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STEP 1 
 

COMPLETE THE REGISTRATION FORM 
 

1 In the Registrations Module, select the competition under Participating-In Competitions 

 
2 This will take you directly to the fees screen. If you are charging any fees to the participant 

that you require to be paid in full at the time of registration, enter them here then select 
Save 
Please note: Instalments are not offered for this competition 
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3 Select the Competition Tab then select Registration Form 

 
4 Select the 3 dots to the right of the competition name then select Edit 
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5 Enter the registration open and close dates 

 
6 Select all the Player 10 and Older divisions relevant to your association 
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7 Enter any training details and special notes if applicable 

 

8 Select any questions you would like available on the registration form 
Please note these are not mandatory 
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9 Select No Send for invites for this competition then select Open Registrations 

 
 
 
You can now use the URL generated from your registration form to send to participants who 
will be competing in this competition. 
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STEP 2 
 

CREATE TEAMS AND ALLOCATE PLAYERS 
 

1 In the Competition Module, select the Participating-in Competitions Tab then select Player 
Grading 

 
 
 
 
 
 
 
 
 
 
 
 

2 In the Competition drop-down menu, select the competition 
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3 Use the Division drop-down menu to select the divisions to create teams in 

 
4 Select + Create Team 
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5 Enter the team name then select OK 

 

 
Repeat this process for all teams in all divisions. 
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STEP 3 
 

PROPOSE GRADES 
 

1 In the Competition Module, select the Participating-in Competitions Tab then select Team 
Grading 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2 The teams you created for each division will display on the left 
You can view each division by using the drop-down menu on the right 
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3 In the drop-down menu next to each team, select your proposed grade from the displayed 
list 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4 If you need to leave any comments for the competition organiser, you can select the speech 
bubble next to the team you need a comment for 
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5 Add any comments then select OK 
 
 
 
 
 
 
 
 
 
 
 
 
 

6 Work your way through each division by selecting it from the drop-down menu on 
the right of the screen 
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7 Once you have completed all team grading for each division, select Submit 
 
This will now move onto the competition organiser to finalise 

 

 


