[bookmark: _cgai6vdq4i29]GotSport Support Links for Club Admins
[bookmark: _4wlmxjyf6jex]Dashboard & Users: 
[bookmark: _zd9ky5e86spy]Adding & Managing Users
· How to Remove a Family Member from Player Account?
· How to Add a Parent/Guardian to a Player Profile
· Editing an Admin's Module Permissions
· Updating a User's Title & Competitive Level
· Add a Title to a Club User
· Removing A User Role From An Organization Account
· How to Add Users to an Organization

[bookmark: _8xnt9nym81c1]Settings & Switching Roles
· How to Edit Organization Logo and Basic Info
· Customizing Your Club Dashboard
· Switching From Your Individual Profile to an Organization Account
· Switching Roles (Organization account)
· Locating Required Governing Body Forms
[bookmark: _tzw7kxkk4ku7]Club Management:
[bookmark: _vaulupse88ai]Managing Teams
· As a Club Admin- View a Team Within the Club's GotSport History
· Create a Team - US Club
· Printing a Team Contact Sheet
· Adding Player ID Number for Game Card Printing as an Admin
· WYSL Application Instructions
· How to Archive/Remove a Team (Admin)
· Find the Governing Body Invoice and Download
· WYSL Clubs Field Coordinator Instructions
· Adding State Player and Team Fees in State Association Account
· Create a Team Account and Lock Roster for Coach/Manager
[bookmark: _6uf72wx7j5n]Registering & Affiliating Teams with Events
· How to Search for Events as a Club Admin
· Updating Payment Information for a Team's Event Registration
· Affiliate Teams with a League - US Club
· How to Bulk Enroll Club Teams To an Event
· How to Edit Team Registrations
· How To Register A Team Individually, As A Club Admin
· How to Register Teams to an Event & Add Players to a Roster
· Registering Your Organization To An Event*
· Registering Team to State Registration Event or League
[bookmark: _jr0yd2v2mekm]Creating Player Profiles
· How Do I Remove a Player Role?
· Player Upload - US Club
· Uploading Players - US Club
· Manually Registering A Player Into A Program
· Player Upload
· Club Administrator: Add Documents to a Player Profile
· Add/Edit a Player Photo - Club Admin
· Viewing Player Data*
· Add/Create a New Player*
[bookmark: _m6h4yiz9bdkk]Player Affiliation
· Updating a Player's Affiliation
· How to Filter by Associations/Affiliate Requirements
· How to add an Affiliation to a Player Account
[bookmark: _teege1dc9ldi]Player Transfer, Clearance & Release
· When Creating Transfer Forms, How to Notify Sending and Receiving Organizations
· Alabama - Submitting Direct Registrations for Players
· Submitting a Player Release Form
· How to transfer a travel player in Eastern Pennsylvania
· How to Approve Player Transfer Forms as a Receiving Club
· How to Update ITC Information for Players
· How to Complete an Inter Club Player Transfer Form
[bookmark: _bai0xjjvgsd]Adding & Removing Flags
· Adding Flags to Team Registrations*
· Flag Reports*
· Adding Flags to Users*
[bookmark: _tu3fqfsnyxzg]Create Reports
· How to save a "Search" or "Report"
[bookmark: _aoivh5utbyek]Creating & Editing Manager / Coaches
· Uploading Managers - US Club
· Uploading Coaches - US Club
· How to Delete a Coach
· Manager Upload
· Coach Upload via Bulk or Spreadsheet
· Add/Replace a Managers Photo*
· Add a Coaches Photo*
· Create A Manager*
· How to Create or Add A Coach From an Admin Account*
[bookmark: _l3mit58z2e0]Checking & Approving Requirements
· As a Club Admin- Complete Parental Permission Form for Safe Sport Requirement
· As a Club Admin, Determining Which Players Need Safe Sport Completion
· How to Print an RM Card for a Coach or Manager as a Club Admin.
· How to Filter by Risk Management Requirements
· Checking Player & Staff/Coach/Manager Requirements/Eligibility - US Club
· How to Track Risk Management Requirements for Coaches and Managers - US CLUB
· Approving Requirements For A Coach/Manager
[bookmark: _aulp3zt53k1l]Communications
[bookmark: _3u640948rcs6]Creating Contact Lists
· How to View who has Opted out of Communication
· Creating Coaches/Manager Contact List/Email
· Create a Contact List*
[bookmark: _eujd1nurpore]Emailing Members
· Attach an Image When Sending a Message
· How to Email Players
· Communicating to Managers
· Communicating to Coaches
· How to Email Players with Incomplete Club Program Registration
· View Message History*
· Create a Signature*
[bookmark: _26rqiqki7cgy]Team Registration
· Submit Teams to a League/Governing Body*
[bookmark: _b6swdnnzt5xf]Player Registration
· How do I Generate Player ID Numbers?
· How to submit Recreational Players, Not Playing in a CSA League to Colorado Soccer Association
· Submit Players to a State/Governing Body*
[bookmark: _wsxlesefeqs]Scheduling & Venues
[bookmark: _vrd4t9cqbvzx]How To Create An Event
· Create a State Registration Event*
· How to create a Single Source Roster Event as a League
[bookmark: _ll1qx57qsvpd]Managing A Schedule
· How to Create & Use a Single Source Roster as a Club
· How to Export a Schedule
· How to make a schedule public
· How to Schedule or Edit a Game as an Admin
[bookmark: _tsj8i0507rcz]Club Self-Scheduling & Team Blackout Dates
· Adding Team Blackout Dates as a Club Administrator
· Club Self-Scheduling
[bookmark: _m7k4xhd7vn0g]How To Create & Manage A Venue
· Share Access of a Venue/Pitch with Another Entity*
· Venue Settings*
· How to Create a Venue and Add Pitches
[bookmark: _w3pqy1t5n2yz]Match Reporting
· Bulk Match/Minutes.
· Enter A Score From Admin Account*
[bookmark: _sf1mtg86hcoa]Programs
[bookmark: _1rpmijpfhqj4]Programs Step 1: Create & Set Up A Program
·  8 Steps to create a Program Registration
· Program Set Up
· Require A Program Prerequisite
· Creating a Custom Appearance for a Program*
· Setting Up Basic Program Information*
· Create a New Program*
[bookmark: _skwkf5dhg7up]Programs Step 2: Create A Registration Form
· Creating the Registration Form in a Program*
[bookmark: _c90fg8svqxfm]Programs Step 3: Create Registration Fees
· Registration Fees
· How to Create / Set Up Program Registration Fees
· Creating Registration Fees*
[bookmark: _jrk19rdxubxn]Programs Step 4 Create Features & Vouchers
· Creating a Sibling Discount Feature
· How to Include a Percentage Fee in a Player or Team Registration
· Create Features in a Program*
· Create Features*
· Edit Features*
· Creating a Voucher for a Program Registration
[bookmark: _4qzjcvlakxdk]Programs Step 5: Open Registration For Members
· Opening a Program Registration
· Open Program Registration and Send Out Registration Link*
· Email Players with Incomplete Club Program Registrations*
[bookmark: _tsf74t67147t]Programs Step 6: View Registrations
· How to Remove a Player from a Waitlist
· How to "Approve" a player individually or bulk
· How to un-approve a player
· Exporting Program Registrations
· Including Program Form Questions in Roster Builder For an Existing Program
· Adding Flags to Program Registrations*
· Remove a Player From a Program* (Program Registration)
· Viewing Player Registration Data*

· Filter and Export Player Questions From Registration Form
[bookmark: _j8v71zalvya8]Rosters
[bookmark: _gmqkuraupdtm]Building Rosters
· How to set a Match Day Roster and Print Match Card as a Club Admin.
· How to Filter by Team in Roster Builder
· How to Filters by Players in Roster Builder
· Setting Up Rostering Event / Source Roster
· Releasing a Player From an Event Roster - Club Admin
· How to add a player to an approved Event roster as an admin
· Club Auto-Approve Roster Tool
· Cloning A Team Roster to Submit to an Event as A Club Admin
· Creating an Event Roster as an Admin
· Add A Manager To An Event Roster*
· Add A Coach To An Event Roster*
· Assigning Players to an Official Rostering Event
· Roster Source Event Error Message in Roster Builder - Club Admin
[bookmark: _jm4zjo8uj4mt]Club Pass / Secondary Player
· How to Add a Secondary Player to a roster as an admin
· How to add a Club Pass Player to a Roster as an Admin.
· How to Add a Secondary Player as Admin from another Club
· How to add an additional Role for a Player
· How to add a guest/club pass player for an event as an admin?
[bookmark: _huvj4vacn1i9]Printing / Downloading
· How to Print a Single Player Card
· Disable Ability for Coach/Manager to Print ID Cards and/or Roster PDF
· Adding your Signature to ID Cards/Rosters
· How to Print a Roster as an admin
· Printing Roster/Player Cards For An Event Roster (Club)
· Downloading Team Rosters & Passes from Club Admin Account

· As a Club Admin, Update/Add an Event Source Roster After a Registration has Been Completed
[bookmark: _90g7iuvzxr9h]Forms
[bookmark: _6hfqv0zexv3i]Create Forms
· Creating Medical Release Form
· Creating a Form
[bookmark: _m2r2g0nycalx]Create Document Repository
· Adding/Creating A Medical Release Document Repository
· Adding/Creating A Birth Certificate Document Repository
[bookmark: _luqz9on784hx]Approve Forms
· How to access comments on Forms
· How to Approve Player Transfer Form as Sending Organization
· How to Approve a transfer form as a League
· Check If Players have Completed Forms By The Club's Governing Organization
[bookmark: _u6wbn022f2ts]Billing

[bookmark: _ffo5cb8iaas7]Creating A Billing Account
· How to Create a Background Check Billing Account
· How to create Account Codes as a Club Admin
[bookmark: _cdg5owv417sk]Invoices & Payments
· Failed Credit Card Payments
· Manually Editing an Invoice
· Manually Adding an Invoice*
· Manually Adding a Payment*
[bookmark: _86w4rhofutzm]View & Pay Balances
· Viewing Past/Due Balances*
· How to Pay an Invoice as a Club
· Submit a Credit Card Payment in a Billing Account
[bookmark: _6fylxe9u2prs]Refunds
· Refund Payment(s) and Cancel Future Invoices
· Partial and Full Refunds*
[bookmark: _cetgjiftaytg]FAQs
· Export Players From the Organization's Player List
· How to Print Coach's Risk Management Cards as a Club Admin
· How to Remove Saved Searches
· How do I download my club's entire schedule into an excel document?
· Account Not Found When Adding a User / Coach / Manager / Parent / Player
· No matching payment plans? Program Registration - as a Club Admin

