tester, Brady 8/8/2008 7/9/2014 6/3/2015 ® 10
g 0 TETTEETIEAT Tester, Brady 8/8/2008 7i9/2014 6/5/2015 @ 10
S5@®@ ¢ &Yy 65288471255 Testing, Brittany  2/9/2009  6/1/2015 &/5/2013 go0s@ @ 1
5 0 E e e Testingl, Robert  /8/2004  3/13/2015 3/13/2015 13205 @ @ 1
[ Team Assignment Codes
10 players
Email Selected SMS3 Selected Print Assignment Codes Create Travel Roster
Save Application Changes Edit Player Team Info Deactivate Team Print Game Card
Print Emergency Contact Print Team Roster Print Uniform Report Frint ID Card PDF
Player Application Forms

IV. Click “email selected”
V. Fill out the email accordingly
VI. Click send

Email Team
To complete your email please proceed by inputing
e From Name
e From Email Address From Name*
* Subject i [Test Email x|
® CC {If Any, emails must be separated by ). Wthe CC o oo
email is nol in Affinily system, then the macros won't roum | AR Addre e
get replaced. ‘ |
o Body ifexd) CC Email
To the left of the smail form is a list of macros. You can [ |
inser these inlo the body of your email . place your Subject
cursorin the body area and then click on the macro you -
want to insert into the email bedy. The system will add Team Emall -
this information to your email Allachment | "Fie naime wif ieers 2nd numzers oy and 1o space™
You may not use any part of the word “truncate” or
“script” in the email body. Please review your message |
and substitute any vwords that contain this word or Body*
sequence of letters for anather word
M R BRoQ B U S
{Firsthame)
{Midcleinital} =2 o5 A~ - [Defauit Font o|[size -
e 2
{Suffiy
{aias}
{Emaify
Addressty
Address2)
ity}
tateCode}
PostalCode}
{HomePhane}
{WorkPhane}
elPhone}
{PlayerFirstiame]
{Playeriddielnitial)
{PlayerLasthiame}
{Season)
&T:g:::;“} BIHTML G Preview Words:0 Characters:0
{Teambame} << Back
{AgeGroup] Please wait 2-5 seconds until words counting is complete
then cick send.
“Required

Registration Guidelines: Page 69




B. Player Email
a. One can group by gender, age, application status, etc.
b. Sort filters allow for target audiences

C.
Player Lookup Page Sizes00  v| RepOrt] Choose Repari via
Select Organization Select Play Type Application Status
[ Demo Test - SD05 [ All Play Types | All Application Status
Select Club Select Gender Accepted  Paid Order  Media Type
[Demo Test [ All Genders [an v [An [ Al [ || An
Select Age Group Application Date:
| Select Age Group v From | [Tl e |
Dizciplinary Filter By Dizciplinary Status Season Search By Search For
Mo Filter | A W |Selected Season | v | |Last, First Name | |E
(1-35)
B Player Name ¥ Address Team ID Player ID Birthdate Appl Date PlaylLevel
[ Duck, Fluffy 1234 92288-318243 1/15/2004 4/17/2015 9:25:00 AM  Competitive
| Fake, Fake 1454 Muirfield Dr SDOS014B100138 448%4-873956 5/5/2005  2/23/2015 2:58:00 PM  Recreational
] Kiledjizn, Fake none 44524-946988 1/2/2006  3/6/2015 9:39:00 AM Recreational
] Larry, Caitlin none 70879-60940% 2/12/2006 5/16/2014 12:48:00 PM
|—| Test, Ginger 1234 87271-668241 2/2/2002  &/1/2015 8:25:00 AM Competitive
[ emaiseceivares 13935
C. Admin Email

a. Search for Admins
b. One can group by gender, age, application status, etc. Sort filters allow for target audiences
c. Click on the envelope to batch email or uncheck those you do not wish notification to be sent

Player Lookup Page Size510__ v| Report] _Cnoase Repor- =)
Select Organization Select Play Type Application Status
| All Organizations v| [AnPiay Types v| [Pending All Appiications v|
Select Club Select Gender Accepted  Paid Order Media Type
| All Clubs v| [AnlGenders v (A van v]ar v]a v|
Select Age Group Application Date:
| All Age Groups V| From | |an | |j
Disciplinary Filter By Disciplinary Status Season Search By Search For
| Mo Filter V| | All V| | Selected Season || Last, First Name | [test, ¢ x || Search |
a -
E 3 v=pad @-: Accepted By Another Lesgue -
o B 3 ><=NotPsid (1-1joi1 8
&4 E 3 g Player Name ¥ League/Club City Player ID Birthdate Appl Date PlaylLevel 2
0@ Test 50, Chris test222 76903-167291 2/7/2003 11/18/2014 9:34:00 PM  Recreational

| save application changes I email selected players _ {1-1)of1

Registration Guidelines: Page 70




D. Email Content Editor
a. Content Editor will display an email template to customize

|. From Name
[I. Email Address

[ll. Body of the message

IV. Send an attachment

V. Use MACROS to personalize the body of the email

VI. Simply place your curser into the body of the email

VII. Click on the MACRO you would like to use.

Email Players

To complete your email please proceed by inputing

e From Name

® From Email Address From Name*

® Subject |Dem° |
e CC (If Any, emails must be separated by ; ). If

the CC email is not in Affinity system, then the From Email Address™
macros won't get replaced. |demo@yahoo‘com |

¢ Body (text) CC Email

To the left of the email form is a list of macros. You | |
can insert these into the body of your email . place Subject’

your cursor in the body area and then click on the
macro you want to insert into the email body. The Player Message |
system will add this information to your email. Attachment | File name with letters and numbers only and no space™
You may not use any part of the word "truncate" or
"script” in the email body. Please review your |
message and substitute any words that contain Body™

this word or sequence of letters for another word.
G A 4B @Y WFHO W BIU
{FirstName}

MiddlaInitial} =2 A b7, ‘ Default Font 'H Size v‘
{LastName} e

1Suffix} {FirstName}{LastName}
{Alias}
{Email} . . .
{Address1} Season will begin soon for {PlayerFirstName}.
{Address2}

{City}

{StateCode}
{PostalCode}
{HomePhone}
{WorkPhone}
{CellPhone}
{PlayerFirstName}

Section 19: Unique ID & Out of State Permission

A. Unique Player ID - Every player within Ohio North has an individual Player ID that is original to just them
a. APlayer’s ID is created by the Affinity program and is completely unique to every player

B. Out-of-State Permission: Players MUST have permission from their home state, the state that they
reside in, along with the accepting state, in order to play soccer in another State Association, Out-of-
State Permission forms can be found at www.ohionorthsoccer.org. NOTE: Please remember that Ohio

South is another “state” in US Youth Soccer.
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Section 26: Contact Information

A. GAASA Contact Information - If you have any questions, league related, please contact GAASA:

Mailing address: GAASA
PO Box 13736
Akron, OH, 44334

Website: www.GAASA.org
Name Title Phone Email
. Executive 330.256.2900 | ExecutiveDirector@GAASA.onmicrosoft.com
Tom Pickett .
Director
Lu Ann Blazeff Registrar 330.773.4621 | Luann.blazeff@gmail.com

B. Affinity Sports Contact Information:

Hours: Monday — Friday
10:00am — 10:00pm EST

Saturday & Sunday
10:00am — 6:30pm EST

Toll Free 1.855.980.2886
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Section 27: Q & A

Q1: How do | turn on my seasons at the beginning of each year?
A. Go to Org level and select your organization

Jessica Chambers
Ohii rth Youth 5. r

2014-15 Season

Leagues & Teams Administration

MMessage Center | SignOut

Tournament & Gaming My Acc

Organizations / Find, Edit, Delete a Organization

~ Organizations Select or search for a Organization to
modify its information, or remove it

from the system.

Select a Organization

| \ Create

Select District

[ state District
If the newly created Or -

‘ + Find / Edit | Delete

is not in dropdown list yet, please
Refresh (F5) this page to rebuild
the list to refresh the cached page.

a. Goto the Registration Tab and find the season you are turning on
- _

Jessica Chambers

Leagues & Teams

Administration

Select Organization

I Message Cente

Tournament & Gaming

Districts Organizations / Find, Edit, Delete a Organization
Organizations

Season | Custom Fields

Billing | Travel
Place a check box in @ach seasen this erganization allows applications.

Players [ Admins season o have its payments managed by the system.

ID Cards Click the "Update" button to save your changes.

Events = Background Checking

Demo Test

Messaging

Requests

Select Yes or N for each selected season. Select Yes if that season requires & payment for that seasan. This configures that

Event Manager

Show Try Out activation Link: () Yes ® No

Reports Season Name - Season ID (Application FirstDay - Application LasiDay)
[+ 2014 Summer - 546 (0H01/2014 - 07/31/2014)

Email Blast

[+ 2014-15 Season - 505 (D201/2014 - 0&/31/2M5)
Social Network

Spring 2014 - 503 (01022014 - 05/31/2014)

Sign Out 2013-2014 Season - 497 (02012012 - 07/342014)

b. Click on the “+” next to the season you want to turn on

Jessica Chambers

2014-15 Season

Leagues & Teams Administration

Message Cente

Tournament & Gaming

Districts Organizations / Find, Edit, Delete a Organization

Organizations
Drganizafion Config

Registration  gop ity | Teams = Events | Background Checking

Season | Custom Fields | Level Of Play | Fees | Discounts | Fields

Place a check box in each season this allows

- Select Yes or Mo for esch selecied sesson. Select Yes if that sesson requires a payment for that
Players [ Admins season to have its paymenis managed by the system.

1D Cards Click the "Update” button to save your changes.

Demo Test

Messaging

Biling = Trawel Requests.

season. This configures that

Event Manager

| Show Try Out activation Link: D Yes @ No

Season Name - Season ID (Application FirstDay - Application LasiDay)
13014 Summer - 546 (050172014 - 07/31/2014)

| (51 7014-15 Season - 505 (02012014 - CEI212015)
Social Network Spring 2014 - 503 (D1DS/2014 - D&/31/2014)
Sign Out

2013-2014 Season - 497 (02012012 - 07/21/2014)

<
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c. Click on the levels of play and age groups you need to turn on. On all levels of play you are activating you
need to click coach/admin and player

d. NOTE: Age groups are the age groups of the players on your teams not your actual age groups of the
teams (i.e. You only have a U12 team but U11 and U10 players will be playing on them. You need to click
on U11 and U10 as well). Then hit “Update” at the bottom of the page

Season Mame - Season ™ [(Application FirstDay - Application LestDay)

|:| ALL (glick to check all play types and a, ' os)

D Competitive (click to check all age groc.-,
Cuos uor (ueoe Tuos Muio Mot Muiz oz Huis Tuis Cois Hoeir Duis Huoie

Show On Public Registration? ':_) Yes @ No
Requires Payment? '@ Yes O No
Automatically Accept Registration? ':_) Yes @ No

Charge 7 it Card immediately without Accepting Registration 2 * ':_) Yes @ No
Activate Public Reg. On: “ctivate Public Reg. On: Charge Reg. Late Fee From:

= _4b I
Show Application Types Coach / Admin Player
My Account BEutton Text

[

pport Contact

o

auTH
SOGCER.

e O

e. You will have to do the exact same thing at the club level. To toggle between the Org and Club level,
click on the down arrow on the top right corner next to the content tab

FRUIR SOCCER ASSUCIATIEN Message Center | SignC
orth

[EETEEER VRN Administration  Tournament & Gaming My Ad

Organizations / Find, Edit, Delete a Organization mo Test

Organization Config
Season | Custom Fields

Registraion gty | Teams = Events = Background Checking = Messaging | CX
Level Of Play | Fees | Discounts | Fields | Billing | Travel Requests

ss0n requires & psyment for that season, This configures that

Players | Admins

ID Cards Click the "Updste” buttan to save your changes.

Event Manager [snowm Out activation Link: ) ves ® No
Reports Season Name - Season ID (Agplicsticn FirstDay - Applicstion LastDay)

# 2014 Summer - 546 (D5D1/2014- 07212014 <
Email Blast

# 201415 Season - KK MO0 - FAMSS

f.  Repeat the previous steps (#2 - #5)

NOTE: When turning on a new season, you have to log out and log back in to have it appear in your dropdown

Q2: What is the best way to do manual registration?
B. There are two ways to efficiently complete registration
a. Create empty teams first. Then you can create applications for each player and assign them right
to the team.
b. Create applications for each player (making sure you check the three boxes: Accepted, age legal,

and legal waivers). Then when you create teams later, you can then just push them over to your
team.
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Q3: 1 can’t find a player that played for our club last year. How can | find them?

C. When searching for a player you will need to select “all seasons” and then search for them. The full
name is not required when doing a search (i.e. Searching for John Smith type “smith, j” and click search)

OHIONORTH Bl
FOUTH SOCCER ASSUCIATION J | ERES Oli. MEssagecerlEﬂSignOul@

Tournament & Gaming My Account|

Leagues & Teams Administration

Player Lookup Page Size510  ~ | |[Resat
Select Organization Select Play Type Application Status
IDemo Test - S5D05 . IAII Play Types . |All Application Status -
Select Club Select Gender Accepted  Paid __ Order  Media Type
IDemD Test . IAII Genders . Al - Al .V All -V All .
lect Age Grouj Application Date:
~ Players { Admins ~ From | |J To [ ‘l

+ Player Lookup

+ Admin Lookup

+ Referee Lookup

Disciplinary Filter By Disciplinary Status Season Search B Search For
[Ho Fiter ENE v Selected Season Last. First Name Search
All Seasons.

+ Parent Lookup ‘ ¥ Player Name Address Team ID Player ID Birthdate Appl Date PlayLevel
I

Q4: How can | find a player that played for another club last seasonal year and now is playing with our club?

D. Use Family Lookup. This searches the entire Ohio North Database. You must enter their last name, first
name, DOB (mm/dd/yyyy) to have the system find the player.

ﬂ”lﬂ”ﬂﬂ TH 7 N
TOUTH SOCCER ASSOCIATION | E===rils Meszsge Canter | SignOut /,.'3.".’!

Jessica Chambers
Ohio North Youth

Leagues & Teams Administration Tournament & Gaming My Account

Family Lookup
Look up any family member in the system under the association whether the family member has an application or not. This is only accessible by a
group of predefined users. Search by "Last Name, First Name, DOB" is for exsct match on both Mame and DOB only

Search By Search For: * Page Size:
[Last Name, First Name, DOB(MM/DDAYYYY) ™| [smith, john, 01/01/2000 x|[s00 v search |

v Players / Admins Name  ID Num Address  City Work Phone Home Phone Relation

Q5: | have a grandfathered player that is already registered to a club. How do | get them on my team?
E. Use the Multi Roster Player Button
a. Goto the team you need the player to go on.
b. Go to the Roster Player tab

c. Click “Multi-Roster Player
Soccer _ [EEPOTSER PRRl ministration  Tournament & Gaming My Accou

Districts Teams | Find, Edit, Delete a Team Lookup Team << Previous Tesm 28 of T4 Next Tesm =>
Organizations Demo Test - G09
SDO5-013G11-0000

Clubs il in | Ros! Activation | TeamRoster = Travel Roster | Toumnament | Leagues = Website
. (@ Roster Player to This Team () Assign Player's Preferred Team

¥ Team
T Create Available Players Asslgned ru This Team
AIIOrgamzatlQns v er" lame
v T Creati Matri
eam Creation Matrix mm Under 11 v DU Testler Jess
| Pl S Be [Rank——JPlayerfome —[ho= |

+ Travel Requests

Players [ Admins

1D Cards Min Players: 7 #Playersi1 Max Players: 14
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d. Search for your player - Type the player’s last name, first name and hit search. Once found click
“Multi-Roster to Team”. They are now on the team.

—
| (= Multi-Roster Player - Internet Explorer Elﬂlg

|a https://secure.sportsaffinity.com/reg/team/addmultiplayer.aspx?sessionguid=319F155E-BD63-4E32- ﬂ‘
Search and Multi-Roster Player Close -
Search By* Search For Max Players: 14
Last, FirstName ~| [tested, Janice] x| [ searh | #Players: 1

1 Player found

| LastName FirstName MI DOB IDNum - f

. 2/2/2006 R . I
Tasted Janica 12:00:00 AM 18504-0741L8 Multi-Roster to Team |

Q6: | have a new player | need to add to an activated team. How do | add them to the team?

F. If they have played in a past season for any club, find the player either by Player Lookup or Family
Lookup
A. Create an application for the current season and click all three boxes

Select District”
+ Player Lookup [ stete District v
. Admin Lookup Select i
| [Dema Test - soos v
+ Referee Lookup | ‘Select Ciub®
+ Parent Lookup | |DemD Test V|
+ Family Lookup | ion Season®
[2014-15 Season V]
. Add Player/Admin | 1on PlayLeval
ayLeve
. Payment Management | [ competitive V]
+ Order Move
Payment Received Accepted AgelLegal

1D Cards Roster player to team

{requires Accepted and AgeiLegsl boxes be checked)

Event Manager

Mo team available

e o I Jfeore ]

Email Blast

Cancel | GCreate Application

B. Once application is created click on the edit button next to their application. This will bring you back
into their application where all activated teams will appear

Organizations Test Testit B 44250-087454
itivi

State District Demo Test Demo Test  Play level: C Fest Testtt 44250-087454

tate District Demo Test Demo Test  Play level: Competitive  Age group: Under 08

Parents | Disciplinary | Events

Preferences | APPIicalions | Transfer | Parents | Disciplinary | Events
Click the Edit button under an existing Apy elow to
Adijust the Application Play Level and Assign a preferred team

Players [ Admins Edit Application
PP = order with payment pisn

+ Player Laokup Select District*

5
%
=

+ Family Lookup
\ Add Player/Admin ou can not change the sesson for this
d As Paid

+ Order Move

PlayLevel
[ Competitive ~|

‘ T Orderieve | Preferred Team
— Sclecl a Preferred Team
ID Cards Demo Test - GUOS 5D05-013G08-0121
D
[ — 1
oo Cancel Update Application

[ Create New Season Application |

C. If player is new, register them as a normal new player, check all three boxes

Registration Guidelines: Page 76




Q7: Unassigned Players
D. How can | check to make sure that | have assigned all the players to a team or cancelled all accepted
applications?
NOTE: All Accepted players, regardless of being assigned to a team, will be charged to the corresponding
club.

A. To check on unassigned players go to Player Lookup and hit search. All players without a Team ID in the

column are unassigned.

—

Leagues s e

Player Lookup Page Size [Reset]  Report [CrooseRepen- v
Select O i Select Play Type i Status
[Demo Test - sDOS [v] [anPiay Types [v] [anappiication Status V]
Select Club Select Gender Accepted  Paid Order  Media Type
[Demo Test [v] [anGenders [] Jan Tdfan Tv Jfan T ]fan ~]
Select Age Group lication Date
' From | \3 To \ |J

Disciplinary Filter By Disciplinary Status Season Search By Search For
Mo Filter v w [Selected Season [v] [Last FirstName [v] ‘ Search

(1-23)0f 22

yis
44834-873956 5/5/2005  7/29/2014 11:04:00 AM  Recreational

) Foke: Fake
" [ Lemv. aisin one 70875-603408 2/12/2006 5/16/2014 12:48:00 PM
ment [] Stuck, Fake 51846-001678 1/1/2001  8/8/2014 7:11:00 AM
[] Tesd. Douglas 59 Winter Strest 13047-252343  11/5/2004 7/15/2014 4: Recreational
[ Tested. Ginger lzin strast 26185-549777 3/21/2009 5/22/2014 7: Competitive
[] Tested Haruey 38 street 65318-373758 5/27/2004 4/8/2014 9:37:00 PM
O Tested, Hunter lzin street 21996-722383 5/10/1938 5/22/2014 7: Competitive
[[] Tested. Jeni 883 Hill Strest 43255-478606  3/28/2007 4/30/2014 % Compatitive
588 Fall St 83825-724863  4/5/2004  5/15/2014 3:
7] Tested, Tohnathen | a8 Youth Straet 62447-435483 4/4/2002  7/14/2014 T: Recraational
O Tested, Kent 2345 Main St. 40627-663881 8/8/2003  8/13/2014 7:
[] Tested, i 38 Wheaton St. 71777-123023  1/1/2001  7/15/2014 4: Recraational
[] Tessed. Tily 547 24804-003001 8/15/2006 &/27/2014 11:49:00 AM  Recreational
[ Tester Brady 38 52802-680313 8/8/2008  7/3/2014 €:12:00 PM Recraational
[] Tesser, Ginger 23 S Main St 56490-874969 2/2/2004  4/8/2014 9:48:00 PM  Recreational
[ Tessing Br=ny | 76 Youth St. 65288-471255 2/5/2009  7/9/2014 6:12:00 PM Recreational
[] Testten Jess " 36042-387826  12/30/2003 8/4/2014 10:15:00 AM  Competitive
O Tester, Helen asdfasd SDO50128100102 70712-656968 2/2/2006  5/14/2014 10:55:00 AM
[] Tesing, Gidg=t 8388 SDO5012B100102 34243136457 6/28/2007 5/20/2014 5:
O Testing, Scott 852 SDO5012B100102 60755-823047 8/8/2005  6/5/2014 4:37:00 PM
[[] Testingl, Robert  blah SDO5012B100102 16182-698572 &/8/2004  2/21/2014 10:47:00 AM
[ Tesed. Jarice 123 Short Street  SDOS014G0S0118 18304-074188 2/2/2006  8/7/2014 3:57:00 PM Recreational

[ Tested. Keren 589 Spring St SDO5014G100073 56773-259849 8/8/2009  5/15/2014 2:31:00PM  Recreational

email selected playsrs (1-23)0f23

B. To Cancel all unassigned players that are not participating with your club for the season:
a. Goto player lookup and change the Application Status to “Pending Applications” and hit search.

.
R Select Organization Select Play Type Application Status
Demo Test - SD0OS e IAI\ Play Types A Pending All Applications e
Select Club Select Gender Accepted  Paid _ Order  Media Type
Demo Test [~] [anGender o] [ e T Jan T~ ]fan v
Select o Group Application Date
layers | Admins ~  From | ‘3 To | |J

Player Lockup

Admin Lookup Disciplinary Filter By Disciplinary Status Season Search B Search For
INo Filter hl I_uy—\’ Eelected Season ﬂ mt Name ﬂ | ” Search |

Referee Lockup

Parent Lookup ® = Accepted By Another League

-
Family Laokup 1-ef20 G
League/Club City Player ID Birthdate _ Appl Date evel H
Add Flayer/Admin [] Fake: Fake Bowling Green 44894-873956 5/5/2005  7/29/2014 11:04:00 AM Recreational
Payment Management [ Lemy. C=tin lel 70879-603405 2/12/2006 5/15/2014 12:48:00 M
Order Move [] Stuck, Fake 51846-001678 1/1/2001 B/8/2014 7:11:00 AM 0
[] Tested, Douglas city 15047-25234% 11/5/2004 7/15/2014 4:54:00 PM  Recreational
[/ Tested, Gingsr SanDiego  26185-543777 3/21/2003 5/22/2014 7:33:00PM  Competitive [
| Tested, Harvey nans 63218-373758 5/27/2004 4/8/2014 3:37:00 DM
[] [ Tested, Hunter SanDiego  31996-722383 5/10/1998 5/22/2014 7:30:00 PM  Compatitivea [
[O3< [ [ Teted Jani Chic 49253-478606 3/28/2007 4/30/2014 9:5L:00 AM  Competitive [
om | Tested, Jewel SanDiega 83625724862 4/5/2004 5/15/2014 3:40:00 PM

b. Uncheck the Accepted boxes of the players that are not playing with you
c. Click save application changes at the bottom
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After the page refreshes, click on the player(s) that you have unaccepted
Go to their application tab
Click cancel on their application (they are no longer registered to your club)

I
Player Information © Preferences = APplicaions  [rancfer  Parents = Disciplinary = Events
Click the Edit button under an existing Application below to
Adjust the Application Play Level and Assign a preferred team
[ Admins FPF = order with payment plan_ Current 53s50n | Other Seasons
Lookup
Lookup
» Lookup
Lookup - Tester Lamy N Jessica Chambers
Demo Test 5/16/2014 12:47 pw Not Ancepred 9/18/2014 11:57 AM
Lookup
syer/Admin 2014-15 Season Web - Registration  MN/A& LegaliAge Verfied Pending
2-1070248 $150.00 3150.00 30.00 Marked As Paid
1t Management {Only New or Pending Applications that are UnPaid can be edited/cancelled.)
flove —
Create Mew Season Application
—
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