Team Roster Submission Instructions
Used for submitting team information via SportsManager

1. Preparing Your teams for registration:  Most of you know how to get your teams ready for registration. Since we are doing team registration on-line this year it is important the setup of your teams is correct in SportsManager.  Normally the process for setting up your teams in SportsManager involves a rollover of teams from the previous season.  If you don’t use the roll over approach then you would just make sure the active teams under Teams/rosters for the current season are the same teams you will be registering with MAYSL. The actual rosters can be adjusted later to handle adds/drops for this season.  

Here is a summary of the “Roll Over Approach” using Spring as an example:
A.     First clear the players and coaches on the Spring teams from last year by clicking on Teams/Rosters button, then make sure “Spring Soccer” is the selected season, then if there are any coaches or players showing click the “Bulk Assignment Removal Button”, select Spring soccer and proceed to clear all those rosters.
B.     Now do the Roll over from Fall soccer by clicking on Reports, then click “Team Roll Over” reports, select source=Fall Soccer and destination=Spring soccer and click the option to proceed with the roll over. When finished that will make a complete copy of what was your Fall teams into your Spring season.
C.     Now go back to Teams/Rosters, make sure “Spring soccer” is selected at the top, then any teams with no players should be deactivated. Add any new teams for Spring if there are any.
D.     Now your teams should be ready for MAYSL on-line registration.  Follow steps in part 2 for that.
E.      To finish your rosters latest on, once your Spring season player registration is complete then remove any players from teams that are not returning by clicking on Registration/Players on teams not registeredand add any new players for the Spring season by clicking on Registration/Draft report, display it and then click “Assign to teams”.

2.      Now for the On-Line MAYSL team registration instructions.  To complete this step you must first be assigned as a board member on your SportsManager site. It doesn’t matter which position you are assigned to but it must be at least one.  If you are not sure go to your SportsManager site and click on the Board/Management button and near the top you should see yourself assigned to one of the board positions.
 
Fees:  When you register your teams you will get the correct fee based on the Age group and Division the team is in.  You will select the correct division for your teams which will affect the cost of registration. If you register for the wrong division and then MAYSL makes a change during team placement we will issue a credit or debt if there is a price change.
 



Bond Credits and game change credits or debits:  All of these credits or debits are already entered in the MAYSL system and will appear on your price summary page.  You see a registration fee for each team, a total registration fee and deductions for Bonds on file and adjustments for last season’s game changes that may affect your town.  If you have any questions on these please let us know.
 
Steps for On-line team Registration:
A.     Go to www.sportsmanager.us/orgmanager/maysl.htm click on the “Registration” button on the left side menu. A new window will pop up in HTTPS mode.  The current season will be in blue text at the top of the screen.  Click this line and then check the box for “Over 18”, enter your name and click “Proceed”
B.     Enter your email address.  This is the email stored in your adult record in your SportsManager site.
C.     Once it finds you based on your email click “This is me” next to the name.
D.     Enter your personal password. If you do not know your password click the “click here” option to have it emailed to you. Get the password from your email and then complete the login.
E.      Now a list of your Active Teams will appear for registration.  you can pick them individually or click the “Check all” option.  Once you pick the teams also make sure the correct division is selected. Note that different divisions have different fees in some age groups. Once finished selecting teams and divisions click “Proceed”. Please remember to only select 1A, 2A or 3A. The breakdown of B, C region will be done by the scheduler.
F.      Enter any optional comments and then click “Proceed”.
G.     Now you are on the final payment page. You can see the summary of your registration cost which includes the team fees, ref fees, assignor fees and bonds. Then you see any deductions and additions from bonds on file or game changes or other events from last season. 
H.     Now enter a check number or enter “TBD” if you are not sure what the number will be yet and click Proceed. This will create the registration and send you and the league president and treasurer and email confirmation. 
I.       Now mail your check for the total amount shown to this address displayed.
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To make sure the correct teams are registered with MAYS and to either add teams or remove registered teams follow these steps:
1.      Login to your SportsManager site and click on the teams/rosters page.  Make sure the current season is set.
2.      On the right hand side of the teams/rosters page is a new column for “MAYSL Reg”. That column will show a “Y” if the team is registered with MAYS or a “N” if it is not registered.  Please review that column to make sure all teams playing in MAYS have a “Y”.
3.      Any team that is not registered (has an “N”) and you are not planning to have them play in MAYS should be made inactive. Do that  by clicking the “Active” button and that will change the team to “Inactive” and you and MAYS will  no longer see it.
4.      If you have a registered team that you want to unregister (and then make inactive) or a new team to register then you must go back to the MAYS site (www.sportsmanager.us/orgmanager/maysl.htm), click on the registration button and then click on the season name and follow steps to login like you did when you first registered the teams. After login you will see your list of teams. If you click “Unregister” that team will be removed from the existing registration and you can then delete it or deactivate it in SportsManager. If you check the box for a team you will create a new registration and you will get a new email confirmation. You will need to send a check for the new team being registered.  Note: you cannot deleted a registered MAYS team. You must unregister it first.

