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Summary of New Features 

� Add New Players to Submitted and Approved Teams 

� Add Existing Players to Submitted and Approved Teams 

� Add New Personnel to Submitted and Approved Teams 

� Add Existing Personnel to Submitted and Approved Teams 
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Adding New Players  
You now have the option of adding new players to Submitted and Approved teams. Once you 

have filled out all the player details, a submission will be sent to the State for approval. After the 

State approves the request, the player will appear in the “Adds” section of your roster.  

 

To start the Add New Player process, go to: 

1. Admin>>Team Registration Tasks>>Add Team Member Request 

 

 
2. Select your Club and Click on Show Teams 

 
3. Select the Team you wish to add a player to and click on  Add New Player 
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4. Fill out all of the required fields (those marked with an asterisk *) and click on submit. 
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5. Once you hit submit, an e-mail will be sent to the State requesting approval to add the 

player. 
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Adding Existing Players 
You also have the option of adding existing players to Submitted and Approved teams. You will 

need the State Player ID in order to add the existing player to a team in your club. If you do not 

know the State Player ID, you can use the Player Look Up feature. 

 

1. In order to access the look up feature, go to Admin>>Look Up>>Player Look up. You 

can then enter the Players Name, First Name or Email Address to obtain the State Player 

ID. 

 

 
2. Once you have the State Player ID, go to Admin>>Team Registration Tasks>>Add 

Team Member Request 

 

 
 

 3. Select your Club and Click on Show Teams 
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 4. Select the Team you wish to add a player to and click on  Add Existing Player 

 
5. Enter the State Player ID then click on Submit to send an approval request to the State 

(you can also click View Details to see Player Details and Team Affiliation). 
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Adding New Personnel 
You now have the option of adding new personnel to Submitted and Approved teams. Once you 

have filled out all the personnel details, a submission will be sent to the State for approval. After 

the State approves the request, the personnel will appear in the “Adds” section of your roster.  

 

To start the Add New Player process, go to: 

1. Admin>>Team Registration Tasks>>Add Team Member Request 

 

2. Select your Club and Click on Show Teams 

 
 3. Select the Team you wish to add a player to and click on Add New Personnel 
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 4. Fill out all of the required fields (those marked with an asterisk *) and click on submit. 
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5. Once you hit submit, an e-mail will be sent to the State requesting approval of the new 

personnel. 
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Adding Existing Personnel 
You also have the option of adding existing personnel to Submitted and Approved teams. You 

will need the State Personnel ID in order to add the existing personnel to a team in your club. If 

you do not know the State Personnel ID, you can use the Personnel Look Up feature. 

 

1. In order to access the look up feature, go to Admin>>Look Up>>Personnel Look up. 

You can then enter the Personnel’s Name, First Name or Email Address to obtain the 

State Personnel ID. 

 
2. Once you have the State Personnel ID, go to Admin>>Team Registration Tasks>>Add        

Team Member Request 

 
 

3. Select your Club and Click on Show Teams 
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4. Select the Team you wish to add the personnel to and click on Add Existing Personnel 

 
 5. Enter the State Personnel ID then click on Continue to send an approval request to the 

State (you can also click on View Details to see Personnel Details and Team Affiliation). 

 

 


