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Technical Support Information

District AIMS support person:

Name:
Phone:
Email:
AIMS Help Desk: Aimshelpdesk@soccer.on.ca
Literature: Manual for Users ( specific to each Module)

User Guide (complete system manual)

Websites: http://www.ontariosoccer.net/Administration/Administration-and-Information-Management-System.aspx

How To Start

This Sandbox Portal is for training pur-

poses only. Minor changes and additional
functionality will exist in the live site
which would only be used with ‘live’ AINS
data.
2 oot Forgot password ~ User Name ‘pu Password |--| |
Step L El. -
http://www.ontariosoccer.net/ ,
Administration/Administration and ‘@’ Welcome to the AIMS portal for The Ontario Soccer Association
- - est ) A5

Information-Management-System.aspx

If you have arrived here you are either looking for information on AIMS or were looking for a Club, League. or District Association website. If it was the latter
Steg 2 please ask the organization in question to contact The OSA's Information Systems Department (ISD) to complete their website setup. 1SD can be reached
FOI IOW the AI MS Home Page & AI MS through the email address below
WebSIte POI‘ta| Ilnk More information on AINS will be provided here over time including help documentation, known issues, and other details

AIMS Registration Portal

Should you have questions or need technical support please contact us Aimshelpdesk@soccer.on.ca

aims.ontariosoccer.net

Step 3.
In the top right hand corner you will

enter:
User Name: pu
Password: pu (case sensitive).

Step 4.
REGISTRATION [Locour

User: Matthew Greenwood  Role(s): Club Registrar The Ontario Soccer Association

You will now be able to view the Main

e Menu for AlIMs registration
[ Our Details ] [ Registration of Individusls ] [ Task List ]
[ Committees & Other Groups ] [ Batch Player Registration ] [ Registration Management ]
Note
[ Program Registration ] [ Allocate to Teams ] [ Waiver ]
[ Create/Edit Team ] [ Grade Players ] [ Survey Administrator ]
Screen Vlews_may appear slightly dif-
ferent depending on the web browser
being used.
An AIMS Club styled website can be
accessed on completion of a
Registration Training Session and
signing the User Agreement

provided by your District
Association




Page Layout for Manual

Function Notes:

identifying Screen Shot: taken

information directly from the webpage
provided on the you will be working

Screen Shot. within.

/[ \

Area for your
own notes!

Introduction: To the area you will be
working in.

Navigation: How to get to this specific
area from the Registration Menu.

Process: A prompt to each process that
can be run from this page and how this
can be done.




Overview of Registration Workshop

The most important portal in AIMS, is Registration. This portal is the place to conduct and
complete your organization’s registration, registration of individuals, organize your regis-
trations by placing players and team officials on teams, update their contact information,
and create reports.

The information from this portal is provided to the central database and parts of it are
shared with the larger system providing details to other portals. For example, teams and
team members in the Competitions portal are ready for scheduling and reports from this
portal will link those members to the Discipline portal. Suspensions will affect registra-
tion and competition, and so on.

Learning Objectives for Candidates
e Asaninstructor for the AIMS Registration Module it is important that the learners
understand what they will be able to achieve by the end of the workshop. At every

opportunity learners should be encouraged to practice within the portal.

e Instructors will be provided with a script to demonstrate the functionality of each
area.

o Emphasize to learners that by the end of the session they will be able to:

Register members to a club

Set up programs

Register Players, Coaches, and Administrators
Set up teams and assign personnel to teams

e Learners can use the shaded margin to write any additional notes they feel are
necessary. For Instructors this shaded area will hold key information and commonly
asked questions that may prove useful during each session.

e Refer the Users regularly to the page in the manual

e Instructors will be provided with a script for practical application

e Learning can be tested at the end of each section by a brief question and answer ses-
sion at the end of each page.

e Encourage learners to ask questions or ensure they know where to go if they have
questions in the future. This information is available at the front of their User Manual.




The Registration Portal

Function Notes

1. Username and Roles

REGISTRATION Locout

User: Matthew Greenwood Role(s): Club Registrar The Ontarioc Soccer Association

/ CHANGE PASSUIORD

2_ Logout and Change | | Qur Details ] l Registration of Individuals ] [ Task List ]
Password links
[ Committees & Other Groups ] [ Batch Player Registration ] [ Registration Management ]
3. RengtI‘atIOI’l Maln Menu : [ Program Registration ] [ Allocate to Teams ] [ Waiver ]
[ Create/Edit Team ] l Grade Players I [ Survey Administrator ]
{{HHHH! U@
»
Introduction
The Main Menu is your central point from which all areas of the Registration Portal can
be accessed. Refer to the image and bullets below to understand where different areas
of the CMS are located.
How to access the Registration Portal
Follow the instruction on Page 2, ‘How To Start’.
Tips:

e Inthe Main Menu of
the Registration Portal,
if you hold your cursor
over a function button,
you see the “Hover
Text” which provides
more information
about the function per-
formed when clicking
on that button.

e PressF11 to increase
the view displayed on
your monitor.

Process
e After logging into the Registration Portal you may:
e Start a registration process

e Change your password
e Logout of the database




Our Details

Function Notes

1. Organization’s “Contact
Details”
2. Secondary Address
3. Setting “Default Address
4. Save button
5. Exit button \
TS
¥
Tips:

This is the starting point for
users to begin uploading data. It
is ESSENTIAL that you under-
stand the

importance of correct data
when entering information for
your club. The

connectivity between each por-
tal (Inside Cover) means that
incorrect data affects the integ-
rity of the database.

Keep mailing addresses, phone
numbers and email

addresses up-to-date. The OSA
will need to

communicate to Clubs and
Leagues by regular mail and
email and these addresses will
be pulled from here.

I nnnnd in 2o Datarharn 11
fiome REGISTRATION
AVFC User: peterboro user Role(s): Club Registrar
Club Link
Page 1
Forum
My Details
Iy Organisations
Vebsite Editor
R Number Building Name: Local Number
Membership 1 Office|613 778
‘Competitions Fax
Teams
Lk PEIBRON

Province QOntario Ontario v .soccer-noriheastern.com

Postal Code [Kza 153 Email Address

sne(@soccer.on.ca
Xguntry | Canada v
\ Office v
[ setthis as our defaut address Set thiz as our default address
I N R——,

Introduction

This will explain how to update the contact details for your organization

How to access this Function

From the Registration Portal click on the ‘Our Details’ button

Process

=

each field

You may provide a secondary address

Set the ‘Default Address’ by clicking the appropriate box
Click on the ‘Save Details’ button

Click on the ‘Exit’ button

Ui W

Make the appropriate changes to your organization’s contact details by updating




Program Registration (Mandatory)

Function Notes

1. Club’s Current Programs—_|
2. Program Type — |
3. Add New Programs Buttom—
4. Complete other fields

5. Save button

6. Exit button

[IUIJ{]DUI]%

Tips:

e  Program Registration is man-
datory in order to register
players.

e InITSoccerNet, “Programs”
were known as “Categories”
and the program description
was limited to the category
name. In AIMS, the Program
description includes:

e  Program Name

Type

Season

Price

OSA Classification

Age Group

e  “Minimum Persons” and
“Maximum Persons” are op-
tional fields and relevant for
Self Registration

e Ifthere is no Price, you must
still enter “0”

e  Each program can be linked to
the club website through the
“Available to Web” check box.

REGISTRATION ocout

User: Matthew Greenwoed Role(s): Club Registrar The Ontario Soccer Association

Program Registration
Show All Records []

ers 20 4-01

ProvneETRE

id To Type [ OSA Classificatio
persons|
eree 0

Refers 500 Referee 2009 [455 130.00 |5
50)

Thursday Footy 2008-10-0 Playsr Qutdoer 2

2005-10-01

R

SR

2001 Player Outdoor 2 7
2008-10-01 7

2003-12-31 Player Outdoor 2009 (id=450

Page 1 of 1 <Prev >« Next > Total Records

Add New

Minimum Pgrsons

Valid From Valid To

[ avaiabie to web

Introduction

e Program Registration can be done for the following programs:
Player Registration
Other Organization Activities
e In future, Program Registration will be categorized as ‘Player’ or ‘Other’.
e By creating a program for Player Registration, the AIMS system will automatically
populate the applicable fields within the Player Registration process.

How to access this Function
From the Registration Portal click on ‘Program Registration’.

Process

=

Review the list of programs to see which programs are already registered.

Click on the “Add New’” button to add a new program.

3. Completion of all fields is mandatory except for “Minimum Persons™ and ““Maximum
Persons™.

4. If you are registering a player, you must choose “Player” in the drop down menu for
“Type™. This will allow player registration to be linked to this Program later on.

5. After completing all mandatory fields, click on “Save” button.

6. When you have completed all of your program registrations, click on “Exit” button.

>




Create/Edit Teams

1 anand in as: Datarkars Hear fnol

REGISTRATION jocou

User: peterboro user  Role(s): Club Registrar

Function Notes

1. List of teams in club

2. Edit button
i Organisations
3. Create New Team iebaitn Editor
buttOl’l s Status Pro/Am - Classiﬁu o rlmgug:Leual Division|
embe=hip 0S4 2292 ziza
- TEst classficication Under-10 Mixed
4. Exit button o ™
Tournament Pending lale
I]U []ﬂ [][] U% Page 1 of 7 < Prev > < Next > Total Records
a - Wehpage Dialog E]
= £ | https ontariosoccer, net %
Create/Edit teams
TlpS: Name Type Status ‘
Registration Mumber
e Programs and the . : -
Teams must be in IntrOdUCtlon Classification Age Group Gender
place before Players This will explain how to create » 2 "
and Team Officials can and edit teams for your
be assigned to them organization Bt
. Teams do nOt have to H()w t() acceSS this https:faims.ontatiosoccer.net/OSAPlayerRegistration/Dislogwrapper  aspx?iurl=AddD @ Internet %
be created season Function
after season as in From the Registration Portal click on the ‘Create/Edit Team’ button.
previous registration
systems, they can be
y y Process

updated to reflect the
current teams change
in age or left alone to
be reused again with a
new group of players.

1. Review the list of existing teams within your club.
2. Select “Edit” or “Delete” as necessary. If you select ‘Delete’ it will only change the
status to ‘Delete’ but will not actually delete the team.
3. Click on the ‘Create New Team’ button if you need to add a team, a new window
will open:
e Fill in the ‘Name’ and ‘Registration Number’ fields
e *Note: Team Names should be individualized by using the second portion
of the “registration number” field rather than the “team name” field. For
instance, all teams with a club could be called “XX S.C. Flying Eagles” and
then the birth year 1999 boy’s team could be coded as (registration num-
ber)- 99b. This distinction would then stay in place for the entirety of that
team'’s playing career with the club.
e The 1stbox of the Registration Number is the Club Type and Club Num-
ber.
e The 2nd box is the Individual number as defined by the Club (i.e. 99b)
e Select from the drop down lists to choose the ‘Team Type’, ‘Classification’,
‘Age Group’, ‘Gender’.
e C(lick the ‘Save’ button
e C(lick on “Exit” button when complete.

e Deletions should only
be used for teams
created in error

e The Team Type is
being removed.

e You can sort the teams
by clicking on the
“Name” heading.




Registrant Registration Process

REGISTRATION LocouT

User: Matthew Greenwood  Role(s): Club Registrar The Ontaric Seccer Azzociation

CHANGE PASSWORD

[ e
[

Individual Is person a
Joining Registrant Search registrant in » NO
Organization database?
A
Check registrant details: Add new registrant:
@ Are the registrant details correct? Data enter details
Click on “Contact Details to view details. and “Save Details”.

Edit registrant details:
Provide new details and
“Save Details”.

Proceed to register
individual as player, team
official, or administrator




Registrant Registration (Search)

1

ome page - Windows Internet Explorer,

Function Notes y =y €| http:{fontsoccer. proserveit.com|Prerelease{0SACIubs fport slsfPeter boroughCity #top [+ || X
Edt Wiew Favortes Tools  Help @comvert + [ Select
& (@8 Home page -8 &
1. Lastnameofperson__ || 2 e | et e Bt o B
flome REGISTRATION
Avrc User: peterboro user  Role(s): Club Registrar
2. Select gender e e
Page 1
3. Search button — SeectRegisirant || RegistrantDetals || Search Club | Select Club [ Registration Detais || Finish
\ My Details
. My Organisations
4" EXlt bUtton n o Previous Code First Name Last Name Known As
Website Editor Henderson
Ptayer Regitration Gender Registration Date Player Status
Membership Male v mm Al hd
Competitions ent Club Nam District Association
Teams % ¥ | [0 search entire database
Events When you search locall’Nig, inside the club only) only First Name or Last Name are mandatory. The rest are
optional
“ﬂ []ﬂ []U [] Sé\in‘s'g:da:aor;ﬂ the entire database the fohowng fields are mandatory, either:
% ;irrit Name, Last Name and DOB
»
Exit Clear
€ Internet
Introduction
This area allows you to search for an individual by Name, Date of Birth or OSA
Tips: Registration Number.
e Instead of clicking the . .
Search button simply press How to access this Function
the Enter key on your ) ) . ) ) )
keyboard to activate the Select the ‘Registration of Individuals’ option from the Registration Portal.
search
e Press Tab to move between
fields rather than pointing Process
and clicking your mouse to
advance from one field to 1. Type inlast name of person being registered.
the next 2. Select “Gender” (NOTE: If the person is a female, make sure that you change the
e In the training environment gender to “Female”.
you can perform a search 3. Click on the “Search” button
by last name only. In the e Ifregistrant’s record is found, click the ‘Select’ button next to the matching
live environment a local member
search (ie., the Club’s dB) e Ifsearchresultis “No Records Found”, click on the ‘Add New’ button to
will consist of any one of add a new member to the database
first name, last name, e Keyin person’s data and then click on “Save” button to register new
known as, or dob. A search Registrant
all (ie., the entire OSA dB) 4. When completed, click on the “Exit” button.

will consist of either an
exact match of the OSA
Registration Number + dob
OR an exact match of the
first initial (or more), last
name + dob.

10




Add New Registrant Registration

REGISTRATION JLocout

User: Mark Cristante  Role(s): Club Registrar zzzBeaches S.C

Function Notes

[ searcnregetant | Bl RegstantDetais || Search Clut I Select Clut [ Registration Detaiz || Finish

1. Results of search for
individual

2. Add New Registrant

button \\‘ o recard found
3. Back button to start new
search \
n\
\

Search Results
b

4. Exit butto
5. Complete all
applicable fields
6. Save Details
7. Exit
HHHHH [}% Na
P Exi [Add New Registrant] [ Back ]
el Bt | Reistrant Details || Search Club I Selsct Club [ regstration Detaie || Finish
i N\gerorts

Title

DOB Status PH# Type

gt Name Middle Name Last Name Known Az
Hugo Boss

2001-12-12 Active b Amateur A Update Detailz
Registration History Non Playing Roles

Local Mumber
Agdress 1 7801 Martin Grove Road Bxt
Address 2
Address 2
City Waughan Fax
Province Ontaric v
Postal Code |4 gFa Email Address
Country C w
Canada Residential District
Type | Save Detais |
Save the player details
Introduction

If, after searching, you do not find the registrant you are seeking you can add a new
registrant to the database

How to access this Function
From the Registration Portal select ‘Registration of Individuals’.

Process

1. Complete Search as per page 10.

2. Ifthe individual is not registered in the organization’s database, the “search result”
will be “No Records Found”

Click on the “Add New Registrant” button.

Complete all required fields.

Click on ‘Save’ button

To exit function, click on the “Exit” button

oUW

11




Edit Registrant Registration Details

[indows Internet Explorer

stk com{Prevele ase ORA s et o Peterbercugh Ot o |4 | 3¢

Took el Ry Corrvert - [B Seleck

Function Notes

1. Personal Details

Buttons for Non-Playing
Roles, Contact Details, and
Update Details

3. List of registrations
(changes depending on
selection in Function 2,
above)

REGISTRATION
us.

borc user  Role(s): Clb Repsirar

mazins . Bruce Hendneson 9460503

Season Program | Receved | Eligible Expiry Status Cancelled

seanon [esnnnn lacwe AE
4. Action buttons (Exit, Attach, o e e ——
Back, Clear, New Role, and
New (player registration)\ ]
5. Contact Details
6. Save button after editing _ & - e -
details IR W T T et e (73
(D U%
»
Introduction
The information for each registrant should be reviewed and updated. This will explain
how that is accomplished.
How to access this Function
Tips After adding a new registrant or after selecting the correct registrant from a list of
names you will be presented with a page listing Personal Details and the individuals
Telephone numbers will jump registration history. You will need to click on the Contact Details button. If you added
across boxes automatically so you |the registrant this step is most likely unnecessary.
don’t need to tab across.
; ; Process
Stress the importance of keeping
each registrant’s contact details 1. Enter “Personal Details” for new registrant or update “Personal Details” for exist-
up to date. Once fully operational, ing registrant.
the AIMS program will offer a 2. Review registrant’s record by clicking on buttons for: Non-Playing Roles, Contact
communications system that has Details, and Update Details
the_potentl_al to reach every 3. Access and review the previous registrations of registrant.
g the d_at_abase 4. Options available for next step: Exit, Attach, Back, Clear, Other Reg and Player Reg)
re_ga_rdl_ng competieions, 5. Ifregistering new registrant or editing existing registrant, enter or revise the
discipline, surveys, etc. “Contact Details”
6. Click on “Save” button after entering details or editing details.

12



Player Registration Process

/= Home page - Windows Internet Explorer

@ > B & | http:ffontsoccer, proserveit.comfPrerelease fOSACUbs/portals/PeterboroughCity/ #top hallhe AR 2=

File Edit view Favorites Tools  Help

Google |G+ v G5 @D B~ % Bookmarksw Ehcblocked | % check ~ % Autolink - | s Send to~ () settings~

4|22+ | (0 unread) Rogers Yahoo! M... | @ Home page | | &8 deh - [iPage v G Tock v
-~

P, ty F
eterborough City TC
4 ) Club Search Logged in as: Peterboro User [pu]

Home

AVFC REGISTRATION Locout

User: peterboro user  Role(s): Club Registrar
Club Link

Page 1 CHANGE PASSVVORD

Forum

[ Qur Details ] l Registration of Individuals ] [ Task List ]
My Details

|Reg|strat|ur| of Registrants, Players, Team Officials and
My Organisations

— Administrators
[ Committeez & Other Groups ] [ Batch Player Registramom T 1 REQISTEI0T T
Website Editor
[ Program Registration ] [ Allocate to Teams ] [ VWaiver ]
Registration
Membership [ Create/Edit Team I [ Grade Players ] [ Survey Administrator ]

Competitions
Teams

Events

Peterborough City

Individual Is person a
Registering Registrant Search registrant in » NO
as Player database?
Check registrant details: Add new registrant:
Are the registrant details correct? Data enter details
Click on “Contact Details to view details. and “Save Details”.

Edit registrant details:
Provide new details and
“Save Details”.

Select Player Program

Update status to “Active”
if registration is complete

Click the “Save and
Proceed” button




Register as Player

Search Registrant H Select Registrant |‘ Search Club ” Select Club ” Registration Details ” F
Function Notes s ]
Title First Name Widdle Nams Last Name Known As
. . Mr v  |watt Gresnwood
1. Player registration button | o o . N :
. sender Status 3 Type
2. Player Program Field tiae v Tacne v >
3. Check boxes for documents
RegiStration History  show AllRecords [

required for registratio

|  Season | Program | Received | Fligible | FExpiry | Status | Cancelled |
4. C(Clear, Back, Save & Proce il

LTI 2009-05-28  |2008-05-28  [2008-12-31  |Active

(id=450)
Butt.ons . . Salem Indoer Soccer League 1529 [&2”2””3‘2””5 2008-11-06  [2008-11-08  [2009-D5-31  |Active
5' RegIStratlon’ EffeCtlve Fro Whitby Iroqueis S.C. 0525 Outdoor 2008Ng47] 2008-05-21 2008-05-21 2008-12-21 Inactive
and Effective To dates Page 1 of 1 <Prev><Next> Total Recards
6. Summary of Registrant
7. Status butto
8. Exit button
HHHHH U% J [ Base | cear [ Other Reg Il Player Reg ]
Season First Name
- Indoer 2008-2010 w
Cch . = ervsyatry Last Name
s
Player Age DoB
Club ' “me
zzzBeaches S.C.
Registration Date * Effective From Effective To waiver
2008-10-29 2008-10-30 2010-05-31 | [] Proof of AgelX] Payment Received _
D Iz the players current or mest recent registration outside of 0SA? Bocuments Received
Notes/Preferences
Status
=
Introduction
This will explain the process for registering a registrant as a player.
How to access this Function
Tips: From the ‘Search Results’ window select the individual to be registered and click

on the ‘Player Registration’ button.

If you are registering a new

registrant as a player you must Process
complete and save the Player .
Registration in order for the new 1. Performa Reglstrant Search as per page 10 .
. L 2. If person notin database, register as New Registrant as per page 11
Registrant Registration to be . . ] ; -
saved, If there s data missing in 3. Select the Registrant and click on ‘Player Registration’ button
: 4. Select ‘Player Program’ - ‘OSA Classification’ and ‘Playing Season’ will

the Player Registration it is better
to set the Status as ‘Pending’
rather than just exit.

automatically update.

Optional: click the check boxes in the Documents Received area for your own
records, These do not affect the business rules of the database but provide the Club
User with a good checklist of documents required and received for registration.
The Registration, Effective From, and Effective To dates are updated automatically.
Update the ‘Status’ to ‘Active’ if registration is fully completed.

Click ‘Save and Proceed’ button to continue, or clear, or go back to previous screen.
View registration summary after registration is saved.

0. When completed, click on the “Exit” button.

vt

Checking the “Documents 6
Received” box may be useful in 7
order to check the reason why 8.
players may not have been as- 9.
signed to a team. 1

14



Batch Player Registration

Function Notes .
1. Filter menus (Gender, Birth @eterﬁorougﬁ Clty TC
Year, Season, Program and™
Team) to refine visible I
players 1 et e Botreinen 1o
2. List of Players rome REGISTRATION
AVFC User: peterbore user  Role(s): Club Registrar
3. Select players bm\ b
registered in batch Page 1 Uy
4. Select Season and P%fﬁ\ i
to which players are being I :;f;'m
registered N Bt vear  From season From Pogrem FiomTean
5. Back button Hevsre Ed"—. e e e R = =
. Player Regisiration wo | fesibeme | Lsstheme | D0G | Reguiersd | Vakifom | VakiTo | st | Lownsiks |
6. Re-Register button N > sina Dovson lemgics  fwosotor el w03 |asive
7. Exitbutton, |~ T
— e e e
¥
2008 Summer Seasor v v Scs;\:rRE::s-a:ti‘cna\ v l::::r:csunnsd v
€ Internet
Introduction
This will explain the process for registering a returning group of players into a new
season
How to access this Function
From the Registration Menu click on the Re-Register Players button. Select the
organization to which the players will be registered.
Process
Tips:
1. Select from the filters (gender, birth year, from season) to select a specific group of
An individuals names will ap- players to be registered as a batch.
pear more than once if they 2. View the list of players selected based on the above filters.
have multiple 3. Click the check box on the left side to select the registrants that you would like to
registrations within the Club register as a player using batch player registration.
and the filters don’t affect each 4. Select the ‘To Season’ and ‘To Program’ that will refine the Classification and
registration. Teams to which you would like to register the selected registrants.
5. Click on “Back” button to go back to previous view.
If there are problems with any 6. Click the Re-Register button to complete the process (If there is a problem an
of the registration an exception exception report will be generated immediately and provide you with an update of
report will be generated imme- the issues arising.)
diately and provide you withan |7. When completed, click on the “Exit” button.
update on what issues came
from your registrations in the
form of a CSV file which will
open in Excel or other spread-
sheet/database programs.
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Allocate Players to Teams

Function Notes

1. Drop down menu of Teams |
2. Filters to identify available

players T~
3. Move Player buttons
4. Players already assigm

LoEOUT

REGISTRATION

User: Mark Cristante - Role{s): Club Registrar

€ selected team \\ B Oufdoor 2009 (6=450) ¥ POV Ungeri2BoysRe v SIS Acke v TEm | Aston Vil "
5. Available players .
Rale Gender | J1gle v| BitiYer |jo7 w10 |gper W Search | Refresh

6. Check box to selecw
be registered

TS

Tips:

This is where the programs that
were created earlier in the manual
will help to simplify the
registration process. This is
because after selecting the season
and program, the system will
automatically filter to only those
players whom are of age for the
particular program and team.
This will save a great deal of time
in locating the players available to
be added to the teams.
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] |Komar Test [3000536]

Player(s) Allocated to Aston Villa

| Mane D08 Regsiion

1997-05-04  [2009-05-09 YR (2322777) None Q
=~

Testmark Teztmark

[ (000556 1998-05-04  |2008-09-11 YR (2323433) None

Introduction

This will explain the process for assigning a group of players to a team.

How to access this Function

From the Registration Portal click on the Allocate to Teams button

Process

=

Use the filters (Season, Program, Gender, Status & Birth Year) to narrow the list of
players to the group that you wish to assign to team.

Use the filters to select the team to which players will be assigned.

View the players eligible to be assigned to team.

Click the check box to the left of each player that you wish to assign to this team .
Click on the appropriate ‘move’ button to move/remove players to or from team.
View players assigned to team.

Click on Validate Residency button to see that your non-senior teams meet
residency requirements

8. Click the Exit button when complete

NOo Utk W




Team Official Registration Process

REGISTRATION LocouT

User: Matthew Greenwoeod  Role(s) Club Registrar The Ontaric Soccer Azsociation

CHANGE PAEEVIORD

[ Our Detailz l l Regiztration of Individualz ‘ [ Tazk List
Feqgistration of Registrants, Players, Team Cfficials and
[ Committsez & Other Groups l [ Batch Player Registration  Lodministrators J
[ Program Registration l [ Allocate to Teamz l [ Waiver l
[ Create/Edit Team l [ Grade Players l [ Survey Administrator l
[ Reports ]
[ Data Export l

Individual Is person a
Registering as Registrant Search registrant in »< NO
Team Official database?
Check registrant details: Add new registrant:
Are the registrant details correct? Data enter details
Click on “Contact Details to view details. and “Save Details”.
Edit registrant details:
Provide new details and
“Save Details”.
» ‘ Click on the “New Role”button ‘ <

v

‘ ‘Select organization with which individual is registering ‘ ‘

v

‘ ‘ Change the role to “Team Official”

| [ Select the Team and select the “Team Official” role| |

v

‘ ‘ Click on the “Add” button and then click on “Save” button ‘ ‘




Register as Team Official

L]
Function Notes Peterborough City FC
1. Registration Season .
2. Non Play1ng Role \ ke € I nnnad in ac Datarharn Hear fnal [ Logout
: REGISTRATION ogour
3. Allocation To Teams ! s s e R s g
. OSA Reg No First Name: Last Name DoB Club Name
HlStory 2662288 R. Bruce Henderson 1946-05-03 Peterborough City

4. Team Allocatio
5. Roleon Team
6. Add button —

Redisfration
7- SaVe bUttOn pa-¥te Editor Role &\ Season Effective From  * Effective To Status
8 Back butto fer Reg:stration Team Official v 2008-08-01 2009-08-30 Active ~

Program
9. Exit button RS it o Sozeer %] Dl Signes

PSS Allocate to Team
Toam e s |
Robbruce United Player Active
Player Active
“ ﬂ [] ﬂ []U [] < Prev > < Next > Total Records
Team | Toronto FC Team Head Coach
»
& Internet 4, 100|

Introduction

This will explain the process for registering an individual as a Team Official (including
Coach, Assistant Coach, Manager and Assistant Manager)

How to access this Function

From the Registration Portal click ‘Registration as Individual’ and then search for the
individual. The ‘Registration Details’ view now allows you to either view ‘Non Playing
Roles’ or to add an ‘Other Reg'.

Process

After clicking on the ‘Other Reg’ box to add a new non playing registration and after
selecting the Organization to which this individual will be registered:

Select the season to which this registration will apply

Change the Role to ‘Team Official’

View Registrant’s “allocation to teams” history

Identify the Team to which this role will be added

Select the role on the team of: Team Head Coach, Assistant Coach, Team Manager
or Assistant Manager

Click on the ‘Add’ button (to remove a role check the box and click ‘Delete’ button)
Click on the “Save” button to save “Team Official” registration.

Click on the “Back” button if you want to go back to previous view.

When completed, click on the “Exit” button.

AN

Lo N
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Reports

Function Notes SekctReaot | Teay Roster v/ Bt
1. Current or future season —_|

2. 24 hours in advance — Set Report Parameters

3. Default District —

4. Default to your Club\ Seascn hdoor 2008:2010

5.

v
Teams available from withi -
your Club S v
Generate. report button\ [Diwtrh:t Hamiton and District Soccer Azzock v_
Report View
8. Export Team Rosteg into fib Safieet Go-Ahead 5.C. (5380) v_

A specific format

N o

Team startek o7 bovs (348554

Generate Report

Expot

TS

|«
i |:

Please Specify Filename and Format for Export

Figrame

Fomat ,m
5 it e | Gl Team Report Bl

This will explain the process for creating a variety of Reports and a Team Roster.

How to access this function

From the Registration Portal click on the ‘Reports’ button

Process
1. From the ‘Select Report’ drop down menu identify the type of Report you want to
run

2. Different reports require different levels of information. If an option is ‘greyed out’
then this is defaulted based on your User Level
3. For Team Rosters identify:
e The Season
e The Date (IMPORTANT: AIMS recognizes that Players aren't eligible to play
until the day after they have registered so set the 'Date’ for tomorrow)
e Select your District
e Select your Club
o Select the Team from the dropdown options
4. Areport will be generated showing Team Officials, Players and Effective Date
when you click Generate Report
5. Click Export to export the report into another format; ie. Word, PDF, Excel etc. A
box will appear for you to name the file and pick a format, then click continue.
6. Click on the Report Name you just created to continue to export.
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Committees and Other Groups

Function Notes

1. List of existing Committees,
Task Forces, Advisory and ~
Steering Groups

2. New group entry field — |
3. Status of new group
4, Save button B
5. Edit button \
6. Exit button \
alglylalyl U@

e

Tips:

In this section the term Groups
will be used to mean,;
Committees, Task Forces,
Advisory and Steering Groups.

The groups must be setup
before registering the
Administrators as they are
assigned into these groups as
part of their registration.

Marking a group as ‘deleted’
doesn’t mean it will be
removed when you exit out of
the Registration portal. Itis a
‘soft delete’.

An inactive group should not be
deleted but marked as ‘Inactive’
which will mean an individual
cannot be added to it.

The list of groups can be sorted
by name and status.
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[ | @ Home page

4l Concnk I nnnnd in ac: Datarhars len

REGISTRATION osour

User: peterboro user  Role(s): Club Registrar

Home

AVFC

Club Link

Paze 1
Forum
1y Netails

My Organisations

isory and Steering Groups
Website Editor

Player Registration Igme
Mewharship ks
Competitions
Teams - Staus
Events o Tseagities lctive
Club Ex Commitee:
Coaching qualification review
Computer Ad

Computer Advisory Group

ddd Inactive

e 1 of 2 < Prev>< lNext > Total Records 30

Exit

& Internet

Introduction

This will explain how to add Administrative groups to your organization such as
Committees, Task Forces, etc

How to access this Function

From the Registration Portal click on the ‘Committees and Other Groups’ button.

Process

1. Review the list of groups (Committees, Task Forces, Advisory and Steering
Groups). The groups can be viewed by name or by status by clicking on the
heading name.

Enter group name for new committee/group.

Set the ‘Status’ of new committee/group.

Click on the ‘Save’ button to add a new group

To Edit group name click on the ‘Edit’ button next to that group and then update
the details and click the ‘Save’ button

Click the ‘Exit’ button when complete

ik W
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Administrator Registration Process

REGISTRATION Locout

User: Matthew Gresnwood  Role(s): Club Registrar The Ontaric Soccer Azsociation

CHANGE PAFVVORD

[ Qur Detailz ] [ Registration of Individuals I [ Task List
|Registrati0n of Reqistrants, Plavers, Team Officials and
[ Committees & Other Grougs ] [ Batch Player Registration |Pidm|ln|strators -
[ Program Registration ] [ Allocate to Teamsz l [ Waiver l
[ Create/Edit Team ] [ Grade Players ] [ Survey Administrator ]
[ Reports l
[ Data Export l
Individual Is person a
Registering as Registrant Search registrant in » NO
Administrator database?
Check registrant details: Add new registrant:
€ Are the registrant details correct? Data enter details
Click on “Contact Details to view details. and “Save Details”.
Edit registrant details:
Provide new details and
“Save Details”.
> Click on the “New Role”button <

y

‘ ‘Select organization with which individual is registering ‘ ‘

v

‘ ‘ Change the role to “Administrator” and type in the “Position Title”

| [ Select a “Committee” if the person is on committee | |

v

‘ ‘ Click on the “Save” button ‘ ‘




Register as Administrator

Function Notes

1. Administrator Role
2. Effective From and E%&Lv{
To Fields T

3. Position Title

4, Committee Selection\

5. Add, Delete, and Switch
View buttons

6. Back and Save buttons

7. Exit button

TS

Tips:

Committees and Groups need to
be setup prior to completing
this task.

In training the User must select
an organization to register as an
administrator but in live
environment the administrator
registration will go directly to
the club.

DO NOT choose Coach from the
Role drop down menu. Coaches
should be registered under

Team Official. Refer to Page 18.

‘Switch View’ allows you to tab

between Committees/Groups
and Education.
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Home
AVFC

Club Li
Page 1

Foruw

REGISTRATION
User: psterboro user  Role(s): Club Registrar

0SA Reg No Firzt Name
2662288

Last Name
ink

R. Bruce Henderson

My Details

My Organisations

Website Egiior

Blayer

Membersnip
Compeiitions

Teams

Events

0oB
1946-05-03

Club N
Petel

active From
2008-08-01

Registration

Waiver Signed
JBCommitee

Committees |iaiala

Lunch Committee

Soccer Committes
Soccer Committes
Technical Committes
Tournament Committes
Voluntary Committes
workaholicz anenymous

Committee

Status

Active

Board of Directors A [

add N Dekte |

Switch View
[ J

Back Save

Introduction

This will explain the process for registering a registrant as an Administrator

How to access this Function

From the Registration Portal select ‘Registration an Individual’. From the resulting
search for an individual the ‘Registrant Details’ window will open. Click on the ‘New
Role’ button

Process 1—Add a Role

oUW =

Change the Role field to Administrator.
Update the Effective Dates of registration, if necessary.
Fill in the position title of the person in this role.

Select a Committee/Group in the Committee field pull down, if necessary.
Click on the “Add” button to add this role or “Delete” button to delete this role.
Click on the “Save” button to save the record or the “Delete” button to delete re-

cord.
When completed, click on the “Exit” button.




Grading Players

Function Notes

Home 3 REGISTRATION

1. Filters to limit players —__| | |Ka seripu. Rolefs) G Regatar
visible - '
2. Grade to be assigned ——] | fos- _
3. Available players to grade | s —

My Organisations

Team: [ v

4. Check box to select players

to receive that grade.\ e,
Player Registra%ion irth Year: | 1982 |»
5. Players that have been i

Membership P Male v

Webs:te Editor Role :

graded — | |- Show Ungraded: ]
6. Mqve Player Buttons — e m
7. Exit button

als

Events

Mark Losiante 05/06/1982
] [Mark Cristante

hulot

TS

Total Individuals Total Individuals

Exit

& Internet

........... I nannnd in ac: Datarharn Henr fnl

Introduction

This will explain the process to rate the ability of your players.

How to access this Function

From the Registration Portal click on the Grade Players button

Process

=

Select from the filters (season, team, birth year and gender) to limit the group of
players being graded.

Select a Grade you wish to assign to these players.

View the players available to be graded.

Click the check box next to each player that you wish to grade.

View the players who have already been graded (if any).

Click the appropriate arrow to grade players receiving this grade.

Click Exit button when you have completed your grading.

No Utk W

NOTE: The process can be repeated as often as required.
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Task List

Function Notes
1. “Type” Drop down menu—_ |
filter
2. Show All Records button:
3. Registrant list with pending
Data
4. Go button to Select record <
5. Refresh Button
6. Exit Button \
alalalglyl; U@
»

Peterborough ity T(C

............

1 nrnnd in

Home

REGISTRATION

AVFL User: peterbors user  Role{s): Club Registrar
Club Link
y Page 1

Forum Task List

My Details

ac: Datarhnrn Hed

Locout

This section will allow you to review all pending registrations. You will be able to

Clubs should review this regularly to check information that needs updating.
How to access this Function

From the Registration Portal click on ‘Task List’. You will be presented with a two
down filters to limit search results.

If you select to “Go” to a record (as per 4 above):
You are now in an individual registration (as in Page 15):

categorize your search and then make changes to remove an individual from this list.
The Task List allows you to review the total number of pending applications you have.

Process

1. Select the type of pending registration records to be viewed.

2. Tasks can all be viewed regardless of type or date by checking the ‘Show Al Re-
cords’ box in both filters.

3. Review list of “pending” registrations.

4. Anindividual can be reviewed by checking the ‘Go’ box to the left of their name.

5. You have the option of refreshing view.

6. When completed, click on the “Exit” button.

My Crranisations
%ﬁ.&eiults \m
Website Editor Show All Recolh[] plete Registration
Ho
R—y Regislen Pending Bobby Peterborough C 2008-08 2008-0¢ 2008-07-15  |Pending
S s Registration Pending Edward Day Peterborough City 2008-08-10  |2008-07-15 |Pending
Teams Registration Pending George Day Petertorough City 2008-06-10 |2008-07-15  |Pending
Events Tony Day Peterborough City 2003-06-18  2008-07-15 |Pending
Registration Pending Mark cristante Peterborough City 2008-11-24 20080321 |Pending
I Registration Pending Cristante Peterborough City 2008-11-24 20080221 |Pending
Registration Pending coccesoe cccooeccocce |Peterborough City 2008-07-01  [2008-07-07 |2003-08-30 |Pending
Registration Pending testz2 test22 Peterborough City 2002-10-04  [2008-10-03  |2008-02-31 |Pending
Registration Pending aaaaasa caaassasana Peten city 2003-08-01  |2008-11-25  |2003-05-30 |Pending
Regisiration Pending (265 P TR e Peterborough City 2003-07-01  |2008-07-08 |2009-05-30 |Pending
Pagsl 1 lof ¢ <Prev>< llext > Total ReceTTS
A
Exit Refresh
€ Internet
Introduction

drop

Select Player Program and Classification & Playing Season updates automatically.
The Registration, Effective, and Termination Dates will be updated automatically.
Optional: click the check boxes in the Documents Received area for your own re-

cords, these do not affect the business rules of the database.

Update the Status to Active if registration is ready to proceed
Click the Save and Proceed button to continue
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Registration Management

* W vt Bogers Yabet W v pagm P

—_— e e f R A ey S~

Function Notes

Logped in s Petsiborn User ] [ L2554
REGISTRATION

1. Searchable Fields —

2. Search button \

3. Search results

4. Select individual to update
record

5. After record is update
on the “Save and Proceed”
button

R T -

Peterp

REGISTRATION

TS

b e

Yo iy L'y

Legged in as: Patsrbors Us

Introduction

This area allows you to search for a specific individual and review their registration.

How to access this Function

From the Main Menu click the “Registration Management” button.

Process

1. Type inlast name of registrant to do search. (Criteria needed to search will be
based on your User level

2. Click on “Search” button

3. View “Search Results” to locate registrant whose record you wish to update.

4. Click on “Select” button to the left of the name of the registrant whose record you
wish to update.

5. After completing the update to record, click on the “Save and Proceed” button.
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Terminology

There are certain phrases or titles that have changed from IT SoccerNet to the new AIMS
Program. Please familiarize yourself with the new terminology below. Where possible The
OSA has been able to retain former phrases and titles.

ITSoccerNet Terminology AIMS Terminology
Li]' has been changed to:
Select | Program Regiztration
Categories

has been changed to: | CrestefEdit Team

has been changed to: Batch Plaver Regiztration

Register

Existing
Members

g

Search

Registration of Individualz

Members |

: has been changed to:

Add New
Members

Personal | Qur Detailz

. has been changed to:
Information
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Terminology

Void-

Cancelled-

There are additional phrases that may be new to users of AIMS

This is a registration that was never valid at any point, possibly due to error made at
time of entry

This is a registration that was at some point valid, but now has to be cancelled for some
reason

New- (Registration of Individuals) This is a New Player registration

New Role- (Registration of Individuals)  This is used to set up a new Non-Playing Role

Update Details-

Contact Details-

Registrant-

Active registrant-
Mixed-

Status-

Classifications-

Needs to be chosen if you decide to update any field in he top portion of the Individuals
Registration

Needs to be used if you wish to view/ amend the individuals contact details, including
Address, Phone Number etc.

A person whose record is in The OSA database and has been assigned an OSA
Registrant Number

A Player, team official, administrator or Referee who is registered for the current season

A team classification which permits both male and female players

This indicates the status of the registration record and includes: Active, Inactive,
Pending, Duplicate and Delete

Mini Soccer Outdoor
Mini-Soccer Indoor
Mini-Soccer Futsal

Youth Outdoor Competitive
Youth Outdoor Recreational
Youth Indoor

Youth Futsal

Senior Outdoor Competitive
Senior Outdoor Recreational

Senior Outdoor Recreational (5-a-
Side)

Senior Indoor

Senior Futsal



