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²Ŝ ǿŀƴǘ ǘƻ ƳŜƴǘƛƻƴ ǘƘŀǘ ƻǳǊ ǎƻŦǘǿŀǊŜ ǳǎŜǎ ǘƘŜ ǿƻǊŘ άDŜƴŜǊŀǘŜέΦ ƛǘ ƛǎ ǎƛƳǇƭȅ ǘƘŜ ōǳǘǘƻƴ ǳǎŜŘ ǘƻ create 

a roster based on the current team information.  

The Registration Event  

Once teams have been entered into a registration event, they will show up in the Registrar module 

home page. The registrar has the option of opening each team individually and reviewing the player list 

before freezing the roster, or to freeze all or most of the rosters in a batch manner. 

To Review teams individually: 

Click on the Registrar tab and you will see the associated Registration events, leagues and tournaments. 

At this point you will most likely just have the registration event FYSA created for you, 2011-2012 FYSA 

Registration (08/01/2011). 

Click on the event you want to work with, here 2011-2012 FYSA Registration (08/01/2011) 

 

 

You can click on the number of teams to take you directly to the team management area for the specific 

event. 



 

The screen will refresh and you will see the teams associated with this registration event. You can sort 

the teams by age group and gender. You can search by club or team name and you can sort the table by 

clicking on the underlined column headings. You can also sort by the underlined column headings in the 

table 

 

If we look at the table it will give information such as how many player photos as team has, How many 

players are on the official roster versus on the team list, 15/17 for example. If the age group is 

highlighted in yellow it means something is different in the team list than on the official roster, it could 

be that a name was spelled incorrectly and someone has tried to change it (once a roster is create no 

one but the registrar can modify the official document, these are requests). 



Bulk Roster Creation 

Our system can create multiple official rosters at one time.  

1) Click on the word Select at the top left corner of the team table, it will select all the teams 

2) Click the Generate button.  

3) You will get a progress bar and be asked to return to the team table 

 
4) The system will show successful creation of an official roster by turning the Roster Colum 

numbers green. Notice the 7th team BHAYS U8 shows 0/8 in black. This means a roster was not 

generated for this team.  

 



5) If we click on the team name the system will show details. The team is set to U9 but the players 

are all U10s, designated by the +1 next to their birth date. 

 

This issue can be resolved by changing the roster age from U9 to U10 and pressing Update While this is 

something that can be done in initial team set up in the beginning of the year prior to the production 

of rosters and passes, it is important to NEVER make this kind of change once the season has begun 

and the team has played a game. 



 

[ŜǘΩǎ ǊŜǘǳǊƴ ǘƻ ǘƘŜ Ƴŀƛƴ ǘŜŀƳ ǇŀƎŜ ŦƻǊ the registration event. Do this by using the back button on your 

browser or clicking the registrar tab then the teams as we did above. 

Click on the Select link to select all teams (or select the individual teams), then Create Docs button and 

click OK when asked if you want to create official roster documents.  

 



 

The system will display a progress bar, click return to list and you will now see a red PDF icon next to all 

the rosters that were created. 

 

 



These official documents can now be seen in the Club area but still cannot be retrieved by a team. To 

allow team retrieval, again click the Select button to select the teams, then the rosters check box and 

press Update. 

 

 

In this example, we only allowed the team to download official rosters. 

 

  



Competitive  Team Registration and Age Verification  
 

With competitive teams FYSA wants registrars to review original birth certificates or other valid 

documents for players new to your club. 

 

While on the Registrar tab, open up the player account. When you have viewed the original birth 

ŎŜǊǘƛŦƛŎŀǘŜ ǘƘŜ ŀŎŎƻǳƴǘ Ŏŀƴ ōŜ ƭƻŎƪŜŘ ǎƻ ǘƘŀǘ ǘƘŜ ǇŀǊŜƴǘΣ ǇƭŀȅŜǊΣ ŀƴŘ ŎƻŀŎƘ Ŏŀƴ ƴƻǘ ŎƘŀƴƎŜ ǘƘŜ ǇƭŀȅŜǊΩǎ 

name, date of birth or gender.  

 

 

These club verified players will appear with a blue v next to their name on the team lists. 

Players with a yellow V and a lock are verified by FYSA. It is FYSA verification that is required by leagues 

ŀƴŘ ŎǳǇ Ǉƭŀȅ ǿƘŜƴ ǊǳƭŜǎ ƻŦ ŎƻƳǇŜǘƛǘƛƻƴ ǊŜǉǳƛǊŜ ǘƘŀǘ ǇƭŀȅŜǊǎ ōŜ άǾŜǊƛŦƛŜŘέ 



 

 

 

 

 

 

 

 

 

 

 

 

 



 

Working with the Registration Event 

 

Make sure the Select event box is set to the registration event you want to work with. If you come to the 

Roster & ID Card screen and you do not see add/release or the Freeze roster buttons, it is because you 

have not selected an event. 

 

bŜȄǘΣ ǎŜƭŜŎǘ ŀ ǘŜŀƳ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ǘŜŀƳΩǎ ƴŀƳŜΣ ƘŜǊŜ ǘƘŜ ½ŜǇƘȅǊΦ ¢Ƙƛǎ ƛǎ ŀ ƭŀǊƎŜ ǎŎǊŜŜƴ ǎƻ ƭŜǘΩǎ ōǊŜŀƪ 

it down. Scroll down to the Event Player List area. You see the list of players associated with the team. 

You will see: 

a) A photo if one has been uploaded, 

b) The player name, 

c) ID number, the small x next to the id number allows you to modify it. 

d) The jersey number 

e) Gender 

f) Date of birth 



Notice the Add and Transfer buttons, they are live but are usually not used at this point as the 

roster has yet to be generated. 

Also notice player 3, Lindsey Caldwell, the system shows a Matching Player Alert. There is another 

Lindsay Caldwell born on the same date on another team in our system. This could be just 

coincidence or it could be a dually registered player. This also could be a case of a player with 2 

accounts, so you need to investigate all occurrences, as you do not want your team to risk 

disqualification from an event due to an ineligible player. 

 

You may also come across a player highlighted in orange. 

 

This means that the club (Association) or team manger has specifically determined that this player 

should be excluded from rosters relative to the registration event.  If they want this player included, 

they will have to log into the team account, directly or from the club/association account, click on 

Roster, ŎƭƛŎƪ ƻƴ ǘƘŜ ǇƭŀȅŜǊΩ ƴŀƳŜΣ ǘƘŜƴ ǘƘŜ Event Attendance tab and Add the event back into the 

ǇƭŀȅŜǊΩǎ ŀŎŎƻǳƴǘΦ 



 

 

hƴŎŜ ȅƻǳ ƘŀǾŜ ǊŜǾƛŜǿŜŘ ŀƴŘ ŀǇǇǊƻǾŜŘ ǘƘŜ ǇƭŀȅŜǊ ƭƛǎǘ ƛǘΩǎ ǘƛƳŜ ǘƻ ƎŜƴŜǊŀǘŜ ǘƻ ƻŦŦƛŎƛŀƭ ǊƻǎǘŜǊΦ Follow 

instructions found on page 71. 

 

Notice there are no Generated Documents and no links above the player list table. 

 

Also notice that the Add button to the right of each player name has changed to a Release button. If we 

click the word Download just to the right of Official Roster, we will be prompted to open a PDF file. 

 

Now that the roster is generated, we can generate official time stamped documents. Look toward the 

top of the screen for the Document Generation area, click on the Generate Official Roster button and 

the system will generated a time stamped Official Roster.  

 

This roster will not change even if you add, release or transfer players. To modify it, you have to 

regenerate it. To allow direct access to the official roster: 



Click on the Overview tab at the top of the screen 

Click the check boxes to give permission to download the roster to the club and or team and click 

Update. 

 

 

To Generate  several or all rosters at once: 

1) Click on The Registrar tab 

2) Click on the event / league you want to work with 

 

3) The system will refresh and show all teams in the event. 



4) Use the Search for Teams area to refine a team search. You can sort by: 

a. Gender 

b. Age 

c. Club 

d. Schedule Status (Accepted or Unaccepted) 

5) Click Apply Filters after you input the search parameters 

 

6) The system will refresh displaying those teams that meet the requirement. Remember, if you 

ǿŀƴǘ ǘƻ ƎŜƴŜǊŀǘŜ ŀƭƭ ǊƻǎǘŜǊǎ ǊŜƎŀǊŘƭŜǎǎ ƻŦ ƎŜƴŘŜǊΣ ŀƎŜΣ ǎǘŀǘǳǎΣ Χ ¸ƻǳ Ŏŀƴ ǎƪƛǇ ǘƘŜ Search for 

Teams area.  

7) Click on the Select link, the fist column heading in the team table. You can deselect a particular 

team by unclick its elect box, here the Pony Express. 

8) The Click the Generate Rosters Button, on the far right side of the screen above the table. 

 

 

  



Player ID Cards 
 

When Rosters are frozen the system also creates pdf files that generate USYSA player passes.  

As a quick review to get to the ID card screen, you clicked on the Registrar tab, selected the event you 

want to work in 

 

then clicked on the team name. 

 

The team page will open to the roster & ID Card tab. Scroll down a bit and you will see PDF links for 

rƻǎǘŜǊ ŀƴŘ L5 ŎŀǊŘǎΦ ό¢Ƙƛǎ ŀǎǎǳƳŜǎ ȅƻǳΩǾŜ ŀƭǊŜŀŘȅ ŦǊƻȊŜƴ ǘƘŜ ǊƻǎǘŜǊΦ LŦ ǘƘŜǎŜ ƭƛƴƪǎ Řƻ ƴƻǘ ŀǇǇŜŀǊΣ ƛǘ ƛǎ 

because the roster has not been frozen. If there is no Freeze roster button it is because you have not 

Selected  a League Event. 



 

There are two sets of ID card links:  

Full [Front] and Full [Back] these links are used with plain card stock and will print the USYSA ID card 

background. 

 



 

 

 

To make these cards available for printing by the club, association or team: 

1) Generate the documents by clicking the appropriate Generate ID Card button 

 
2) To allow clubs, associations or teams to download and print the cards, click on the Overview tab 

ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ǎŎǊŜŜƴ ŀƴŘ ŎƘŜŎƪ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ǇŜǊƳƛǎǎƛƻƴ ōƻȄŜǎΦ Lƴ ǘƘƛǎ ŜȄŀƳǇƭŜΣ ǿŜΩǾŜ 

only allowed the club to download ID Cards. If neither box is checked, only the registrar has the 

ability to print cards. 

 



 

  



Coach, Assistant Coach, and Team Manager Cards 
 

These cards are generated at the same time player cards are generated. In our example we have one 

coach, one assistant coach and one manager. Our system has room for twelve coaches and other team 

officials per team. To view these cards: 

1) Click on the Overview tab from the team area 

 

 

2) Scroll down and look for the Coach, Manager and Trainer ID Card area. 

3) Click on the Front or Back link to generate a PFD with all coaches, managers or trainers. 

 
 

4) Print the cards or send the PDF file to the club. 

  



Finding Roster and ID Cards in the Club, Association or Team Account  
 

Once the registrar has generated the roster and ID cards and given permission for a club, association or 

team to download and print the documents the documents can be accessed from: 

The club account by: 

1) Logging into the Club or Association account 

2) Clicking on the Club or Association tab 

3) Clicking on the Teams link 

4) Clicking on the team name 

 
 

5) Click on the Documents tab 

6) Click on the document they want to print. Printer setup instructions for printing ID cards are also 

listed here. 

 



 

 
 
Teams can access the documents, if the registrar has given permission, by; 
 

1)  Logging into their team account 
 

1. This is what the home page of a team account looks like. 

 

 
 

2. Click on the Team Profile link on the gray menu bar. 

3. Click on the Documents tab. If the club has created a roster and id cards, and allows teams to 

download them from the team account, you will find the documents on the right hand side of 

the opening screen. They are pdf files. You will need Adobe Acrobat Reader to view and print 

the files. This is a free download, just search Google for adobe acrobat reader.  

 

 



 
 

If you cannot see these documents, it may be because the club does not allow teams to download 
official rosters or id cards. Check with your club  administrator for the specific rules. 

Modifying Rosters (Add, Release, and Transfer)  
 
Once rosters are generated the may need to be modified. The most common of these is adding an 
additional player. 
 
This process starts when a club official adds a player to the team player list. In this example the Zoccer 
club has requested to add Amanda Strack to the Zephyr for the Sample State Registration 2008/2009 . 
 

1) Click on the Registrar tab 
2) Click on the registration event, here Sample State Registration 2008/2009. 
3) Then click on the team name. 



 
 

4) Scroll down below the generated roster and look at the team player list. Thos players already in 
the official event roster will not have an Add button, those not on the official Roster will have an 
add button 
 

 
 

5) Click on the Add button the Add button will disappear and if you look above to the official roster 
area you will see the player, here Amanda Stack. 

Player list view will look like this; 
 

 
 
Official Roster view (above the player list) will look like this; 



 

 
 
If you click on the Official Roster Download link  
 

 
 
 
 
 
To make the new roster available to the club, association or team,: 
 

 
 

1) Click the Generate Official Roster button and click OK. 
 

 
 
If you have previously allowed the club, association or team access to the document they can now 
download it. 

 



 
bƻǘŜΥ {ƻƳŜǘƛƳŜǎ ŀƴ ά!ŘŘέ ƳƛƎƘǘ ŀŎǘǳŀƭƭȅ ōŜ ŀ ǘǊŀƴǎŦŜǊΦ ! ǇƭŀȅŜǊ Ƴŀȅ Ƙŀve come from an out of state 
team and is not in our system. In this case the player will show as an add, but after you add the player 
ȅƻǳ Ŏŀƴ ŎƘŀƴƎŜ ǘƘŜ ŘŜǎƛƎƴŀǘƛƻƴ ŦǊƻƳ ά!ŘŘέ ǘƻ ά¢ǊŀƴǎŦŜǊέ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ŜȄŎƘŀƴƎŜ ƛŎƻƴ 
 

 
 
toggling the player from an aŘŘ ǘƻ ŀ ǘǊŀƴǎŦŜǊΦ ¢ƘŜ ǊƻǎǘŜǊ ǿƛƭƭ ƴƻǿ ǎƘƻǿ ǘƘŜ ǇƭŀȅŜǊ ŀǎ ŀ ά¢ǊŀƴǎŦŜǊέ ŀƴŘ 
ƴƻǘ ŀƴ ά!ŘŘέ 
 

 
 
The roster will also reflect the change. 
 

 

 

 

Releasing Players 

 

Releasing players can only be done after rosters are frozen. Go to the Registrar tab, click on the event 

ȅƻǳ ǿŀƴǘ ǘƻ ǿƻǊƪ ƛƴ ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ ǘŜŀƳ ƴŀƳŜΣ ǎŜŜ ŀōƻǾŜΦ [ŜǘΩǎ ŀǎǎǳƳŜ ǿŜ ǿŀƴǘ ǘƻ ǊŜƭŜŀǎŜ DǊŀŎŜ !ƴƴ 

Albright, click on the release button to the right of the players name 



 

Scroll down and look below the official roster and you will see an area the details the released players. 

 

 

If you want to update the documents in the team accounts, create a new official roster. Do not delete 

any of the old rosters in the account, just generate a new official roster. 

 

 


