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Copyright 
 
Copyright © 2004-2007 by The Active Network, Inc. All rights reserved. No part of this 
publication may be reproduced, transmitted, transcribed, stored in a retrieval system, or translated 
into any computer language, in any form or by any means, electronic, mechanical, magnetic, 
optical, chemical, manual, or otherwise, without prior written permission. You have limited 
permission to make hardcopy or other reproductions of any machine-readable documentation for 
your own use, provided that each such reproduction shall carry this copyright notice.  No other 
rights under copyright are granted without prior written permission. The document is not intended 
for production and is furnished "as is" without warranty of any kind. All warranties on this 
document are hereby disclaimed including the warranties of merchantability and fitness for a 
particular purpose. 
 

Trademarks 
LeagueOne, LeagueOne™ and ClubReg™ are trademarked by The Active Network, Inc. 
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Introduction 
 
This document was designed as a guide to help train club registrars and league 
administrators.  It provides step by step instructions on how to perform the primary tasks 
involved with registering players and forming teams.   With this guide and a valid user id, you 
should be able to use the system to register players, form teams, and print rosters and other 
official documents.       
 
This guide is organized in two main sections: 
 

LeagueOne™  This section describes the LeagueOne™ services and is 
relevant to all administrators. 

   
ClubReg™  ClubReg™ is an optional premium service that some clubs 

and leagues sign up for.  This section describes ClubReg™ 
features in more detail. 

 
 

How to use this document 
 
When using this document for the first time, follow the pages in sequence.  You will see 
instructions that say �����  These instructions will tell you what action to take in the 
LeagueOne system.  If you follow these instructions, you will learn how to perform the key tasks 
that you need to accomplish during the registration process. 
 
This guide is organized in a way that is similar to the registration process based on the following 
steps: 
 

1. Logging On To The System 
2. Register Players 

a. Manual Registration 
b. Online Registration 

3. Form Teams 
a. Create A Team 
b. Assign Coaches 
c. Assign Players 

4. Print Rosters and official documents 
a. Individual Passes and Rosters 
b. Mass Printing 

5. Look up Players, Teams and Volunteers/Staff 
 
The typical person can complete this tutorial in 2 hours.  Your time may vary depending on how 
long you spend on each screen.   
 
If you have any questions after using this Tutorial, please contact your LeagueOne representative. 
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LeagueOne™ 

System Introduction 

Logging On 
 
�����������	
���
������������
������
������
On your computer, open the program called Microsoft Internet Explorer.  You can recognize it by 

the  icon.   When you open Microsoft Internet Explorer you will see a window similar to the 
one in Figure 1. 

 
Figure 1 

 
��������������������������������������������������� ��
�������
�	
��
���������������������
��
������������
������������� ����� ��
Your State Office or LeagueOne will provide you with the website address, a user id and a 
password that you can use to log on to LeagueOne.  See the caption in Figure 1 for additional 
help.  After you perform the previous instruction, you will see the screen in Figure 2. 

This is where you type the website address that is provided to you. 
Afterwards, press the ‘Enter’ key on your keyboard (or click the Go 
button).  For example type: http://test.leagueone.com/admin. 
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Figure 2 

You will see announcements from LeagueOne and then a Logon button at the bottom.   
 
������!����������
�
��"���
��
 
Note:  The Logon window is a popup.  If you use a “pop-up blocker”, please allow this window 
to open.  Most “pop-up blockers” can be bypassed if you hold down the CTRL key while clicking 
on the Logon button. 
 
A window will appear like this one: 
 

 
Figure 3 

 
������������	
����
����������������
�����!�����#
� ��
 
You will be logged in to LeagueOne’s LeagueOne Service which will display a screen like the 
one in Figure 4.  The captions below will introduce you to the organization of the screen. 
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Figure 4 

 
 
Hint:  The Help button appears on the Bottom Bar.  Click on it to see a description of the screen, 
how to use it, and any shortcuts that will help you work faster. 
 
 
 

 

Change Your Password 
 
To change your password, perform the following steps: 

1) Select ‘Change Password’ from the Help menu. 
2) Complete the Old Password and New Password fields and press the ‘Change Password’ 

button. 

Session is the year long 
period defined by your 
State Associations. 

The Club that you are logged on to. 

Menu Bar.  Allows you 
to navigate around the 
system. 

Allows you to change the Session or Club that 
you are working on.  Changing the Session 
allows you to work on the current registration 
year and the next year without mixing the 
work.  You can only change the club to another 
club that you are authorized to see. 

The screen that you are 
currently on.  ‘Player 
Register’ in this 
example. 

Buttons always appear on the left side of the 
bottom bar and are visible even if the 
current page is large enough to scroll. 
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Player Registration 
 
Player registration is a simple process in LeagueOne.  Two options exist: 
 

·  Manual Registration: the administrator enters the registration into the system. 
·  Online Registration: the parent registers the player via the internet (Requires optional 

ClubReg™ services activation) 
 
Both Manual Registration and Online Registration create player registration records in the system 
that you can then use while forming teams.  This section focuses on Manual Registration; 
however you can find additional information on Online Registration in ‘Online Registration’ on 
page 74 of this user guide. 
 
First you need to be on the Player Register Find Screen.  You can locate it on the menu by 
choosing ‘PLAYERS’ then ‘Register a Player’ as in the picture below. 
 
������$�

���% ����������!��	��&���
'�����!��(� )�'� ����
 

 
Figure 5 

 
 
You will see the Player Register screen as in Figure 6 which is the first step in manually 
registering a player.  This screen allows you to search for existing players as well as creating new 
players.  See the image below for an explanation of the fields on the screen. 

 
Figure 6 

Enter the last name of the 
player. (or part of it)  

 
Enter the first name of the 
player. (or part of it)  

 

Or you can search 
by the PlayerId  

 

Youth or Adult. 

 
Press Find to search 
for existing players 
in the system using 
the values that you 
provided in the 
other fields. 

 
Click here to register  a 
new player. 
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Register A New Player  
 
First we will register a player that does not exist in the system.  You register a new player by 
pressing the ‘New Player’ button in the bottom left hand corner of the screen (see Figure 6).   
 
NOTE: When you are really registering players (not just training), always search for players 
before creating a new player.  This will save you time (reregistering requires less input), keep 
your data cleaner (better mailing lists) and result in lower bills from the state/national office (you 
don’t want to pay for the same player twice).  For more see Figure 11 on page 16. 
 
������!�������������!��	�������
���
 
This will open the ‘New Player Wizard’ which will gather some initial information. 
 

 
Figure 7 

 
All fields are required except Middle Name.   
 
������*����
������ �+������*����������!�����%$����� �����!��	���&���

·  ,���	
���
�����'���
���������	��&����'�����
·  ,����������������
��-./.01����
·  ,��� 0000� ��� ���� ����� �
��� ������� 
�� ���� ))�� 2)
3��� � )�3����	�

��'���4��
 
 
 
HINT: You do not need to use your mouse on this screen (it is faster to just use your keyboard).  
You may use the TAB key to move between fields.  You may use the Left Arrow and Right Arrow 
keys to choose the gender.  You may press the ENTER key at any time instead of clicking the 
Create New Player button. 
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This will open the ‘Registration Wizard’ which will allow you to specify the Season, Registration 
Type (Primary/Secondary if offered by your state association), and Division of play. 
 
 
 

 
Figure 8 

 
�������

·  )���3�� ���������
��	��5!��'��	�����)���
�5*�������
·  )���3��������
�5$
'�����������
·  !���������$
�����������
���

 
 
 
HINT: You do not need to use your mouse on this screen (it is faster to just use your keyboard).  
You may use the TAB key to move between fields.  You may use the Up Arrow and Down Arrow 
keys to Select the appropriate combination of Registration Type and Season.  You may choose a 
Division using the Up Arrow and Down Arrow keys or by pressing the first letter of the item that 
you are searching for.  You may press the ENTER key at any time instead of clicking the Continue 
button. 
 
 
 

Allows you to select the 
Registration Type and 
Season to use for this 
registration.  ‘Registered’ 
appears when the player 
is already registered 
(existing players only). 

Supports dual 
registration. 

The season that 
you are 
registering for. 

Choose the Division 
that you are registering 
the player for. 

Press Continue when 
your selections are made. 
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The Player Registration Screen appears.  This may look like a lot of information to fill out but 
there are very few fields that are required.  A field is required if there is an asterisk (*) next to it. 
 

 

 
Figure 9 - Player Registration 

 
HINT: You do not need to use your mouse on this screen (it is faster to just use your keyboard).  
You may use the TAB key to move between fields or ALT-J (Press ALT and J simultaneously) to 
jump between the most commonly used fields.  You may press the ENTER key at any time instead 
of clicking the Continue button.  Be sure to press the “For Help And Tips Click Here” on this 
screen for a complete list of shortcuts. 
 
 
 
 
The following fields are Required: 

·  Primary Guardian: Mother, Father, Other (pre filled when reregistering) 
·  Last Name  (pre filled when reregistering) 
·  First Name (pre filled when reregistering) 
·  Street Address (pre filled when reregistering) 
·  City (pre filled when reregistering) 
·  State (pre filled when reregistering) 
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·  Zip (pre filled when reregistering) 
·  Home Phone (pre filled when reregistering) 

 
The Player Register screen has a lot of functionality that is not described here (Team 
Assignment, Volunteer Management, etc.).  Refer to Appendix A – Description Of Key 
Player Register Fields on page 89 for more information about the fields on this screen. 
 
 
������!�������"����3�� �Notice how the cursor jumps to the next field. 
 
������!�������������6���'������
���	� � Notice how the cursor jumps between the 
most commonly used fields. 
 
������*����������� ��+������ �������  (Hint: If you don’t want to hunt for required fields, 
press the Register button.  It will warn you if a required field is not completed.) 
 
������!��������� ������������
���
���3
������������ �����
���
 
If any fields are missing, you will be prompted to complete them.  When the registration 
processes successfully, you will be returned to the Registration Find screen and a “Player 
Registered” message will appear on the browser status bar at the bottom left of the screen as seen 
in Figure 10. 
 

 
Figure 10 

 
Now you are ready to register another player. 
 
 

‘Player Registered’ message. 
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Re-Register an Existing Player  
 
Re-registration is easy and saves you typing time.  It is also beneficial because it allows you to 
keep a history for several years for each of your players. 
 
We will use the same screens when reregistering a player that we used on the new player.  First 
we will search for an existing player to reregister.   
 
������ ������ 	
��� ��'�� ���� ������ ���� *���� ����
�� (you may just press the 
ENTER key instead of using the mouse).  Use your name because we know that there is a player 
in the system with your name from the previous steps.�
 
A list of players matching your name will be returned as you see in Figure 11.  You do not have 
to enter the full name.  If you just enter ‘S’ in the last name field, the system will return all of the 
players in your club with a last name that begins with S. 
 

 
Figure 11 

 
In the next steps you will see the same screens that you saw when creating a new player however 
they will be easier because you already filled in most of the fields. 
 
������$��37�����% ��������!��	��&����7�������
�	
�� ���'���
This will initiate the same Registration Wizard that you used with the new player (see Figure 8 on 
page 13).    
 
�������

·  )���3�� ���������
��	��5)�3
����	�����)���
�5*����� ��
·  )���3��������
�5 �3�����
������
·  !���������$
�����������
��  

Next you will see the player registration screen as you did with the new player (see Figure 9 - 
Player Registration on page 14).  
 
������!��������� ������������
��  

Click this link to re-register an 
existing player. 

Click this link to register a new 
player that is a sibling of an 
existing player. 
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All of the required fields are carried over from the original registration so all you have to do is 
press Register.  The re-registration is complete. 
 

Register a Sibling  
 
LeagueOne allows you to register a sibling of a player. This saves you from extra typing and 
improves the quality of your mailing lists because one address record is maintained for the 
family.     
 
Let’s register a sibling. 
 
������������	
�����'������������*���  (see Figure 11 on page 16) 
A list of players matching your name will be returned as you see in Figure 11.   
 
������$��37�����% ��������)������&����7�������
�	
� ����'��  
First you will see the New Player Wizard as you saw in Figure 7 on page 11.  You will notice that 
the last name is pre-populated although it can be changed if needed. 
 
������*����
������ �+������*��������

·  ,����������������
��-./.01���
·  ,��� ���� ��'�� #������ ����� 	
�� ����� ����� 3�������� ���� ����

���	������
·  !�����%$����������!��	��&���  

 
This will initiate the same Registration Wizard that you used with the new player (see Figure 8 on 
page 13).    
 
�������

·  )���3�� ���������
��	��5!��'��	�����)���
�5*�������
·  )���3��������
�5 �3�����
������
·  !���������$
�����������
��  

 
Next you will see the player registration screen as you did with the new player (see Figure 9 - 
Player Registration on page 14).  
 
������!��������� ������������
��  
All of the required fields are provided from the sibling (parents names, contact info, etc.) so all 
you have to do is press Register.  The registration is complete. 
 
For the purposes of this tutorial, let’s register one more sibling of the player that we created 
earlier (triplets!!).  This will give us three players to work with when we form teams. 
 
������  ������ ���� 
�� ���� ������ 
�� ����� ����� ������ �� �� ��'�� ������� ����
��������������������	�����'��  
 
 



 
User Guide © 2004-2007 The Active Network, Inc. Page 18 

Team Formation 
 
Within LeagueOne, there are several ways to form teams.  When starting from scratch the Team 
Builder is the easiest way to go.  The Team Builder provides the ability to:  
 

·  Create Teams 
·  Mass Assign Players to Teams (this is a ClubReg feature. See page 82.) 
·  Manually Assign Players To Teams 
·  Summarize the number of players that are assigned/unassigned by Division, Age Group 

and Season 
 
 
��������������'�"��������	�����3�����%���'�"������&�� �
'��������8)�
'���  (as seen in Figure 12). 
 

 
Figure 12 

 
All Team Builder screens have the same navigation options.  See the captions in Figure 13  for an 
explanation. 
 

 
Figure 13 

 
 

Team Create 
 
The Team Create function is an easy way to create teams and assign coaches.  Let’s go to the 
Team Create function. 
 
�������

·  )���3�� ���� ���� #�
��5,9-#� 
�� ,9-"  (depending on the gender of the 
players that you entered)�

·  )���3��������
�5 �3�����
����
·  )���3��)���
�5*�����

Choose the Age Group 
that you are working on. 

Choose the Division that 
you are working on. 

Choose the Season that 
you are working on. 

Choose Action that you 
are want to do. 

Press Go. 
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·  )���3���3��
�5���'�$���������
·  !�����%#
&��

 
The Team Create screen shows all of the existing teams in the selected age group, division and 
season.  See the captions in Figure 14.   

 
Figure 14 - Team Create 

 
Let’s create a new team. 
 
�������

·  �����������'
�� (make up a 6 digit numeric id)��
·  �����������'���'�����
·  )���3��%�������'&��
·  !���������$���������' �����
���

The team will be created and displayed with the existing teams on the right side of the screen.   
 
In Figure 14 - Team Create, notice the ‘+’ and ‘-’ icons next to each team.  

Existing teams for the selected 
Age Group, Division and 
Season. 

Create a team by filling in the TeamId, 
Team Name and Short Name 
(abbreviated name in case the Team 
Name is too long).  Press the ‘Create 
Team’ button and the team will be 
created and added to the list of teams 
above. 

Prior Team is an advanced 
function that is described in 
the LeagueOne Reference. 
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Figure 15 - Team Create 

 
������!���������%:&�������
��������'������	
��3����� ����
The team expands to reveal any coaches that are assigned to the team (see the coaches listed 
under the team called ‘Blaze’ in Figure 15).   
 
 
������!���������%���&�����
���
�
������������)����� ����
��   
This allows you to assign coaches, assistant coaches, and team managers to the team (see Figure 
16).   
 
 

 
Figure 16- Team Create - Add Staff 

 
 
Now you will want to locate the coach that you are looking for.  There are 5 ways that you can 
search for coaches (see Figure 16): 
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Type Notes 
Volunteers (Coach) Shows you people that have volunteered to be a coach. (*) 
Volunteers (Asst Coach) Shows you people that have volunteered to be an assistant coach. (*) 
Volunteers (Manager) Shows you people that have volunteered to be a team manager. (*) 
Prior Team Staff Prior Team is an advanced function that is described in the 

LeagueOne Reference. 
All Staff (Club) Any adult in the system that is related to this club: parents, former 

coaches, etc.  If a coach is not already in the system, you can add 
them by going to ‘Maintain Staff Information’ on the STAFF menu. 

All Staff (State) Any adult in the system within this state association: parents, former 
coaches, etc.  If a coach is not already in the system, you can add 
them by going to ‘Maintain Staff Information’ on the STAFF menu. 

 
(*) - Volunteers are accumulated in the system in two ways: 

·  Manual Player Registration – See the description of the Jobs field on page 89. 
·  Online Registration – parents indicate their volunteering preferences. 

 
As you can see we have a lot of options here but for simplicity, we will just add one of the adults 
that you entered during registration. 
 
 
�������

·  ������	
����������'����������������'���������
·  )���3���	��5������)�������
·  !���������*��������
����

 
You will see a list of adults matching your search criteria (see Figure 17).  The Job Assignment 
dropdown on the left allows you to select an assignment for each person.    
 

 
Figure 17 - Team Create - Add Staff 

 
�������

·  )���3����6
��������'����
��$��$;�������
�
���
������ ������������
	
������������

·  !���������%������&�����
������
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·  !���������%$�
��&�����
��
 
This will assign the coach and return to the Team Create screen. 
 
Note: The Team Create screen does not automatically refresh when you return (since you may 
want to do a number of assignments without waiting to refresh each time).   
 
 
������ !����� ����%#
&� ����
�� ��� ���'�$������ �
� ������ �� 2���� *������ /<�

�������=94����
 
 
������!���������%:&�������
��������'������	
��3����� �����
You will notice that the coach that you added is now listed under the team.  You can use this 
same technique to add Assistant Coaches and Team Managers. 
 
 
������!���������%>&�������
��������'������	
��3����� �����
You will notice that the display of the team is collapsed to save space.  You can use the + and – in 
the header to expand and collapse all of the teams. 
 
 
We will need a couple more teams for upcoming steps in the tutorial. 
 
������ �������������������
�3��������
�'
������'����� ��3
�3����� (you 
can use the same coach on all the teams to save time) 
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Manual Assign 
 
The Manual Assign function is an easy way to assign/unassign players to teams.  It provides a 
way for you to see all of the teams, assigned players and unassigned players at the same time. 
 
The Age Group, Division and Season are already set from the steps that we did in Team Create so 
all we need to do is change the Action to move to the Manual Assign function. 
 
������$�����������3��
���
�8����������������������� #
��
 
This brings up the Manual Assign screen.  See the captions in Figure 18 for an introduction to this 
screen. 

 
Figure 18 - Manual Assign 

 
You should see the three players that you created on the left and the three teams that you created 
on the right (you may see more than this as other people are using this demo club too). 
 
Now let’s assign your players to teams.  As a reference for the next instructions, please look at the 
captions in Figure 19.  
 
 
 
������$��37�
��������'��
���������������'������	
��3� ������� (See caption #1 
in Figure 19 on page 24) 
You will notice that the row associated with the team is now in bold and italics.  That means that 
the team has been selected. 

Unassigned Players in this Age 
Group, Division and Season. 

Teams in this Age Group, 
Division and Season. 

The ‘+’ expands the team to show players 
that are assigned to the team. 
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Figure 19 - Manual Assign 

 
������$��37� ���� ����7� ����� ��� ����%������� �
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���	��������	
��3�������  (See caption #2 in Figure 19) 
You will notice that the team name appears in the ‘Assign To’ column.  This indicates your intent 
to assign this player to this team. 
 
������ $��37� ���� ����7� ����� ��� ���� %������� �
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You will notice that the team name appears in the ‘Assign To’ column.   
 
������ $��37� ���� ���'� ��'�� ��� ���� %������� �
&� $
��'�� �� ��� �
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������	��������	
��3���������  
You will notice that the team name disappears from the ‘Assign To’ column.  When you 
mistakenly select a player you can click on the team name to remove the assignment. 
 
������ $��37� 
�� ���� ��'�� 
�� ���� ��3
��� ���'� ����� 	
�� 3 �������� (See 
caption #1 in Figure 19) 
Now the second team that you created has been selected. 
 
������$��37����� ����7������ ��� ����%������� �
&�$
��'� � ����� �
� ���� ������
���	��������	
��3�������  (See caption #2 in Figure 19) 
You will notice that the team name (the second team) appears in the ‘Assign To’ column.   
 
������!���������,����������
��  (See caption #3 in Figure 19) 
This will assign the players to the teams and refresh the list of players and teams. 
 

1) Click your mouse on the Team Name to select 
it.  The selected team appears in bold italics. 

2) Click your mouse in the space next to the player(s) that 
you want to assign.  The team name will appear.  If you 
make a mistake, click the team name and it will disappear. 

3) Press the Update button. 
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Figure 20 - Manual Assign 

 
������ !����� ���� %:&� ����
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� ��3�� ���'� ����� 	
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caption #1 in Figure 20) 
 
The teams will expand and you will see the players that are assigned to your teams. 
�
������ $��37� ���� *����� 
�� ����� ��'�� 
�� 
��� 
�� ���� ��� 	���� ����� 	
��
����������
�	
������'�� (See caption #2 in Figure 20)�
You will notice that the player row has a strikethrough indicating your intent to unassign this 
player from this team.  If you unassign a player by mistake, you can click the player again to 
remove the strikethrough. 
 
������!���������,����������
��  (See caption #3 in Figure 20) 
This will unassign the player and refresh the list of players and teams. 
 
 
Note: You can unassign more than one player at a time by repeating step 2 multiple times before 
step 3 in Figure 20 - Manual Assign.  You can mix Assigning Players and Unassigning Players 
together and just press update once.  This is more efficient for you because a large age group will 
require downloading a lot of data which can be slow to download if you are using a dialup line 
(modem). 

1) Click your mouse on the ‘+’ next 
to the team.  This expands the team 
and reveals the players that are 
assigned to the team. 

2) Click your mouse on the players first or 
last name.  The name will appear with a line 
through it.  If you make a mistake, click the 
name again and the line will disappear. 
Note: If the team has been frozen, you can 
not unassign the player. 

3) Press the update button. 
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Since you always want to have a lot of information when you are assigning teams, we have found 
a way to provide that information for you without cluttering the screen.  All of the player fields 
have ‘hovers.’  If you position the cursor over a field, a little box will appear with some additional 
information.   
 

 
Figure 21 - Manual Assign 

In Figure 21 - Manual Assign, the cursor is positioned over the last name field for Jane Van 
Winckel.  The hover box reveals the parents name and phone number (Rodney Van Winckel 
(270) 123-4567).  Here is a summary of the hovers for each field: 
 
 
Field Hover 
Last Name Parent name and phone number. 
First Name Member Id. 
Config 1 (School for this club)1 Config 2 (Grade for this club) 
Pr Tm Req (Prior Team Request) The prior team that was requested. 
Sp Req (Special Request) The Team/Coach/Friend request that the parent 

entered during online registration or that the 
registrar entered during manual registration. 

Reg Dt (Registration Date) The play age (the player’s age at the beginning 
of the registration year). 

 
 
 
As you can see, assigning and unassigning large numbers of players is very easy with Team 
Builder.   
 
Finally, you may change the Division or Age Group of a player by clicking in the # column next 
to a player.  This will open the Session Maintenance window which is also opened from the 
Player Maintenance page.  See Figure 39 - Session Maintenance on page 37 for more 
information.   

                                                      
1 LeagueOne provides 12 configurable fields that clubs can use as they choose.  For more, see 
Customizing Your Club on page 43. 
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Team Assignment Summary 
 
The Team Builder Assignment Summary function is an easy way to see the assignment status of 
each division/age group within a season.  It also provides an easy way to navigate to the other 
team builder functions (Team Create, Mass Assign, Manual Assign). 
 
The Age Group, Division and Season are already set from the steps that we did in Team Create so 
all we need to do is change the Action to move to the Summary function. 
 
������$�����������3��
���
�)�''��	�����������#
��
 
The Team Assignment Summary shows counts that include every registered within the selected 
season. 
 

 
Figure 22 

 
Each line on the report represents a different combination of Division, Age Group and Season.  
You can see on each line the number of assigned, unassigned and total registered players.  You 
may press the navigation buttons on the right to go directly to other team builder functions for the 
selected Division/Age Group/Season. 
 
This summary is an easy way to find out if you have assigned all players. 

Number of Assigned Players within 
the Division, Age Group, Season. 

Number of Unassigned Players 
within the Division, Age Group, Total Registered Players within the 

Division, Age Group, Season. 

You must choose the Season before 
you press the Go button. 

The Navigation buttons take you 
directly to the selected function for 
the age group, division and season. 
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Print Player Passes and Rosters 
 
There are two ways to print rosters and player passes.  You can print them for one team from the 
Team Maintenance page.  You can print them for multiple teams from the Team Find page.  
 
������ ����� ���'�*���� �	� ����3�����%8�������� ���'�&��� 
'� ���� ���8)�
'���  (as seen in Figure 23). 
 

 
Figure 23 - Team Find 

 
This will bring up the Team Find screen as seen in Figure 24.  You will notice a number of fields 
that you can use to search with.   

 
Figure 24 - Team Find 

 
�������

·  )���3������#�
��5�,9-#�
��,9-"� (depending on the gender of teams that you 
created)��

·  !���������*��������
���
�
You will see a list of teams that match your search criteria (see Figure 25). 



 
User Guide © 2004-2007 The Active Network, Inc. Page 29 

 

 
Figure 25 - Team Find 

 
������$��37��������'���'��
��
���
���������'�������	
� �3������� (make 
sure that it is a team that you assigned a player to).�
 
 
This brings up the Team Maintenance record (Figure 26).  It shows you the team, the coaches and 
the players. 
 

 
Figure 26 - Team Maintenance 

This link navigates to the team record. Click 
On It To Open The Team. 

Search for a different team. 

Team Section Coaches Section 

Players Section 
This link navigates to the staff record. 

This link navigates to the player record. 

Team specific buttons. 
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Note: You can find a detailed description of the Team Maintenance page in Figure 45 on page 41. 
 
Notes On Statuses: 
Before getting into rosters and passes, let’s spend a moment discussing the Status field.  You will 
see in Figure 26 that the Team has a status, each Staff member has a status and each Player has a 
status.  The status starts off as Pending.  When you press the Approve button, the Team status, 
players status and staff status are all changed to AddReq or Active (depending on the rules of 
your state association).  After you press Approve, LeagueOne begins tracking adds, drops and 
transfers.  Once a player’s status is Active, they can not be unassigned from the Team 
Maintenance page or from Team Builder. 
 
The AddReq status is used by states that print player passes at the state office (Nebraska and 
Alabama).  When a team is approved by a club, the status is changed to AddReq and the team 
appears on the print queue at the state office.  When the state office processes the team, statuses 
are changed from AddReq to Active. 
 
������!�������������
���"���
���
This will change the status of the team, players and coaches to Active.  Once players are Active, 
they must be dropped or transferred rather than unassigned.   
 
������$��37������
��������
������	�����!���������!� ����!��������
�����
Note: if the Print Pass button is not displayed, you are in a state that prints passes at the state 
office.  Please skip to “TODO: Press The Print Roster button” on page 32. 
 
You must have Adobe Acrobat Reader on your computer to print passes.  Most computers have 
this program installed already.  If yours does not, you can download a copy for free from 
www.adobe.com. 
 
After pressing the Print Pass button, the following window will open: 

 
Figure 27 

������!���������!���������
��
The system will generate a PDF file with the selected passes in the same window. 
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Figure 28 

������!����������3�
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Figure 29 

������8�7������������!����)3��������������
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The passes will be printed on the printer.   
 
������$�
�������!����!������������
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Press this icon to print. 

Make sure that Page 
Scaling is set to None oe 
else your passes will not 
line up correctly. 
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������!���������!����� 
���������
��� (see Figure 26 - Team Maintenance)�
 

 
Figure 30����
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The dropdown will list all of the roster formats that are available for print. 
�
������!���������!���������
��
The system will generate a PDF file with the selected roster in the same window. 
�

 
Figure 31����
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Press this icon to print. 
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Figure 32 

�
������8�7������������!����)3��������������
��
����� ��������������?�  
The roster will be printed on the printer.   
 
������$�
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�����!���������
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Now we will go back and see how to print for many teams at once.  First we need to get back to 
the Team Find page.  The Team Maintenance page provides search fields so that you can look for 
another team from Team Maintenance. 
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·  )���3�� ����#�
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�� ,9-"� (depending on the gender of teams that 
you created).��
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The Roster Print window will appear.   

Make sure that Page 
Scaling is set to None oe 
else your passes will not 
line up correctly. 
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This demonstrates that you can print many rosters at once.  You can also Approve many teams at 
once or print Player Passes for many teams at once.  When printing Player Passes in this manner, 
the system will only print passes for players that have not had passes printed before.  This 
provides an easy way to print passes for players that are added later in the season.  If you need to 
reprint individual passes, you can go to the Team Maintenance page.  
 
 
 

Printing Temporary Passes 
 
Some associations allow the use of temporary passes that are created by the association office and 
printed by clubs. 
 

 
Figure 33 

Choose ‘Print Temporary Passes’ from the Admin menu. 

 
Figure 34 

Press the Print button next to the player.  A window will open with the Temporary Pass inside it 
that you can print.  
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Looking Up and Managing Players, Teams, Coaches 
 
LeagueOne makes it really easy to find what you are looking for.  You can search for Players, 
Teams or Coaches.  Once you find them, it is easy to navigate between them (player to team, 
team to coach, etc.).  LeagueOne keeps history for more than the current year so you can see the 
full history of a player or a staff member. 
 
 

Players 
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Figure 35 - Player Find 
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Figure 36 - Player Find 

 
LeagueOne will return players that match your criteria. 
 

 
Figure 37 - Player Find 
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Click on the link to navigate to the 
Player Maintenance Record. 
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This will take you to the Player Maintenance record (Figure 38) for your player.  The Player 
Maintenance record shows you information about the player, the parents of the player, the 
registration history for the player and the roster history of the player.   

 

 
Figure 38 - Player Maintenance 

 
Note: When a field appears in green, you can click on the field to open a window that will allow 
you to change the field.   The system determines if a field is updateable based on user rights that 
are related to your job.  Each association defines the rights associated with each job. 
 
From this screen you can update a number of fields related to the player: 

1. Click on the players name, member id, or birth date to open a window that will allow you 
to make changes. 

2. Click on the US Born fields to update. 
3. Click on the medical or emergency fields to update. 
4. Click on the Registration Session (i.e. Spring 2003-2004) to open a window and modify 

the registration data (division, age group, configurable fields, uniform fields, fees, etc.). 
See Figure 39 - Session Maintenance on page 37. 

5. Click on the Reg Type field to open a window and change the registration type 
(Primary/Secondary). 

 

Player fields. 

Primary Guardian fields. 

Other Guardian fields. 
This link navigates to 
the Staff record.  This 
is how you update the 
contact info.  

Prior registrations. 

This link opens a window that shows you the registration record. 

Team History 
This link navigates to the team record. 

Search for a different player 



 
User Guide © 2004-2007 The Active Network, Inc. Page 37 

Note: You can navigate from the Player record to the Staff records of the parents by clicking on 
the parent’s last name in the Family Section.  You can navigate to the Team Maintenance record 
by clicking the Team Name in the Roster History Section. 
 
 
You can change the vales for a specific registration by clicking on the Registration History link 
(see the “Spring 2003-2004” link under Registration History in Figure 38 - Player Maintenance 
on page 36).  This will open the following window. 

 
Figure 39 - Session Maintenance 
 
Session Maintenance allows you to change the Division, Age Group, Financial fields, Uniform 
fields and the 12 configurable fields (only 6 are visible in this display).  Many of the fields on this 
screen can be turned on and off by you although some are only available to ClubReg™ 
customers.  See “Customizing Your Club” on page 43 and “ClubReg™ Customization” on page 
87 for more information.   
 
Session Maintenance also allows you to delete a registration record and initiate a refund (online 
registration only). 
 
Notes: 

1) You cannot change the Age Group or Division unless the player is not assigned to a team. 
2) You cannot delete a registration record unless the player is not assigned to a team. 
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Staff 
 
In LeagueOne, all parents, coaches, administrators are Staff.   This allows the system to maintain 
all of the relationships for a parent who may also be a coach (and a league administrator for that 
matter!). 
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Figure 40 - Staff Find 
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Figure 41 - Staff Find 

 
LeagueOne will return a list of staff that match your criteria. 

 
Figure 42 - Staff Find 
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This will take you to the Staff Maintenance record (Figure 43) for your parent.  You can also 
navigate to the staff maintenance record from the Team Maintenance page or the Player 
Maintenance page.  It looks like this. 
 

This link navigates to the staff record. 

Creates a new staff record.  This is useful for a 
coach or administrator that is not a parent. 
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Figure 43 - Staff Maintenance 

 
Notes: 

1. Changes to the Staff record can be saved by pressing the Update Button. 
2. Jobs (Coach, Registrar, etc.) can be assigned by pressing the Add Job button and 

completing the fields in the Add Job window. 
3. Players are associated during the registration process by choosing the Register Sibling 

option. 
4. The Add Staff button will create a new Staff Record that is not associated with any 

players (i.e. a coach with no children). 
5. The Create User ID button is used by the State/National Office to create a login id for a 

staff person. 
6. Certifications (Coach, Referee, etc.) can be added by pressing the Add Cert button and 

completing the fields in the Add Certification window. 
7. Disclosures can be associated by pressing the Find Discl button following the procedures 

to locate a disclosure and assign it to this person. 
8. Disclosures can be manually created by pressing the Discl button and completing the 

fields in the Create Disclosure window. 
9. Background Checks can be added by pressing the Add Bkg button and completing the 

fields in the Add Background Check window. 
 
For more information about Disclosures and Background Checks, see KidSafeOne™ Risk 
Management on page 65. 

This section has name and contact information.  You can 
change it and press the ‘Update’ button to update. 

This section lists the children.  Each child has a link that takes 
you to their player record. 

This section lists the jobs.  Team related jobs have a 
link that takes you to the team record. 

This section lists the coach and referee certifications. 

This section lists volunteer disclosures that have been associated with this person. 

This section lists background checks that have been associated with this person. 
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My Staff Record 
 
The My Staff Record provides an easy way for you to find your own staff record.  This is useful 
when you need to update your own contact information in the system. 
 

  
 
 
 
 
 
 
Finding a Team  
 
We covered many of the team features in Figure 24 - Team Find  on page 28.  In this section we 
will cover additional features. 
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Figure 44 
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The Team Find screen has several other features that you may find helpful: 
1. ‘Approved?’ column.  Displays ‘Yes’ when there are no Staff or Players with a status of 

Pending otherwise it is ‘No.’ This is helpful when you have approved a team and 
subsequently add additional players. 

2. The ‘Add Team’ button can be used to create a new team (you can also use Team Builder 
– Team Create). 

3. The ‘View’ button allows you to view the Team Maintenance page for all of the selected 
teams.  When you select multiple teams and press the View button, the Team 
Maintenance page will appear with a ‘Next’ button at the bottom.  Pressing it will move 
to the next team. 

 
 
 
������$��37��������'���'��
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���������'�������	
� �3������� (make 
sure that it is a team that you assigned a player to).�
 
 
This brings up the Team Maintenance record (Figure 45).  It shows you the team, the coaches and 
the players. 
 

 
Figure 45 
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Notes: 

1. If you click on a field that is green (i.e. Team Id, Team Name, Jersey Colors, Division, 
Age Group Season), a window will open that will allow you to update the value.  

2. Columns with a header in green lettering (Eval, Jersey, Notes) are updateable. Click on 
the cell in the column on the same row as the player to open a window that will allow you 
to update the value. 

3. If the Notes field has a value of ‘Y,’ you may place your cursor over the Y to see the 
note.  In this example ‘Possible drop next month’ was the note associated with this 
player.  The notes appear in some reports and can be an easy way to keep your work 
organized. 

4. The Most Freq Age and Pct fields in the Players header are useful when you have age 
groups that span more than one year.  The most common age on the team will be 
displayed along with the percent of players with that age. 

 
  
The buttons at the bottom of the Team Maintenance page do the following: 
 
Button Purpose 
Delete 
Team 

Deletes the team.  You can only delete a team if it does not have any staff or players. 

Approve Checks to make sure that the team conforms to the rules of the state association and if 
so changes the status of the Team and all Players and Coaches to AddReq or Active 
(depending on the rules of your state association). 

Drop Drop the selected Staff or Player.  This may or may not be visible depending on the 
rules of your state association. 

UnDrop Reverse a drop of the selected Staff or Player.  This may or may not be visible 
depending on the rules of your state association. 

Transfer Opens a window that allows you to transfer a player to a different team (in your club 
or in another club). This may or may not be visible depending on the rules of your 
state association. 

Print 
Roster 

Prints the team roster.  Opens a window that provides a series of options for roster 
printing. 

Print 
Pass 

Prints passes for the selected players and coaches.  Opens a window that provides 
options for pass printing.  This may or may not be visible depending on the rules of 
your state association. 

Valid? Checks to make sure that the team conforms to the rules of the state association.  This 
exercises the same checks as the Approve button. 

Analyze Opens a window that displays a list of potential duplicate players and lists other teams 
that these players are playing on in the current year. 
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Customizing Your Club 
 
The amount of typing in Player Registration can be greatly decreased by using default values for 
common fields.  You can configure these values for your club by navigating to ‘Maintain Club 
Information’ on the CLUB menu. 
 

 
Figure 46 - Club Defaults 

 
This will bring up the Defaults screen.  You can change values here and press the ‘Update’ button 
to change the defaults for your club.  Some features are only available to ClubReg™ customers.  
If a field is disabled (grayed out), then it is a ClubReg feature. 
 

  
Figure 47 - Club Defaults 

 
Some configuration fields are only updateable by ClubReg™ customers.  For more information 
on these features see ClubReg™ Customization on page 87. 
 
LeagueOne™ customers can update the following fields: 

When New Players are entered in the system, default 
values are entered to save time for you.  This is 
where you will define those values.  

There are 12 configurable fields that you can 
customize to your own use.  Config 1 – 3 come 
pre-configured but you can change them.   

Note: Fields that  are disabled (grayed out), are 
only updateable by ClubReg™ customers. 
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Field Name Description 
Area Code:     Default Area Code to use for new players. 
State:     Default State to use for new players. 
City:     Default City to use for new players. 
Zip Code:     Default Zip Code to use for new players. 
Default Season: Sets the season to the specified value on many screens in the system 

including Team Find, Team Builder and the Registration Wizard.  
Configurable Field 1:    The name to use for this configurable field. (default is School) 
PreFill Configurable 
Field 1:     

Check this box to pre-fill with the value that was entered during the 
previous registration. 

Configurable Field 2:    The name to use for this configurable field. (default is Grade) 
PreFill Configurable 
Field 2:     

Check this box to pre-fill with the value that was entered during the 
previous registration. 

Configurable Field 3:    The name to use for this configurable field. (default is Team / Coach / 
Friend Request) 

PreFill Configurable 
Field 3:     

Check this box to pre-fill with the value that was entered during the 
previous registration. 

Display Configurable 
Field 1 - 3:  

Check this box to display Configurable Field 1, Configurable Field 2, 
and Configurable Field 3 on the Player Registration Page. 

Allow State Registrar 
To Register Players: 

Check this box to allow the State Registrar to register players for your 
club.  When this box is checked, the state registrar can view and update 
your other registration fields including fee and collection information. 
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Reports 
 
A variety of reports are available.  Navigate to ‘Reports’ on the ADMIN menu. 
 

 
Figure 48 – Reports 

 
You will see a list of reports. 

 
Figure 49 – Reports 

 
In Figure 50, the Mail List report options are displayed.  All reports have the last two options 
(Lines per Printed Page and Output Format).  The other fields (Recipients through Data Scope) 
are specific to the Mail List report.  After making your selections, press the ‘Process’ button to 
run the report. 
 

 
Figure 50 - Mail List Report 

A list of available reports. 

After selecting a report, 
press the ‘Process’ button 
to continue. 
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Note: Every report allows you to select the Output Format.  If you choose HTML, the result is 
displayed on the screen.  If you choose Comma Separated Value (CSV) File, you will be given a 
link to a file that you can download.  CSV format can be easily imported into a variety of 
programs including Microsoft Access and Excel. 
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Contact Lists 
 
The Contact List feature allows you to create Mail, Email and Contact lists in a very flexible way.  
This feature allows you to define criteria (i.e. U07B Players from Spring 2003 and U07G Players 
from Spring 2003) and then display the information on screen or save it to a CSV file (Comma 
Separated Values) which can be easily imported into many programs such as Excel, Access or 
Word. 
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Figure 51 

The Create a Contact List window will appear (see Figure 52). 
 

 
Figure 52 
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ClubReg customers can also specify who to include in the list (Recipients with Email Addresses, 
Recipients Without Email Addresses, or All).  This is useful if they decide to send an email to 
those with email addresses and send a mailer to those without email addresses. 
 
The Output Format defines whether results should be display on the screen or saved to a CSV file 
(Comma Separated Values) which can be easily imported into many programs such as Excel, 
Access or Word. 
 
������!���������%���&�����
� . 
This will open the Email To window (see Figure 53) which will allow you to select one set of 
criteria at a time.  You may repeat this step up to 9 times to build complete list of recipients. 
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Figure 53 
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Each option in the Send To field (Players, Team Staff, Board Staff, Registration Reminders) 
provides an appropriate set of fields to choose from.  The Registration Reminders option searches 
for players that were registered in a prior season and have not yet registered in the current season. 
�
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��2�
��� ���3�
���%$�����3&����
��������'���4��������������������%���&�����
��  
 
Note: You can select more than one value in each box by holding down the CTRL key while you 
click on other values. 
 
Notice how the Create an Email Distribution List window has been updated (see Figure 54).   
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Figure 54 
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Figure 55 

Notice that there are now two entries in the ‘To’ field. You may have up to 10 sets of criteria in 
this window.  To remove a set of criteria, select it and press the ‘Remove’ button. 
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Figure 56 

The Results section will display the criteria that you selected as well as the resulting email 
addresses.   
 
For a full description of the capabilities of this function, press the Help button. 
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Administration 
 
Many of the items in this section are only performed by the State Registrar.  You may or may not 
have authority to exercise these functions. 
 

Changing Your Session Context 
 
LeagueOne allows you to work on multiple years at the same time and also allows State and Club 
Registrars to work in the system and only see what is appropriate for them.  A state registrar is 
allowed to see all of the clubs.  There are times that a state registrar will want to change their 
context from the state level to the context of a specific club (i.e. when assigning a club registrar 
job to a person).  To change the context, press the “Change” button at the bottom right of the 
screen (see Figure 4 on page 9).   The following screen will appear: 
 

 
Figure 57 - Changing Context 

 
You can navigate to a club by clicking on a District.  A list of clubs for that district will appear.  
Click on the club to select it.  Press the “Change Context” button when you are finished to 
implement the change.  
 
You may also change the year that you are working on changing the year in the “Select a 
Session” dropdown and then pressing the “Change Context” button.  This will allow you to work 
on two years at the same time (i.e. Spring Registration in the current year and Fall Registration in 
the next year). 
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Assigning Jobs 
 
We have already shown you ways to assign team related jobs (coaches, assistant coaches, team 
managers).  This section covers assigning other jobs like Club Registrar.  
 
First of all your session context needs to be at the level of the job.  If you are a state registrar that 
is assigning a club registrar job, change your context to the club that you are assigning the 
registrar to.  See “Changing Your Session Context” on page 51 for more on this.   
 
Bring up the Staff Maintenance record for the person that you are assigning to the job (see Staff 
on page 38 for more information).  Press the “Add Job” button.  The following screen will be 
displayed: 
 

 
Figure 58 - Job Add 

 
You will notice that the only jobs that appear are the ones that are appropriate for the context that 
you are at.  For example, you will see a Club Registrar job at the club level but not when your 
context is at the state level. 
 
Select the appropriate job from the list and press the Add button. 
 

Dropping a Job 
 
Bring up the Staff Maintenance record for the person that you are assigning to the job (see Staff 
on page 38 for more information).  You will notice that the person’s jobs are listed in the Jobs 
section.  If the Status field is hyperlinked for a job, then you have the authority to change the 
status.  Click on the hyperlink to open a window that will allow you to change the status to 
“Dropped.” 
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Creating a User ID 
 
To use the system a person must have a User ID and a job that has rights in the system.  To create 
a User ID, follow these instructions. 
 
Bring up the Staff Maintenance record for the person that you are creating a User ID for (see Staff 
on page 38 for more information).  The “Member ID” field will either list the User ID of the 
person (if it already exists) or it will have a “Create User ID” button.  Press the “Create User ID” 
button.  The following screen will be displayed: 
 

 
Figure 59 - Create a User ID 

 
Enter the User ID, the password and then confirm the password.   
 
The Default Club is the club that they are signed on to when they first log on.  For a Club 
Registrar, this should be their club.  Note: Setting the context to a level (club, district, state) that 
they do not have a job at will cause a problem when they log in.  For example, if you assign a 
club registrar job to a person and then give them a default club at the state level, they will not 
have any rights at the state level and will receive an error when they log on. 
 
 

Resetting a Password 
 
Occasionally people will forget their passwords.  To reset their password, bring up the Staff 
Maintenance record for the person that you are creating a User ID for (see Staff on page 38 for 
more information).    Press the “Reset Pwd” button in the Member Id field.  A window will open 
that allows you to define the new password. 
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Printing Rosters and Passes from the Print Queue 
 
Some associations produce rosters and passes at the state or national office.  For those 
associations, the Open Print Tasks Queue provides a way to identify items that need to be printed. 
 
Choose “Open Print Tasks” from the “Admin” menu. 
 

 
Figure 60 

 
 

 
Figure 61 - Open Print Tasks 

 
First you will retrieve entries to work with.  To retrieve all of the entries, just press the “Apply 
Filter” button.  You may also restrict the entries using the Club Id (the same ID that is listed in 
the Change Context window), Division (1,2,3,4) or Age Group (i.e. U10B, U10G, etc.) fields. 
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Figure 62 - Open Print Tasks 

 
After running the filter, you will see that entries will appear.  They may be teams that were 
approved by the Club Registrar or Player Transfers.   
 
Select each team that you would like to process (or press the Select All button to select all of 
them).  Press the Print Passes button to print player passes.  Repeat and then press the Print 
Rosters button to print rosters.  When you are satisfied with the passes and rosters, repeat and 
press Approve Print to remove these items from the queue. 
 
Notes: 

1) While printing Passes and Rosters, you will see the Pass and Roster Printing controls.  
For more on this topic, see “Print Player Passes and Rosters” on page 28. 

2) Team Approvals enter the queue when the Club Registrar approves a team. 
3) If a Club Registrar adds additional players, they will approve the team a second time and 

it will appear on your print queue again.  When you print passes this time, only the new 
players’ passes will print.  If you need to reprint a pass, you must go to the Team 
Maintenance page. 

4) Passes are marked as printed as soon as you press the “Print Pass” button and not when 
they come off of the printer.  This is because the program can not wait for the printer to 
print.  All windows programs hand off printing to Windows and do not wait for 
completion.  
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Prior Team Tools 
 
Many leagues have divisions that keep the same teams from one season to the next.  Other 
leagues will offer the player the option to play on the same team. 
 
LeagueOne provides tools that make it easy to manage this situation.  There are two ways to 
accomplish this:   

1) Standard Prior Team Usage: Use LeagueOne features to manage registration of players 
(update player contact info, track registration fees and collections, etc.) and use Prior 
Team Tools to assign players to teams.  See page 56 for an explanation of this option. 

2) Shortcut Prior Team Usage: Just want to copy teams from last season without updating 
contact info or tracking fees.  See page 58 for an explanation of this option. 

 
 

Standard Prior Team Usage 
 
This is accomplished in a few steps: 
 

1) Link the Current team with the Prior Team. 
 

This is accomplished by linking a team with a different team from a prior season.  This 
could be a seasonal team from the Spring season that is linked to a seasonal team from 
the prior Fall season or an Annual team from the current year that is linked to an Annual 
team from the prior year. 

 
2) Identify players that you want to return to the team 

 
At registration time, you can indicate that a player should return to his Prior Team.  This 
can be accomplished through both Manual and Online Registration. 

 
3) Assign the Selected Players to the team. 

 
This can be done manually or with the Mass Assignment wizard (this is a ClubReg 
feature). 
 

4) Assign coaches from the Prior Team to the Current Team 
 
 
This is the standard way to use the Prior Team features however there is one other capability that 
is only appropriate for some.   
 
 
Linking the Current team with the Prior Team 
 
This is accomplished in two ways: 

1) Create the Team from Team Builder – Team Create using the Prior Team Option (see 
Figure 14 - Team Create page 19). 
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2) Modify the Prior Team settings for an existing team. 
a. Click on the Prior Team field for a team on the Team Maintenance screen. 
b. A window will open with a dropdown list of teams that can be assigned as a Prior 

Team for this team. 
c. Choose the appropriate team and press the Save button. 

 
 
Identify players that you want to return to the team 
 
Players are either registered Online or Manually by a registrar.   
 
If you intend to register your players online, we can set up an option that will place the following 
prompt during registration: “In the Fall season, you played on the BURN team (Coach JOHNSON), do you 
prefer to return to this same team?” If they answer “Yes” then they are eligible for the Prior Team 
assignment.  We can also implement the “Force” answer which tells the system to not ask this 
question during registration but to always indicate that they intend to return to the same team. 
 
For manual registration, you will see a choice at the bottom of the registration screen called Prior 
Team Wizard (see Figure 9 - Player Registration on page 14).  Selecting a team from this list will 
make this player eligible for the Prior Team assignment. 
  
 
 
Assign the Selected Players to the team 
 
Players can be assigned individually or ClubReg customers can assign all of the Prior Team 
players at once using the Mass Assignment feature in Team Builder.  For more information on the 
Mass Assignment feature see page 82 in Team Builder - Mass Assign.  
 
Players can be manually assigned in two ways: 
 

1) From Team Builder – Manual Assign when working on an entire age group. 
 

From within Team Builder – Manual Assign, you will see a field called “Prior Team 
Req”.  If a player has a “Y” value in this field, you can hover your cursor over the “Y” to 
reveal the Prior team that the player is associated with.  You can use this information to 
manually assign the player.  Please see “Manual Assign” on page 23 for more 
information about Team Builder – Manual Assign. 

 
2) From the Team Maintenance window when working on one team. 

 
From Team Maintenance press the “Add Players” button to open the Add Players 
window.  Choose “Unassigned Players” and press Search. You will see a field called 
“Prior Team Req”.  If a player has a “Y” value in this field, you can hover your cursor 
over the “Y” to reveal the Prior team that the player is associated with.  You can use this 
information to manually assign the player.  Note: Do not select “Prior Team Players” on 
your search in this situation.  For more on the “Prior Team Players” option, see “Shortcut 
Prior Team” on page 58. 
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Assign coaches from the Prior Team to the Current Team 
 
You can easily assign the same coaches to the team using the Team Builder by choosing ‘Prior 
Team Staff’ while adding staff to a team.  For details, please see Figure 16- Team Create - Add 
Staff on page 20. 
 
 
 
 

Shortcut Prior Team Usage 
 
The Shortcut approach is only appropriate for clubs that just want to copy teams from last season 
without updating contact info or tracking fees.  This option handles registration and rostering of 
these players all in one step.  If you need to review and update player contact information or if 
you want to use online registration, do not use this approach. 
 
To use this approach, simply: 

1) Link the Current team with the Prior Team.  
 

See Standard Prior Team Usage on page 56 for notes on how to do this. 
 
2) Register and Roster the players from the Team Maintenance window. 

 
From Team Maintenance press the “Add Players” button to open the Add Players 
window.  Choose “Prior Team Players” and press Search.  The players that are eligible 
for this feature will have a checkbox next to them.  Select the checkbox and press the 
Assign button. 

 
If you make a mistake reversing the transaction requires two steps:  

1) Unassign the player from the team. 
2) Delete the registration record. 
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Registering Players for a Second Season (i.e. Sprin g) 
 
LeagueOne offers a couple of options on how to handle registration for a second season.   
 
Single Season 
Mode 

You will have one season in the system (Fall).  You may continue to use this 
season throughout the year by adding/dropping/transferring players between 
teams.   

Multi-Season 
Mode 

You will have two or more seasons defined in the system (Fall, Spring, etc.).  
You will be able to register players for each season and track financials for 
each season.  You will need to create new seasonal teams (see ‘Annual 
Teams vs. Seasonal Teams’ on page 94 for more about seasonal and 
annual teams) for each season and assign players and coaches to those teams. 

 
By default, every league starts in single season mode.  Leagues that use online registration during 
a subsequent season must use Multi-Season mode.   
 
Here are conditions that Single Season Mode is better for: 

1) You only have one season. 
2) You do not want to use LeagueOne to track money collected from registrations. 
3) You are not using online registration. 

 
Here are conditions that Multi Season Mode is better for: 

1) You have more than one season and want to use LeagueOne to track registration amounts 
or you want to use online registration. 

 

Tips for leagues registering players in a Second Se ason 
 
Use the Default Season feature in “Maintain Club Information” 
 
LeagueOne is designed so that you can manage your registration for the entire year (as defined by 
the state association or NGB) but most associations organize their leagues based on multiple 
seasons within the calendar year.  Typically you will process registrations for just one season at a 
time. 
 
Some LeagueOne screens require that you specify the season that you are working on.  
Specifically, these are Team Builder, Team Find and the Player Registration Wizard.  They all 
default to the first available season (Fall).  This is great when you are in the Fall season but can 
be a pain when you are in the Spring season.    
 
This problem can be easily solved by setting the Default Season for your club.  You can change 
this value: 

1) Select “Maintain Club Information” from the “Club” menu. 
2) Set the appropriate season in the “Default Season” field. 
3) Press the Update button to save the change. 

 
Use the Prior Team Function to form teams that are the same as the Prior Season 
Please see “Prior Team Tools” on page 56 for a full explanation of these features. 
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Family Maintenance Utility 

Overview 
 
The Family Maintenance Utility allows you to: 
 

�  Merge duplicate players. 
�  Merge duplicate staff. 
�  Move a player from one family to another. 
�  Move a staff record from one family to another. 
�  Switch guardian roles within a family. 
�  Delete staff records (when there are no jobs, disclosures, etc. for that person). 

 
These features will help you deal with changes to families (marriage, divorce, etc.) as well as 
resolving duplicate records. 
 
The Family Maintenance screen provides the ability to perform these changes.  This screen 
allows you to view two families at once and initiate mergers, deletions, and movement between 
families.  See the descriptions in Figure 63 on page 60. 
 

 
Figure 63 

 
  

Staff and Players for 
the 1st family are listed 
in this column. 

Staff and Players for 
the 2nd family are 
listed in this column. 

Buttons labeled “To Family #” 
will move a Player or Staff 
record to the other family. 

The Delete button 
deletes the Staff 
record.; 

Initiates the 
merger of the 
selected players. 

Initiates the 
merger of the 
selected staff. 
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Locating Players and Staff to Merge 
 
If your Job has Family Maintenance rights, you will see a new Merge button on the bottom bar of 
each Player and Staff record that you are authorized to maintain.  Pressing that button will bring 
up the Merge Search screen (see Figure 64 on page 61). 
 

 
Figure 64 

 
Since Family Maintenance compares two families, the Merge Search screen allows you to search 
for a Player or Staff record that belong to the 2nd family.   
 
After you perform the search, the results will be returned as in Figure 65 on page 61.  
 

 
Figure 65 

 

Click the link to 
select a record. 
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To select one of the records, click the Select link on the right.  The two families will be displayed 
as in Figure 63 on page 60. 
 
 

Merging Duplicate Players 
 
To merge players, select a player in Family #1 and a Player in Family #2 and then press the 
Merge Players button (see Figure 63 on page 60).  The Merge Player window will open (see 
Figure 66 on page 62).   
 

 
Figure 66 

 
You have two choices to make: 

1. Which player to keep. 
2. Which Birth Date and Player ID to use for the merged player. 

 
Press the Merge button to merge the players. 
 
There are three conditions that require a “Merge Override.”  They are: 

1. If the players have different genders. 
2. If the players have different Play Ages. 
3. If bath players have a registration record with the same registration type (Primary, 

Secondary) in the same year (i.e. 2004-2005). 
 
Usually the only users with Merge Override rights are the state or NGB office. 
 
 

Merging Adult Players 

Adult players have a Player record that is linked to the Staff record.  This causes 
additional restrictions.  
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·  When merging two Adult players, merge the player records first and then the Staff 
records. 

·  When merging an Adult player with a Staff record (not a player), merge the Staff 
record (not a player) into the Adult players staff record.  

 
 

Merging Duplicate Staff 
 
To merge staff, select a Staff in Family #1 and a Staff in Family #2 and then press the Merge 
Staff button (see Figure 63 on page 60).  The Merge Staff window will open (see Figure 67 on 
page 63).   
 
 

 
Figure 67 

 
You have five choices to make: 

1. Which Staff record to keep. 
2. Which Address to use. 
3. Which Phone Number to use. 
4. Which Email address to use. 
5. Which User ID to use (if they have a LeagueOne user id). 

 
Press the Merge button to merge the staff records. 
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Finding Duplicate Records 
 
Two new reports have been added to the system:  

�  Duplicate Player Report 
�  Duplicate Staff Report 

 
These reports use a variety of criteria to locate duplicates.  Many of the criteria include an 
algorithm called Soundex.  Soundex attempts to eliminate differences between words that have a 
similar sound.  For example, Soundex considers Smith and Smyth to be the same. 
 
You can run the Duplicate Player Report with the following options: 

�  Same Birth Date, Similar First And Last Names (Soundex) 
�  Same Phone Number, Similar First And Last Names (Soundex) 
 

You can run the Duplicate Staff Report with the following options: 
�  Same Phone Number, Similar First And Last Names (Soundex) 
�  Same Address (1st 5 digits), Similar First And Last Names (Soundex) 
�  Same First And Last Names 
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KidSafeOne™ Risk Management 
 
KidSafeOne™ is a collection of features that allow Associations and their leagues to administer 
the risk management process with the help of the internet.  KidSafeOne™ hides all sensitive 
information so that only the Association’s Risk Management Coordinator can see it while 
allowing others to ensure that disclosures are completed.  This guide describes how to use these 
new features. 
 
Note:  KidSafeOne™ can be configured in many different ways to assign various responsibilities 
to League/Club Registrars, Association/State Registrars, NGB/State Risk Mgmt Coordinator and 
other jobs that are valid in your association.  This guide describes one implementation. 
 

League Administrator/Club Registrar Responsibilitie s 
 
Each association implements Risk Management in their own way.  This guide describes a typical 
way that leagues would gather disclosures for their volunteers. 

Overview 
 
The league is responsible for getting volunteers to complete an online questionnaire and then 
matching the questionnaire to the volunteer within LeagueOne.  The following diagram describes 
the flow: 

 
Figure 68 

Volunteers 
Administrator 

Questionnaires 

Disclosure 
Questionnaire 

Volunteers 

KidSafeOne™ 
Engine 

2) Administrator 
forms teams and 
assigns players 
and coaches. 

1) Volunteers 
complete a web 
based questionnaire 
that is highly 
secured. 

4) Reporting 
provides a list of 
volunteers that do 
not have 
questionnaires. 

3) Administrator 
matches 
questionnaires and 
volunteers. 

5) Remind volunteers to 
submit questionnaires.  
(You may delegate this to 
Age Group Coordinators. 
The Disclosure Report can 
be run by age group as well 
as other criteria) 
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In step #1, the volunteer completes an online Disclosure Questionnaire.  Only one questionnaire 
is required even if the volunteer has multiple jobs in your organization or is volunteering with 
more than one league. 
 
In step #2, the Administrator forms teams and assigns players and coaches to those teams.  This is 
the same process that has always been in place for team formation. 
 
In step #3, the Administrator associates Disclosure Questionnaires with Coaches, Assistant 
Coaches, etc.  A number of tools are available in the system to help with this process.  You can 
read more about this in ‘Associating Volunteers with Disclosure Questionnaires’ on page 66. 
 
In step #4, the Administrator is able to run a report to identify volunteers that do not have a 
Disclosure Questionnaire associated with them.  This report can be downloaded to Excel for 
distribution to others that may help contact the volunteers (i.e. Age Group Coordinators, etc.).  
You can read more about this in ‘Disclosure Reporting’ on page 70. 
 
Step #5 is the manual step of getting volunteers to submit Disclosure Questionnaires. 
 
It is important for leagues to associate disclosures for each coach and assistant coach because a 
team can not be approved until all of the coaches and assistant coaches have a valid disclosure 
associated with them. 
 
 
 
 

Associating Volunteers with Disclosure Questionnair es 
 
The first thing that you will want to do is find volunteers that do not have a Disclosure 
Questionnaire associated with them.  The easiest way to do this is to use the ‘Risk Mgmt By 
Volunteer’ screen on the Staff menu.   
 

 
Figure 69 

 
After you bring this screen up, press the ‘Find’ button to search for volunteers that still need a 
disclosure.  You will notice that the Status dropdown defaults to ‘Needs A Disclosure’.  That tells 
the system to just retrieve volunteers that do not have a Disclosure.  You will also notice that the 
‘Yes Answers’ field is disabled unless you are the State Risk Mgmt Coordinator. 
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Figure 70 

 
You will notice a link that says ‘Find’ in the Disclosure column.  If you click on the link, the 
‘Find Disclosure’ screen will open and allow you to search for a disclosure to match with this 
person.  
 

 
Figure 71 

 
The person’s first and last name is defaulted into the first and last name fields.  Notice that the 
Scope field defaults to ‘This Club Only.’  When you press the Find button, the system will search 
for volunteers with the first and last name that you listed who selected your club out of a list of 
clubs while completing their Volunteer Disclosure.   
 
If you do not see the disclosure, you may want to change the Scope to ‘Entire State’ and/or 
change the spelling of the name (in case the spelling is incorrect in the system) and press ‘Find’ 
again.  If the volunteer has saved the confirmation number that they received when completing 
their Volunteer Disclosure, you may enter it in the Conf # field (hint: be sure to remove the 
values in the other fields when you search for the confirmation number). 
 
When you find a record, it will look like this: 
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Figure 72 

 
To associate this disclosure with the volunteer, just click the ‘Assign’ link.  The Find Disclosure 
window will close and you will be returned to the ‘Risk Mgmt By Volunteer’ screen.  Note: You 
will still see a ‘Find’ link next to the volunteer until you refresh your list of volunteers. 
 
 
There are other ways to associate volunteers with Disclosures. You can access the Find 
Disclosure screen from the Staff Maintenance record for a volunteer or from the Staff section on 
the Team Maintenance page. 
 
 

Email Reminders 
 
ClubReg customers can automatically email a reminder to volunteers that have not completed a 
disclosure.  The Remind column (see Figure 73) will include a checkbox that allows you to select 
which volunteers to send a reminder to.  The Select All button allows you to select all of the 
check boxes or unselect all of the check boxes.  Press the Send Reminder button to send the 
emails.  You can define the content of the email using the Maintain Club Information screen.  See 
ClubReg™ Customization on page 87 for more information. 
 

 
Figure 73 
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Finding a Disclosure from Team Maintenance 
 

 
Figure 74 

 
 

Finding a Disclosure from Staff Maintain 
 

 
Figure 75 

The Find button opens the Find Disclosure window 
allowing you to search for a disclosure for this coach.   

Disclosure expiration date.   

Background check 
expiration date.   

The Find Discl button opens the Find Disclosure 
window allowing you to search for a disclosure for this 
volunteer.   
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Disclosure Reporting 
 
The reports list contains a report named the ‘Disclosure Report.’  This report only lists status and 
contact information.  No sensitive information is included.  When you run it, you will see the 
following options: 

 
Figure 76 

 
As with all LeagueOne reports, choosing an Output Format of ‘Comma Separated Value File’ 
will create a file that can be opened in Excel.  This is handy if you would like to send the file to 
an Age Group Coordinator or other administrators. 
 
The Disclosure Status field has three options: Needs Disclosure, Disclosure Pending and Has 
Disclosure.  Most of the time you will run the Needs Disclosure option. 
 
 
 
 
 

State Risk Management Coordinator Responsibilities 
 
The State Risk Mgmt Coordinator has access to all of the same tools that were mentioned in the 
League Administrator/Club Registrar Responsibilities section on page 65 and beyond.   This 
section describes where additional capabilities exist. 
 

Overview 
 
The league is responsible for getting volunteers to complete an online questionnaire and then 
matching the questionnaire to the volunteer within LeagueOne.  The following diagram describes 
the flow: 
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Figure 77 

 
 

Reviewing ‘Yes’ Answers 
 
For the State Risk Mgmt Coordinator, the Yes Answers field is activated on the Risk Mgmt By 
Volunteer screen (see Figure 78) and the Risk Mgmt By Disclosure Screen (see Figure 79).   
 

 
Figure 78 

 

Volunteers 
State Risk 

Mgmt 
Coordinator  

Questionnaires 

Disclosure 
Questionnaire 

KidSafeOne™ 
Engine 

1) Volunteers 
complete a web 
based questionnaire 
that is highly 
secured. 

2) Reporting 
provides a list of 
volunteers that do 
not have 
questionnaires. 

3) When a volunteer answers 
‘Yes’ to a question, the State Risk 
Mgmt Coordinator is notified.  
They review the answer and 
approve it or follow up on it. 
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Figure 79 

 
This allows them to search for: 
 
All All Volunteers/Disclosures 
No Answers Only volunteers/disclosures where all questions are answered 

with a ‘No’. 
Yes Answers – Approved Only volunteers/disclosures where one or more questions were 

answered with a ‘Yes’ and the ‘Yes’ answer has been approved. 
Yes Answers – Not Approved Only volunteers/disclosures where one or more questions were 

answered with a ‘Yes’ and the ‘Yes’ answer has not been 
approved. 

 
 
 
 
The Last Name field on the Risk Mgmt By Disclosure screen will be hyperlinked to open a copy 
of the disclosure for review.   
 
After opening the Disclosure, the Disclosure Status Section appears at the bottom of the form as 
seen in Figure 80.  This section includes an Approve button and a field to record comments.  If 
the disclosure has been previously approved, a Reverse button appears so that you may reverse 
the approval. 
 
 

 
Figure 80 
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Figure 81 shows the Disclosures and Background Checks sections of the Staff Maintenance 
section.  You will notice that the Disclosure Section includes two fields that do not appear when 
other users view the records (Yes Answers and Yes Answers Approved) and a View link that 
allows the State Registrar to view the disclosure.  The Background Check Section includes a 
Delete link for removing a background check.  
 

 
Figure 81 
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ClubReg™  
 
ClubReg™ is a premium service that is available to clubs for an extra fee.  Please ask 
your LeagueOne representative for more information. 
 

Online Registration 
 
Online Registration makes a registrar’s job much easier.  Parents register via the internet and the 
player registration appears in the system as if you manually registered the player as shown in the 
Manual Registration portion of this document.  Online Registration is optional for clubs. 
 

Online Registration Setup 
 
LeagueOne will configure online registration for your club.  All you need to do is provide us with 
copies of your registration forms so that we can understand your existing registration needs.  
LeagueOne Online Registration helps you manage: 
 

·  Documents that you need to collect (Birth Certificates, Medical Release Forms, Player 
Pass Photos, etc.) 

·  Club Policies – We force the parent to acknowledge your policies during the registration 
process. 

·  Fees – You may charge different fees for different Divisions within your club.  You may 
also have early bird discounts, family discounts, late fees, etc. 

·  Payment – You can accept credit cards and/or checks.  Checks are mailed directly to you. 
·  Uniform Orders 
·  Sponsorship – We provide a place where your sponsors can advertise during 

online registration.  Your club can earn extra dollars in this way!! 
 
LeagueOne will configure Online Registration to meet your needs.  For a look at the 
configuration options that are available, see Appendix B – Online Registration Configuration 
Options on page 90. 
 
 
 
 

Registering Players 
 
Now you will have an opportunity to register a player in the same manner that a parent would.   
 
 
�����������������
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See page 7 for instructions on how to do this. 
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You will see the first Online Registration screen for this demonstration club. 

 
Figure 82 
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The next screen shows a list of divisions that the player can be registered for.  These can be 
configured to the needs of your club. 
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Figure 83 
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The next screen shows a list of the clubs policies. 

 
Figure 84 

The parent must check a box next to each policy before proceeding.  The policies are configured 
based on what each club wants to see.  This provides protection for your club. 
������$��37���3���
������������$
�������  
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Figure 85 

This screen allows the parent to specify whether this is a new player or a re-registration. 
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Figure 86 
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Figure 87 

The player registration screen has a number of fields that can be added or removed to customize 
the behavior of your online registration. 
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Figure 88 

The fees are displayed.  LeagueOne is capable of displaying a host of fee options including 
uniform fees, late fees, online registration fees, family discounts and early bird discounts. 
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Figure 89 

 
The final page is displayed.  It contains a host of information including information about what is 
still missing (documents and checks) and where to send them.  Also notice that you can have a 
sponsor and have their message appear in the confirmation.  This is an excellent way to get more 
revenues from your local businesses. 
 
If the player does not need to provide any documents or checks, they immediately flow into 
LeagueOne and are visible in Team Builder as unassigned players. 
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Document Management  
 
If you do require certain documents during the registration process (i.e. Birth Certificate for a 
new player) or if you allow a parent to pay by check, LeagueOne helps you track outstanding 
items and provide reminders.   
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Figure 90 
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Figure 91 

You will see an entry for the player that you created during online registration. 
 

Fields that filter the results.  
After you enter the fields, 
press ‘FIND’ to look for 
players with missing 
documents. 

Each missing document will be represented by a button 
in this column.  Press the button to indicate that you 
have received the document. 

Each missing check will be represented by a button in this 
column.  Press the button to indicate that you have 
received payment or partial payment.  You will have an 
opportunity to indicate how much you received.  When a 
partial payment is received you will see Amt Recvd / 
Total Amt. 

This column allows you to email a 
reminder regarding missing 
documents.  The date on the button is 
when they were last reminded.  
Initially it is the registration date. 
When you press the button a window 
will open like in Figure 92. 

Hold your cursor over  the 
first name to display the 
players birth date. 

Allows you to Cancel a registration 
paid by Check or mark a registration 
as refunded when you have already 
received the funds. 
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You will see that the screen is refreshed and the ‘Birth Certificate’ button is no longer visible. 
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You will see that the player is dropped from the list.  The player will now appear as an 
unassigned player in Team Builder.    
 
 
Finally, what if you want to remind the parent to send in a document or check?  LeagueOne 
provides a way to send reminders. 
 
������!�����������
���������%)���� �'�����&�3
��'��2� ���*������0/4�  
 
This will open a window with a list of reminder documents.   

 
Figure 92 

 
 
Selecting a reminder and pressing the Send button will cause LeagueOne to send an email 
reminder on your behalf to the parent.  (We don’t send them in the test environment so don’t 
worry if you want to try it out.) 
 
 
 
 

We can customize the reminders 
that you send.  The reminders in 
this list have different wording 
depending on if the reminder is sent 
before the late date or after. 

After you choose a reminder, press 
the Send button.  A reminder will 
be emailed from the LeagueOne 
server. 
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Team Builder - Mass Assign 
 
The Mass Assign function of Team Builder is a ClubReg™ feature that allows you to assign 
players to teams in bulk.  There are currently two wizards: 
 

·  Prior Teams – Assigns Players to the same team that they played on last season. 
·  Auto Assign Players - Uses an algorithm to balance teams.. 

 
 
 

Prior Team Assignment Wizard 
 
The Prior Team Assignment function allows you to easily place players on a team with the 
players and coaches that they played with last season.  Please see the full explanation of Prior 
Team capabilities on page 56.  Once you have created teams that are linked to Prior Teams you 
can run the Prior Team Mass Assign to copy players to those teams.  
 
Run the Prior Team Mass Assign function to assign players 
 
From the Team Builder – Mass Assign function, choose the ‘Assign Prior Team Requests’ option 
and press the Process button (see Figure 93). You may also select the ‘All Divisions and Age 
Groups’ check box to process all Divisions and Age groups for the selected season.  The result 
will be a list of players that were assigned to teams during this execution of the Mass Assign 
wizard. 
 

 
Figure 93 
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Auto Assign Players 
 
Auto Assign Players uses an algorithm to balance teams and limits team size to the value that you 
specify at run time.  The algorithm works as follows: 

�  Players are assigned in the order that they registered. 
�  Player is assigned to the team with the fewest number of players with the same PlayAge 

and Gender.  If several teams have the same number of players in that PlayAge and 
Gender, the player is assigned to the team that was created first. 

�  Example: A club has a Coed Age Group with multiple ages (i.e. U07G and U08G and 
U07B and U08B all together).  Since coed age groups are always boys age groups, you 
would form teams in U08B.  You could use the Configure Merged Age Groups feature 
(on the Club menu) to show all of these age groups under U08B. 

o Create teams under U08B. 
o Assign returning players to teams (if you choose to) 
o Assign coaches children to teams (if you choose to) 
o Run Auto Assign for U08B to assign the remaining players to teams.  The result 

will be a balance of  
�  U07G across teams 
�  U08G across teams 
�  U07B across teams 
�  U08B across teams 

�  Note: There is no unassign facility at this time.  If you need to unassign players to run 
again, you may do so from Team Builder Manual Assign. 

 
 

 
Figure 94 

 
From the Team Builder – Mass Assign function, choose the ‘Auto Assign Players’ option, change 
the ‘Team Size for Auto Assign’ value if you desire and press the Process button (see Figure 94).  
The result will be a list of players that were assigned to teams during this execution of the Mass 
Assign wizard. 
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Send Email 
 
The email facility allows you to send email to your membership in a way that protects their 
privacy.  Each email message is individually sent.  No member can see the email addresses of the 
others included on the message. 
 
Choose ‘Send Email’ from the ‘Admin’ menu. 
 

 
Figure 95 

 
The ‘To’ field works the same as the Email Distribution list function which is described on page 
47.  Please refer to that section for more information on addressing the email. 
 
The ‘From’ field will display your name and email address.  If your email address is missing, 
click on the link in this field to navigate to your Staff record where you can add your email 
address.  You can not send an email without a valid ‘From’ email address.    
 
You must enter a Subject before sending a message. 
 
The ‘Type’ field allows you to choose between Plain Text and HTML.  Plain Text is a standard 
email.  HTML is for advanced users that want to format the display of their email message. 
 
The ‘Message’ field is where you enter the message that you want to send to your membership. 
 
When you have completed all of the fields, press the ‘Send’ button.  The email messages will be 
created and the following screen will tell you the number of messages that will be sent. 
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Email Rosters to Coaches 
 
ClubReg provides the ability to email rosters/contact lists to coaches.  This is a great way to 
provide coaches with their players’ contact information prior to the start of the season.   
 
From the Team Maintenance screen (see Figure 26 - Team Maintenance on page 29), press the 
‘Send’ button that is next to the ‘Last Roster Email:’ field.  This will open the window in Figure 96. 
 

 
Figure 96 

 
Press the Send button and the message will be sent from the LeagueOne servers.  The value of the 
Last Roster Emailed field on the Team Maintenance page will be updated to the Date/Time that 
you sent the email message. 
 
 

Team staff (coaches, assistant coaches, 
team managers). 

Place a check next to the people that 
you want to send the roster to. 

The Email Subject.  This is pre-filled 
based on the value that you specify on 
the Club Defaults page. 

The Email Message that appears 
before the roster.  This is pre-filled 
based on the value that you specify on 
the Club Defaults page. 
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Online Registration Status 
 
The Online Registration Status screen displays the current status of your online registration 
sessions and allows you to close a session or close specific age groups within the session.  It also 
allows you to define an age group to automatically close when a certain number of online 
registrations have been processed. 
 
Choose ‘Online Registration Status’ from the ‘Club’ menu. 
 

 
Figure 97 

You will see a list of Online Registration sessions for your club.  Each session represents one of 
your Divisions within a season.  The Start and End columns represent the dates that online 
registration is active for this session.  The status column indicates whether or not the session is 
open or closed.  Sessions open and close automatically based on dates but can also be closed by 
the Close button in the Action column.  If a session is closed by pressing the Close button, it can 
be reopened by pressing the Open button.  Action buttons only appear when the current date is 
between the start and end date. 
 
Press the ‘+’ next to a session to reveal age groups that have been closed within that session. 
 

 
Figure 98 

 
Press the Add button to add an Age Group to the list of Closed Age Groups (and Age Groups to 
close when a registration limit is encountered) and define the closure message.  Press Remove to 
reopen the age group.  Click on the link in the Closure Message column to view/update the 
closure message that will appear to the user. 
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ClubReg™ Customization 
 
As you saw in Customizing Your Club on page 43, you can customize the registration process to 
the needs of your club.  With ClubReg™, you have access to even more configuration options.  
The following table describes additional fields that you can configure. 
 
 
Field Name Description 
Configurable Field 4:     The name to use for this configurable field.  
PreFill Configurable 
Field 4:     

Check this box to pre-fill with the value that was entered during the 
previous registration. 

Configurable Field 5:     The name to use for this configurable field. 
PreFill Configurable 
Field 5:     

Check this box to pre-fill with the value that was entered during the 
previous registration. 

Configurable Field 6:     The name to use for this configurable field. 
PreFill Configurable 
Field 6:     

Check this box to pre-fill with the value that was entered during the 
previous registration. 

Display Configurable 
Field 4 - 6:  

Check this box to display Configurable Field 4, Configurable Field 5, 
and Configurable Field 6 on the Player Registration Page. 

Configurable Field 7:     The name to use for this configurable field.  
PreFill Configurable 
Field 7:     

Check this box to pre-fill with the value that was entered during the 
previous registration. 

Configurable Field 8:     The name to use for this configurable field. 
PreFill Configurable 
Field 8:     

Check this box to pre-fill with the value that was entered during the 
previous registration. 

Configurable Field 9:     The name to use for this configurable field. 
PreFill Configurable 
Field 9:     

Check this box to pre-fill with the value that was entered during the 
previous registration. 

Display Configurable 
Field 7 - 9:  

Check this box to display Configurable Field 7, Configurable Field 8, 
and Configurable Field 9 on the Player Registration Page. 

Configurable Field 10:    The name to use for this configurable field.  
PreFill Configurable 
Field 10:     

Check this box to pre-fill with the value that was entered during the 
previous registration. 

Configurable Field 11:    The name to use for this configurable field. 
PreFill Configurable 
Field 11:     

Check this box to pre-fill with the value that was entered during the 
previous registration. 

Configurable Field 12:    The name to use for this configurable field. 
PreFill Configurable 
Field 12:     

Check this box to pre-fill with the value that was entered during the 
previous registration. 

Display Configurable 
Field 10 - 12:  

Check this box to display Configurable Field 10, Configurable Field 
11, and Configurable Field 12 on the Player Registration Page. 

Display Medical 
Fields:     

Check this box to display Emergency Contact, Emergency Phone, 
Doctor Name, Doctor Phone, Medical Conditions on the Player 
Registration Page. 

Display Uniform 
Fields:   

Check this box to display Uniform fields on the Player Registration 
Page. 

Display Fee And 
Collection Section:     

Check this box to display the Fee And Collection Section on the Player 
Registration Page. 
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Display Late Fee Field: Check this box to display the Late Fee field in the Fee And Collection 
Section on the Player Registration Page. 

Display Uniform Fee 
Field: 

Check this box to display the Uniform Fee field in the Fee And 
Collection Section on the Player Registration Page. 

Display Volunteer Fee 
Field:     

Check this box to display the Volunteer Fee field in the Fee And 
Collection Section on the Player Registration Page. 

Display Misc Fee 1 
Field:     

Check this box to display the Misc Fee 1 field in the Fee And 
Collection Section on the Player Registration Page. 

Display Misc Fee 2 
Field:     

Check this box to display the Misc Fee 2 field in the Fee And 
Collection Section on the Player Registration Page. 

Display Family 
Discount Field:     

Check this box to display the Family Discount Fee field in the Fee And 
Collection Section on the Player Registration Page. 

Display Early Bird 
Discount Field: 

Check this box to display the Early Bird Discount Fee field in the Fee 
And Collection Section on the Player Registration Page. 

Display Check 
Collection Fields:     

Check this box to display the Check Amount and Check Number fields 
in the Fee And Collection Section on the Player Registration Page. 

Display Charge 
Collection Field:     

Check this box to display the Charge Amount field in the Fee And 
Collection Section on the Player Registration Page. 

Display Scholarship 
Collection Field:     

Check this box to display the Scholarship Amount field in the Fee And 
Collection Section on the Player Registration Page. 

Display Other 
Collection Field:     

Check this box to display the Other Collection Amount field in the Fee 
And Collection Section on the Player Registration Page. 

Display Collection 
Notes Field:     

Check this box to display the Collection Notes field in the Fee And 
Collection Section on the Player Registration Page. 

Roster Email Subject:     This value is used to pre-fill the Subject when emailing rosters to 
coaches. (see Email Rosters to Coaches on page 85 for more 
information) 

Roster Email Message: This value is used to pre-fill the Message when emailing rosters to 
coaches. (see Email Rosters to Coaches on page 85 for more 
information) 

Disclosure Reminder Email 
Subject: 

This value is used to pre-fill the Subject when sending disclosure 
reminders to volunteers. (see Email Reminders on page 68 for more 
information) 

Disclosure Reminder Email 
Message: 

This value is used to pre-fill the Message when sending disclosure 
reminders to volunteers. (see Email Reminders on page 68 for more 
information) 
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Appendix A – Description Of Key Player Register Fie lds 
 
A few notes about the fields in Figure 9 - Player Registration on page 14: 
 
Field Notes 
Member ID Automatically created from the information that you entered in the New Player 

Wizard. 
Play Age Calculated based on the player’s birth date and the beginning of the State 

Associations play year. 
Age Group  Defaults to the appropriate age group based on the players age and gender. 
Age Up Allows you to add 1, 2, or 3 years to increase the player’s age group by 1, 2 or 

3 years.  
School, Grade, 
Team/Coach/Friend 
Request, Config 4 
through Config 12 

The system gives you 12 fields to use as you wish (Config 1 through Config 
12.  In this example Config 1 has been set as School, Config 2 as Grade, etc.  
You can define these fields as you choose by going to the Club Defaults on the 
Club menu.  

Primary Guardian Choose between Father/Mother/Other.  The gender field is automatically 
selected if you choose Father or Mother. 

Jobs You can select one or more jobs by holding down the Ctrl key as you click on 
each job.  By selecting a Job, you are indicating that this person has 
VOLUNTEERED for that position.  There are additional screens in the system 
that will allow you to look up your volunteers as you assign coaches. 

City, State, Zip, Area 
Codes 

These values are filled in using defaults that you can set.  You can change the 
defaults by going to Club Defaults on the Club menu. 

Other Guardian This field is optional.  If you select a value, you must also include the address 
and phone numbers for the Other Guardian. 

Address Same As 
Above 

When you click on this box, contact information is copied from the Primary 
Guardian to the Other Guardian saving you typing time.   

Assign To Team If you already know which team that this player will play on, you can choose 
the team from this list and the player will be assigned to that team. 

Prior Team Wizard If the player wants to play on the same team as last season, choose the team 
here.  The Team Builder (later in this guide) allows you to quickly assign all 
players that are returning to their prior teams. 
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Appendix B – Online Registration Configuration Opti ons 
 
LeagueOne Online Registration is highly configurable.  This questionnaire describes configurable 
features and captures your requirements.  Most of these options can be configured differently for 
each of your Divisions.  Please complete the questions and send this back to us.   
 
State Association: _________________________________________________ 
Club Name: ______________________________________________________ 
Club Contact Name And Phone: ______________________________________ 
 
 
Registration Options: 
 
1) Would you like to capture Medical Fields during Online registration?       ___ Yes  ___ No 

This includes the following fields: 
o Notify In Case Of Emergency and Phone Number 
o Doctor and Phone Number 
o Medical Conditions 

 
2) Would you like to gather up to twelve customized fields (i.e. School, Grade, 
Team/Coach/Friend request, etc.)? 

Field1 Name ________________    Required (Y/N) ______ 
Field2 Name ________________    Required (Y/N) ______ 
Field3 Name ________________    Required (Y/N) ______ 
Field4 Name ________________    Required (Y/N) ______ 
Field5 Name ________________    Required (Y/N) ______ 
Field6 Name ________________    Required (Y/N) ______ 
Field7 Name ________________    Required (Y/N) ______ 
Field8 Name ________________    Required (Y/N) ______ 
Field9 Name ________________    Required (Y/N) ______ 
Field10 Name ________________    Required (Y/N) ______ 
Field11 Name ________________    Required (Y/N) ______ 
Field12 Name ________________    Required (Y/N) ______ 
 
 

3) Do you need to capture uniform information during registration?   Yes ____  No _____ 
(If yes, please send in a separate sheet with sizes and prices if it does not fit in this space) 
 

4) Would you like to ask girls if they are playing Mixed (Coed) or Girls Only?  Yes____ No____ 
 
5) Would you like to ask if the player wants to play on the same team as last season?   ______  

The Prior Team Wizard makes it easy to get players on the same team as the prior year.  
There are two options: 

o Request – Asks if they want to play on the same time and displays the name of 
the team and coach from last season. 

o Force – Doesn’t ask them but acts as if they answered ‘Yes’.  This option is 
useful for clubs that use the same teams in a second season (Spring teams are the 
same as in the Fall) regardless of parent preference. 

Your preference: ____________________ 
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Fee Options: 
 
You may accept payment via check and/or charge. 

Accept Checks  ______ Yes   ______ No 
Accept Charge  ______ Yes   ______ No 

 
6) We will gather your registration fee and late fee information from your registration forms. 
 
7) You may charge an online registration fee to offset the fees that you will pay to LeagueOne.  
This passes the extra expense associated with online registration to the people that use online 
registration. 
 

Discussion: Clubs that want to encourage online registration to reduce administrative 
work usually charge a low online registration fee or none at all.   They may also decide to 
offer an online registration discount to encourage people to register online.   
 
Charge an online registration fee?  If so, what amount? ________________________ 
Offer an online registration discount?  If so, what amount? ________________________ 
 
 

8)  Early Bird Discount.  Do you offer a discount to players that register before a certain date?  If 
so, how much? _________________________________________________________________ 

 
 

9) Family Discount.  Do you offer a family discount.  We can automatically support a discount 
for each additional sibling that registers during a season.  Do you want to offer a family discount? 
______________________________________________________________________________ 
 
 
10) Miscellaneous Fees.  You can offer up to two miscellaneous fees that can be used for a 
variety of purposes including scholarship donations, ticket sales, field fees, etc.  It can either be a 
fixed amount or they can choose from a list (i.e. Would you like to donate to our scholarship 
fund? $0, $2, $5, $10). 
 

Fee 1 Description: ________________      Amounts: _____________________________ 
Fee 2 Description: ________________      Amounts: _____________________________ 
 

 
  
Volunteering Options: 
 
Most organizations rely on volunteers to make the organization run.  We have several options that 
can encourage more volunteering. 
 
11) Coach Prompt.  If they do not volunteer to be a coach or an assistant coach, we can prompt 
them with a message that you define (i.e. Our organization depends on Volunteer parent coaches to support league play.  
New coaches are not required to have soccer specific knowledge and attend a new coaches orientation prior to the beginning of the 
season.  Please consider volunteering as a coach or an assistant coach. It is a rewarding experience for you and for the kids!  Please 
choose OK to proceed without volunteering or CANCEL to return to the registration form where you can check one of the 

volunteering option.).  Would you like to use Coach Prompt? ______________________________ 
What message? ______________________________________________________________ 
___________________________________________________________________________ 
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12) Volunteer Fee.  If they do not volunteer for a job (all jobs not just coach jobs), they have an 
option to check a box to pay a fee to bypass volunteering.  Would you like to use Volunteer Fee?  
________   What fee amount? ___________________________________________________ 
 
  
Policies: 
 
13) As a way to notify the registrant about online registration policies and general club policies, 
we allow you to customize a list of policies.  At registration time, the registrant must place a 
check next to each one and they receive the list of policies with their confirmation.  Examples of 
policies: waivers, refund policies, etc.  
 
 Policy 1 _____________________________________________________________ 
 Policy 2 _____________________________________________________________ 
 Policy 3 _____________________________________________________________ 
 Policy 4 _____________________________________________________________ 
 Policy 5 _____________________________________________________________ 
 
 
Documents: 
 
Many organizations require documents as a part of the registration process.  We allow you to: 

o Define which documents that you need for your registration process (i.e. Birth 
Certifictates, Medical Release Forms, etc.) 

o Define when each document is needed: Before registration can be completed (usually for 
the birth certificate), Bring to your coach at the first practice (usually the medical 
release). 

 
Document When Needed 

(Registration or First 
Practice) 

PDF?  If so please 
send us the 
document. 

   
   
   
   
   
 
 
Sponsorship: 
 
You can recruit a local sponsor and place their message and/or logo on the online registration 
confirmation page.  This is a great way to raise money for your club. 
 
Do you have a sponsor that you would like to promote?  
Name: ____________________________________________________________________ 
Message: __________________________________________________________________ 
Show Sponsor Logo (must provide a GIF file): ____________________________________ 
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Appendix C - Registration Concepts 
 
LeagueOne services have been tailored to the needs of youth soccer.  As you have probably 
already found, youth soccer has its own lingo and rules.  In creating a system to support youth 
soccer, we had to develop some additional lingo.  This section will help you understand the lingo 
and concepts that are implemented in LeagueOne services. 
 
Family Based Registration 
 
One of the biggest challenges for a registration system is managing changes to contact 
information for families that have more than one child.  With the traditional registration system, 
you were forced to change the address/phone number for each child in the family. 
 
LeagueOne solves this problem by storing players as families.  Each youth player is associated to 
one or two parents to form a family.  Address information is stored with the parents.  Siblings can 
be added to the family during registration time. 
 
Staff 
 
In LeagueOne, every adult is a Staff person because every adult is a potential volunteer.  When 
you register a player, the parents become visible as Staff and can be assigned jobs.  A staff person 
may have children and jobs associated with their record. 
 
Registration vs. Rostering 
 
USYSA makes a distinction between registration and rostering.  Registration is the process of 
accepting a registration from a player.  After that step occurs a player may be assigned to a 
team…or rostered with the team. 
 
Team/Player/Coach Status Flow 
 
While using LeagueOne, you will notice different statuses on Players, Coaches and Teams.  Here 
is a guide to those statuses: 
 
Status Description 
Pending This is the initial status.  It indicates that: 

1) The team has been created but never approved. 
2) The coach has been added to a team but not approved. 
3) The player has been added to the team but never approved. 

AddReq This status is set when a club registrar approves a team but the team has not 
yet been approved by the state office.  

Active This status is set when the team has been approved by the club and the state 
office.  Note: some states do not have an approval step by the state office.  
In that case, the status becomes ‘Active’ as soon as the club registrar 
approves the team. 

Dropped Player/Coach was dropped from the team. 
XferReq A transfer has been requested for this player to another team. 
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XferIn A transfer has been requested for this player to this team. 
Xferred A player has been transferred to this team. 
 
 
Sessions vs. Seasons 
 
USYSA state associations operate on a one year session.  Clubs register their players once per 
year even if the player plays two different seasons with that club.  LeagueOne keeps track of this 
distinction so that state associations count a player only once per session even if the player has 
played multiple seasons with a club. 
 
Annual Teams vs. Seasonal Teams 
 
Competitive soccer and recreational soccer have different needs when it comes to registration.  
Competitive soccer needs to keep track of players and ensure that Snickers rules limiting 
adds/drops/transfers are adhered to.  Recreational soccer tries to encourage players to play as 
often as possible without limiting which club a player plays with. 
 
LeagueOne allows state associations to define for each competition class (i.e. Class I, Class II, 
Class III, Class IV), the appropriate registration behavior.  The choices are: 
 
Type Description 
Annual 
Teams 

A player that is rostered to an annual team must play on that team for the entire 
session (one year period) unless the player is transferred to another team. 

Seasonal 
Teams 

A player that is rostered to a seasonal team may register and be rostered to another 
team in subsequent seasons without aq transfer. 

   
Typically, Annual Teams are used for competitive divisions and Seasonal Teams are used for 
recreational divisions. 
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Appendix D – How Do I……. 
 
This section provides a list of common questions that registrars have and instructions on how to 
complete the task. 
 
Player Registration And Maintenance Questions 
 
How Do I? Answer 
Register a player? You can reregister existing players or register new players.  Please 

see the Player Registration section on page 10 for more 
information. 

Register a player that played 
with a different club? 

When re-registering players for your club, you may search for the 
players by name.  To search for players outside of your club you 
must search by Member ID.  The Member ID has the following 
format FLMMDDYYSSSS where: 
 

F  = First letter in the players first name. 
L  = First letter in the players last name. 
MM  = The month of the players birthdate. (00 – 12) 
DD  = The day of the players birthdate. (01 – 31) 
YY  = The year of the players birthdate. (00 – 99) 
SSSS  = The last four digits of the players Social 
Security Number. 

What should I use for the 
last four digits of the players 
Social Security Number if 
the number has not been 
provided by the player? 

This should be a policy set by your state association.  One solution 
is to use the last four digits of the phone number.  This is not ideal 
because phone numbers change. 

Delete a registration that 
was entered in error? 

There are several ways to bring up the Player Registration record 
where you will press the “Delete” button to delete the registration. 
1) Bring up the Player Maintenance record and click on the 
appropriate registration in the Registration History section (see 
Figure 39 - Session Maintenance on page 37 in the “Looking Up 
and Managing Players, Teams, Coaches” section) to open up the 
Registration Maintenance window. 
2) From Player Registration Find, click on the season in the Prior 
Reg (see Figure 11 on page 16) column to open the Player 
Registration record.   

Update an existing 
registration (change fees, 
uniform info, etc.)? 

Bring up the Player Maintenance record for the player and click on 
the appropriate registration in the Registration History section (see 
Figure 39 - Session Maintenance on page 37 in the “Looking Up 
and Managing Players, Teams, Coaches” section) to open up the 
Registration Maintenance window.  You can change fields and 
then press the “Update” button at the bottom of the window.   
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How do I change the 
address of a player? 

The address of a player is the address of their parent.  Bring up the 
Player Maintenance record for the player and click on the last 
name of the guardian of the player (see Figure 38 - Player 
Maintenance on page 36 in the “Looking Up and Managing 
Players, Teams, Coaches” section) to navigate to the Staff record 
of the parent.  You may then update the Address and press update. 

How do I change critical 
fields for a player such as 
the name, birth date, or 
member id? 

Some state associations prevent clubs from updating these fields 
because they will change the values that are printed on player 
passes and rosters.  If you are allowed to change these, you will 
bring up the Player Maintenance record for the player and click on 
the name of the player (see Figure 38 - Player Maintenance on 
page 36 in the “Looking Up and Managing Players, Teams, 
Coaches” section) to open up the name change window which will 
allow you to update the name, birth date and member id.   

Refund a registration. The refund capability is available to ClubReg™ customers only.  
Bring up the Player Maintenance record for the player and click on 
the appropriate registration in the Registration History section (see 
Figure 38 - Player Maintenance on page 36 in the “Looking Up 
and Managing Players, Teams, Coaches” section) to open up the 
Registration Maintenance window.  You will see a “Refund” 
button at the bottom of the window for Online Registrations.  With 
manual registrations, you can update the refund amount fields as 
appropriate. 

Change the Age Group or 
Division that a player has 
registered for? 

Bring up the Player Maintenance record for the player and click on 
the appropriate registration in the Registration History section (see 
Figure 39 - Session Maintenance on page 37 in the “Looking Up 
and Managing Players, Teams, Coaches” section) to open up the 
Registration Maintenance window.  You can change fields and 
then press the “Update” button at the bottom of the window.  You 
may also open the Session Maintenance window from Team 
Builder.  See page 26 for more on how to invoke Session 
Maintenance. 

How do I indicate that a 
player wants to play up? 

Change the age group to the appropriate age group.  See the prior 
item “Change the Age Group or Division that a player has 
registered for?” for more information. 

How do I indicate that a girl 
wants to play with boys? 

Change the age group from a girls age group to a boys age group.  
See the prior item “Change the Age Group or Division that a 
player has registered for?” for more information. 

How can I work on Spring 
Registration in the current 
year and Fall Registration 
for next year at the same 
time? 

You must change you’re the current year that you are working on 
to switch back and forth between the current year and the next 
year.  See “Changing Your Session Context” on page 51 for more 
information. 

How do I make the 
Secondary Guardian into the 
Primary Guardian for the 
family? 

There are there are two ways to do this:  
1) From the Player Maintenance screen for the player, click 

on the “Make Primary Guardian” button in Other 
Guardian section. 

2) From the Staff Maintenance screen for the Other 
Guardian, press the “Make Primary Guardian” button in 
the Family Role field. 
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Team Management Questions 
 
How Do I? Answer 
Create teams? Teams can be created in two ways:  

1) The Add Team button on Team Find (see Finding a Team  within 
Looking Up and Managing Players, Teams, Coaches on page 40)  
2) The Team Create action in Team Builder (see Team Create within Form 
Teams on page 18). 

Add coaches to a 
team? 

Coaches can be added to teams in two ways: 
1) The Team Create action in Team Builder (see Team Create within Form 
Teams on page 18). 
2) The Add Job button on Staff Maintain (see Figure 43 - Staff 
Maintenance in the Looking Up and Managing Players, Teams, Coaches 
section on page 39). 

Assign players to 
teams? 

Players can be added to teams in three ways: 
1) The Manual Assign action in Team Builder (see Manual Assign section 
within Form Teams on page 23). 
2) The Mass Assign action in Team Builder (see Team Builder - Mass 
Assign section on page 82). 

Find players that 
have not been 
assigned to a 
team? 

See Team Assignment Summary within Error! Reference source not 
found. on page 27). 

Find out which 
teams still need 
to be approved? 

The Approved column on the Team Find page indicates if the team needs to 
be approved (never approved before or players added since team was 
approved.  See Finding a Team  within Looking Up and Managing 
Players, Teams, Coaches on page 40 for more information. 

Transfer players 
from one team to 
another? 

Some state associations prevent clubs from transferring players because they 
will change the values that are printed on player passes and rosters.  If you 
are allowed to change these, you will bring up the Team Maintenance record 
(see Figure 45 within Looking Up and Managing Players, Teams, Coaches 
on page 41), select the player and press the “Transfer” button.  A window 
will open that will allow you to select the team that the player will be 
transferred to. 

Drop a player 
from a team? 

Some state associations prevent clubs from dropping players because they 
will change the values that are printed on player passes and rosters.  If you 
are allowed to change these, you will bring up the Team Maintenance record 
(see Figure 45 within Looking Up and Managing Players, Teams, Coaches 
on page 41), select the player and press the “Drop” button.  A window will 
open that will allow you to select the team that the player will be transferred 
to. 

Reverse the drop 
of a player from a 
team? 

Some state associations prevent clubs from dropping or reversing the drop of 
a player because they will change the values that are printed on player passes 
and rosters.  If you are allowed to change these, you will bring up the Team 
Maintenance record (see Figure 45 within Looking Up and Managing 
Players, Teams, Coaches on page 41), select the player and press the 
“UnDrop” button.  A window will open that will allow you to select the team 
that the player will be transferred to. 
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Remove a coach 
from a team? 

It depends on the roster status of the coach.  If it is Active, you can drop the 
coach from the team.  If it is Pending, you can unassign the coach from the 
team by either clicking on the ‘unassign’ link on the Team Maintenance page 
or by pressing the Unassign button next to the coach within the Team 
Builder-Team Create screen (see Team Create within Form TeamsError! 
Reference source not found. on page 18). 

 
 
Pass and Roster Questions 
 
How Do I? Answer 
How do I print 
player and 
coach passes? 

Player passes can be printed from Team Find (print several teams at once) or 
from the Team Maintenance page.  See Print Player Passes and Rosters on 
page 28 for more information. 

How do I print 
rosters? 

Rosters can be printed from Team Find (print several teams at once) or from 
the Team Maintenance page.  See Print Player Passes and Rosters on page 28 
for more information. 

What roster 
formats are 
available? 

Different formats are created for each state association based on their 
requirements.  When you open the Print Roster dialog, the choices will appear 
in the Roster Formats dropdown box.  All associations use the Contact List 
format as a way to allow clubs to print team contact lists.  This format prints all 
players on the team regardless of their status.  Many of the other roster formats 
only print players with an Active status (must be approved first).  

How do I print 
a temporary 
pass? 

Temporary passes are only available in some state associations.   See Figure 33 
on page 34 for more details on printing a temporary pass after it has been 
approved by the state office. 

My passes do 
not line up.  
What do I do? 

The problem may be caused by a setting on your computer.  When you press 
the print icon on the Adobe Acrobat Reader window, the Adobe Acrobat print 
dialog will appear.  Be sure that the Page Scaling property is set to ‘None’. 

 
 
Reporting Questions 
 
How Do I? Answer 
Get data out of 
LeagueOne? 

Every report has an option called “Output Format” that allows you to 
choose between viewing the report on the screen or creating a CSV 
(Comma Separated Values) file.  When you choose CSV, the data is 
stored in a file that you can download and import into a variety of 
other programs.  For more, see “Reports” on page 45. 

Find out how many 
registrations have 
occurred? 

The Registration report provides both a summary and detail listing of 
registrations in the current year.  For more on how to select a report, 
see “Reports” on page 45. 

Get a list of teams and 
players on those teams? 

The Team List report provides both a summary and detail listing of 
teams and players assigned to those teams.  For more on how to 
select a report, see “Reports” on page 45. 

Retrieve uniform 
information that was 
gathered during 
registration? 

The Uniforms report lists uniform selections made during 
registration (online and manual).  For more on how to select a report, 
see “Reports” on page 45. 
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Identify players that were 
registered during the Fall 
and Spring, Fall Only or 
Spring Only? 

The Spring Roster Mgmt report has a number of options that allow 
you to list various registration combinations.  For more on how to 
select a report, see “Reports” on page 45. 

 
Communication 
 
How Do I? Answer 
Print Mailing Labels? See Contact Lists on page 47 for more information.  Choose List 

Type = Mail List and then a new Output Type of Mailing Labels 
will appear.  

How do I create an email 
distribution list? 

See Contact Lists on page 47 for more information. 

How do I send an email 
message to my membership? 

This is a ClubReg premium service.  See Send Email on page 84 
for more information. 

How do I email rosters to 
coaches? 

This is a ClubReg premium service.  See Email Rosters to 
Coaches on page 85 for more information. 

My passes do not line up.  
What do I do? 

The problem may be caused by a setting on your computer.  
When you press the print icon on the Adobe Acrobat Reader 
window, the Adobe Acrobat print dialog will appear.  Be sure 
that the Page Scaling property is set to ‘None.’ 

 
KidSafeOne™ 
 
How Do I? Answer 
Locate coaches, assistant coaches, 
etc. who have not completed a 
volunteer disclosure? 

The Risk Mgmt By Volunteer screen is used to find 
volunteers that are missing disclosures.  See Associating 
Volunteers with Disclosure Questionnaires on page 66. 

How do I associate a volunteer 
disclosure with a coach or other 
volunteer? 

You can do this from three places: 
1) Staff Maintenance by pressing the ‘Find Discl’ 

button (see Figure 75 on page 69). 
2) Team Maintenance by pressing the ‘Find’ button in 

the Disclosure column (see Figure 74 on page 69). 
3) Risk Mgmt By Volunteer screen by pressing the 

Find link (see Figure 70 on page 67). 
Remove a volunteer disclosure 
that was erroneously associated 
with a staff record? 

From Staff Maintenance, press the ‘Disassociate’ link next 
to the disclosure in question from within the Disclosure 
Section. 

 
 
Miscellaneous 
 
How Do I? Answer 
Work with Spring 
registrations from the 
current year at the same 
time as Fall registrations in 
the next year? 

LeagueOne shows you the current year that you are working with 
at the bottom right corner of the screen.  You may change your the 
year by pressing the Change button (See Figure 4 on page 9) and 
selecting a different year to work with.  LeagueOne keeps history 
for many years and does not need an inactive file like other 
systems. 
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Online Registration  
 
How Do I? Answer 
Retrieve feedback provided by 
parents during Online 
Registration? 

The Online Reg Feedback report has a number of options that 
allow you to list various registration combinations.  For more 
on how to select a report, see “Reports” on page 45. 

Get a list of players that 
registered online? 

The Online Reg Player List report has a number of options 
that allow you to list various registration combinations.  For 
more on how to select a report, see “Reports” on page 45. 

Get a list of players that have not 
sent in checks or required 
documents (birth certificates, 
etc.)? 

The document management features allow you to easily 
identify missing documents/checks from the online 
registration process.   For more, see Document Management 
on page 80. 

Send email reminders to players 
that have not sent in checks or 
required documents (birth 
certificates, etc.)? 

The Document management feature provides an easy way for 
you to send email reminders to parents that register online but 
who forget to send in required documents/checks.  For more, 
see Document Management on page 80. 

Get a statement that reconciles 
online registration payments 
between LeagueOne and my 
club? 

The LeagueOne Reconciliation statement provides access to 
the monthly online statements provided by LeagueOne.  To 
access the statement, choose ‘LeagueOne Reconciliation’ 
from the ‘CLUB’ menu.  

Open/Close Online Registration Go to Online Reg Status on the Club menu.  You will be able 
to open or close any division that is currently active.  You can 
also close a specific age group within the division. 

 


