
USA SOFTBALL

HOW TO REGISTER A TEAM



Click the green “Add Team” 
button to create a new team. 
Click the green “View Teams” 

button to view any team’s 
that you have already 

registered.



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

(Registration Option – Your team’s ID 
card type, like Photo or Non-Photo)



Click the blue “Add Team 
Member” button to start 

adding players and 
coaches to your team.



Once boxes have the correct information, 
click the blue button that says “continue”.

OR

ALL 3 

Step 1) Enter information into all 3 
boxes with your team member’s legal 

information (First name, Last Name, and 
Date of Birth).  

Next, you must enter information into 
one of the two boxes (Zip code OR 

Member ID number). 



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 blue 

“Add Member” button. If 
this is not correct, then 
click the “create a new 

team member’s profile” 
link.

If your member does not have any matches, you will not see this 
page and will automatically be directed to the next page.



If you are directed to this page, it means that there were no matching profiles for the member 
that you entered, and the member has not previously been registered on RegisterUSA before 

now. If you believe this to be incorrect, verify your search again by clicking the blue “back” 
button. If the issue continues, verify with the member you are trying to add for more 

registration information. Otherwise, click the blue button that says “continue” to add this 
member into the RegisterUSA database.
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You must fill out all boxes with a 
*. If you selected the Photo ID 
card option, you will be able to 
add your team member’s photo 

by clicking the link to the left.

If you are done adding team 
members, click the blue “Add To 
Team” button. If you have more 
team members to add, click the 

blue “Save & Add New Member” 
button.



ADDING/VIEWING TEAMS

Once all team members are added 
to the team, you will click the blue 
“Generate Invoice Preview” button 
on the top right corner of the page 
to submit and pay the invoice for 

your team’s registrations.



This page allows you to preview 
your registration submission and 

the costs associated with each 
member registration before 

finalizing the submission. 

After reviewing, when ready to 
submit the invoice, click the blue 

“create invoice” button on the 
bottom right corner of the page.



Note: Available options will vary by 
each Association.

When you are ready to create your 
invoice, click the “Submit” button.



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.



Payments and other requested 
documentation may be sent to the address 

located in the top right corner of the 
invoice where it says, “Checks Payable to” 

and “Mail to”



Note: Each person needing and background check 
and SafeSport will need to log in and complete 

these steps on their homepage. Send your coaches 
an email to log in to Register USA Softball by clicking 

on their name and clicking the “Send Welcome 
Email” button.



Click the “View 
Issues” link to view 

any issues, and it will 
tell you how to 

resolve those issues.



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. 



If you are the listed Team 
Administrator for the team, you will 
be able to get back to your team’s 

page by clicking the green “View My 
Teams” button. 



If you have any 
questions or issues 

during the 
registration process, 

please see the 
contact information 
on your HomePlate 
page to speak with 
someone from your 

local association.
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