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�  Register your club on the site. 
�  Create your team import file. 
�  Import your file on the site. 
�  Finalize and Submit your team(s) on the site.  



� � � � � � � � � 	 � 	 � � 	 � � � 
 � � � � � � � � �




������������������������������������������
��
����� ��
!����"#����$�����

*�

	�+�������+�,�!���
!#��
1. Once you go to http://cjsa.bluesombrero.com, go to Registrations>>Club 

Registration>>Register My club 

 

2. Click on the CJSA link at the top to choose a district 

 

 

3. Choose a district 

 

 

 

 

 

 

4. Enter Club Details 
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5. Enter Contact Person Details 

 

6. Enter Account Information for your club 

 

7. Enter Board Member Info 
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8. Click “Save” 

 

9. Your club registration will need to be approved by the state before any teams may 
be imported: 
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You will have to create a Excel file that contains both players and coaches for each team. You 
can download a template of the file format by going to Admin>>Team Registration 
Tasks>>Bulk Team Import and clicking on the Download Sample Template. Please click here 
to view an Import File Example.  

 

The following fields are mandatory for a PLAYER : 

·  Team Name 

·  Level (i.e. Rec, Comp, Premier) 

·  Age Group (Must match the Age Group identically as named on the CJSA site: U10 
Boys, U16 Girls, etc.) 

·  First Name 

·  Last Name 

·  Date of Birth (mm/dd/yyyy) 

·  Gender (M or F) 

·  Street 

·  City 

·  State (No abbreviations, i.e. Connecticut is accepted) 
 

·  Zip Code (5 digits) 

·  Country (No abbreviations, United States is accepted) 

·  Phone Number (No parentheses, dashes or spaces, just the 10 digits xxxxxxxxxx) 
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The following fields are mandatory for a COACH: 

·  Team Name 

·  Level (i.e. Rec, Comp, Premier) 

·  Age Group (Must match the Age Group identically as named on the CJSA site: U10 
Boys, U16 Girls, etc.) 

·  First Name 

·  Last Name 

·  Date of Birth (mm/dd/yyyy) 

·  Street 

·  City 

·  State (No abbreviations, i.e. Connecticut is accepted) 

·  Zip Code (5 digits) 

·  Country (No abbreviations, United States is accepted) 

·  Phone Number (No parentheses, dashes or spaces, just the 10 digits xxxxxxxxxx) 

·  E-Mail Address 

 

Each team MUST have a primary contact person. Normally this person is also the Head 
Coach and is simply added to the Import File twice: Head Coach (2) and Team Primary 
Contact (1).  For Person Type the following values should be entered:  

 0 for Player 

 -1 for Team primary contact person 

1 for Team Manager 

 2 for Head Coach 

 3 for Assistant Coach 
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The following fields are not mandatory but can be included on the import file: 

·  Middle Initial 

·  Social Security Number (SSN) (9 digit number with no dashes or spaces) 

·  Driving License Number (Can be both letters and numbers) 
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Once your club has been registered and approved by CJSA, your club will have the ability to 
import your Team Import File to the site. Go to http://cjsa.bluesombrero.com and log-in with 
your username and password: 

 

1. Go to Admin>>Team Registration Tasks>>Bulk Team Import: 

 

2. Highlight your club in the Select Club section: 
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3. Select the appropriate Season: 

 

4. Select the file by clicking Select and browsing your computer for the correct file. Once 
the file is displayed, click Import: 

 

5. You will receive a message here either letting you know the import was successful or 
it will give you a list of the errors.  You will see the exact errors itemized out.  At this 
point, you can make the changes to the excel sheet and follow the import steps above 
again.  You can re-upload the whole document as NO duplicates will be imported 
into the system! 

 

 

 

 

 

 

 

 

 

 



� � � � � � � � � 	 � 	 � � 	 � � � 
 � � � � � � � � �




������������������������������������������
��
����� ��
!����"#����$�����

%��

 

 

����
�2�������!#"���0�!�����"��
Once your Teams have been exported to the State Site, you will declare each Team to be 
Finalized (complete), and Submit each Team for approval by the State Association. 
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1. Go to your State Site and click Login 

 

2. Enter your email and password 

 

 

3. Go to Admin>>Team Registration Tasks>>Team Registration Dashboard 
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4. Scroll to the bottom of this screen and Finalize your teams 
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Now that you’ve Finalized your Teams, it is necessary to Submit these Teams to the District 
for Approval. 

 

1. Go to Admin>>Team Registration Tasks>>Team Submission 
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2. Select the teams you wish to submit to the state for approval 
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Approval for your Teams will be handled by your District Administrator.  Please use the 
following steps to check the status of any of your Teams at any time. 

1.  Login to the State Site 

 

 

2.  Go to Admin>>Team Registration Tasks>>Team Registration Dashboard 
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1. Select your Club 

 

2. Click “Show Teams” 

 

3. Under “Status of Team Application, note entry under “Status Name” 

 

 

 

 


