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Introduction 
The LeagueOne User Guide is designed to support all of the LeagueOne state soccer 
association customers.  LeagueOne has provided a customized solution for Ohio Youth 
Soccer Association North, but this solution is not reflected in the User Guide.  LeagueOne 
has been configured to allow OYSAN Affiliates, Leagues and Non-Affiliates to work 
together without the need to send paperwork back and forth.  This document explains the 
OYSAN-specific features and should be used in conjunction with the LeagueOne User 
Guide. 
 
 
 
 
 

Basic Definitions and Concepts 

Associations 
There are several different types of entities that all interact differently with the state 
association and each other.  We have grouped these entities into one of three categories 
(defined below), depending on the responsibilities and tasks that each entity should 
perform.   

League 
An officially sanctioned League is an entity that is responsible for verifying birth 
documents, verifying other rules, and passing registration fees onto the state association.  
For the most part, these leagues handle competitive play but some might also have in-
house programs.   
 
A League Registrar may perform some or all of the following tasks: 

·  Player registration,  
·  Team formation, 
·  Team approval,  
·  “Affiliate” team acceptance, 
·  Transfer initiation,  
·  Workflow approvals, 
·  Possibly roster and/or pass printing, 
·  Player name changes, and  
·  Birth certificate verification. 
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Affiliate 
An Affiliate member is an entity that is not a league, but has an in-house recreational 
program.  They pay registration fees directly to the state association for their in-house 
program only.  Registration fees for any teams that join other Leagues will be paid directly 
to the League.  Players from an Affiliate organization may play on a team that joins 
another League. 
 
An Affiliate Registrar may perform some or all of the following tasks: 

·  Player Registration,  
·  Team Formation,  
·  Team Approval,  
·  Transfer Initiation,  
·  Roster Printing and 
·  Possibly Pass Printing. 

 

Non-Affiliate 
A Non-Affiliate member is an entity that is not a league and does not have an in-house 
recreational program.   All of their teams must join a League before they can be approved. 
 
The Non-Affiliate Registrar will not have the ability to print any passes/rosters from 
LeagueOne, but they will be able to perform the following tasks: 

·  Player Registration,  
·  Team Formation,  
·  Team Approval and  
·  Transfer Initiation. 
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Divisions 
LeagueOne has been configured with specific rules for each level of play (i.e. “Division”).  
We have outlined each of the different Divisions below to give you insight into how the 
player registration and team formation will work for each.  Players can be registered into 
any Division, regardless of your association’s entity type. 
 
 

Recreational  
Recreational registrations and teams are designated as “Annual,” meaning that the player 
belongs to the club for the entire playing year (i.e. 2008-2009).  This means that players 
will need to register once per team per year in these Divisions, and the registrar will not 
need to recreate any of the same teams in the Spring 2009 that were initially created in the 
Fall 2008.   
 
 
Affiliate members and Leagues are the only associations allowed to register and form 
Recreational teams.  These teams can either play in-house, or they can join a League.  
Please refer to Appendix A – Join a League for step-by-step instructions on affiliating a 
team with a League and Appendix B – Process requests to join your League for details on 
accepting requests to affiliate with your League. 
 

 

RecPlus, Premier & Competitive 
All Premier and Competitive registrations and teams are designated as “Annual,” meaning 
that they are valid for the duration of the playing year (i.e. 2008-2009).  This means that 
players will need to register once per team per year in these Divisions, and the registrar 
will not need to recreate any of the same teams in the Spring 2009 that were initially 
created in the Fall 2008.   
 
RecPlus, Premier and Competitive teams from Affiliate members or Leagues can either 
play in-house, or they can join a League.  All Premier and Competitive teams of Non-
Affiliate members must join a League.  Please refer to the Team Affiliation section for 
step-by-step instructions on affiliating a team with a League.   
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Registering Players  
Affiliates, Leagues and Non-Affiliates are all able to register players and form teams.  
Teams from these entities will either play in-house (i.e. Recreational division) or play in 
other leagues (i.e. Premier division).   
 
This process starts when the Club Registrar registers the players.  Player registrations can 
be completed one of three ways: 

1) Manual – The Club Registrar inputs the data into LeagueOne 
2) Online – The parent registers their child over the internet if the registration 

entity has the ClubReg package 
3) Import – Registrations are uploaded into LeagueOne from a .CSV file  

 
 
 
 

 

Creating Teams 
Depending on the registration entity (Affiliate, League or Non-Affiliate) and the playing 
Division (i.e. Recreational or Premier/Competitive), a team may or may not need to join 
another playing league before the team can be validated and Approved.  We have listed the 
options by entity and team type for easy reference.   
 

 Recreational 
team 

RecPlus team Competitive 
team 

Premier team 

Affiliate 
member 

Plays in-house 
only 

Affiliates with a 
League 

Affiliates with a 
League 

Affiliates with 
a League 

League Plays in-house 
only 

Affiliates with a 
League 

Affiliates with a 
League 

Affiliates with 
a League 

Non-
Affiliate 
member 

N/A Affiliates with a 
League 

Affiliates with a 
League 

Affiliates with 
a League 

 
Please refer to 
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Appendix A – Join a League for detailed instructions on affiliating your team with a 
League.   
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Teams from Leagues, Affiliate & Non-Affiliate membe rs 
Leagues and Affiliate members can create any type of team (Recreational, RecPlus, 
Competitive or Premier).  Non-Affiliate members can create RecPlus, Competitive or 
Premier teams only.  This section includes instructions to successfully create each type of 
team. 
 
Recreational (In-House) team   
 

1. Register players (also see “Player Registration” in the LeagueOne User Guide) 

2. Add a new team (also see “Form Teams” in the LeagueOne User Guide) 

3. Add players and team staff 

4. Associate a disclosure with each staff member (Please refer to Appendix G – 

Risk Management for instructions on associating disclosures with coaches) 

Once the Registrar is confident that the team is re ady for 
rosters and passes, s/he can activate the team by 
clicking the “Approve” button.  (Please refer to  
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5. Appendix C – Approve your team for detailed instructions) 

a. If the team does not conform to all OYSAN rules, the Registrar is 

immediately notified of the problem so that they can correct it. 

b. If the team conforms to all OYSAN rules, then the status of the team 

will change from “Pending” to “Active.”   

6. Once the team status is “Active,” then rosters and passes can be printed. 

 
RecPlus, Competitive or Premier team 
 

1. Register players (also see “Player Registration” in the LeagueOne User Guide) 

2. Add a new team (also see “Form Teams” in the LeagueOne User Guide) 

3. Affiliate the team with a League (see 
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Appendix A – Join a League for detailed instructions on how to affiliate a team 

with another League) 

a. Note: If you are a League, then you do not need to do the affiliation step 

(this team already belongs to your League) 

b. If the League accepts the team, then the Affiliate status changes from 

“Pending” to “Active” (NOTE: all RecPlus, Competitive and Premier 

teams must have an “Active” league affiliation before they finalize the 

team and print rosters/passes in Step 6 below) 

4. Add players and team staff 

5. Associate a disclosure with each staff member (Please refer to Appendix G – 

Risk Management for instructions on associating disclosures with coaches) 

Note: Risk management will not begin processing in LeagueOne until July 

6. Once the Registrar is confident that the team is ready for rosters and passes, 

s/he must submit the team to the League for roster approval by clicking on the 

“Approve” button. 

a. If the team does not conform to all OYSAN rules, the Registrar is 

immediately notified of the problem so that they can correct it. 

b. If the team conforms to all OYSAN rules, then: 

i. The status of the team will change from “Pending” to “AddReq”   

ii.  The team will appear on the League’s Open Tasks �  Roster 

Approvals queue, where the League will review the team. 

1. If the League approves the roster, then the team status 

will change from “AddReq” to “Active” 

2. If the League rejects the roster, then the team status will 

change back to “Pending” from “AddReq” so that any 

necessary changes can be made by the Registrar. 

7. Once the team status is “Active,” then rosters and passes can be printed.   

Note: Some Non-Affiliate members may need to obtain their passes/rosters 

directly from the League 
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League’s responsibilities  
All RecPlus, Competitive and Premier teams are required to join a League.  This section 
gives a quick overview of the League’s responsibilities in accepting requests to join a 
league, and approving the rosters of their member teams.   
 

1. Registering entity submits a request to join the League (see 
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Appendix A – Join a League) 

2. The League reviews the request to join their league from the Open Tasks �  

Affiliation Requests queue (also see 



 
OYSAN Addendum to the LeagueOne User Guide for local administrators                                                     14 

Appendix B – Process requests to join your League for instructions) 

a. If the League accepts the team, the team’s affiliate status changes from 

“AddReq” to “Active”  

b. If the League rejects the team, then the team’s affiliate status changes 

from “AddReq” to “Rejected” 

3. Once the registering entity has finalized the roster, they will submit the roster to 

the League for final approval (also see Appendix D – Approve Teams in your 

League for detailed instructions) 

a. If the League rejects the roster, then the team’s status changes from 

“AddReq” to “Pending” 

b. If the League approves the roster, then the team’s status changes from 

“AddReq” to “Active” 

4. Once the team’s status is “Active,” then rosters and passes can be printed by the 

Registrar.  If the team was registered with a Non-Affiliate member, then the 

League will print rosters/passes for this team. 
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Player Adds, Transfers & Drops 
Once a team has been approved, we expect that some player movement will occur.  The 
association that registered the player and created the team always has to initiate a transfer 
request (see Appendix E – Requesting a Transfer for instructions on initiating player 
transfers).  Whether the team plays in-house or in a League will determine how the 
movement is executed.   

·  Player transfers between teams within the same entity are executed automatically  
·  Player transfers between teams in different entities are handled differently 

depending on whether or not the team is affiliated with a League 
a. Recreational transfers must be approved by the State Office 
b. RecPlus, Competitive and Premier transfers must be approved by the 

League the player is transferring from as well as the League that the player 
is transferring to (see Appendix F – Approving a Transfer for instructions 
on approving/executing player transfers) 

 
 
 Adds Transfers Drops Un-drops 
Recreational 
(In-House) 
Teams 

Registrar can 
add players 

Registrar can transfer players to 
other in-house teams within own 
association. 
Transfers between associations 
must be executed by the State 
Office. 

Registrar can 
drop players 

State Office 
can Un-drop 
players 

RecPlus, 
Competitive 
& Premier 
Teams 

Club/League 
Registrar can 
initiate add, 
but the 
League must 
approve the 
Add. 

For interleague transfers, the Club 
must initiate the transfer and the 
League can approve it. 
For transfers between leagues, the 
Club must initiate the transfer, 
both Leagues must approve the 
transfer. 

Registrar can 
drop players 

State Office 
can Un-drop 
players 

 
Player transfers between teams in different entities must be approved by either the State 
Office (Recreational transfers) or by the two Playing Leagues (RecPlus, Competitive or 
Premier transfers).  Appendix E – Requesting a Transfer outlines necessary steps for 
initiating a player transfer.  Appendix F – Approving a Transfer outlines the steps for 
executing a player transfer.   
 
Please refer to the LeagueOne User Guide for details on adding or dropping players. 
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Team Approval Rules  
LeagueOne has been customized to enforce OYSAN’s rules, which vary depending on the 
playing division and/or age group.  The following sections outline the various rules 
enforced during the validation and approval process. 

 

Processing by Division 
LeagueOne has been customized to provide different levels of functionality for each 
playing division.  This allows us to provide few restrictions in the Recreational Division 
and enforce greater controls in the Premier and Competitive Divisions that will help ensure 
fair play.  The following section highlights the similarities and differences between the 
divisions. 

Roster Limits 
Depending on the age group and competitive division, there are different 
minimum/maximum numbers of players that can be assigned to a team.  The team will not 
be approved unless it meets these requirements.  The following chart lists the limits by age 
group (and division where applicable). 
 

Age Group Roster Minimum Roster Maximum 
U4 to U6 4 8 
U7 to U8 5 10 
U9 & U10 6 12 
U11 & U12 7 14 
U13 – U16 9 18 
U17 – U19 11 22 

 

Academy Teams 
“Academy” or “Pool” teams are allowed up through the U12 age group and can only play 
within their own club – they cannot play games against other clubs or attend/play in any 
tournaments.  “Pool” team rosters will include a message to this effect. 
 
When you approve a team, the system will evaluate that team against the registration 
policies for OYSAN.  If there are any rule violations, LeagueOne will display a message 
letting you know what the problem is so that you can correct it. 
 
Roster size limits are enforced during team approval.  If you have an Academy team, you 
will have more players than a traditional team.  For Academy teams, please include the 
word “Academy” in the team name.  The system will then allow you to exceed the roster 
size limits.   
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Out of State Player Registration 
Out of state players can be registered by the local registrar.  However, any team with out of 
state players requires approval by the State Office before rosters/passes can be printed.  
The Affiliate or League should contact the State Office when they are ready to have this 
team approved. 
 

Volunteers & Risk Management 
Through our Risk Management program, OYSAN is taking steps to improve the protection 
of the players.  As a part of that effort, coach passes can only be printed for team staff 
members once the risk management review has been completed.  Please refer to Appendix 
G – Risk Management for instructions on associating disclosures with team staff.   

 

 

Player IDs 
LeagueOne automatically generates a Player ID based upon the player’s name, birth date 
and the player’s mother’s month and day of birth.  The purpose of this ID scheme is to 
provide an ID that can be determined from information that most people know rather than 
requiring the memorization of a random number.  The Player ID has the following format 
FLMMDDYYSSSS where: 
 

F  =  First letter in the player’s first name. 
L  =  First letter in the player’s last name. 
MM  =  The month of the player’s birth date. (00 – 12) 
DD  =  The day of the player’s birth date. (01 – 31) 
YY  =  The year of the player’s birth date. (00 – 99) 
SSSS  =  The player’s mother’s month and day of birth. 

 
Other state associations use the last four digits of the player’s social security number 
instead of the mother’s month and day of birth.  OYSAN decided that the mother’s month 
and day of birth is a better way to protect sensitive information. 
 

Handling Duplicate Player IDs 
There are situations where two players will have the same Player ID.  This most commonly 
occurs when there are twins with the same first initial.  In this case, alter the mother’s birth 
day by adding one to the day (i.e. use 0332 instead of 0331 where the mother’s birthday is 
March 31st). 
 



 
OYSAN Addendum to the LeagueOne User Guide for local administrators                                                     18 

I don’t have the mother’s month and day of birth 
What happens if the player’s mother is no longer alive or is unknown? You may use the 
father’s month and day of birth in this situation. 
 
If you were not able to collect the mother’s month and day of birth during the Fall 
2008-2009 registration period, you will be able to update the value in the Fall 2009-2010 
registration period IF YOU FOLLOW THE FOLLOWING NUMBERING SCHEME: 
 

Begin the mother’s month and day of birth with the number 9.  The next 
three digits can be any number that you choose but we recommend that you 
use the last three digits of the phone number to provide greater uniqueness 
(i.e. “9123”). 

 

 

 

Frequently Asked Questions 

How do I get support? 
Answer: LeagueOne support is provided directly by the Ohio Youth Soccer Association 
North.  If you have a question about LeagueOne, please contact the state office.  If they are 
not able to answer your question, they will escalate to the LeagueOne Support Team at the 
Active Network to get a resolution. 
 

Can the State Office look at my registration fees o r change them? 
Answer: Only if you allow them to make changes.  By default, the state office cannot 
delete or change a player’s registration record in your club.  If you want to allow them to 
have access to make these changes, go to the Club menu and select “Maintain Club 
Information,” and check the box next to the option: “Allow State Registrar to Register 
Players.”   
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Appendix A – Join a League 
All RecPlus, Competitive and Premier teams must be affiliated with a League.  If the team 
is created in a League, it will automatically be affiliated with that League.  If the team is 
created in an Affiliate or Non-Affiliate member entity, or is created in one League but 
wants to play in another, then you should follow these steps to request your team to join a 
League.   
 
Once a team is created (and not necessarily complete), the Registrar can click the 
“Affiliate” button and choose the League that they want the team to join.   
 

 

 
 

 
 
The request to join a League appears as a line item under the “Affiliation” section on the 
Team Maintenance page.   
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The Club Registrar will be able to tell 
that their team has a valid League 
affiliation when the status of their 
affiliation changes to “Active” 
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Appendix B – Process requests to join your League 
Requests to join your League will appear as line items under the Affiliation section on the 
Team Maintenance page creates an item on the League’s Open Tasks �  Affiliation 
Requests queue (see below).   
 

 

 
 
To process the request, the League Registrar will select the team and click the “Process 
Selected” button.  This brings up the Team Approval screen, where they will review the 
team to determine whether or not it passes League rules and birth validation requirements. 
 

 
 

The League registrar can enter the 
amount due for the league membership fee 
by clicking on the amount here.  They can 
also enter a collection amount, or edit the 
Age Group/Division of the team by 
clicking on the other green text. 
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The League Registrar will do one of the following: 
·  Click the “Approve” button to accept the team as a member of the League, 
·  Click the “Reject” button to deny the team’s request to join the League,  
·  Click the “Next Item” button if they are not ready to make a final decision on the 

team’s request.  The team will remain in the League’s Open Tasks �  Affiliation 
Requests queue until the request is either approved or rejected. 
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Appendix C – Approve your team 
Once the Registrar is confident that the team is ready for rosters and passes, and has a valid 
League affiliation, they will attempt to approve the team by clicking on the “Approve” 
button.  This step validates whether or not the team conforms to OYSAN registration rules.  
If the team does not conform to OYSAN registration rules, the Registrar is immediately 
notified of the problem so that they can correct it.   
 
If you are attempting to approve a Recreational (In-House) team, and the team passes 
OYSAN rules, then the status of the team (and its players/staff) changes from “Pending” to 
“Active.”  This process is depicted in Figure ___ below.   
 

 
 

Once the team status is “Active,” then rosters and passes can be printed. 
 
On the other hand, if you are attempting to approve a RecPlus, Competitive or Premier 
team and the team passes OYSAN rules, and the team has an “Active” League affiliation, 
then the status of the team (and its players/staff) changes from “Pending” to “AddReq.”   
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Once the roster has been approved by the League (see Appendix D – Approve Teams in 
your League), then team status will update to “Active,” and the rosters and passes can be 
printed. 
 
The following diagram represents the flow of a RecPlus, Competitive or Premier team 
between the registration entity (either another League, or an Affiliate or Non-Affiliate 
member) and the playing League. 
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Appendix D – Approve Teams in your League 
The playing League has final approval over RecPlus, Competitive and Premier team 
rosters.  Requests to approve the team will appear in your League’s Open Tasks �  Roster 
Approvals queue.   
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To process these requests: 

1. Select each team you want to process by clicking on the box next to the team name 
2. Click the “Process Selected” button 
 

 
 
3. This brings up the Team Approval screen where you can review the current team 

roster, and verify any of your League rules/requirements (i.e. birth date validation, 
residency, etc.) before performing one of the following: 

a. Click the “Approve” button to approve the team’s roster (Team status 
changes to “Active”), 

b. Click the “Reject” button to reject the team’s roster (Team status reverts 
back to “Pending”),  

c. Click the “Next Item” button if they are not ready to make a final decision 
on the team’s request.  The team status is still listed as “AddReq” and the 
request will remain in the League’s Open Tasks �  Roster Approvals queue 
until it is either approved or rejected. 

You might choose to enter the 
amount collected at this time 
by clicking on the green field. 



 
OYSAN Addendum to the LeagueOne User Guide for local administrators                                                     27 

Appendix E – Requesting a Transfer 
 
To transfer a player from one team to another, navigate to the Team Maintenance page for 
the player’s current team.   
 

 
 
Select the player that you want to transfer by clicking on the box to the left of the player’s 
name, and click the “Transfer” button.  The “Player Transfer – Team Selection” window 
will pop up. 
 



 
OYSAN Addendum to the LeagueOne User Guide for local administrators                                                     28 

 
 

Click on the team that you want to transfer the player to. 
 

 
 

 

 
 

At this point the player transfer has been successfully requested.  Depending on the 
transfer type, the player’s status will change from “Active” to: 

·  Xferred – for a transfer within the same entity  
·  XferReq – for a transfer between different entities 

 
If the status is “XferReq” then it requires approval by both Leagues, or by the State Office 
if the teams are not affiliated with playing Leagues. 
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Appendix F – Approving a Transfer 
For player transfers between teams in different Leagues, each League must approve the 
transfer independently.  To approve the transfer request, navigate to the Open 
Tasks� Player Transfers screen.  You will see a list of all pending requests (below). 
 

 

 
 
Select the player transfer(s) that you want to review, and click “Process Selected.”  The 
Player Transfer screen comes up, and you will be able to review the transfer request.   
 

 
 
Click “Next Item” to skip the transfer request, “Approve” to accept the transfer request, or 
“Reject” to deny the request.   
 
Both Leagues must approve each request in order to execute the transfer.  The player’s 
status will change from XferReq to Xferred (on the old team) and XferOn (on the new 
team).   
 
If either League rejects the transfer request, then transfer is cancelled.  The player’s status 
will change from XferReq to Active, and the player will remain on his/her original team. 
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Appendix G – Risk Management 
LeagueOne prevents volunteers from being approved as a Coach, Assistant Coach or Team 
Manager on a team until they have completed the Risk Management process.  Here is the 
way that the process works: 
 

1) Registrar assigns coaches and players to a team.  Their initial status is 
“Pending.” 

 
2) Registrar matches disclosures to coaches, by clicking on the “Find” button on 

the staff member’s record on the Team Maintenance page.  Note: You must 
match a disclosure to a coach the first time.  Subsequent disclosures are 
matched automatically. 

 

 
 

This pulls up the “Find Disclosure” screen listing all of the completed checks 
for volunteers with the same first and last name.   
 
Note: You may have to change the default search criteria to account for 
common nicknames (i.e. Richard instead of Rick), as this may limit the search 
results that are returned.   
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Once you locate the appropriate disclosure result, click “Assign” and close the 
window.  The “Disclosure” column will update with the new expiration date.   
 

 
 
 

 
3) Once each staff member has an expiration date listed in the “Disclosure” 

column, then the team will meet the Risk Management requirements and can be 
approved (once all other rules are passed). 

 
There are several reasons why you may not be able to locate a disclosure record for a given 
volunteer: 
·  The volunteer’s name listed in LeagueOne may be different from their official name  
·  The volunteer may not have completed their risk management disclosure through e-

KidSafe 
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·  The volunteer’s background check may not have been completed yet 
·  The volunteer may not have passed the background check (you should be in contact 

with the State Office for any of these) 
 
All ‘Team Staff’ must have a valid disclosure associated with their staff record before the 
team can be approved.  Affiliates and Leagues will not be able to print passes/rosters until 
the team is approved (has a status of “Active”).   
 


