
I.LEAGUEONE INSTRUCTIONS FOR UNASSIGNED PLAYERS (updated 1/30/12) 

You must first pull a list of unassigned players to know who they are.   

To do this, we recommend using the ADMIN / REPORTS/ STANDARD REPORTS/REGISTRATION REPORT. 

a. Once you pull the Registration report, sort it by the column labeled “TEAM NAME”. (It is a column toward the end.) 

b. Players who are unassigned will not have a team name in that column. These are the players who will either have 

to be added to a team OR have their registrations cancelled. 

 

II. To Add Unassigned Players to a ROSTER:  

1. Pull the Unassigned player list as explained in section I of this document. 

2. Go to the TEAMS, then  MAINTAIN TEAMS tab. Pick the criteria for the team and hit “find”. Once the list fo teams appears, 

select the team you wish to assign the player to. 

3. Add an available (unassigned) player to the team roster. 

4. Repeat for each age group and unassigned player. 

 

 

III.To CANCEL the REGISTRATION for Unassigned Players:  

1. Pull the Unassigned player list as explained in section I of this document. 

2. Go to the Players tab 

3. Click Maintain Player Information 

4. From your registration report from step 1 above, search for the player and select  his or her name to open the Person 

Maintenance page.  

5. Click on the date of the registration under Registration History to open the Maintain Registration pop-up screen 

 

6. Cancel the registration. There are two ways to do this: 

a. For Manual Registrations, click the Delete button to cancel the registration – then click Ok 

 



 

b. For Online Registrations, click the Refund button to cancel the registration – then click Ok 

NOTE: Clicking Refund will not actually reimburse the player the funds from the registration.   

 

IV. Alternate Method of ASSIGNING  UNASSIGNED PLAYERS: 

To find a list of Unassigned Players & Assign them to a team. (This method does not work for cancelling 

registrations.) 

1) Go to the Teams tab 
2) Click on Team Builder 
3) Go to the Action menu and select Summary 
4) Click Go 
5) Click the Manual Assign button next to the first Age Group with a number in the UnAssigned column 

 

 
 

6) Click the number next to the player’s name to access the Maintain Registration page 

 
 
7) Follow the steps to add them to a TEAM/ROSTER. 
8) Repeat these steps for each player count in the “UnAssigned” column  


