
 

 

© GotSoccer, LLC. This document is the property of GotSoccer, LLC and may be sent or reproduced 

for any registered user of our software. This document may not be copied or transmitted to non-

registered persons without the written permission of GotSoccer, LLC 2000 Strand St Neptune 

Beach, FL 32003 

 

Table of Contents  
 

Introduction .................................................................................................................................................. 3 

Logging into your Account ............................................................................................................................ 6 

The Confidentiality Agreement ..................................................................................................................... 8 

Agent of Record .......................................................................................................................................... 10 

Sub-User Account Setup ............................................................................................................................. 10 

Players ......................................................................................................................................................... 16 

Modifying Player and Team Information after an Upload .......................................................................... 19 

Preparing an Excel Spreadsheet for Import ................................................................................................ 21 

Creating Coach and or Team Official Accounts........................................................................................... 31 

Emailing Coaches, Team Officials and Teams ............................................................................................. 33 

Emailing Existing Coaches, Managers and Teams ...................................................................................... 35 

Risk Management ....................................................................................................................................... 40 

Keeping Track of Risk Management Progress ............................................................................................. 43 

Creating Teams ........................................................................................................................................... 44 

Manually Placing Players on a Team ........................................................................................................... 47 

Player Lookup (History) ............................................................................................................................... 53 

Registering Players with FYSA ..................................................................................................................... 54 

Your FYSA Registration Invoices ................................................................................................................. 60 

Setting Up the Registrar Account ............................................................................................................... 61 

Rosters and Player Passes, Getting Started ................................................................................................ 64 

Submitting Teams to the Registrar for Official Rostering and Carding ....................................................... 66 

/ǊŜŀǘƛƴƎ όάCǊŜŜȊƛƴƎέύ wƻǎǘŜǊǎ ..................................................................................................................... 69 

Competitive Team Registration and Age Verification ................................................................................ 78 



 

 

© GotSoccer, LLC. This document is the property of GotSoccer, LLC and may be sent or reproduced 

for any registered user of our software. This document may not be copied or transmitted to non-

registered persons without the written permission of GotSoccer, LLC 2000 Strand St Neptune 

Beach, FL 32003 

 

Player ID Cards ............................................................................................................................................ 87 

Coach, Assistant Coach, and Team Manager Cards .................................................................................... 91 

Finding Roster and ID Cards in the Club, Association or Team Account .................................................... 93 

Modifying Rosters (Add, Release, and Transfer) ........................................................................................ 96 

Releasing Players................................................................................................................................... 100 

Transferring Players .............................................................................................................................. 101 

Secondary Players ..................................................................................................................................... 105 

Submitting Teams to the League/State for Registration .......................................................................... 108 

Fields and Facilities ................................................................................................................................... 113 

Scheduling Tasks ....................................................................................................................................... 117 

Finding Official Documents, Schedules and Game Cards in a Team Account .......................................... 119 

Rosters and ID Cards (if available) ............................................................................................................ 121 

Event Schedules, Game Cards, and Game Reports ................................................................................... 122 

 



 

 

© GotSoccer, LLC. This document is the property of GotSoccer, LLC and may be sent or reproduced 

for any registered user of our software. This document may not be copied or transmitted to non-

registered persons without the written permission of GotSoccer, LLC 2000 Strand St Neptune 

Beach, FL 32003 

 

 

Introduction  
June 30, 2011 

This manual is version 2. It contains documents describing most all functionality. If you follow the 

manual you will be able to set up your account, manipulate your player, coach, manager and team 

list, register player with FYSA and generate documents. Integrated risk management tools are also 

available and documents provided. 

GotSoccer 

GotSoccer is now the software provider for FYSA. There will be several modifications in how your teams 

access roster, player pass and certain coach documents and passes. The process should be easier for the 

teams and leagues as all information will be stored online and accessible to the state, league, club and 

team 24/7.  

Our basic club account will be provided free of charge. It will allow you to create teams and roster 

players and coaches. If yƻǳ ŀǊŜ ƛƴǘŜǊŜǎǘŜŘ ƛƴ ŀƴ ƻƴƭƛƴŜ ǇƭŀȅŜǊΩǎ ǊŜƎƛǎǘǊŀǘƛƻƴ όŎƭǳō ǎƛƎƴ-up) system, please 

contact Karen@gotsport.com. Our rate is $3 per unique player per year, not per registration. There are 

no setup fees and our communication, team building and billing modules will allow you to significantly 

reduce the time and cost of maintaining player information and billing records.  

The process of registering with FYSA, obtaining roster and player pass documents will be different than 

in the past. Certain aspects will be easier, but GotSoccer has a two step process where as the current 

ά¦ǇƭƻŀŘέ ŘƻŜǎ ōƻǘƘ ǊŜƎƛǎǘǊŀǘƛƻƴ ŀƴŘ ƻŦŦƛŎƛŀƭ ŘƻŎǳƳŜƴǘǎ ƛƴ ƻƴŜ ǎǘŜǇΦ 

Our system does much more, it allows for integrated risk management, email communication and real 

ǘƛƳŜ ǳǇŘŀǘƛƴƎ ƻŦ ƛƴŦƻǊƳŀǘƛƻƴΦ hǳǊ ǎȅǎǘŜƳ Ƙŀǎ ƛƴǘŜƎǊŀǘŜŘ ǎŎƘŜŘǳƭƛƴƎΣ ǿƘƛŎƘ Ƙŀǎ ōŜŜƴ ƻŦŦŜǊŜŘ ǘƻ C¸{!Ωǎ 

member leagues. 

Language is always difficult as terms can mean different things in different parts of the country. We 

would like to define a few specific terms used in GotSoccer and how they differ from FYSA vernacular. 

¶ ά¦ǇƭƻŀŘέ όhƭŘ C¸{!ύ ǘƘŜ ǇǊƻŎŜǎǎ ƻŦ ƻŦŦƛŎƛŀƭƭȅ ǊŜƎƛǎǘŜǊƛƴƎ ǇƭŀȅŜǊǎ ǿƛǘƘ C¸{! ŀƴŘ ǘƘŜ ǎƛƳǳƭǘŀƴŜƻǳǎ 

generation of official documents (passes and rosters). 

mailto:Karen@gotsport.com


 

 

© GotSoccer, LLC. This document is the property of GotSoccer, LLC and may be sent or reproduced 

for any registered user of our software. This document may not be copied or transmitted to non-

registered persons without the written permission of GotSoccer, LLC 2000 Strand St Neptune 

Beach, FL 32003 

 

¶ ά¦ǇƭƻŀŘέ όbŜǿ Dƻǘ{ƻŎŎŜǊύ the importing of players, teams and or coaches into the GotSoccer 

database. 

¶ ά!ŦŦƛƭƛŀǘŜέ C¸{! ƳŜƳōŜǊ 

¶ ά/ƭǳōέ C¸{! ƳŜƳōŜǊǎ ǊŜǎǇƻƴǎƛōƭŜ ŦƻǊ ǎƛƎƴƛƴƎ ǳǇ ǇƭŀȅŜǊǎΣ ŎǊŜŀǘƛƴƎ ǘŜŀƳǎ ŀƴŘ ǇŀȅƛƴƎ C¸{! 

membership / player fees 

¶ ά¢ŜŀƳέ όhƭŘ C¸{!ύ ŀ ƴǳƳōŜǊ ŘŜǎƛƎƴŀǘƛƴƎ ŀ ǘŜam for a single season 

¶ ά¢ŜŀƳέ όDƻǘ{ƻŎŎŜǊύ ŀƴ ŀŎŎƻǳƴǘ ǘƘŀǘ ƴŜǾŜǊ ŜƴŘǎΦ Lǘ ƘƻƭŘǎ ǇƭŀȅŜǊΣ ŎƻŀŎƘ ŀƴŘ ŜǾŜƴǘ ƘƛǎǘƻǊȅΦ 

¶ άwŜƎƛǎǘŜǊέ ƻŦŦƛŎƛŀƭƭȅ ŘŜŎƭŀǊƛƴƎ ǇƭŀȅŜǊǎ ǘƻ C¸{! ŦƻǊ ƛƴǎǳǊŀƴŎŜ ŀƴŘ ǊƻǎǘŜǊƛƴƎ ǇǳǊǇƻǎŜǎΦ 

¶ άCǊŜŜȊŜέ όC¸{!ύ ǘƘŜ ŘŀǘŜ ŀŦǘŜǊ ǿƘƛŎƘ b/{ ǊƻǎǘŜǊǎ Ŏŀƴƴƻǘ ōŜ modified. 

¶ άCǊŜŜȊŜέ όDƻǘ{ƻŎŎŜǊύ ¢ƘŜ ǇǊƻŎŜǎǎ ƻŦ ǘŀƪƛƴƎ ŀ ǎƴŀǇǎƘƻǘ ƻŦ ǘƘŜ current player list to generate an 

official roster. ¢Ƙƛǎ ƛǎ ƴƻǿ άDŜƴŜǊŀǘŜέ ƛƴ Ƴŀƴȅ ǇƭŀŎŜǎ 

 

Clubs will need to understand: 

1) how to access the basic account 

2) how to add players manually or via an import from a csv file 

3) How to look-up players 

4) How to create teams 

5) How to create manager and coach accounts and the risk management process  

6) How to set team, coach, and player levels as per FYSA guidelines (Rec, competitive, topsΧύ 

7) How to use registration events to organize teams for rostering / pass generation. 

8) How to move teams to the registrar area for official roster and pass generation. 

9) How to modify rosters 

10) How to send team login information to managers and coaches. 

11) Where to find registration billing information 

Lƴ ƻǊŘŜǊ ǘƻ ŎƻƳǇƭȅ ǿƛǘƘ C¸{!Ωǎ ǊŜƎƛǎǘǊŀǘƛƻƴ ǇƻƭƛŎƛŜǎΣ ǊƻǎǘŜǊƛƴƎΣ ŀƴŘ pass printing  regulations, you will 

have to create or upload all player, team and coach information into your GotSoccer basic club account.  

The basic account allows you to: 

1) Import players and teams from a CSV file. A CSV file can be created from any Excel worksheet. 

2) Enter Coaches, managers and team officials and place them on teams 

3) Submit teams to the state for registration and rostering purposes. 
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It does not:  

1) Permit you to email players. 

2) Register players online through our software. 
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Logging into your Account  
 

Log into the GotSoccer system as a Director.  

Go to www.gotsoccer.com  

Click on Log In. 

 

 

 

http://www.gotsoccer.com/
http://www.gotsport.com/home.aspx
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Select Organizations and click Login  

 

 

 

Enter your username and password and click login. If you do not have a user name or password, contact 

Florida Youth Soccer Office at 863-268-8220. 
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The Confidentiality Agreement  
 

The first time you log in the system will return our confidentiality agreement. In short, we require you to 

agree not to allow other software vendors or other individuals intending to create software into our 

system. 

 

 

!ǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ !ƎǊŜŜƳŜƴǘΣ ȅƻǳΩƭƭ ŦƛƴŘ ŀƴ I Agree button, by clicking this you agree to the terms. 
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The screen will refresh, click the Return to My Account Summary link at the top of the agreement  

 

and the system will display the main software screen. The confidentiality agreement will not appear 

again. 

Click on the Club ǘŀō ŀƴŘ ǘƘŜ ǎȅǎǘŜƳ ǿƛƭƭ ǘŀƪŜ ȅƻǳ ƛƴǘƻ ƻǳǊ Ŏƭǳō ōŀǎƛŎ ŜƴǾƛǊƻƴƳŜƴǘΦ ¸ƻǳΩƭƭ ƪƴƻǿ ȅƻǳ ŀǊŜ 

in the club module if you see a blue banner with the word Club on the left side of the screen. Notice the 

links on the dark blue menu bar. We will discuss each of these links in detail below. 
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Agent of Record 
 

FYSA has asked that the Agent of record be the master Account user. If the Agent of record is not the 

person responsible for day to day operation of the account, they can make a single subuser with Full 

access rights. This account will have access to every area of the website and can do everything the 

master account can do, except change the master password. 

Please see the account setup section below for instructions on how to set up the sub user account. 

Sub-User Account Setup  
 

The initial username and password are what we call Master login information. The account an affiliate 

uses is called a directorΩǎ ŀŎŎƻǳƴǘΦ 9ǾŜǊȅ ŘƛǊŜŎǘƻǊΩǎ ŀŎŎƻǳƴǘ Ƙŀǎ ŀ ƳŀǎǘŜǊ ǳǎŜǊ ŀƴŘ ǘƘŜ ŀōƛƭƛǘȅ ǘƻ ƘŀǾŜ ǎǳō-

user accounts. We strong urge that you set up sub user accounts as we can keep track of their usage and 

limit their ability to access other areas of the program. We can limit sub users and their access, but this 

is not a security system. We assume that by giving individuals access to the software, the master user 

vouches for the integrity of the sub user. 

²Ŝ ǳǎŜ ǘƘŜ ŀƴŀƭƻƎȅ ƻŦ ȅƻǳǊ ƘƻƳŜΦ LŦ ȅƻǳ ŘƻƴΩǘ ǿŀƴǘ ŀ ǇŜǊǎƻƴ ǘƻ Ǝƻ ƛƴ ŀ ŎŜǊǘŀƛƴ ǊƻƻƳΣ ȅƻǳ ƭƻŎƪ ƛǘΣ ōǳǘ ǘƘŜ 

lock is probably not as strong as the front door ƭƻŎƪΦ LŦ ȅƻǳ ŘƻƴΩǘ ǿŀƴǘ ǘƘŜ ǇŜǊǎƻƴ ƛƴ ȅƻǳǊ ƘƻƳŜΣ ŘƻƴΩǘ 

give them the key to the front door. Giving a person a username and password is analogous to giving 

them a key to the front door.  

FYSA requires that affiliates only grant Got Soccer access to those persons who are already currently 

registered with an approved risk management status. 

You can find the User Account area by: 

1) Clicking on the Home tab 

2) Clicking on the User Accounts link on the gray menu bar 

3) The first account listed in orange is the master account holder. They have access to all areas and 

their access cannot be limited. 
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4) To create a new sub-user, click on the Add Club Official User Account. The  

5) Fill out the form: 

a. Enter a username and a password (Required) 

b. Enter the Full Name (Required) 

c. Enter an Email Address (Required) 
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From here you must decide on: 

¶ A Role 

¶ An Access Level 

¶ The User Tabs the sub-user can open 

¶ Event Access if League or Tournament access is desired. 

 

Primary Role 

The primary role is a title that can be given to the user. Most of these roles are similar with the 

exception of Scorekeeper. The scorekeeper can access and update scores only. You can give just about 

any title access to other area. For example, a director of coaching could also have access to a 

tournament by allowing them access to the tournament tab an assigning them events. If you are with a 

USYSA state organization that uses GotSoccer software, these roles (titles) can be seen by the state in 

your club/association account.  

 

 

The Registrar 

All FYSA clubs are responsible for creating official rosters and documents. Therefore it will be 

ƴŜŎŜǎǎŀǊȅ ǘƻ ŘŜǎƛƎƴŀǘŜ ŀ ǇŜǊǎƻƴ ŀǎ άwŜƎƛǎǘǊŀǊέΦ ¢Ƙƛǎ ƛǎ ŘƻƴŜ ǳǎƛƴƎ ǘƘŜ tǊƛƳŀǊȅ ǊƻƭŜ ŘǊƻǇŘƻǿƴΦ LŦ 

ȅƻǳ Řƻ ƴƻǘ ŘŜǎƛƎƴŀǘŜ ŀ ǇŜǊǎƻƴ ŀǎ άwŜƎƛǎǘǊŀǊέ ǘƘŜȅ ǿƛƭƭ ƴƻǘ ƘŀǾŜ ŀŎŎŜǎǎ ǘƻ ǘƘƛǎ ŀǊŜŀ ƻŦ ƻur 

program. There can be more than one registrar. 
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Access Level 

There are three main Access levels 

¶ Full 

¶ Basic 

¶ Limited 

Full Access 

If you give an account Full Access, they will have most of the abilities of the master account. They will 

have the ability to create sub-user accounts and to change access levels for sub users. There are only 

two areas that sub-users with full access cannot access: 

1) The password area for the master account. They cannot change the master password. 

2) The Payment Setup area. The sub-user cannot change or input credit card account information. 

Basic Access 

This is the access level you should give most users. It allows them to work within the different modules, 

but disables the ability to modify sub-user accounts.  

Limited Access 

Limited Access is mostly a viewing only access. We are constantly adding new features and we do not 

guarantee an individual with limited access has only viewing privileges. They will have access to certain 

areas of the program. Never give login credentials to individuals you do not know and trust. 

User Tabs 

GotSoccer has many software modules. Each major module is identified by a tab. Not every account will 

have access to all modules. Overall permission is given by GotSoccer.  This is the main way to limit user 

access.  

If you have a person that runs your tournament but should not see club or association programs, only 

turn on the tournament module. 
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When the person logs in using the sub-user login info, they will only see league tab. You will need to give 

sub-users access to specific events. You do this by selecting the event (league) in the drop down box on 

the right side of the screen. Please note there will only be a list of leagues if the league has been 

created. 
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Age Group Access 
 
You can limit access to certain age groups in the league area by selection an age group from the list of 
league divisions, or select All Groups if you want to allow access to all age groups. Make sure you press 
Save to set the preferences. 
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Players 
 

We assume you are signing up players using paper registration, third party software or your own in 

house program.  One way or another you should have a list of players and perhaps even the teams they 

will play on.  

 Your current players are in your GotSoccer affiliate account. You can use these players to create teams, 

but you can also use our player import function to move players from team to team without creating 

duplicates. In order for this function to work properly the player first name, last name, gender and date 

of birth must match exactly to a player record in our database.  In the case below, while on the club tab, 

ǎŜƭŜŎǘ ǘƘŜ ǇƭŀȅŜǊ ƻǇǘƛƻƴ ǘƘŜƴ ǇƭŀȅŜǊ ǎŜŀǊŎƘΦ tǳǘ ƛƴ ǘƘŜ ǇƭŀȅŜǊΩǎ ŦƛǊǎǘ ŀƴŘ ƭŀǎǘ ƴŀƳŜ ŀƴŘ ǇǊŜǎǎ ǎŜŀǊŎƘΦ  LŦ 

the player has import next to their name, press thŜ ƛƳǇƻǊǘ ōǳǘǘƻƴ ŀƴŘ ōǊƛƴƎ ǘƘŜ ǇƭŀȅŜǊΩǎ ŀŎŎƻǳƴǘ ƛƴǘƻ 

your club list. 

 

 

If a player is new to FYSA, you can create player accounts in your club account. 

There are two ways to get this information into our system: 

1) Manually type in the information (Not recommended) 

2) Import them from an excel spreadsheet saved as a csv file. 

Club Teams Player Search 

Import 
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To type in player information manually: 

1) Click on the Club tab 

2) Click on the Player link on the dark blue menu bar 

3) Click on the Create Player link 

 

 
 

4) Fill in the player first name, last name, date of birth and gender, along with address, phone 

number and email address... 

5) Press Save 
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6) Once saved, a player account is created. The page will refresh and you will see additional tabs 

that can be filled out. These can be filled out by the parent or team manager at a later date. 

 

7) Should you wish to remove the player from your club account, DO NOT TOUCH THE REMOVE 

BUTTON,  you are only billed for players with an active registration level (Recreational or 

Competitive) as long as the player has a competition level set as inactive or not registration the 

player account can reside in your club account, and can be imported into another club account. 
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Modifying Player and Team Information after an Upload  
 

It may sound strange to have the modifying information before we show you how to import information 

from a spreadsheet, but you have player information in your account from last season. Therefore, it is 

relevant to understand how the upload can be used to modify existing information. 

 If you are using a third party registration solution (software or paper) you are used to creating a CSV file 

with the player and team information. The same process can be used in our system. The import function 

όƻǳǊ ά¦ǇƭƻŀŘ tƭŀȅŜǊǎέύ ǿƛƭƭ ƴƻǘ ŘǳǇƭƛŎŀǘŜ ŀ ǇƭŀȅŜǊ ŀŎŎƻǳƴǘ, in the club account, if the first name, last 

name, gender and date of birth are identical to the record in your club database. If you want to move a 

player from one team to another it can be completed. If you need to add parent information or modify 

email addresses you can do it without creating duplicates.  

 

DO NOT TOUCH THE REMOVE BUTTON 
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One note the system will not automatically remove players from teams if they are not in the new 

upload. These players must be released before uploading. You release player from a team by: 

1) Deleting the team. This should only be considered for recreational teams, but is not 

recommended for competitive teams that care about GotSoccer ranking points. Deleting these 

teams and creating new teams will cause loss of points and charges if the team wants to recover 

the old team account. 

2) Click on a players ID number from the Player ŀǊŜŀ ŀƴŘ ǎŜǘǘƛƴƎ ǘƘŜ ǘŜŀƳ ǘƻ άbƻƴŜέ 
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Preparing an Excel Spreadsheet  for Import  
 

 Players in your club last season are in your player area. You can still use a spreadsheet to import players 

and add them to new teams without creating duplicate player accounts. We discuss this in the section 

entitled Modifying Player and Team Information after the Initial Upload below.  

Before we begin to import a player list, we must discuss the requirements of the actual player file. 

The Excel file must be converted to CSV format. CSV stands for Comma Separated Values. Each field, 

ŎƻƭǳƳƴ ƛŦ ȅƻǳΩǊŜ ǳǎŜŘ ǘƻ 9ȄŎŜƭΣ ǎǘŀǊǘǎ ǿƛǘƘ ŀ ŎƻƳƳŀ ŀƴŘ ŜƴŘǎ ǿƛǘƘ ŀ ŎƻƳƳŀΦ ¢ƘŜǊŜ ŀǊŜ ƻǘƘŜǊ ǘȅǇŜǎ ƻŦ 

delimited files including Tab, I-Beam and Quote. The good news is Excel does it all for you. Just: 

a) Open an Excel File 

b) /ƭƛŎƪ άSave Asέ  

c) You see a drop down or list of formats 

d) {ŜƭŜŎǘ άCSV (Comma Delimited)έ 

e) tǊŜǎǎ άSaveέ 

f) ¢ƘŀǘΩǎ ƛǘΗ 

 

Before you upload you will probably want to clean up the data in the spreadsheet. 

We suggest: 

 Player 

a) Sort the data by last name, first name, and birthday. The system will scrub exact duplicates 

but if a name is I first name is listed as John in one row and Johnny in another it will create 

two accounts. Please look for duplicate players before uploading though our system will not 

upload exact duplicates (Only in your club account, it does not check all of FYSA).  

b) There are only five required player information fields, but we strongly suggest you upload as 

much information as possible, at least the email address. 



 

 

© GotSoccer, LLC. This document is the property of GotSoccer, LLC and may be sent or reproduced 

for any registered user of our software. This document may not be copied or transmitted to non-

registered persons without the written permission of GotSoccer, LLC 2000 Strand St Neptune 

Beach, FL 32003 

 

i. First Name 

ii. Last Name 

iii. Date of Birth 

iv. Player Gender  

v. Competition level 

c) Make sure the columns are formatted for our database 

i. Birth date should be in mm/dd/yyyy (m/d/yy is acceptable) format 

ii. The player name is in two fields; first and last name. 

iii. Gender can be any of the following: B, G, M, F, Boy, Girl, Male or Female. 

iv. The parent(s) name (optional) must be in one field. If your data has 2 fields, use the 

concaǘŜƴŀǘŜ ŦǳƴŎǘƛƻƴ ŀǎǎǳƳƛƴƎ ǘƘŜ ǇŀǊŜƴǘΩǎ ŦƛǊǎǘ ŀƴd last names are in cells B6 and 

.тΣ ƛƴǎŜǊǘ ŀ ŎƻƭǳƳƴ ŀƴŘ ǳǎŜ ǘƘŜ ŦƻǊƳǳƭŀ  Ґ/ƻƴŎŀǘŜƴŀǘŜό.сΣέ άΣ.тύ ǘƘŜ ƴŜǿ ŎŜƭƭ 

would return the full name with a space between the first and last name. 

v. ¢ƘŜ ǇƭŀȅŜǊ ƎŜƴŘŜǊ Ŏŀƴƴƻǘ ōŜ ά/ƻŜŘέΦ Lǘ Ƴǳǎǘ ōŜ ōƻȅΣ ƎƛǊƭΣ ƳŀƭŜΣ ŦŜƳŀƭŜΣ m, f, or b, g. 

vi. Competition level must be spelled exactly as Recreational, Competitive, Inactive or 

Not Registered. Capitalization must be correct 

Automatically creating teams and placing players on the teams 

d) Our system can automatically generate team accounts. If you want to automatically create 

teams and place players on these teams, you will need to add three columns 

i. Team Name 

ii. ¢ŜŀƳ DŜƴŘŜǊ ό.ƻȅΣ DƛǊƭΣ .ΣDΣaΣCΧ ŎƻŜŘ ƻǊ Ŏ ƛǎ ŀƴ ŀŘŘƛǘƛƻƴŀƭ ƻǇǘƛƻƴύ 

iii. ¢ŜŀƳ !ƎŜ DǊƻǳǇ ό¦млΣ ¦ммΧ ƴƻǘ .¦мл ƻǊ D¦ммύ Please note that our system 

ƛƴŎǊŜƳŜƴǘǎ ŀƭƭ ǘŜŀƳ ŀƴŘ ǇƭŀȅŜǊ ά¦ ȅŜŀǊǎέ ƻƴ уκм ƻŦ ŜŀŎƘ ȅŜŀǊΦ LŦ you are preparing 

this spreadsheet prior to Auguat1 make sure the teams are aged as if they were 

playing last spring not next fall because on 8/1 we will increment all teams. A U11 

will become U12 on 8/1.  

e) Save the file as a CSV file. 

f) We strongly suggest you create another CSV test file with just a few player records (rows). 

This will allow you to check the imported players and teams to insure they were imported as 

desired without creating a significant number of duplicate player records.  

NoteΥ LŦ ȅƻǳ ŀǊŜ ǊǳƴƴƛƴƎ ŀƴ ŀŎŀŘŜƳȅ ǇǊƻƎǊŀƳ ƻǊ ȅƻǳ Řƻ ƴƻǘ ǇƭŀŎŜ ǊŜŎ ǇƭŀȅŜǊǎ ƻƴ ŀ άǘŜŀƳέ ȅƻǳ Ŏŀƴ 

simply define a team called Under 8, for example, and place 1,000 players on the team. This will be 
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important when it comes to registering players as player levels ό/ƻƳǇŜǘƛǘƛǾŜΣ ǊŜŎǊŜŀǘƛƻƴŀƭΧύ Ŏŀƴ ōŜ ǎŜǘ 

for all players on a team with a single click.  

The GotSoccer database is organized in a precise fashion. Each player has their own record. Events, 

team, and program history are attached to the player profile. If an email address or phone number 

changes for the player, it will change for all programs, including those that have expired. The past 

programs can be used for email marketing purposes. 

 

1. Log in to your club account, (see above)  

2. /ƭƛŎƪ ƻƴ άClubέ όHome Association in Texas) 

3. /ƭƛŎƪ ƻƴ άPlayersέ ƻƴ ǘƘŜ ŘŀǊƪ ōƭǳŜ ƳŜƴǳ ōŀǊΦ 

 

Screen Shot 1 

 
 

4. This will bring you to the manage players screen.  

5. /ƭƛŎƪ άUpload PlayersέΣ ŎƛǊŎƭŜŘ ƛƴ Ǌed below, on the Gray menu bar. Also notice that you can export 

player lists to a CSV file and to an Excel file, the blue circle, from this page. The links are circled in 

blue below. (Note: For those of you in states that use Logical Solutions, the CSV file can be uploaded 

directly into that software.) 

6. We strongly suggest you create a small CSV test file with just a few player records (rows). This will 

allow you to check the players and teams to insure they were imported as desired.  
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Screen Shot 2 

 
 

7. You will now be at our Import ǇŀƎŜΦ .ŜŦƻǊŜ ōŜƛƴƎ ǘƘŜ ǳǇƭƻŀŘ ǇƭŜŀǎŜ ǊŜǾƛŜǿ άtǊŜǇŀǊƛƴƎ ŀƴ 9ȄŎŜƭ 

{ǇǊŜŀŘǎƘŜŜǘ ǘƻ LƳǇƻǊǘέΦ ¢ƘŜ ŦƛƭŜ Ƴǳǎǘ ōŜ ŀ /{± ŦƛƭŜ ŀƴŘ Ƴǳǎǘ ōŜ ŦƻǊƳŀǘǘŜŘ ŀǎ ŘŜǎŎǊƛōŜŘ ŀōƻǾŜΦ /ƭƛŎƪ 

on the Browse button. This will take you to the directory of your computer. Again, we strongly 

suggest you create a small CSV test file with just a few player records (rows). This will allow you to 

check the players and teams to insure they were imported as desired. 

 

Screen Shot 3 

 
 

8. CƛƴŘ ǘƘŜ /{± ŦƛƭŜΣ ƛƴ ǘƘƛǎ ŜȄŀƳǇƭŜ άb/! ǳǇƭƻŀŘέ ŎƭƛŎƪ ƛǘ ŀƴŘ ǇǊŜǎǎ άOpenέ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǎŎǊŜŜƴ 
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Screen Shot 4 

 
 

9. The system will return you to the Import page.  

a. ¢ƘŜǊŜ ŀǊŜ ŀ ŦŜǿ άFormat OptionsέΦ LŦ you are using Excel and saved the file as a CSV file, you 

ǿƻƴΩǘ ƴŜŜŘ ǘƻ ǳǎŜ ǘƘŜǎŜ ƻǇǘƛƻƴǎΦ  

b. If you file is formatted with quote marks or other delimiters, choose the appropriate 

options.   

c. You can omit the header row. This will eliminate the first row of your file. Sometime it is 

better to leave this row in the file, as matching your file column headings with ours is easier. 

The only drawback to leaving your column headings is our system will create a player using 

the header rows. It is easy to find this player, search for your column heading that marks the 

ǇƭŀȅŜǊΩǎ ƭŀǎǘ ƴŀƳŜΣ ŀƴŘ ŘŜƭŜǘŜ ǘƘŜ ŀŎŎƻǳƴǘΦ 

d. /ƭƛŎƪ ƻƴ άUploadέ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƭŜŦǘ ƻŦ ǘƘŜ ǎŎǊŜŜƴΦ 
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Screen Shot 5 

 
 

10. The system will load the file in preparation for importation. You will see three options above the 

player list. They are circled in red below. 

a. Teams; creates teams and places players on the assigned team. The CSV file must contain 

columns for Team Name, Team Gender (B,G, Boy, Girl, M, F, Coed) and Team Age (U8, U10, 

ΧύΦ 5ƻƴΩǘ ƛƴŎƭǳŘŜ ȅƻǳǊ Ŏƭǳō ƴŀƳŜ ƛƴ ǘƘŜ ǘŜŀƳ ƴŀƳŜ ŀǎ ǘƘŜ ǎȅǎǘŜƳ ǿƛƭƭ ǳǎŜ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ 

club you created for the account. 

b. Families; creates family accounts by grouping players with the same last name plus home 

phone or address or zip code. Players with different last names can be added to the family 

account after this process is complete, see or Family Account help section. 

c. Email Notification; emails players their username and password. If you have the club 

extended version of our software (online registration module) you can email user names 

ŀƴŘ ǇŀǎǎǿƻǊŘǎ ŀǘ ŀƴȅ ǘƛƳŜΦ LŦ ȅƻǳ ƘŀǾŜ ǘƘŜ ŦǊŜŜ ŀŎŎƻǳƴǘ όȅƻǳ ǿƛƭƭ ƴƻǘ ŦƛƴŘ άProgramsέ ƻǊ 

άMessagingέ ƻƴ ǘƘŜ άClubέ menu bar), this is the only opportunity to send an email using 

our mailer. We strongly suggest you warn your members before emailing them. 
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11. Select the options you want use for the upload. 

12. At the top of each column on your file will be a dropdown menu of our matching fields. In databases 

each record must have the same exact name. Simply match your column heading to ours. In the 

ŜȄŀƳǇƭŜ ōŜƭƻǿΦ ²Ŝ ƘŀǾŜ ƳŀǘŎƘŜŘ ǘƘŜ ŦƛǊǎǘ ŦŜǿ ŎƻƭǳƳƴǎΦ LŦ ȅƻǳ ƘŀǾŜ ŀ ŎƻƭǳƳƴ ǘƘŀǘ ȅƻǳ ŘƻƴΩǘ ǿŀƴǘ 

ƛƳǇƻǊǘŜŘ ƻǊ ǘƘŜǊŜ ƛƴ ƴƻ ŎƻǊǊŜǎǇƻƴŘƛƴƎ ŦƛŜƭŘ ƻƴ ƻǳǊ ŘǊƻǇ Řƻǿƴ ƭƛǎǘΣ ǎŜƭŜŎǘ άDo not Importέ 

 

 
 

a. The column for last Name in the uploaded CSV file is called PlayerLastName, the matching 

name from our dropdown list is Last Name.  

b. Notice we decided not to import the column called PlayerMiddleName. 

c. Certain of our fields are marked with a *  this designates a required field. For players, we 

require a Last Name, First Name Competition level, Date of birth and Gender. Be aware, if 

you upload just the minimum information we will not be able to assign an age to the player 

and will not be able to contact them via email or provide other contact options. 
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13. If you want to our system to create teams and place the player on the team you must include the 

team name, age group and team gender in each player row. If the information is not there for all 

players those without teams will still be imported, but will not be assigned to a team. 

 

 

14. /ƭƛŎƪ άImport Dataέ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƭŜŦǘ ǎƛŘŜ ƻŦ ǘƘŜ ǎŎǊŜŜƴ 

 

 

15. The next screen reports the action of the import. 

 

 
 

16. Lƴ ǘƘƛǎ ŜȄŀƳǇƭŜ ǿŜ ƛƳǇƻǊǘŜŘ мт ǇƭŀȅŜǊǎ ŀƴŘ ǇƭŀŎŜŘ ǘƘŜƳ ƻƴ ŀ .ƻȅǎ ¦мм ǘŜŀƳ ŎŀƭƭŜŘ ά¦ƴƛǘŜŘέΦ ¢ƘŜ 

file also contaiƴŜŘ ǇƭŀȅŜǊǎ ŦƻǊ ŀ DƛǊƭΩǎ ¦мм ǘŜŀƳ Ŏŀƭƭ ǘƘŜ tƻǿŜǊΦ wŜƳŜƳōŜǊ ǘƘŜ ƘŜŀŘŜǊ ǊƻǿΣ ǿŜ 

ŀŎǘǳŀƭƭȅ ƻƴƭȅ ƛƳǇƻǊǘŜŘ мс ǇƭŀȅŜǊǎΦ ²Ŝ ŀƭǎƻ ŎǊŜŀǘŜŘ ƻƴŜ ŦŀƭǎŜ ǘŜŀƳ ŎŀƭƭŜŘ άTeam Nameέ ŦǊƻƳ ǘƘŜ 

ŦƛƭŜΩǎ ƘŜŀŘŜǊ ǊƻǿΦ ¢ƻ ǎŜŜ ǘƘƛǎ ŎƭƛŎƪ ǘƻ ǘƘŜ άTeamsέ ƭƛƴƪ ƻƴ ǘƘŜ ŘŀǊƪ ōƭǳŜ ƳŜƴǳ ōŀǊΣ circled in green 
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above. (Note: you can download the Skipped information by clicking the download link. It will give 

you a row by row report on information that could not be imported. This could be caused by 

omitting any one of the four required fields.) 

 

Total Rows Skipped will give you a report on any player the system could not upload. 

 

If you are using a spreadsheet to import players and create teams you can skip to the Submitting 

Teams to a League/State for Registration below. 

 

 
 

17. The system place 10 plŀȅŜǊǎ ƻƴ ǘƘŜ άUnitedέ ŀƴŘ с ǇƭŀȅŜǊǎ ƻƴ ǘƘŜ άPowerέΦ /ƭƛŎƪ ƻƴ ŀ ¢ŜŀƳ bŀƳŜ 

and scroll to the bottom of the screen to delete a team. 

18. ¢ƻ ǎŜŜ ŀ ƭƛǎǘ ƻŦ ǇƭŀȅŜǊǎ ŀƴŘ ǘƘŜ ǘŜŀƳǎ ǘƘŜǊŜΩǊŜ ƻƴΣ /ƭƛŎƪ άPlayersέ ƻƴ ǘƘŜ ŘŀǊƪ ōƭǳŜ ƳŜƴǳ ōŀǊΦ 

 

19. You can sort and email (if you have the Club Extended Account) from this page. The sort features are 

ƘƛƎƘƭƛƎƘǘŜŘ ƛƴ ǊŜŘ ōŜƭƻǿΦ ²Ŝ ƘŀǾŜ ŀ ƳǳŎƘ ƳƻǊŜ ǇƻǿŜǊŦǳƭ ǎƻǊǘ ŀǊŜŀ ƛƴ άPlayer RegistrationsέΦ 
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Creating Coach and or Team Official Accounts   
 

Click on the light blue tab that says Club. To create Coaches or Team Officials click on the Coach or 

Team Official link in the dark blue menu bar. (You may import a list of coaches using an excel 

spreadsheet saved as a CSV file. We will cover this in the Import section below.)  

 

 
 

1. In both cases you will see a link that says Create Coach Profile or Create Team Official Profile 

depending on the link you clicked. The example below assumes you clicked the Coaches link and 

want to enter a profile for a coach. 

 

 
 

2. ¢ƘŜ ƴŜȄǘ ǎǘŜǇ ƛǎ ǘƻ ŜƴǘŜǊ ǘƘŜ ŎƻŀŎƘΩs information. You must fill out the information that is circled 

in red. Full legal name, State registered, whether they are a Primary and or Assistant Coach, 

their email (this is a critical piece of information). You do not have to create a username and 
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password. The system will automatically generate these, but it may be easy to remember if you 

create a simple solution such as email address as username and club initials as a temporary 

password. The password can be the same for multiple accounts. Press Save to create the 

account. This will create the account and send an automatic email with the login instructions to 

the coach or team official. If you do not have an email, we suggest you use a club email address 

(try Hotmail or Gmail they are free) and use it. This way when emails are sent you can refer to 

this account, it becomes your call list. Obviously if the coach does not have an email address you 

will have to call them and give them login information. Also note all public libraries have 

computer access.  
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Emailing Coaches, Team Officials  and Teams 
 

The basic account has email capability with one exception; an email is cannot be sent to players. If you 

are using our free account we assume you have an alternate way to contact your players. 

You can emŀƛƭ ŎƻŀŎƘŜǎΣ ǘŜŀƳ ƻŦŦƛŎƛŀƭǎ όƳŀƴŀƎŜǊǎΣ ǘǊŀƛƴŜǊǎΧύ ŀƴŘ ǘŜŀƳǎΦ  

New Coaches and Team Officials 

If you create a new coach or team official account, the system will automatically generate an email, as 

long as you enter an email address, with username and password information. 

The email will look like this: 

 
 

 

a. The coach login link is provided 

b. The User Name is provided 

c. The password is provided 

 

3. You can also send a reminder email to all coaches or team officials: 

a. Click on Coach or Team Official (see Screen Shot 4) on the dark blue menu bar 



 

 

© GotSoccer, LLC. This document is the property of GotSoccer, LLC and may be sent or reproduced 

for any registered user of our software. This document may not be copied or transmitted to non-

registered persons without the written permission of GotSoccer, LLC 2000 Strand St Neptune 

Beach, FL 32003 

 

b. LŦ ȅƻǳ ƘŀǾŜ ƳƻǊŜ ǘƘŀƴ нр ŎƻŀŎƘŜǎΣ ŎƘŀƴƎŜ ǘƘŜ tŀƎŜ {ƛȊŜ ǘƻ άInfiniteέ όŎƛǊŎƭŜŘ ƛƴ ǊŜŘ 

ōŜƭƻǿύ ŀƴŘ ǇǊŜǎǎ ά!ǇǇƭȅ CƛƭǘŜǊǎέ όŎƛǊŎƭŜŘ ƛƴ ƎǊŜŜƴ ōŜƭƻǿύ 

 

This email can be customized by: 

1) Clicking on Customization on the gray menu bar 

2) Clicking on the User Notification tab 

3) Filling out the For New Coach Accounts area and or new team Official Accounts, just below 

coaches, and pressing Save  

 

 
 

We might suggest the following New Coach Account language  
 

Thank you for volunteering your time to coach our children. US Youth Soccer and FYSA have 
mandated that all coaches, managers and others that come in contact with children undergo a 
background check, referred to as Risk Management.  
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Your login information and a link are attached to the bottom of this email. Click on the link, enter 
your login information, and 
 
1) Click on the Contact Information link 
2) Fill out all information and please make sure to use your LEGAL name. 
3) Click on the Background check link on the gray menu bar 
4) Fill out all additional information 
5) Read and answer all the Volunteer Disclosure questions 
6) Read the liability waiver 
7) Click Submit. 

 
GotSoccer processes submissions every 15 minutes. If your status is still pending after that much time, it 
is likely a hit was returned from the background check provider. FYSA will review all accounts with hits 
and approve or deny them as per their policies. 
 

Emailing Existing Coaches, Managers and Teams 
 
GotSoccer allows our basic (free) account holders to email coaches, managers, team officials and teams. 
If you click on the Coach link, for example, you will find the list of coaches associated with your account. 
¸ƻǳ Ŏŀƴ ǎƻǊǘ ǘƘŜ ŎƻŀŎƘŜǎ ōȅ ƭŜǾŜƭ ό/ƻƳǇŜǘƛǘƛǾŜΣ wŜŎΧύ ŀƴŘ ōȅ wƛǎƪ aŀƴŀƎŜƳŜƴǘ ǎǘŀǘǳǎΣ ǎŜŜ ǘƘŜ Ǌƛǎƪ 
management section below.  
 
If you want to email all coaches make sure you set the page Size to Infinite (or greater than the number 
of coaches) as the system will only select coaches or anything listed on the displayed page. 
 
Steps: 

1) Use the search criteria to display the coaches, managers or teams desired. You can use Risk 
ƳŀƴŀƎŜƳŜƴǘ ǎǘŀǘǳǎΣ ŎƻƳǇŜǘƛǘƛǾŜ ƭŜǾŜƭΣ ƴŀƳŜΧ 
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2) Make sure all your selections are displayed by setting the page size to Infinite. You can 
confirm this by making sure the Items 1-x-y are the same. In this example, 1-416 of 416. If 
this was 1-25 of 417 only 25 people would be in the email list. 



 

 

© GotSoccer, LLC. This document is the property of GotSoccer, LLC and may be sent or reproduced 

for any registered user of our software. This document may not be copied or transmitted to non-

registered persons without the written permission of GotSoccer, LLC 2000 Strand St Neptune 

Beach, FL 32003 

 

 
 
3) Click on the Email button, see the screen shot 2 above 
4) Decide if you want to send a Bulletin (No login information included or Personalized Login 

Information included. If you are asking someone to log into an account this must be 
personalized. 

5) Decide if you want to send the email as plain text, as seen on a Blackberry for example, or 
I¢[aΣ ŀ ǘȅǇŜ ƻŦ ŦƻǊƳŀǘ ȅƻǳ ƳƛƎƘǘ ŎǊŜŀǘŜ ŦǊƻƳ ŀ ǿƻǊŘ ǇǊƻŎŜǎǎƻǊ ό.ƻƭŘΣ ōǳƭƭŜǘǎΧύΦ Lƴ ǘƘƛs 
example, we will send a personalized email in HTLM format. 

6) Next decide who the email Is from and the reply email address 
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7) Go to the very bottom of the coach. Manager or team list and click Update Filters 

 
 

8) The system will refresh, changing the display to an HTML editor (not displayed in Safari) 
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9) You will see the number of people in the email list, and you can create the subject, and 
ŎƻƴǘŜƴǘΦ ²Ŝ Řƻ ƴƻǘ ŀƭƭƻǿ ŀǘǘŀŎƘƳŜƴǘǎΣ ōǳǘ ȅƻǳ Ŏŀƴ ŀŘŘ ¦w[Ωǎ ŀƴŘ ƘȅǇŜǊ ƭƛƴƪǎΦ ¢ƘŜ ŜƴŘ ǊŜǎǳƭǘ 
is the same as an attachment, the recipient just makes a single click to download a document 
or go to web site. 

10) Press Send to complete the process 
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Risk Management  
 
FYSA will require everyone that comes in contact with children to undergo a risk management 
background check.  This process is completely integrated into our software. There will no long be forms 
to fill out and data to be transcribed and then entered back into the FYSA system.  
 
¢Ƙƛǎ ǇǊƻŎŜǎǎ ƛǎ ŜȄŀŎǘƭȅ ǘƘŜ ǎŀƳŜ ŦƻǊ ŎƻŀŎƘŜǎΣ ƳŀƴŀƎŜǊǎΣ ǾƻƭǳƴǘŜŜǊǎ ŀƴŘ ŀƴȅƻƴŜ ŜƭǎŜ ȅƻǳΩŘ ƭƛke to have 
checked.  
 
We will use the Coach area for our demonstration. To enter managers and other volunteers use the 
Team Officials area and not the Coach area. 
 
The process of creating an account is exactly as described above. Once the email is sent, the coach can 
click on the link and enter his/her login information. 
 

 
 
Once in their account, they can update their personal information and press Save. Photos are optional.  
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The next step is to click on the Background Check link on the dark blue menu bar and the Submit New 
Report button 
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Enter all information (Note: FYSA does not require a social security number and this field will not appear 
on FYSA accounts) 
 
Answer the Volunteer Disclosure Questions  
 
Accept the Liability Terms and 
 
Press Submit 
 
Our system runs checks every fifteen minutes. If you do not see an approval, there may have been a hit 
(this could be anything including something from a person with a similar name) that will have to be 
reviewed by the FYSA risk management committee. 
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Keeping Track of Risk Management Progress  
 
Each step of the risk management process can be followed in real time. As soon as you enter a coach, or 
ƛŦ ŀ ŎƻŀŎƘΩǎ wκa ƛǎ ŜȄǇƛǊŜŘ ǘƘŜƛǊ wκa ǎǘŀǘǳǎ ƛǎ ŎƻŘŜŘ N/A, for Not Applied. This means that the coach has 
not completed the R/M questioner and agreed to the FYSA liability statement. You can sort by this 
status and email them. 
 
On the Coach screen: 

11) Change the R/M status to N/A (Invalid) 
12) Click Apply Filters 
13) If you want to email all coaches make sure the Page Size is set to 

infinite. 
14) Then Click email coaches. Emailing is described above. 

 
 
As soon as the R/M form has been properly completed the status changes to Pending. 
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You can sort your coaches by this status also. 
 
The Coach or Team Official will not appear in the team drop down (described below) until they are 
Approved. If a coach is not on the Coach dropdown list in the team area, they cannot be seen by the 
registrar and cannot be placed on a roster or have an ID card created in our system. 
 

Creating Teams 
 

Teams are already  in your account. You can remove a team from the account by deleting it. Do not 

deleti competitive teams with GotSoccer points and game history.  

1. To create Teams click on the Teams link in the dark blue menu bar and then click the Add Team 

link just below the gray menu bar. 

 

Screen Shot 4 

 
 

2. Fill out the team information.  

a. Important: We increase the age group of every team on August 1st each year. If you are 

trying to create a team that will be U8 in the fall, but are creating the team before 

August 1st, create it as a U7 team. It will become a U8 team on August 1st.   

b. You do not enter a Team ID, you will have the system generate one. 






























































































































































