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ÅIf you previously registered your team on 
RegisterASA ȅƻǳ ŦƛǊǎǘ ƴŜŜŘ ǘƻ ŘŜŎƛŘŜ ƛŦ ȅƻǳΩǊŜ ƎƻƛƴƎ 
ǘƻ ǳǎŜ ƻƴŜ ƻŦ ȅƻǳǊ ŜȄƛǎǘƛƴƎ ǘŜŀƳǎ ƻǊ ƛŦ ȅƻǳΩǊŜ ƎƻƛƴƎ ǘƻ 
ŎǊŜŀǘŜ ŀ ƴŜǿ ǘŜŀƳΦ LŦ ȅƻǳΩǊŜ ƎƻƛƴƎ ǘƻ ŎǊŜŀǘŜ ŀ ƴŜǿ 
team, please continue with the next page.   

 

ÅIf you want to use one of your existing teams, and 
the members on the team, skip to page 16. 

How to Register a Team 

2 v1.02 Rev 2012.02 



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 team 
and add the members to the team. 
1. Determine which local ASA has jurisdiction over your registration. Use the 

following page on the ASA website to locate your association: 
http://www.asasoftball.com/about/register.asp. Adjust your profile if 
needed. 

2. Once you have your profile on RegisterASA, and are in the correct 
ŀǎǎƻŎƛŀǘƛƻƴΣ ŜƴǎǳǊŜ ǘƘŀǘ ȅƻǳ ŀǎǎƛƎƴŜŘ ȅƻǳǊǎŜƭŦ ǘƘŜ ǊƻƭŜ ƻŦ ά¢ŜŀƳ 
!ŘƳƛƴƛǎǘǊŀǘƻǊέ ƛƴ ȅƻǳǊ ǇǊƻŦƛƭŜ ǇŀƎŜ ŀƴŘ ŀƭǎƻ ƻƴ ǘƘŜ ǘŜŀƳ ƳŜƳōŜǊ ǇǊƻŦƛƭŜΦΦ 

3. CƻǊ ŜǾŜǊȅ ƳŜƳōŜǊ ǘƘŀǘ ȅƻǳ ŀŘŘ ǘƻ ȅƻǳǊ ǘŜŀƳ ȅƻǳΩƭƭ ƴŜŜŘ ǘƘŜ ƳŜƳōŜǊΩǎ ŦƛǊǎǘ 
name, last name, ZIP code and date of birth. This information is used to 
locate existing profiles on RegisterASA as well as to create new profiles. 

4. If required by your local association, you may also need birth certificates and 
background check consent forms. 

5. LŦ ȅƻǳ ǎŜƭŜŎǘ ǘƘŜ ǇƘƻǘƻ L5 ŎŀǊŘ ƻǇǘƛƻƴ ȅƻǳΩƭƭ ƴŜŜŘ ŀ ǇƘƻǘƻƎǊŀǇƘ ƛƴ ŜƛǘƘŜǊ WtD 
or GIF format for uploading into the system. 
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http://www.asasoftball.com/about/register.asp


Once you have obtained all of the required information proceed to your 
Homeplate and continue with the following instructions to register your team 
and submit your registration for approval. After you submit your registration 
όǿƘƛŎƘ ƛǎ ǘƘŜ ǇǊƻŎŜǎǎ ƻŦ ŎǊŜŀǘƛƴƎ ǘƘŜ ƛƴǾƻƛŎŜύ ȅƻǳΩƭƭ ƴŜŜŘ ǘƻ Ƴŀƛƭ ŀƭƭ 
ŘƻŎǳƳŜƴǘŀǘƛƻƴ ǘƻ ǘƘŜ άtŀȅŀōƭŜ ǘƻέ Ŝƴǘƛǘȅ ƻƴ ǘƘŜ ǊŜƎƛǎǘǊŀǘƛƻƴ ƛƴǾƻƛŎŜΦ 5ƻƴΩǘ 
forget to include a copy of the invoice when you mail your payment. 

 

After you mail your payment please allow 5-7 business days for processing. 
Once your commissioner has received payment and approves your 
registration the ASA national office will print and ship the ID cards to you. This 
is usually done one business day after your registration is approved. Check 
ǘƘŜ {ǘŀǘǳǎ ŎƻƭǳƳƴ ǳƴŘŜǊ ȅƻǳǊ άaȅ ¢ŜŀƳǎέ ƭƛǎǘƛƴƎ ŦƻǊ ŀƴ ά!ǇǇǊƻǾŜŘέ ǎǘŀǘǳǎΦ 
After approval you can print your roster and insurance certificate. 

How to Register a Team 

4 v1.02 Rev 2012.02 



Starting new this year? 

How to Register a New Team 

/ƭƛŎƪ ǘƘŜ ά!ŘŘ bŜǿ ¢ŜŀƳέ ōǳǘǘƻƴ ǘƘŀǘ ŀǇǇŜŀǊǎ 
on your Homeplate 
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!ǎǎƛƎƴ ȅƻǳǊǎŜƭŦ ǘƘŜ ά¢ŜŀƳ 
!ŘƳƛƴƛǎǘǊŀǘƻǊέ ǊƻƭŜΦ hƴƭȅ ¢ŜŀƳ 

Administrators can create invoices 
and submit teams for approval.  

(NOTE: A team can have only one Team 
Administrator.) 

 
Select all the required data on this 
ŦƻǊƳ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ǘƘŜ ά!ŘŘ ¢ŜŀƳέ 

button to create your new team. 



Adding a Member 
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To start adding 
members to your 
ǘŜŀƳΣ ŎƭƛŎƪ ǘƘŜ ά!ŘŘ 
aŜƳōŜǊέ ōǳǘǘƻƴΦ 
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After you click Submit above, if a match is found you can 
ŎƭƛŎƪ ǘƘŜ ά!ŘŘ aŜƳōŜǊέ ōǳǘǘƻƴ ƴŜȄǘ ǘƻ ǘƘŜ ǇŜǊǎƻƴΩǎ 

name below to add the member to your team. 

Search for an individual 
by filling out one of the 
two options and clicking 

ǘƘŜ ά{ǳōƳƛǘ  



Adding a Member 
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If the member you searched for is not found, a new profile page 
ǿƛƭƭ ŀǇǇŜŀǊ ŀƴŘ ȅƻǳΩƭƭ ƴŜŜŘ ǘƻ ǎŀǾŜ ǘƘŜ ǇǊƻŦƛƭŜ ǘƻ ŀŘŘ ǘƘŜ ƳŜƳōŜǊ 
to the team.  
 
If the member you  searched for is not one of the members in the 
ƎǊƛŘ ōŜƭƻǿ ŎƭƛŎƪ ǘƘŜ !ŘŘ bŜǿ ōǳǘǘƻƴ ǘƻ ŀŘŘ ǘƘŜ ƳŜƳōŜǊΩǎ ǇǊƻŦƛƭŜΦ 
 
LŦ ȅƻǳ ƪƴƻǿ ǘƘŀǘ ǘƘŜ ǇŜǊǎƻƴ ȅƻǳΩǊŜ ǘǊȅƛƴƎ ǘƻ ŀŘŘ ǘƻ ȅƻǳǊ ǘŜŀƳ ƛǎ 
already registered (either this year or in a previous year) please 
ƻōǘŀƛƴ ǘƘŜ ƳŜƳōŜǊΩǎ ŎƻǊǊŜŎǘ  ƛƴŦƻǊƳŀǘƛƻƴ ǎƻ ǘƘŀǘ ȅƻǳ Řƻ ƴƻǘ ŎǊŜŀǘŜ 
a new profile.  
 
If you create a new profile for a person that is already registered in 
the current season you will be charged another registration fee. 



Fill out the 
ƛƴŘƛǾƛŘǳŀƭΩǎ ǊƻƭŜ 
and information 

hƴŎŜ  ȅƻǳ ƘŀǾŜ ǘȅǇŜŘ ŀƭƭ ƻŦ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ǘƘƛǎ ǎŎǊŜŜƴΣ ŎƭƛŎƪ ǘƘŜ ά!ŘŘ ¢ƻ ¢ŜŀƳέ 
button. If you would like to add more members to this same team then click the 
ά!ŘŘ ǘƻ ǘŜŀƳ ϧ !ŘŘ ƴŜǿ ƳŜƳōŜǊέ ōǳǘǘƻƴ ŀƴŘ ǘƘŀǘ ǿƛƭƭ ǘŀƪŜ ȅƻǳ ōŀŎƪ ǘƻ ǘƘŜ ǇŀƎŜ 

where you search for existing members. 10 



The Team Page 

The members have been 
added to the team page, as 

seen above 11 v1.02 Rev 2012.02 

If you need to add more 
members to the team, 
ŎƭƛŎƪ ǘƘŜ  ά!ŘŘ aŜƳōŜǊ 

έ ōǳǘǘƻƴ 



The Team Page 

As the final step, 
click  the 

άDŜƴŜǊŀǘŜ LƴǾƻƛŎŜ 
tǊŜǾƛŜǿέ ōǳǘǘƻƴ 
to submit your 
registration. 

1. Status: Pending = waiting to be submitted, Submitted ς created invoice waiting to be approved, Approved ς You have 
met the requirements 

2. /ƭƛŎƪ ǘƘŜ ά¸Ŝǎέ ƭƛƴƪ ǘƻ ǾƛŜǿ ȅƻǳǊ ǘŜŀƳΩǎ ƛǎǎǳŜǎ 

3. Roster type : None, Standard, Championship. To upgrade a roster you will simply need to click the upgrade button 

4. Invoice Number: Click here to view your invoices 

1 
2 3 

4 

12 
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Notice the new 
ǘŀōΦ  ¸ƻǳΩǊŜ ǎǘƛƭƭ ƻƴ 

the team page. 

If a correction is 
needed we have a 

link to provide 
suggestions.   

Notice the invoice 
detail only 

includes members 
without an 

invoice.  

Click the Create 
Invoice button if 

the invoice is 
correct. 

Invoice Preview 



Homeplate 
When returning to RegisterASA.com, one way to get back to your team page 
ƛǎ ǘƻ ŎƭƛŎƪ ǘƘŜ ά±ƛŜǿ aȅ ¢ŜŀƳǎέ ōǳǘǘƻƴΦ ¢Ƙŀǘ ǿƛƭƭ ǘŀƪŜ ȅƻǳ ǘƻ ŀ ƎǊƛŘ ǘƘŀǘ 
has all of the teams you are associated with. 
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Homeplate 
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Click on the team name to display 
ǘƘŜ ǘŜŀƳΩǎ ƛƴŦƻǊƳŀǘƛƻƴΦ 

Note the year of registration. 
ό¢Ƙƛǎ ǎŎǊŜŜƴ ǎƘƻǘ ƛǎ ŦǊƻƳ ǘƘŜ ǳǎŜǊΩǎ 

Homeplate.)  



Returning team and want to just add your team to the new season? 

Iƻǿ ǘƻ ά!ŘŘ ¢ŜŀƳ ǘƻ bŜǿ {Ŝŀǎƻƴέ 
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The Team Page 

Locate the team from a previous 
ȅŜŀǊΩǎ ǊŜƎƛǎǘǊŀǘƛƻƴΦ (This screen shot is from 

ǘƘŜ ǳǎŜǊΩǎ IƻƳŜǇƭŀǘŜΦύ  

Click on the team name to 
ŘƛǎǇƭŀȅ ǘƘŜ ǘŜŀƳΩǎ ƛƴŦƻǊƳŀǘƛƻƴΦ 
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