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Using Internet Explorer, go to the Online
Registration Database website.
Make Sure you are using the correct year.
The URL is case sensitive.  If you want to
bookmark this website, to that before you
login.

Enter the User-ID & Password provided to
you. If you have problems logging in, contact
either registrar@luyaa.org or
bizmgr@luyaa.org

LOGIN SCREEN

After you log in, you will be brought to the main
menu.

Choose an option from the drop down box.

ACCESS DATA

The Access Data Module allows you to access
a player or coach’s registration information, and
move a player or coach if necessary.

Be sure to set the filters then click Sort to bring
up the report. * Make sure you set the Level of
Detail to “All Detail”.

After the report has generated, Select a Player,
then click the View Application Button to view
their registration information



If you need to download your registration data,
you can do so here to a Excel Spreadsheet.

Before doing a Data Dowload,  please check
all the reports, as there will probably be one
that will suit your needs.

Please disable a “Pop-Up” Program, as some
of these will be another window.

This can often be accomplished by pressing the
“CTRL” key, keeping it pressed down and then
clicking the button. Once the window appears,
you can release the “Ctrl” button.

Sections 1 - 3 contain Financial and Contact
Information.  DO NOT make changes to these
sections.

NEVER make changes to the financial section.

If you need to make address/phone/email
changes for Players,   DO NOT change it here.
You may make change to Coaches Address/
Phone/Email etc.

Only make changes to Section 4 if you need to
move a player.

If you need to see where a player or coach is
registered, you can search by Last Name,
Home Phone or Email.

PLAYER/COACH REGISTRATION (In Access Data)

DOWNLOAD DATA

SEARCH DATA



This menu is similar to the search menu, but it
enables you to edit their contact information.

SEARCH  VIEW/UPDATE DATA

To update common data for a family:

1. Select One of the Family Member
2. Check the boxes of their siblings
3. Click “Update Common Info”.

Check the box to modify the applicable
section.

After you have made the changes, click the
“Save Changes” button at the bottom of the
screen.



SEND MASS EMAIL

You can send a Mass Email to all Players, Coaches and Volunteers in your sport.  If you want to send Email to
just one Team, please go to Team Management.

Set the filter to select who you want to send the email to.

To Send to just one level, select; Season; Sport; League; Age Level as shown in the exampe above.
To select multiple Age Levels, hold down your CTRL Key while selecting the levels.

Enter a Subject in the Subject Box, then enter your message in the Message Box.

Hint. If you want to Spell Check or Grammar Check your message first, type it up in Word or another similar.
program, then “Cut and Paste” the message in the box.  If you do this, DO NOT use any special characters for
formatting, such as bullets etc.

Emails most likely will not go out to the exact number you expect because the system removes duplicate email
addresses and has a couple of “bcc” addresses that all mass emails are copied to.

IMPOR TANT:
Unless otherwise specified by the commssioner, the reply email will be noreply@luyaa.org.
YOU MUST include contact information in your outgoing emails so that YLUSA and/or luyaa.org
does not get marked as a SPAM organization.  Please make sure any
Coordinators or Coaches that you give access to understand this procedure.



SYSTEM ADMINISTRATOR FUNCTIONS

ChooseWaitlist/Shutdown Report by
League/Age Group to make changes to the
registration status for your sport.

You can close registration here by selecting the box to “Shut Down” a sport.
You can start a Waiting List by selecting the box for the level.
Enter a number in the Max # box to have the waiting list or shut down start when that number is reached.
You need to count the “Refunds” for this too.  The checkbox for an age group will over-ride what is stated in the
Max number field and will take effect immediately.

These numbers are initially setup by the YLUSA programmers based on the data you supply on the spreadsheet.
Remember that anyone registering for the Waiting List, will have to pay, so if you change that number, please
keep that in mind.  We will have to do a refund if they are not placed, and YOU need to submit the refund.



TEAM MANAGEMENT

The Team Management module is
the most important module for
commissioners.  This is where you
setup the teams, and assign oaches
and players.  This is also where
you can email a team.

The first step is to add teams.
Click on the button that says “Add
Team”.

Choose the Head Coach for the team and
any Assistant Coaches.

You coaches is not there?
There are several reasons why a coach will not show
up in the drop down box.
1. They did not register or they registered for a
different league.  You can go back to “Search” and
make sure they are in the right level.  If a person is
coaching on multiple levels, then they need to register
for both.
2. They have not completed their background check.
Email the business manager to check on this.

Give the team a name.  Assign the players
by clicking on the drop down box for
Player 1, Player 2 etc.

Click Save Changes

From the Team Manager Report Click on “View Rosters”.

You then have the option to view the rosters either in the
standard view or in the format needed for the Frederick
County Parks & Rec waiver.

Note: “Sort” buttons that come up in a pop-up window that can
provide player data relevant to team formation.  These buttons
can be customized if needed



If you View a Team from the Team Management
report you are able to add or drop players/
coaches.

You are also able to email a team, or
print that teams roster.

*Note - You will be provided with a user id/password for your coaches.  Please advise them to limit their
activities to the Team Management section, as that will have all the info they will need.  They should only email
their team, not the whole sport or league.

IMPORTANT - Coaches Lists

All commissioners must submit the names of the coaches to the LUYAA BOD for
approval at least 2 weeks before practices begin.

Submissions must be printed from the database, so that the BOD knows that a
coach has had a current background check.  To print your  report please follow the
following steps:

1. Go to Team Management, and make sure all teams have been setup and
coaches assigned.
2. Run the Team Sort report for  all levels in your sport.  Use this report to submit
your coaches list.

DO NOT submit, Excel Spreadsheets, Word Documents, or hand written lists.
Theses WILL NOT be accepted.



UNIFORM REPORT

To see a report of uniform sizes
(as reported by parents), use the
Uniform Report.

You can also, bring of a report of
“None Selected” if you wish to
contact those parents to obtain a
size.

WAITING LIST REPORT

To see a report of players on the Waiting
List use this report.

You can remove them from the waiting list,
by selecting the button next to their name
and clicking on the Make Active button.

*Notes on Waiting List:

Parents are told when they register that if they are put on the waiting list, there is no guarantee that they will get
on a team.  As a courtesy to the parents, please send them an email, so they know there child has been re-
moved from the waiting list.

If a child does not get placed on a team, we need to issue a FULL refund asap.  Pleaee let the registrar know
tat a refund needs to be issued.  Please DO NOT expect the parents to have to request a refund.


