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2018 How to Individually 
Register/Insure your team. 



A few important items to keep in mind: 

1. This is the option you want if your team will be playing Championship play 
(Districts, State, National Qualifiers or any National Championships). 

2. All teams MUST have a team admin. to add players/coaches to team. 

3. You will need First & Last Name, complete address and DOB for all players.  For 
coaches you will need the same information along with a phone number and 
email address.  The Member ID helps a lot as well if they know theirs. 

4. All teams MUST have a Head Coach listed. 

5. Mandatory for at least 1 adult to be registered/insured with every team. 

6. Team admins. are NOT charged, therefore are NOT registered/insured unless 
they have another role marked as well. 

7. Use legal names on profiles of players/coaches when adding/creating. 

8. Any coach under 18 years old, use the Jr. Coach role, as a background check can 
not be legally run. 

9. Mandatory for at least 1 coach to be ACE Educated, but highly recommended to 
have at least 2 in case one is absent. 

 

 

 



A few important items to keep in mind:  Cont. 

10. Mandatory for ALL adults in the dugout or on the field of play to pass an 
ASA background check. 

11. Birth certificates/drivers license are required for verification by JO 
Commissioners before your team can be approved. 

12. ID Cards can not be sent until all birth certificates have been received and 
approved by your local JO Commissioner and payment is also received. 

13. Coaches MUST log into their RegisterUSASoftball.com profile to purchase 
with a credit card background check and ACE Certification. 

14. If an error is discovered and you have submitted your invoice but NOT PAID, 
we can make changes. 

15. Once payment has been submitted, there are NO REFUNDS. 

 



Log into your profile or create a 
profile ONLY if you do not have one. 



If you have NEVER 
registered/insured a team on this 
site.  Click the “Add Team” button 

to create a brand new team.  

Click the “View Teams” 
button to view team’s you 

have already 
registered/insured.  Select 
last year to move the team 

over to the current year. 



ONLY Team Administrators can 
add members to team and MUST 

be marked in another role in 
order to be registered/insured.  
Those marked as Team Admins. 

ONLY are NOT charged therefore, 
are NOT registered/insured.  Only 

one Team Admin. per team is 
allowed. 



ALL teams MUST have an adult 
marked as Head Coach and this 

person will be registered/insured 
with the rest of the team. 



Jr. Coach is for the person who is 
under 18 yrs. old; therefore, a 

background check can NOT be run.  
This person will still be 

registered/insured with the rest of 
the team. 



Any number of coaches may be 
registered/insured per team.  All 

marked will be registered/insured 
with the rest of the team. 



Group = JO (Youth) - JO 



League = District # & JO Commissioner 



Select your Registration Option. 
(Registration Option – Your team’s 

ID card type and your Bollinger 
insurance deductible.) 

After selecting your registration option, review the 
pricing for each option. 



After reviewing your registration options, click add team. 



Click the “Add Team 
Member” button to start 
adding your players and 

coaches. 



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. 



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. 

If your member does not have any matches, you 
will not see this page and you will automatically 

be directed to the next page. 



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. 



If you’re done adding team 
members, click the “Add To 

Team” button. If you have more 
team 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  team member’s photo by clicking the link below. 

Be sure to mark the role of 
player on your players. 



Once all of your team 
members are added to the 

team, you will click the 
“Generate Invoice 

Preview” button to submit 
and pay for your team.  



This page will allow you to 
preview your submission and 

prices before finalizing the 
submission.  

Click the “Create Invoice” 
button. 



Note: USA Softball of Nebraska 
requires payment submitted 

via PayPal or credit card. 
When you’re ready to create 

your invoice, click the “Submit” 
button. 



NOTE:  USA Softball of 
Nebraska requires 

payment submitted via 
PayPal or credit card.  You 

do not need a PayPal 
account to use PayPal.  



If you need to view your 
invoice(s), click  the number and 
it will pop up in another window. 



Invoice in pfd form after 
clicking on the number.  



Click the “View Issues” 
link to view any issues 
and how to resolve the 

issues. 



The green check mark shows 
the BG (Backgrounds have 

been cleared). 



The green check mark shows 
which Birth Certificates have 
been verified by your local JO 

Commissioner. 



The green check mark shows 
who has been paid. 



The green check mark shows 
who has been approved. 



Once your team is mark as “Paid” 
and “Approved” by your JO 

Commissioner, you will be able to 
use the “Printable Documents” 

drop down box to print your 
team’s documents which include 

your Roster and Insurance 
Certificate. 



Team Administrators access 
their team’s page by clicking the 

“View Teams” button, then 
clicking the current season.  
This will allow you to add 

additional players or print your 
documents. 



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.  




