
USA SOFTBALL

HOW TO RE-ORDER TEAM ID CARDS



Access the Team Page from your Homeplate Page



From your team page, access the first drop-down menu and select the 
option “Card Reprint Order (Approved Members).” Once you have selected 
the correct item, click the green button that says “Go”



The next screen 
gives instructions 
on how to place 
Reprint Orders. 

Select the tab that says  
“Individual Reg Card 

Re-Order” 



Select the blue “Load Grid” 
button



Select the blue “Load 
Grid” Button to load 

all approved 
Members



Select the members that 
need new cards



Once you have 
selected all members 
that need to re-order 
cards, click the blue 

button that says 
“Submit Order”

Upon selecting the 
“Submit Order” button, 
you can then follow the 
remaining prompts on 
your screen to submit 

payment and finalize your 
order. 



Common Issues when opening 
printable documents:

Please note that only the Team Administrator has 
access to the team page and access to submit ID card 

reprints. If you are not the listed team administrator for 
the team, you will not have access to submit an ID card 

reprint order. 
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