
USA SOFTBALL

HOW TO REGISTER A LEAGUE



League Registration Home Plate Page

Click the "Add League" button to 

create a brand-new team. 

Click the "View Leagues" button 

to view leagues you have already 

registered. 



Add New League

On this screen, you will add 
information about your league and 

select your Registration Option. 
(Registration Option – Your league’s 

ID card type and your Bollinger 
insurance deductible.)



Adding League Members
1

2

There are two ways to add league 
members. The first process allows 

you to upload many league 
members at the same time. The 

second process allows you to add 
one league member at a time.



Uploading Data

There is a sample Excel 
document for your use 

so that you have the 
correct format the 
system requires for 

uploads.

Once you have your 
excel document 

ready, select the blue 
NEXT button 



Upload Template

Depending on your association, there may be 
additional information requirements. Players are 

required to have their First Name, Last Name, 
DOB, Zip Code, and Gender. Coaches are 

required to have First Name, Last Name, Full 
Address, Email, DOB, and Zip. 

Note: You can only upload 1 
role at a time. For example, 

players will need to be 
uploaded separately from 

coaches.



Uploads

Select the role you are 
uploading, select the file 
from your computer, and 
click the “Upload” button.



Results Viewer

This page allows you to view the results of your upload. 
Click the “+” sign to view the members fitting the 

criteria. If this appears to be correct, click the “Submit” 
button. If this does not appear to be accurate, click the 
“Cancel” button to edit your Excel File and start again.



League Page after Upload

You will be directed back to 
your League’s page, and 
your uploaded members 

will be listed at the bottom 
of the page.



Add Member Option

For the second option 
process, click the blue 

“Add Member” button at 
the bottom of the page. 



Add Team Member

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.



Add Team Member
If you receive this page, there were not any 

matching profiles in the 
RegisterUSASoftball.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.



Add Team Member

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.



Save & Add Member

If you’re done adding league 
members, click the “Add To 
Team” button. If you have 
more league members to 
add, click the “Save & Add 

New Member” button.

You will need to fill out 
everything with a * next to 

it. If you selected the 
Photo ID card option, you 
will be able to add your 
league member’s photo 
after they are added to 

the league.



Once all your league 
members are added, you will 
click the “Submit and Create 

Invoice” button to submit 
and pay for your team. 



Note: Available options will 
vary by Association. When 
you’re ready to create your 
invoice, click the “Submit” 

button.



PayPal Option

If your Association accepts PayPal, 
you will be prompted to pay with 
PayPal. You do not need a PayPal 

account to use PayPal. If your 
Association does not use PayPal, you 

will be directed to the next page.



Invoice Sample

Payments and other requested 
documentation may be sent to the 

address located in the top right 
corner of the invoice.



Insurance Certificates

Once your members are approved, an 
“Insurance Certificates” button will 

appear that will allow you to print an 
insurance certificate for your league.



View My Leagues

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. 

Be sure you are marked as the 
League Admin on the league, so you 

will be able to get back to your 
league’s page by clicking the “View 

My Leagues” button.
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