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IMPORTANT CHANGES FOR 2012 SEASON 
1. It is recommended that League Administrators use existing RegisterASA 

data to register for their members for the current year. A new process 
called Registration Extract has been added to the league grid for this 
purpose. See other pages in this document for more information. 

2. ¢ƘŜ ŀŘŘƛǘƛƻƴ ƻŦ ŜŀŎƘ ƳŜƳōŜǊΩǎ ŀŎŎƻǳƴǘ ƴǳƳōŜǊ Ƙŀǎ ōŜŜƴ ŀŘŘŜŘ ǘƻ ǘƘŜ 
Excel file that needs to be imported into RegisterASA. This member 
account (MemberID) will help locate existing members and avoid the 
creation of multiple profiles for the same person. 

3. Telephone numbers are now required for all adult members of youth 
leagues. 
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Before proceeding to the step-by-step instructions please read the following 
information so that you have all the information you need to create your 
league and add the members to the league. 

1. Determine which local ASA has jurisdiction over your registrations. Use 
the following page on the ASA website to locate your association: 
http://www.asasoftball.com/about/register.asp. Adjust your profile if 
needed. Some associations have their own customized League 
Registration manuals so check with your commissioner before 
continuing. 

2. ¸ƻǳΩƭƭ ƴŜŜŘ ǘƻ ōŜ ŀƴ άŀǇǇǊƻǾŜŘέ [ŜŀƎǳŜ !ŘƳƛƴƛǎǘǊŀǘƻǊ ƛƴ ǘƘŜ wŜƎƛǎǘŜǊ!{! 
system to be able to use the league functions. 

3. If you do not see the League Registrations button you need to email your 
commissioner and ask to be approved as a League Administrator. 

4. If required by your local association, you may also need birth certificates 
and background check consent forms. 
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http://www.asasoftball.com/about/register.asp


/ƭƛŎƪ ƻƴ ǘƘŜ ά!ŘŘ 
[ŜŀƎǳŜέ ōǳǘǘƻƴ ƻƴ 

the Homeplate.  
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First, verify that you selected 
the League Administrator role in 
ȅƻǳǊ ǇǊƻŦƛƭŜΦ LŦ ȅƻǳ ŘƻƴΩǘ ǎŜŜ ǘƘŜ 
League Registrations button ask 
your commissioner to approve  
you as a League Administrator. 
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When you return to 
RegisterASA.com you can locate 

your league by filling in the league 
name in the box and clicking the 

ά[ƻŀŘ DǊƛŘέ ōǳǘǘƻƴΦ 

/ƭƛŎƪ ƻƴ ǘƘŜ ά/ǊŜŀǘŜ ŀ 
[ŜŀƎǳŜέ ōǳǘǘƻƴ ƛŦ ȅƻǳ 
need to create a new 

league. 
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Once all of the information on 
this form has been completed, 
ŎƭƛŎƪ ǘƘŜ ά!ŘŘ [ŜŀƎǳŜέ ōǳǘǘƻƴΦ 

The registration 
fees will display 

on this grid. 

Make sure that you assign  yourself 
ǘƘŜ ά[ŜŀƎǳŜ !ŘƳƛƴƛǎǘǊŀǘƻǊέ ǊƻƭŜΦ 

How to Register a League 
Version 1.02 Rev 2012.02 

6 v1.02 Rev 2012.02 



To add members 
ƛƴŘƛǾƛŘǳŀƭƭȅΣ ŎƭƛŎƪ ǘƘŜ ά!ŘŘ 
aŜƳōŜǊέ .ǳǘǘƻƴΦ 

Individuals in the League will show up here. 
Since nobody has been added yet, only the 

League Administrator is on the League. 

Skip this step if 
ȅƻǳΩǊŜ ƎƻƛƴƎ ǘƻ 

upload your 
members using an 

Excel file! 
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To upload members through 
a spreadsheet click the 
ά¦ǇƭƻŀŘέ ōǳǘǘƻƴΦ 

When uploading, the best practice is to upload no more than 200 
members at a time (from one or more spreadsheets). Then submit for 
an invoice for that upload. The system handles invoices more quickly 

and  accurately when an invoice Ƙŀǎ нлл ƳŜƳōŜǊǎ ƻǊ ƭŜǎǎΦ bƻǘŜΥ 5ƻƴΩǘ 
include the League Administrator in any of the spreadsheets. 

Below is the 
League 

information. 
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This screen will appear after you click the ά¦ǇƭƻŀŘέ ōǳǘǘƻƴΦ 

Click this link to open the 
Excel template. Save it to 

your computer. 

If the spreadsheet is filled 
out and saved, click the 
άbŜȄǘέ ōǳǘǘƻƴΦ 
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Note 1: Do not rename Sheet1. 
Note 2: Do not rename the  column headings in this template. 
Note 3: Do not add any new columns to this template. 
Note 4: Remove the sample record that is included on the template.  
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NOTE: Remove 
Softball Suzanne from 
this template. 



Players, coaches, staff and volunteers must be added to separate Excel files 
for upload. All members in a spreadsheet should have the same role. 

 

As you upload these files you should create invoices so that you can match up 
your lists with the invoices that will be created by the system. 

 

You may have the option to select ACE and or background checks for your 
coaches, staff and volunteers as you upload their records. ACE and/or 
background checks may be required by your association, so please check with 
your local commissioner before uploading the adult members in youth 
leagues. 
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Select the role to assign to the 
individuals when they get 
uploaded into the system. 

/ƭƛŎƪ ǘƘŜ ά.ǊƻǿǎŜέ ōǳǘǘƻƴ ǘƻ ƭƻŎŀǘŜ ǘƘŜ ŦƛƭŜ ȅƻǳ 
want to upload. Once the file has been located, 

ŎƭƛŎƪ ǘƘŜ ά¦ǇƭƻŀŘέ ōǳǘǘƻƴΦ 
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This grid will display the list of members that were added from your Excel 
file. You need to review this list carefully to ensure that everyone from 
your Excel file has been uploaded. Ex: Devin Loehrs was not uploaded 
ōŜŎŀǳǎŜ ƻŦ ŀƴ άLƴǾŀƭƛŘ .ƛǊǘƘ 5ŀǘŜέΦ 
 
At this point you can still cancel the upload  process and the members on 
this grid will not be uploaded. 
 
Please read the information on the following page  to help you determine 
if you should proceed with the upload process. 
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Examine the list of members as follows: 
 
1. How many members are on the grid (as compared to your Excel file). 
2. Check the Upload Status for each member. 

a. Already Registered : Already registered for current season and 
member will not be added to invoice. 

b. Existing:  Member already exists in the database and will be 
registered for the current season when uploaded. 

c. New: New profile will be created and the member will be 
added to the invoice. 

d. Invalid Birth Date:  The DOB in the Excel file is invalid and the 
member will not be uploaded. 

 
3. Look for required fields (in red text) above the grid. 
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/ƻƴǘƛƴǳŜŘ ŦǊƻƳ ǇǊŜǾƛƻǳǎ ǇŀƎŜΧ 
 
If the information you need to upload into the 
ǎȅǎǘŜƳ ƛǎ ƴƻǘ ŎƻǊǊŜŎǘ ȅƻǳ ǎƘƻǳƭŘ ŎƭƛŎƪ ǘƘŜ ά/ŀƴŎŜƭέ 
button . Make corrections to your Excel file based 
on information gathered from this screen. 
 
¸ƻǳ Ŏŀƴ ǳǇƭƻŀŘ ǘƘŜ ǎŀƳŜ ŦƛƭŜ ŀƎŀƛƴ ŀŦǘŜǊ ȅƻǳΩǾŜ 
made corrections. Once you get the results you 
ƴŜŜŘ ŎƭƛŎƪ ǘƘŜ ά{ǳōƳƛǘέ ōǳǘǘƻƴ ǘƻ ŎƻƳǇƭŜǘŜ ǘƘŜ 
upload process. 
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