
HOW TO REGISTER A TEAM



Click the “Add Team” button to 
create a brand new team. Click the 

“View Teams” button to view 
team’s you have already 

registered.



On this screen you will add 
information about your team and 
select your Registration Option. 

Your team’s Registration Type is a 
Non-Photo ID and your Bollinger 

insurance deductible is$250.



Click the “Add Team 
Member” button to start 
adding your players and 

coaches.



1) Fill in all 3 boxes with your 
team member’s legal 

information. 

2) Fill in 1 of the 2 boxes. 

3) Click the “Continue” 
button.



If there is a profile that matches the information you entered
then the matches will appear in this grid. If the system correctly 
located your team member, click the “Add Member” button. If 

this is not correct then click the “create a new profile” link.

If your member does not have any matches, you 
will not see this page and you will automatically 

be directed to the next page.



If you receive this page, there 
were not any matching profiles in 
the RegisterASA.com database. If 
you believe this to be incorrect, 
verify your search by clicking the 
“Back” button. If the same issue 
occurs, you may need to contact 
your team member to verify the 

information he or she last 
registered under.



If you’re done adding team 
members, click the “Add To 

Team” button. If you have more 
team members to add, click the 

“Save & Add New Member” 
button. 

You will need to fill out everything with a * next to it, with 
the exception of Uploading Photo Images.  Photos are not 

required on these cards in Iowa, but photos must be 
presented at the state tournament check-in by the coach.

If you are a new team, registering for the first time, you will 
need to have a Team Administrator.  This person can be both 
Team Adm. and a coach (check both) or just the Team Adm.  

This is the person who handles registering the team and 
making payments and will be mailed the team registrations.



Once all of your team 
members are added to the 

team, you will click the 
“Generate Invoice 

Preview” button to submit 
and pay for your team. 



This page will allow you to 
preview your submission and 
prices before finalizing  the 

submission. 

Click the “Create Invoice” 
button.



Note: When you’re ready to pay 
either by check and create your 

invoice or pay by credit card, 
click the “Submit” button.



USA Softball of Iowa 
accepts credit card 

payments.  After clicking 
on Pay Now, you will be 

prompted to pay through 
PayPal, but you do not 

need a PayPal account to 
use PayPal.  Click Pay Now 

to continue with your 
secure credit card 

payment. 



Payments and other 
requested 

documentation may be 
sent to USA Softball of 

Iowa at the address 
located in the top right 
corner of the invoice.



Note: Background checks and required 
for your coaches with USA Softball of 

Iowa Coaches will need to login to
purchase and authorize their own 

background check with a credit card on 
their own.  Send your coaches an email 

to login to RegisterASA by clicking on 
their name and clicking the “Send 

Welcome Email” button.  In addition, at 
least one coach needs to be ACE 
Certified and all Coaches need to 

complete the SafeSport Certification at 
the bottom tab of their Home Plate 



Click the “View Issues” link to view 
any issues and how to resolve the 

issues.  Uploading Birth Certificates 
and Photos are not required in Iowa 

and are not critical issues, even 
though the system may mark them as 
such.  Some other State Associations 

require those items with their 
registration.



Once your team is marked as 
“Paid” and “Approved” by your 
Local Association, you will be 

able to use the “Printable 
Documents” drop down box to 
print your team’s documents. 



As long as you are marked as 
the Team Administrator on the 

team, you will be able to get 
back to your team’s page by 
clicking the “View Teams” 

button.



If you have any questions or 
issues during your registration 
process, please see the contact 
information on your HomePlate 
page to speak with someone in 

your area. 
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