
     How To Complete a Guest Player Custom Transfer Form and Add the Guest 
Player to the Event Roster. 

Guest Player requests are completed within GotSport and must be approved by both the sending and receiving 
organizations prior to being considered a valid document. Paper forms are no longer accepted and are obsolete. 
Approval by FYSA is NOT required.  

If commencing the form as the Sending Organization, you will require the following information: 

• Tournament name and dates 
• Name of the receiving club 
• Name of the receiving team 

If commencing the form as the Receiving Organization, you will require the following information: 

• Loaning Club name  
• Loaning Team name 
• Players’ name, date of birth, and pass ID number 
• Email linked to the players’ profile as the userid, and zip code (required to add the players’ profile to your 

organization to enable them to be added to the event roster). 

Step 1: Go to Dashboard -> Affiliations -> click on FYSA Available forms -> scroll to FYSA Guest Player Form -> click select 

 

 

 

 

 

 

 

 

 

 

Step 2: Ensure you have the correct setting (double-click the blue banner to change): 

• Sending Organization: Player is primary to your club. 
• Receiving Organization: Player is guest playing with your club in a tournament. 

 

 

 

 

 

 

 



Step 3: Complete each section of the form -> select continue. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Step 4: Complete the required information, digitally sign the document -> click save. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 5: Review the summary, and if correct, click Return. 

Step 6: Navigate to Club Management -> Forms and Requests. From the Form drop-down menu, select FYSA Guest 
Player form -> search. 

 

 

 

 

 

 

 

 



Step 7: Click on the ID number for the player you wish to process. 

 

 

 

 

 

Step 8: Click the green check mark for your organization. This indicates that your organization approves the guest play 
request; the player is now marked as APPROVED for your club. 

 

 

Step 9: Once both the sending and receiving organizations have approved the request (two green check marks), the 
form may be downloaded by the receiving club to upload to the tournament for online check-in. FYSA APPROVAL IS 
NOT REQUIRED. The form is downloaded by clicking the three dots to the far right of the page -> click on view as PDF. 

 

 

 

 

Step 10: To add the player to the event roster, the receiving organization will be required to link the players’ GotSport 
profile to their club (the recommended event pathway is the FYSA Tournament Event roster as a guest pass will be 
available -> clone to the tournament). Navigate to club management -> players -> click Add Player. 

 

 

 

 

 

 

 

This will enable you to search for the player profile and add them to your club. To link immediately, add all fields: 

• date of birth,  
• first name,  
• last name,  
• email userid, and  
• zip code.  

 
Once all the fields have been entered, click Search. If the information entered is correct, the players’ profile will populate 
(common errors are incorrect spelling/format of the players’ name, or incorrect user ID). The email userid and zip code 
should be available via the Guest Player form. If this has not been completed, email jcannon@fysa.com for assistance. 

 

mailto:jcannon@fysa.com


 

Click Select to link the players’ profile to your club. If adding the player only using their date of birth, first name, 
and last name, an email will be sent to the userID email address requesting that the role is approved. The link 
expires 24 hours after which, it must be resent. Until completed, you cannot locate the players’ information within the 
Roster Builder. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Add the competitive level ->click Add User (forms are not required to be completed). The player is now linked. 

 

 

 

* 

Step 11: Via the Roster Builder pathway, navigate to either the FYSA Tournament Roster (if a pass is required) or 
the tournament event. Click on ‘Guest’ and utilize your filters to locate the player. Add them to the roster. 

 

 

Note: The team must be enrolled in the FYSA Tournament Event – the same process as 
registering your teams to the FYSA Registration Event. Once the team has been registered, 
clone the players/coaches from the FYSA Registration Event. Players and coaches can be 
added and removed without impacting the Registration Event or League Rosters. Therefore, 
your tournament event match card and passes will mirror those attending. 

 

 

 



 

 

 

 

 

 

 

 

 

Step 12: To link the players' membership, click ‘Refresh or Purchase’ -> submit -> view summary. 

  

 

 

 

 

 

 

 

Click ‘Submit’ (x2) for the player line with a $0.00 fee: 

 

 

  

 

 

 

Step 13: As the player was added to the FYSA Tournament Event roster, by clicking on ‘Actions,’ a pdf of passes is 
available to upload for online check-in, which includes a pass for the Guest Player.  

 

 

 

 

 

 



An individual pass is available by clicking on the three dots to the far right: 

 

 

 

 

 

 

 

Note: GotSport offers the option to collate Guest Player Forms to print as one PDF.  

Navigate to Club Management -> Forms and Requests. From the Form drop-down menu, select FYSA Guest Player form -
> search. 

Checkmark the forms you wish to print/download -> click Bulk Print -> Click Download Report to open your PDF. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If the guest player was added via the FYSA Tournament Roster pathway, clone the roster to 
the tournament event that your team is participating in! 

Questions? Email jcannon@fysa.com or submit a support ticket to FYSA by clicking here.  

mailto:jcannon@fysa.com
https://system.gotsport.com/forms/51A611168

