
REGISTER ASA

Registration Instructional Manual



Thanks for joining our team at www.registerasa.com

Welcome to RegisterASA



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

Softball Coach



Home Plate

When you login you will 
be automatically 
ÄÉÒÅÃÔÅÄ ÔÏ ÔÈÅ ȰÈÏÍÅ 
ÐÌÁÔÅȱ ÐÁÇÅȢ

From this page you will 
ÃÌÉÃË ȰÁÄÄ ÎÅ× ÔÅÁÍȱ ÁÔ 
the quick links located 
at the bottom of the 
page.

./4%ȡ 9ÏÕ ÃÁÎ ÁÌÓÏ ÇÏ ÔÏ ÔÈÅ ȰÉÎÄÉÖÉÄÕÁÌÓȱ ÌÉÎË ÁÎÄ 
ÓÅÌÅÃÔ ȰÔÅÁÍÓȱ ÏÎ ÔÈÅ ÇÒÁÙ ÂÁÒȟ ÔÈÅÎ ÃÈÏÏÓÅ ÔÈÅ ȰÁÄÄ 
ÔÅÁÍȱ ÂÌÕÅ ÂÕÔÔÏÎȢ



Add New Team

Every team must have a 
ȰÔÅÁÍ ÁÄÍÉÎÉÓÔÒÁÔÏÒȱ

The team administrator 
can be the same person 
as the head coach, or a 
different person. This is 
the member that takes 
ÃÁÒÅ ÏÆ ÔÈÅ ÔÅÁÍȭÓ 
registration process.

Under the heading 
ȰÒÅÇÉÓÔÒÁÔÉÏÎ ÔÙÐÅȱ ÓÅÌÅÃÔ 
ȰÉÎÄÉÖÉÄÕÁÌȱ ÁÓ ÙÏÕ ÁÒÅ 
entering individual 
players.

When you have filled out 
ÔÈÅ ÆÏÒÍ ÃÌÉÃË ÔÈÅ ȰÁÄÄ 
ÔÅÁÍȱ ÂÌÕÅ ÂÕÔÔÏÎ ÁÔ ÔÈÅ 
bottom of the page.

ÁFill out the form completely



IMPORTANT
Every Team Administrator 
needs to select one of the 

coaching roles in order to be 
on the invoice  to be able to 

apply for ACE and a 
background check.



REGISTRATION TYPE

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

The reason is that TeamRegistrations are Uninsured
and IndividualRegistrations are INSURED.



Add Members 
(Players, Coaches, Etc.)

At  this point you are 
ready to build your team 
in order to insure all of 
your members and to be 
able to create an invoice 
and a roster.

5ÎÄÅÒ ÔÈÅ Ȱ&ÅÅÓȱ ÇÒÉÄ Á 
new button will appear 
ÔÈÁÔ ÒÅÁÄÓ Ȱ!ÄÄ 
-ÅÍÂÅÒȱȢ 

#ÌÉÃË ÔÈÅ ÂÌÕÅ Ȱ!ÄÄ 
-ÅÍÂÅÒȱ ÂÕÔÔÏÎȢ

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



First Step To Adding Members

&ÉÌÌ ÉÎ ÔÈÅ ÐÌÁÙÅÒ ÏÒ ÃÏÁÃÈȭÓ 
information and click the blue 
ȰÓÕÂÍÉÔȱ ÂÕÔÔÏÎȢ

If a match is found click the 
ȰÓÅÌÅÃÔȱ ÂÕÔÔÏÎ ÔÏ ÁÄÄ ÔÈÅ 
member to your team. If no 
match is found then on the next 
form, complete the rest of the 
ÉÎÆÏÒÍÁÔÉÏÎ ÁÎÄ ÃÌÉÃË ÔÈÅ ȰÁÄÄ 
ÍÅÍÂÅÒ ÔÏ ÔÅÁÍȱ ÂÕÔÔÏÎȢ

You will be taken to another form 
to complete the rest of the 
information.

You are now building your team 
roster as you repeat this process 
for each member.

TheTeam Admin or 
Administrator may add 20 
players plus the coaching staff 
(no limit on number of coaches).

NOTE: If you find a player that is already in the 
system, the box below will appear. If you see the 
ÐÌÁÙÅÒȭÓ ÎÁÍÅ ÔÈÅÎ ÃÌÉÃË ÔÈÅ ÂÌÕÅ ȰÓÅÌÅÃÔȱ ÂÕÔÔÏÎȢ



Team Member

To add a team player or 
other coaching staff                   
member fill out the 
form completely.

When finished filling 
ÏÕÔ ÔÈÅ ÍÅÍÂÅÒȭÓ 
information, click the 
ÂÌÕÅ ÂÕÔÔÏÎ ȰÁÄÄ ÔÏ 
team & add new 
ÍÅÍÂÅÒȱ ÔÏ ÃÏÎÔÉÎÕÅ 
adding members, 

OR 

ÃÌÉÃË ȰÁÄÄ ÔÏ ÔÅÁÍȱ 
when you are finished 
adding players.



Add Photo For ID Card

GREAT NEW FEATURE

You can use a team 
photo to crop each 
ÐÌÁÙÅÒȭÓ ÐÈÏÔÏ ÔÏ ÆÏÒÍ 
their ID card.

One photo = ALL 
Players ID Cards!

Á#ÌÉÃË ÔÈÅ ȰÂÒÏ×ÓÅȱ ÌÉÎË ÉÎ ÔÈÅ 
Photo box on the form to 
ÁÄÄ Á ÍÅÍÂÅÒȭÓ ÐÉÃÔÕÒÅ ÆÏÒ 
their ID card.



Find Photo

3ÅÌÅÃÔ ÔÈÅ ȰÂÒÏ×ÓÅȱ 
button to locate your 
team photo or 
ÉÎÄÉÖÉÄÕÁÌ ÐÌÁÙÅÒȭÓ 
photos on your 
personal computer.

#ÌÉÃË ȰÎÅØÔȱ ÔÏ ÕÐÌÏÁÄ 
the image onto your 
computer.

Å3ÅÌÅÃÔ ȰÂÒÏ×ÓÅȱ

ÅFind the file your team photo was saved to on                                                               
your personal computer

Å#ÌÉÃË ÔÈÅ ÆÉÌÅ ÁÎÄ ÉÔ ×ÉÌÌ ÁÐÐÅÁÒ ÉÎ ÔÈÅ ȰÉÍÁÇÅ ÔÏ 
ÕÐÌÏÁÄȱ ÂÏØ



Crop Your Photo

1. A box will appear 
around your photo 
that will highlight a 
portion of the area of 
the picture.

2. Click in the middle of 
the box and you will 
be able to crop your 
photo.

3. Point your cursor to 
one of the end boxes 
on the photo and 
drag close together 
to crop the photo to 
highlight the person 
you wish to create 
their ID card.

3 Easy Steps!



Cropped Photo

Sample to the right 
shows the area of the 
photo that is cropped.

When you have the 
photo cropped to your 
designated area click 
ÔÈÅ ȰÆÉÎÉÓÈȱ ÂÕÔÔÏÎȢ

You can use ONE team 
photo to create ID cards 
for your entire team!



ID Card Photo

After you crop your 
photo it will appear on 
ÙÏÕÒ ÐÌÁÙÅÒ ÏÒ ÃÏÁÃÈȭÓ 
profile page.

To add photos for each 
player repeat the process 
by first going to the 
ÍÅÍÂÅÒȭÓ ÐÒÏÆÉÌÅ ÐÁÇÅ ÏÆ 
the person you wish to 
upload a photo.

You can get to the profile 
page by clicking on the 
ÍÅÍÂÅÒȭÓ ÎÁÍÅ ÏÎ ÔÈÅ 
ÔÅÁÍ ÐÁÇÅ ɉÐÌÁÙÅÒȭÓ 
names are located at the 
bottom of the page).



Submit Your Team

After you have taken 
care of building your 
ÒÏÓÔÅÒȟ Á ÂÌÕÅ ȰÓÕÂÍÉÔȱ 
button will appear in the 
upper right hand corner 
of the page.

NOTE: You can always 
ÃÈÅÃË ÙÏÕÒ ÔÅÁÍȭÓ ÓÔÁÔÕÓ 
in the upper left hand 
ÃÏÒÎÅÒ ÕÎÄÅÒ ÙÏÕÒ ÔÅÁÍȭÓ 
name.

You cannot print a roster 
or certificate of insurance 
until you have submitted 
and your requests are 
approved by your 
Commissioner.



Set Up For Mailing Invoice

7ÈÅÎ ÔÈÅ ȰÓÕÂÍÉÔȱ 
button is clicked from 
the previous page, you 
are brought to this form 
which will direct you on 
where to mail your 
invoice and check to 
register your team.

Choose between roster 
types, ship methods, 
and the rest will be 
automatically filled in 
for you.

Now click the blue 
ȰÓÕÂÍÉÔȱ ÂÕÔÔÏÎȢ



Invoice

When you clicked the 
ȰÓÕÂÍÉÔȱ ÂÕÔÔÏÎ ÉÔ 
automatically created 
an invoice for your 
team.

You can see in the 
background an invoice 
number has been 
created.

Your roster status now 
ÓÈÏ×Ó ȰÓÕÂÍÉÔÔÅÄȱȢ

Click the blue button 
ÔÈÁÔ ÒÅÁÄÓ ȰÏÐÅÎ 
ÉÎÖÏÉÃÅȱȢ


