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SLO-PITCH
ONTARIO

League Registration for New Leagues

Congratulations and thank you for joining Slo-Pitch Ontario for the upcoming season! This Guide has been designed to
help guide you through our online registration process and ensure you are all set up for the upcoming season.

If at any time you have any questions you can always email us directly at spoa@slopitch.org or call us at (905) 646-7773.

This Guide assumes that:

1. You are already an existing user to the SPO Member Registration System 0 & a wif ybulhave not yet registered as
a user, please see our Guide on New User Registration for help on how to get started.

2. Your league was not registered with SPO last season. The registration database allows leagues to bring forward
their information from year to year and avoid entering all of the team information again. If you are a returning
league please see our Guide on transferring your league to this season.

HOME

FAQ SPO HOME

CONTACTUS [ LOGIN / REGISTER ]

WELCOME TO THE REGISTRATION CENTRE SIS
FOR SLO-PITCH ONTARIO. Please enter your username and password:

Username [ |

This is your gateway to:

Password | |

+ Register your SPO team, league or tournament.
Forgot your username or password ?
« Enter any of our Qualifying Tournaments, Super Series

events and Provincial Championships.
If you have any questions, please visit our FAQ page. New user? Sign up here.

If you reguire further assistance, please contact us at
spoa@slopitch.org or call us at (905) 646-7773
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Figure 1 - Login Screen

e Login with your Username and Password on the SPO MRS.

e If you have forgotten your username or password you can click on & C 2 NH 2uiern@n2 azdtJ a & ¢ 2 Nl K €
Login area to recover them online. Do not create a New User profile if you already have one with SPO from
previous seasons.
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HOME MY ACCOUNT FAQ

Organization

CONTACTUS

Teams

» Create Team
Events

= Event Registration
= Create Event

Leagues

Slo-Pitch Cntario

» Create League
Umpires
> Umpire Registration
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Welcome newuser! [ LOGOUT |

Role(s)

Player
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Figure 2 - Home Screen

e FromyourH2 YS aONBSY

Oleagdey @ K$1 0 tizgizRS 817 .

NE B G $dz O

HOME MY ACCOUNT FAQ CONTACTUS

Welcome newuser! [ LOGOUT ]

Create New League

Teams

= Create Team
Events

 Event Registration
» Create Event

Leagues

General Information
Region Slo-Pitch Cntario

Divisions

+ Create League League Name

Communication

» Communication
Umpires

+ Umpire Registration

League President New User

League Secretary

city |

-@

vense |

League Nights Monday [/ Tuesday

Wednesday | | Thursday Friday Saturday Sunday 9

Website URL |

v @

Will the teams be insured?

Format: http://www.abc.com

Additional Insured ‘

o

vice President |

Treasurer |

Additional Executives

Team Packages Address |

*]* (No P.0. Boxes or RR#'s) @

Figure 3 - Create new league

*The League data you enter on this screen will be available for SPO Admin to search so please ensure accuracy.

e See Figure4 below for information on setting up your leagueQ divisibns

e Enter your League Name.

e You can change the League President by clicking on the blue Edit button and selecting the appropriate Member.
e You can also assign a League Secretary who will have access to league-based information on their Home screens

as well. League Secretaries will not have the option to transfer the league over next season.

e Select the City that your League will represent from the drop-down menu.

[AY
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e The Venue can be the sports complex or diamonds that the League regularly uses.

e Select which days your League will play on. (This helps us if someone contacts us looking for leagues in your
area.)

e If your League has its own website you can enter it under Website URL.

e IfyourleaguewA f f 0SS Ayads2NBR F2NJ G4KS aSlrazy LXSIFaS YIS
the teams be insured? Option.

0 If your league teams are not taking the insurance, the additional Insurance-based information will not be
seen on the screens anymore.

e For insurance purposes, you can enter in any Additional Insured entities that you want for your League,
including any cities, schools, complexes that have requested to be added to the insurance. Spaces for the Vice-
President, Treasurer and any other Executive Members are also provided. This is the information that will be
listed on the LeagueQ ladsurance Certificate.

e Select where you want the League PI O I 3 S & Sy (pPlF diyf R S84 & EvHIREES that réxisters
with SPO receives a League Package for the Teams.)

0 The drop-down list will allow you to select the League President, the Vice-President, or a different
shipping address all together.

MY ACCOUNT CONTACTUS Welcome newuser! [ LOGOUT ]

General Information

Teams R Slo-Pitch Cntari

+ Create Team egion  Slo-Pitch Ontaric

Events Divisions

@ Fvent Registration Blue Division - Mens E [Delete]
: Create Event

Leagues Mame Blue Division

@ Create League Gender™ Mens Team Level*| £

Communication
: Communication
umpires

= Umpire Registration Blue Light Division - Mens D [Delete]

Minimum Age Maximum Age

A4
A ap] 4

Minimum Staff Maximum Staff

MName Blue Light Division

Gender* Mens Team Lewel* D

Minimum Age Maximum Age

-

A 4

Minimum Staff Maximum Staff
All Star Division - Coed E [Delete]
Mame All Star Division

Gender® Coed

Minimum Age

Team Level® E
Maximum Age
Minimum Men 5 Maximum Men
Minimum Women 5 Masximum Women

Minimum Staff Maximum Staff

A A4y
][44 4

Legends - Mens Masters 40+ Intermediate [Delete

Mame | egends
Gender™ Mens Tesm Level®  Intermediate

Minimum Age 40 Maximum Age

[
Arfap] 4

Minimum Staff Maximum Staff

League Name
League Secratary [ ew |

Figure 4 - League Divisions

e To add Divisions to your League clickonthS 6t dzS dabS¢ S5AGAAA2YE odzili2y ®
0 YoucanaddasmanyDA @A aA2ya | a ySSRSR o0& O2yliAydzAiy3da G2 (
* You can add a name to the Division; this is a free text field that allows you to call your Divisions anything you
want. For example: sponsor names, favorite beverages, alphabet, etc.
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There are two mandatory fields with every Division - Gender and Team Level. The rest of the fields can be
completed if applicable but if left blank will not restrict the Division at all.
Select the Gender of the division, Mens, Coed or Womens

Select the Team Level from the drop-down menu.
0 The levels coincide with SPOQ &  Ndvith A béiakdhe highest level and E being Recreational level.
If you select Coed from the Gender drop-down you will also have the option to enter in the minimum number of

men and women for the Coed team ratio. This is where you can define the style of Coed being played - 6/4 or
5/5, if you choose.

If you enter an Age Category, the Division name will automatically add the Masters label for ages greater than
35+.

Roster Validation Rules @

Minimum Flayers l:l =
Maximum Players Cl -

Enforce Team Validation

Roster Lock
oo [Butziz014 | Time (eg 24:00)
Submit For Processing m
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Figure 5 - Roster Validation Rules

e The Roster Validation Rules are for Leagues that want to control the Minimum and Maximum number of Players
any one team can put on a Roster. If you leave this as zero it will be unlimited.

e The Checkbox beside ¢Enforce Team Validation€ will force any Team entering in your League to make sure they
comply with your Roster Validation Rules.

e The Roster Lock Date allows you to set a date in which the Rosters for your League will be closed /locked. After
this date, Team Contacts will not have the ability to adjust their Rosters.

e hyOS &2dz KIS FAYAAKSR SyGSNAy3a @2dz2NJ [ SI 3dzS Ay TF2N.
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MY ACCOUNT FAQ CONTACTUS

Welcome newuser! [ LOGOUT ]

m Demo Guide League - Pending Sanctioning
Teams « Your league has been successfully created. You will receive an email notification once it has been
» Create Team approved by SPO.
Events
+ Ewent Registration General League Information
» Create Event .
Divisions
Leagues

» Create League All Star Division - Coed E
Communication

» Communication

Blue Division - Mens E
Umpires Blue Light Division - Mens D

> Umpire Registration Legends - Mens Masters 40+ Intermediate

City
Zone
Venue

League Mights

TORONTO
5

Cool Diamend Complex

Monday, Tuesday, Wednesday 0

Current League

Figure 6 - League Pending Sanctioning
e You will be brought back to your League Home screen and you will see a green Success message saying that your

League was successfully created and you will get a notification once SPO has approved your League.
e Inthe meantime, you can begin to add Teams to your League.

Registered Teams

& Add Team 3) Remove Team j Team Details J Roster Details ., Download ., Download Detailed

Resend Email Motification
Team Name Team Contact Division Members Registered Team Kit Date
[ 4  Page oft b Bl 2 Noiems

Figure 7 ¢ Managing League teams

e On your League Home screen, the 6Registered TeamsE area at the bottom is where you manage all of your
League teams including adding Teams, removing Teams and Team Rosters.

e To manually add a Team to the League click on the greenplus 0 d L& ¥ 6 2f da! RR ¢S Y§¢ dzy
Teams section.

e To remove a Team from your League you can highlight the Team and click on the red minus 6-G Wymbol
GwSY2 S owilwaYS | YRAsker youcan highlightthe TS 'Y Ay ljdzSa A2y | yRd Of A

e The Download button provides an Excel format list of all of the Teams in the League including the Team Contacts
and Alternate Team Contacts

e The Download Detailed report provides you with an Excel format list of all the Teams in the League, including
their full Roster information.
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HOME MY ACCOUNT FAQ CONTACTUS Welcome newuser! [ LOGOUT ]

Add League Team - Demo Guide League

= Search Existing Teams

Teams
: Create Team
Events
+ Event Registration Team Name | ] Team Id |
: Create Event .
Last Year's | |
Leagues Team Name
: Create League
Communication | search _§  clear _J  Back |
+ Communication
Umpires

¥ Umpire Registration To add an existing team to your league, select it from the list below and click "Select Team". If

you can not find the team in the system, click the "Create New Team" bar below to add a new
team.

_,a I Select Team

Team Name Division Team Contact Region Last Years Team Name

Page |1 of1 = Noitems
M 4 boM 2

b Create New Team

Figure 8 - Adding new League Team

e When adding Teams i2 | [ SF3dz2S AdGQa AYLERNIFYyld (2 adady NOK (|
registered with SPO.

0 Finding registered teams will prevent you from having to potentially pay SPO membership fees more
than once for that team.

e You can search for Teams based on any combination of their Team Name, SPO Team Idy dzZYd SNJ | y R f |
Team Name.

e When searching based on Team Name be aware of possible spelling combinations and options that could have
beenusedX f A 1 S | . Thd SéarchFfigldNd cdpable af seatching for parts of a name as well, i.e. searching
F2NJ a{[hé¢ @2dd R FAYR Fft GSIFYa GKFG adlr NI ¢A0K GK

e LT 22dzNJ aSIF NOK FTAYRa GKS GSIFY &2dz I NB 1S2 2rjh theftey F 2 N
Team Details table to add them to your League.

e If you cannot find the team you are looking for you can still add them to your League by clicking on the grey

6/ NBFGS bSg ¢SHYé O0FNIFG GKS 020G02Y #hiheS8aKdsabdseONS Sy
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HOME MY ACCOUNT FAG CONTACT US

Add League Team - Demo Guide League

+ Search Existing Teams
Teams

> Create Team
Events

= Event Registration
= Create Event
Leagues

= Create League
Communication

= Communication
Umpires

» Umpire Registration

~ Creaite New Team

Team Name | ] =

Last Year's Team Name | ]

Team Contact | [l Select Member

Division | v | =

© 2014 Slo-Pitch Ontario All Rights Reserved.

Welcome newuser! [ LOGOUT ]
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Figure 9 - Creating a new Team

e Enter in the name of the New Team and, if available, Last YS | Nid@d Name
e Select the Division of play for this Team
0 Only the Divisions that are part of your League will be listed as options
e You must also select a Team Contact for this New Team by clicking on the bf dzS

Search Members [close]

Search / Filter

First Name | Last Name [

Figure 10 - Select Team Contact

e A pop-up window will appear where you can search for the Team Contact by selecting their First and Last Name.
0 To minimize duplication, please search as many name variants as possible. For example, Steve and

Stephen, Rob and Robert, and for last names, Mc and Mac.
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Search Members [close]

Search / Filter

First Name [power Last Name [hit |

[__search _J _ clear | Back |

(&) Select Member
First Name Last Name “ear of Birth  City Postal Code  Status

Power Hitter 1582 TORONTO 1K1
[4 4 pPage of 1 b Bl  “ Displaying 1to 1 of 1 items

Create Mew Member

Please search existing members first to prevent duplication.

Create New Member

Figure 11 ¢ Contact Found

e If your search finds a Member that is the Team Contact, highlight them and click on the green plus 6 & tsyénhbol
G{ St SOl aral hivvillGddEhat Member to the Team as the Primary Contact.

e If your search fails to find the Team Contact you can create a New Member clicking on the bf dzS &/ NB I {
a S Y 0 $usdn on the bottom of the page.

New Member Registration [close]

Please enter the following information:

First Name |

Last Name |

Email |

Re-Enter Email |

The new member will receive an email with a link requesting them
to confirm their registration. After confirming, the member will then

be able to complete the rest of their profile.

Figure 12 - Creating a new Team Contact

- League Registration for New Leagues | Slo-Pitch Ontario



e Fill in the Team Contact@ First and Last Name along with their email address and click on the bf dzS &/ 2 y i 7
button.

e The SPO System will automatically send that person an email message instructing them on how to log into the
SPO System and complete their individual registration and take ownership of their Team.

HOME MY ACCOUNT FAQ CONTACTUS Welcome newuser! [ LOGOUT |

Add League Team - Demo Guide League

+ Search Existing Teams
Teams

» Create Team
Events

: Event Registration

¥ Create New Team

» Create Event
Leagues Team Name |Special test team =
» Create League
Communication
* CU.m'"“"‘cat'U" Team Contact [another Player Select Member
Umpires

» Umpire Registration

Last Year's Team Name |

Division M |’

rdareom | oack
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Figure 13 - Update Create team page

e Whether you selected an Existing Member or created a new one, when you come back to the éCreate New
Teamé page that Member will now be listed as the Team Contact.
e To now add that Team to your League you must clickonthe blued ! RR  ®uBtdnY €

Submit Payment §| Request Certificate Edit League

Registered Teams

&) Add Team (& Remove Team L’| Team Details ,_"| Roster Detailz , Download ., Download Detailed

Resend Email Motification

Team Name Team Contact Division Members Registered Team Kit Date
Sandbaggers Power Hitter Mens D 1
Bobs your Uncle Uncle Bob Mens Masters 35+ Recre 1
Long Bombers Power Hitter MNew Division 1
Sam Test Sam Leclair Coed D 2
Crushers Power Hitter Mens A 1
Special test team another Player Mens D 1

4 4 Page[T ot b Pl 2 Displaying 1106016 tems
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Figure 14 - Updated Registered League teams
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e Your Registered Teams list should now include all of the Teams you have added to your League.

e You are able to add Teams at any time.

e On the table you can see the Team Name, Team Contact, which Division they play in, the number of Players on
their Roster, whether the Team has been registered with SPO (paid for) and the date that their Team Kit was
issued to them. (As a League Director you will need to pay the Membership Fees for any Teams not already
registered with SPO.)

e To submit this payment, clickonthebf dzS8 & { dzo YA UG t I @YSydé¢ odzitd2y RANBOI

MY ACCOUNT FAQ CONTACTUS Welcome newuser! | LOGOUT |

m Pay Outstanding Fees - Demo Guide League

Teams \, Please re your list of teams and then proceed to checkout.
» Create Team

Events Team Name Adult Insured League Team

: Event Registration
: Create Event
Leagues

» Create League
Communication - Sam Test ]
» Communication

Umpires 4. Crushers

:+ Umpire Registration

. Sandbaggers td

. Bobs your Uncle rd

. Special test team

[Procecd To Checkout || pack |
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Figure 15 - Paying for league teams

e This screen will display all of the Teams added to your league that are not currently registered SPO Members.
e You can uncheck any Team that you do not want to pay for at this time.

0 Any unchecked teams will continue to appear as unregistered on the Team Details page and you can
complete this process as many times as you need until all of your Teams have been registered and paid
for.

e Once you have verified that only the Teams you wish to pay for have a checkmark beside them, you can click on
thebluedt N2POSSR (2 / KSOl2dzié odzitiz2yo

HOME MY ACCOUNT FAQ CONTACTUS Welcome newuser! [ LOGOUT |

Order Details

Item Description Regular Quantity Discount Total

Adult Insured League Team (For Sandbaggers, Bobs your Uncle, Sam Test, Crushers, Special test team )  $100.00 5 $132.75  $367.25
Sub Total $367.25

Tax 547.75

Grand Total $415.00

checkout Ml Back

Figure 16 - Order Details
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e The Order Detail screen will list all of the Teams you are paying for and the fee associated with the Membership
level.

e Confirm that all the requested Teams are present and that the Membership Fee is correct and press the blue
G/ KS Ofuonzii ¢

MY ACCOUNT

FAQ CONTACTUS Welcome newuser! [ LOGOUT |

Payment

Payment Type ‘ Credit Card A |

Cheque Information

Credit Card Type ‘\.-’\sa v |
Credit Card Number ‘ |r-u: spaces required.
Security Code l:l (Mote: The Security Code is the 3 digit number located on the back of your card.)

Expiration Date

Due to server time, order(s) may take up to five minutes to complete. Please be patient and do not click the refresh or back button as your credit card
may be charged multiple times.

Proceed With Payment

® 2014 Slo-Pitch Ontario All Rights Reserved. Registration System Design, Development and Hosting by iFathom Corporation -

Figure 17 - Payment Options

e Fill in the payment information by selecting either Credit Card or payment by Cheque and the rest of the
O2NNBALRYRAY3I AYyF2NXVIGA2Y YR GKSy LINB’&aa GKS of dzS

HOME MY ACCOUNT FAQ CONTACTUS Welcome newuser! [ LOGOUT ]

Order Receipt:

Processing Date: 19/02/2014 15:20 Slo-Pitch Ontario
Payment Type: Credit Card Unit 7, & Hiscott Street
St. Catharines Ontario L2R 1C6
Customer Name: New User (SPO-0118313)
Order Number: SPO-2890
PST #: 104888951-RT0001
Item Description Regular Quantity Discount Total
Adult Insured League Team (For Sandbaggers, Bobs your Uncle, Sam Test, Crushers, Special test team ) $100.00 s $132.75  $£367.25
Sub Total $367.25
Tax $47.75
Grand Total $415.00

Amount Paid  $415.00

If you have any questions, please contact us at (905) 646-7773 or at spoa@slopitch.org.

A copy of this receipt has been emailed to greg.wheaton@slopitch.com for your records.

o [ contime |
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Figure 18 - League Payment receipt

e You will receive an email receipt of your transaction and you can also print another copy from the Order Receipt

screen.
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e /fTAO1 2y UGUKS 0o6f dzS a4/ 2 yieaguf daBéscrerdzi G2y G2 NBGdzNYy G2
e You should now see checkmarks beside all of your Registered Teams that have been paid for.

SUPER SERIES: MENS A - Pending Sanctioning 2014 v

«" The league has been successfully edited.

General League Information
Divisions
Mens A
City ST CATHARIMNES
Zone 4
“Venue London
League Mights o

Current League
Registration# 1177

Wwebsite URL

will the teams be insured? ves

Address

Zend Team Packages To

Single Address League President

7-8 Hiscott Street

Address oo ATHARINES, Ontario L2R 106
Submit Payment | Request Certificate Edit League
Registered Teams
(3 Add Team | (5 Remove Team A Team Details A Roster Details Send Team Kits . Dowwnlosd L Dowwnload Detailed

Figure 19 ¢ Insurance Certificate Request

e Ifyourequirean Insurance CSNI A FA O 1S &@2dz Oy Oft A0l 2y GKS dawSl
information that you included in the General League Information area will be processed and sent to you once it
is approved.

e Ifrequired, you can adjust the Additional Iy 8 dzZNBR o6& Of AO1Ay3 2y GKS Ga9RA

We hope this Guide has been helpful. As always, should you need any help on this, or anything else, please feel free
to contact us at spoa@slopitch.org or at (905) 646-7773.
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