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1. Register Your Club With The State 

If you haven’t already done so, you must first register your Club on the State 
Site in order to export Team Rosters from your Blue Sombrero Website to your 
State Association Website. 

 
2. Build Teams on Your Blue Sombrero Website 

The Team Builder on your Blue Sombrero Site is designed to allocate 
registered players and volunteers to different Teams.  For your convenience, 
Teams built on your Site can be exported intact to your State Site – there is no 
need to rebuild rosters on the State Site. 

 
3. Export Teams to State 

Through a simple, 3-step process, you are able to correlate your Teams with 
the proper Season, Level and Age Group on the State Site and export your 
rosters, en masse, to the State. 

 
4. Finalize and Submit Your Teams 

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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In order to export Team Rosters from your Blue Sombrero Website to your State 
Association Website, you must first register your Club on the State Site. 
 
If you have already registered your club on the State Site, you may proceed to the next 
section of this document, regarding Team Building on your Blue Sombrero Site. 
 
Prior to registration opening for each State Season, Clubs who have already registered 
with their State Association will receive an email containing a Username and Password 
reminder for the State Site. 
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1. Go to your State Association Website: 
a. Connecticut – http://cjsa.bluesombrero.com 

 
2. Registrations>>Club Registration>>Register My Club 

 
 

3. Select Parent Organization (This will be the name of your State Assoc.) 

 
 

4. Enter Club Details 
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5. Enter Contact Person Details 

 
 

6. Enter Account Information 

 
 

7. Enter board member info 

 
 

8. Click “Save” 
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9. Your club registration will need to be approved by the state before any teams 
may be exported: 
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Please use the following link to access our comprehensive training video for Team Building 
on your Blue Sombrero Website: 

Blue Sombrero Team Building Training Video 

**NOTE – as a Blue Sombrero Admin Licensee, you also have access to our Self Service 
Support Site: 

Blue Sombrero Self Service Support Site 

The Support Site gives access to our entire knowledge base of internal solutions – extremely 
helpful if you run into issues during the Team Building process! 
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Through a simple, 3-step process, you are able to correlate your Teams with the proper 
Season, Level and Age Group on the State Site and export your rosters, en masse, to the 
State. 
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1. On your Blue Sombrero Website, login as an Admin and go to Teams>>Export 
Teams>>Export New Teams 

 

 
 
 

2. Ensure that the correct State Site is listed in the “Export to:” menu (this should be 
the default listing) 

3. Ensure that your club is listed in the “Club:” menu (again, this should be the 
default listing) 

 

 
 
 

4. Under “Program, Division / SLA Mapping” select the appropriate State Season 
from the dropdown menu, as it applies to the Program from which you will be 
exporting teams 
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5. Expand the mapped program 
 

 
 

6. Select each Division from which you want to export teams 
 

 
 
 
 

7. Select the proper State Level and Age Group from the dropdown menu for each 
Division 
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8. Click “Next” 
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1. Select the appropriate Program from the dropdown menu 
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2. If the default mapping which appears in the Existing Role Mapping List is 
sufficient, click “Next” 

 
 

3. If it is necessary to map further roles, start by selecting a Club Volunteer Role 
from the dropdown menu 

2.4.Then, select the State Personnel Role to which your selected Club Volunteer Role 
corresponds 

 

 
 

3.5.Click “Add Role Mapping” to add this map to the Existing Role Mapping List 
 

 
 

4.6.Repeat steps 3 – 5 for each Club Volunteer Role 
5.7.If necessary, you may delete an Existing Role Map by placing a check in the box 

next to the role and clicking “Delete Role Mapping” 
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6.8.Click “Next” 
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1. Select each team to export (you may choose “Select All” to include all teams) 
 
 

 
 
 

2. Click “Export to State” 
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3. If records are not exported due to errors, each individual record will appear in a 
list at the top of the page. You may click the “expand” sign to view specific errors 
for each record 

 

 
 

4. You may click the Edit Pencil to make changes to the corresponding record (then 
click “Update” 

 

 
 

5. You may also click “Export to Excel” to create an .xls document – which can then 
be imported manually on your State Site. 
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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 
 

 
 
 
 
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 State 
Association for Approval. 
 

1. Go to Admin>>Team Registration Tasks>>Team Submission 
 

 
 

 
 
 

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 a State 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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3. Select your Club 

 

4. Click “Show Teams” 

 

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

 

 

 

 


