Registering Your Team for the First Time
In a Seasonal Year
To register your team for the first time in a seasonal year (8/1/2017 – 7/31/2018), please review the following
information.
1) Go to https://www.youthleaguesusa.com/vysa/2017/TravelTeam.html.
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2) Select the club sponsoring your team. If the club does not display in the pulldown list, it means that the club
has not yet registered. Please contact your club to let them know. Once the club has registered, the name
WILL appear in the pulldown list for “Please choose your Club Name.”
3) Enter the information requested for your team. All asterisked items are required. For the team name, please
note that the club abbreviation is already displayed. You only need to add the actual name of the team. An
example would be Heat Blue 05G. All clubs have their own naming convention. If you are unsure, please
contact your club.
4) If you are unsure of the District Affiliation, please contact your club.
5) If the team will be playing in an August tournament, please select “Yes,” and identify the name and date of the
tournament. The beginning of the Fall season is a very busy time for the Registrars, and this helps them to do
their best to have your roster approved prior to the tournament.

6) The primary team contact is the individual who will be sent the username and password to manage the team
roster in the database. Be sure that person is selected. If the person is not listed, then they may need to
complete their KidSafe registration. They can do that by going to the Kidsafe form and either registering (if they
did not do so already) or selecting “Add a position” if they need to do so. The link to the KidSafe registration
form can be found on the VYSA.com/registration page.
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7) The primary team contact (Figure 2) is the only REQUIRED entry for the team personnel at this point. You can
add the coach, assistant coach, and team manager now, or wait until later. (This is helpful if one of them has not
yet completed KidSafe – it will not hold up the process of starting your roster.)
8) The other team officials you may select are those individuals that will be displayed on the front of the team
roster (Figure 3). There is space for 1 team manager, 1 coach, and 2 assistant coaches. If one of these
individuals was identified as the primary team contact (above), you do not need to re-select him/her in the
lower section.
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9) Click on the “Submit Travel Team Info” located on the bottom of the form.
10) You will be shown a summary of information entered, and provided an opportunity to either return to the entry
form or continue. If the information is correct, click on “Continue Registration.”
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11) Please print or make note of the screen that will display next (Figure 5). It will have the username/password
displayed for the primary team contact. That individual will also receive it in an email.
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12) To continue directly to the online database, click on the button displayed on the screen. If you wish to access it
later, you may do so by going to https://www.youthleaguesusa.com/vysa/2017/Database.htm.
13) When you go to your team page, you will see that the status at the club/team/league level is “Not Ready for
Approval.”

One of the steps you will need to take is to “Enter last part of team ID.” Click on the button with the same name (Figure
6), and enter in the ID. If you are a completely new team, the ID will have been sent to you by the league, or your club
administrator or representative will know. Each league has a different numbering system. Click on the “Submit team
number” when finished (Figure 7).
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14) To add players, go to the Players view by clicking on “Players” under the Data Type:
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On the Players view, you have 3 ways of adding a player: Add returning players by teams, Add individual
returning player by name/dob or ID, or Add new player. If you have a player that is not returning in the Fall
season, do NOT add him/her to your team.
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If you add returning players by teams, you will see the following form. The teams displayed in the pulldown list
will be those from the previous year.
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Select the team from which you wish to pull the players. A list of eligible players will display. You will select
them one at a time, clicking on the “Add selected player to 2017-2087 team” each time.
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On the player information form that displays, enter in any missing required information, and verify that the
other information is correct.
One piece of information you must complete is the following:
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If the player has not been placed on any roster yet for 2017-18, then the answer is “NO.” In order to have this
answer be “yes,” the player must have been on a roster that will have an approval date of 8/1/2017 or later.
The answer should still be NO if a player is coming to your team this year, but was not on it last year, as long
they have not been approved on a roster for the Fall 2017.
If you click on “Add individual returning player by name/dob or ID,” the following form will display. Enter in the
criteria and click on “retrieve returning player.”
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If the player is found, the player information form will display. Click on “Add selected player to the 2017-18
team.”
If you click on “Add new player,” the player information form will display and you will need to enter in all
required information.
15) In any of the above instances, after completing each player information form, click on the “Submit Application”
button.

16) Once you have added all your players to the team, you will need to review their photos. On the Player View,
click on the “Upload Team Photos” button, located on the bottom of the page (Figure 14).
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Under the column “Photo Uploaded,” you will see the message indicating the photo is expired, or you may copy the
previous year’s photo to the current year. Player photos expire every 2 years; team officials expire every 5 years. To
upload a new photo, select the row for the player you need to update, and click on “Upload New Photo,” located at
the bottom of the form. If the current photo is still valid, and the player still looks like his/her photo, you can click
on the “Copy previous year picture to current year,” and the photo will display to the right.
The photo must be in a JPG format. If you have it saved as JPEG, do not rename! You need to open it in a photo
editor and save as JPG. (This is a common mistake people make. If you do this, the photo will not print on your
pass.)
When finished, click on “Close Window” at bottom of the form.

17) When you return to the player view, you will need to refresh this page. Please click on “Team” view, then go
back to “Players” view.
18) If you see any name missing a camera, or if the camera is red, you will need to upload a new photo for the
player. You can do this from the same form as above (“Upload Team Photos”), or you can select the player and
click on “View/Edit Player.” At the bottom of the player information form is an “Upload Photo” button. With
either method, you will see the form in Figure 16. When finished, save changes and return to team main page.
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19) If the player was not in the system from the previous year, you will need to upload proof of age. This may be
done from either the player information form (under View/Edit Player) or the “Upload Birth Certs” form. If
there are several to be uploaded, it is easier to select “Upload Birth Certs” from the Players view page. The birth
certificate must be a PDF and less than 2MB in size.
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20) If the player was born outside the US, additional documentation may be needed. If you click on “Upload
International Documentation,” you will see a list of players that should have international documentation. If
there is not a “select” button available next to the player’s name, then the documentation was uploaded in a
previous year. If documentation is needed, please go to the following link to see a list of documentation
requirements for internationally born players:
http://www.vysa.com/registration/InternationalINFO/index_E.html
21) When finished adding players, go to the Team view, and click on Audit Report.
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Review the audit report. It will show you if there are items needing to be corrected.
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Correct any items shown. For Rule 11, there may be a “correct” failure. This message will show until the roster
is reviewed and approved by the assigned league registrar. When the audit report is passed (correct failures are
permitted), you can submit the roster for approval. Prior to submitting the roster, you will see that the “team
approval status” is “not ready for approval.” Submit your roster by clicking on the “Submit Team” button on the
Team view.
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Follow the prompts to submit your team.
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Once your roster is submitted, you will see the “team approval status” has now changed to “Ready for approval
by Club Registrar.” You must always submit your roster for approval. If you do not, then the process will not
move forward. If it does not show “Ready for Approval by Club Registrar,” please try again.

Now that your roster has been submitted, an email has been automatically sent to your club reps for your travel
league, and your club’s Travel Registration Coordinator. Once one of them has approved your roster, the “club
approval status” will change to “ready for approval by league” and an email will be sent to your league assigned
registrar, letting them know that your roster is ready for approval.
If you have any questions throughout this process, please contact your Club League Rep first. If s/he is unable to
assist you, please contact your Assigned League Registrar. Due to the numbers of rosters processed at this time
of year, following this policy will improve the time it takes to get an answer. You can find your Assigned League
Registrar by going to VYSA.com  Registration  clicking on the “Do you need help?” icon.

