Registration Information:
There are basically three steps to confirming registration information at the start of the season.
Step 1:  Download the registration list so you have a current list of who has registered.
Step 2:  Confirm receipt of required paperwork.
STEPS 1 AND 2 NEED TO BE COMPLETED PRIOR TO ALLOWING THE PLAYER TO PRACTICE
Step 3:  Provide coaches with player paperwork and/or bios.
Outstanding payments will be handled by the treasurer, but players are not allowed to practice if there is an outstanding balance on their account OR if they have not completed the paperwork associated with Step 2.


STEP 1:  How to Download Registrations
1.  Go to www.veronalacrosse.com
2.  Sign in
[image: ]
3.  Click on Admin
[image: ]
4.  Go to Members, Registration
[image: ]


5.  Click on the applicable registration program
On the right, click on List or Download
[image: ]
	List will provide you a listing of the registrations
Download allows you to download to a CSV file, which can easily be saved to an EXCEL File.  The download file will give you all the registration information, including emails, phone numbers, etc.  See step 6 for report template for downloading.  You can also build your own report data or download ALL data by simply leaving “default” in the Choose Report option below.
6.  For the preloaded template, on Download Registration Data, under Choose Report, click to highlight      
     the applicable report.  
Youth:  YEAR_Youth_Registration_List 
	High School:  YEAR_HS_Registration List
	[image: ]
		SCROLL to the bottom and click on [image: ]
NOTE:  The first button you see will be SAVE & DOWNLOAD, and this is if you want to SAVE a new report template.
7.  Your report will download to a CSV file.  Click to open, and you can re-save as an Excel file
8.  This report will contain all the player data you need for registrations.  The t-shirt size is collected on-line and will be communicated directly to Spirit Wear.  

STEP 2:  Confirm Receipt of Required Paperwork IN addition to the registration
9.  In addition to the online registration, there are some hard-copy forms to complete.  These can be found under DOCUMENTS on the website.
	YOUTH REGISTRATION FORMS LINK
	HIGH SCHOOL REGISTRATIONS FORMS LINK
These forms must be collected prior to a player practicing.  The person handling forms collection should be able to “cross-check” again the list downloaded in Step 1.

STEP 3:  Provide coaches with player information
10.  Once teams are determined, it is important to make sure the coaches have the necessary paperwork for Emergency contacts, etc.  This is done by RUNNING bio sheets.
To run bio sheets:
1.  Go to www.veronalacrosse.com
2.  Sign in
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3.  Click on Admin
[image: ]
4.  Go to Members, Registration
[image: ]



5.  Click on the applicable registration program
On the right, click on Bios
[image: ]
	Template Name should be Youth_Bio or HS_bio
Under Action, highlight Generate, Click GO
[image: ]
Generate will create a 1-page record for each registered player.
Be patient.  This can take some time to run.
Once generated, right-click to print.  It is recommended to print to an adobe/pdf file.  The bio forms should be provided to the coach.  ALL PLAYERS SHOULD HAVE A BIO FORM IN THE SYSTEM.
Double check to make sure all “emergency contact”, physician, and/or insurance information on the bio sheet is complete.  If anything is blank, please have the individual edit their registration to include the information and/or provide you with the necessary information.
[bookmark: _GoBack]Ultimately, the bios and required paperwork should provide coaches will all the necessary information needed for player safety.
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