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http://www.asasoftball.com/about/register.asp

Many states are 
divided into different 

associations. It is 
important for you to 

register in the correct 
association.
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For every member that you add to your team you’ll n eed the member’s …

• First name OR • Date of Birth
• Last name (Must be spelled precisely) • Member ID #
• ZIP code (Can be found on ID card or roster)

• Date of birth

This information is used to locate existing profiles on 
RegisterASA as well as to create new profiles
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CLICK

FILL IN 74351
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STEP ONE: Complete info in the 
boxes to the left and click submit.
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� The sample below shows the page that will appear if the coach clicks 
the link on the “Welcome Email”. 

� The coach can change his/her username and password (must be at 
least 7 characters) at this point.

� Make sure to click the SAVE button.
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DOUBLE check the mailing 
address to make sure it is 
correct. This address is 
used to ship your ID cards!
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How do I print an invoice?
From your team page select the invoice link # to print your invoice.
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How do I find out who my Local Commissioner or 
JO Commissioner is in my ASA Association?
Go to ASA’s website: www.softball.org (finish instructions and provide screen shots)
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How do I print a Roster?
Once your local commissioner has APPROVED at least one player on your team, go to 
your team page and click the PRINT ROSTER button. (See Below)

CLICK BUTTON
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How do I print an Insurance Certificate?
After your local commissioner has APPROVED your team, go to your team page and click 
the INSURANCE CERTIFICATES button. (See Below)

CLICK BUTTON
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How do I get my practice field or facility on my 
Insurance Certificate?
Click the INSURANCE CERTIFICATES button…explain rest with screen shots
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How do I add a member’s photograph so that it 
will print on the ID card?
Need a screen shot with explanation…If you select the photo ID card option you’ll 
need a photograph in either JPEG or GIF format for uploading into the system.
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What if I registered my team non-photo, and now 
we need Photo IDs. What do I do now?
Explanation and screen shots
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What if my ACE Certification level is incorrect on 
my profile and home page?
Contact Stephanie Henry day or night! She is our ACE Coordinator and the smartest one! 
(Provide explanation and screenshots)
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How do I VOID an invoice that is incorrect or that 
I did not intend to create?
You will need to contact your local Commissioner or JO Commissioner as they are the 
only ones with the authority to VOID invoices.
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How do I correct a member’s Date of Birth that was 
put into the system incorrectly?
Since your Team Administrator is the person responsible for inputting that information, 
and this information is important for the sake of a player participating in the correct age 
division, you need to contact your local Commissioner or JO Commissioner as they are 
the only ones with the authority to change this type of information.
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I forgot my username and password and I have 
not received an email back with the information I 
requested, what do I do now?
Check your JUNK EMAIL folder as sometimes the email will end up in that folder.

If you have a new email that you are using other than what is listed on your 
RegisterASA profile, then submit a tech ticket on www.registerasa.com and let us know 
your old email and new email. We will gladly assist you with the change so that you can 
receive the email and can give you the login information.
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How do I find my team when I re-enter the site?
After you login to www.registerasa.com you will be taken to your home plate page. 
At the Registration Menu you will see various buttons, click the VIEW MY TEAMS 
button. You will then be taken to a grid that lists the teams you are associated with 
and you may choose the link of the team you need. (See Below)
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How do I tell if my team has been 
Approved, if there are Issues, and other 
information? (See Below)
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