National Registrations User Guide
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Overview

The Scottish FA National Registrations system is intended to provide the capability
for the Scottish Youth Football Association to process, cancel and query player
registrations online.

The National Registrations system provides:

¢ The ability for users to submit a new registration for a new player for their
team.

e The ability for users to request registration cancellation for a player currently
registered with their team.

e The ability for users to query if a player is currently registered with a team.
The ability for users to query accepted, pending, rejected and cancelled
registrations for their team.

The system contains a number of sections as follows: -

Home — the Home section displays a list of all currently registered players for the
current season. There are links to view pending, rejected and cancelled registrations
within this section. There is also the ability to either produce a new registration form
or submit a completed registration form in this section.

Player Search — the Player Search section allows the user to query a specific player
to determine if they are eligible to be registered for their team.

FAQ — a list of Frequently Asked Questions, and the answers, relating to the system.

Contact Us — contact details for contacting the appropriate point of contact.
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Login Page

The team secretary will access the site via the Scottish Youth FA website
(http://www.syfaregistrations.co.uk), then click on the menu ‘Register/Cancel a
Player'.

The Login page will be displayed (figure 1).

Scottishfalive.co.uk

Scottish FA News

Henry MclLeish Review of Scottish Football
Scottish FA - Frid: 2010
Eead More

SYFA LOG IN
Council approves funding to support 3G pitch at

Surname _ Metherdal

South East - Fi
DOE Read More
{DD MM YY)

LOG IN

Active Nation Scottish Cup Final 125 Year
Parade and New Memberships

S5C E-Mails - Thy il 2010

R ore

Figure 1 - Login Page
Enter the Surname, DOB, SYFA Team ID and Password and click LOGIN. If login
fails the page will display the following error message.

Your login was not recognised, please try again.

If you have forgotten any of your login details then you should contact the Scottish
Youth FA (syfareg@scottish-football.com).
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Home Page

g

Scottishfalive.co.uk
E NATIONAL REGISTRATIONS Milngavie BC 155 (5)

Home Player Search FAQ Contact Us

Milngavie B C 95" {5) — Registered Players

Options: Registered Playvers | Registrations fwaiting Approval | Bejected Registrations | Cancelled Registrations

Actions: Eegistration Farms | Process Reqistration Form | Print this List

Please select a season: | Please Select x

Number of Registered Players: 17

Registered Players - 20092010 Season

Player 1D Firstname Surname DOB Date of Submission Date of Registration

View Details

Wiew Details

View Details

view Details

View Details

View Details

view Details

View Details

View Details

Wiew Details

View Details

view Details

View Details

View Details

Wiew Details

View Details

View Details

Figure 2 - Home Page

The Home page (figure 2) displays, by default, a list of all your team’s currently
Registered Players.

Selecting the ‘View Details’ button next to a player will take you to that player’'s
Player Details page.

From the ‘Options’ menu you can choose to view either Registered Players,
Registrations Awaiting Approval, Rejected Registrations or Cancelled Registrations.

From the ‘Actions’ menu you can choose either Registration Forms (where you will
create either a blank or a pre-filled registration form), Process Registration Form
(where you will process a previously created registration form), or you can print the
current list of players.

Note: During the period 1° May through 30" June a drop-down will appear asking you
to select which season you want to view your list of players for, the current season or
the forthcoming season.
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Player Details

The user is able to edit a player registered for their club by selecting the ‘View
Details’ option next to the desired player on the Registered Players page.

The user can then add/edit that player's address and contact details. Once done,
select the ‘Save’ button to save any changes.

gg{

Scottishfalive.co.uk Log out

NATIONAL REGISTRATIONS scottish Womens Football

Home Player Search Registration Search Cancelled Registrations FAQ Feedback Contact Us

Barcalomond Girls - = —

Firstname
Surname
Date of Birth
Player ID
Status

Sex

Place of Birth

Hampden Park.
l—
GLASGOW
Postcode W
Telephone l—
Email Address 1

Figure 3 — Player Details Page

Registrations Awaiting Approval

The Registrations Awaiting Approval page (figure 4) shows any players who have
been submitted for registrations by your team and are awaiting to be approved by the
Scottish Youth Football Association.

Scottishfalive.co,uk
E NATIONAL REGISTRATIONS Milngavie BC 15s (5)

Home Player Search FAQ Contact Us

Milngavie B C 95s {5) — Players

Options: Reqgistered Players | Registrations Awaiting Approval | Bejected Eegistrations | Cancelled Eegistrations

Actions: Eegistration Forms | Process Registration Form | Print this List

Please select a season: | Flease Select 'I

Registrations Awaiting Approval - 2009{2010 Season

Player ID Firstname Surname DOB Date of Submission Form ID

Figure 4 — Registrations Awaiting Approval Page
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Rejected Registrations

The Rejected Registrations page (figure 5) shows any players that have had their
registration rejected, along with the date it was rejected and the reason for rejection.

Scottishfalive.co.uk
E NATIONAL REGISTRATIONS Milngavie BC 155 (5)
Home Player Search FAQ Contact Us

Milngavie B C 95's (5} - Players

Options: Registered Players | Registrations Awaiting Anproval | Rejected Registrations | Cancelled Reqgistrations

Actions: Eegistration Forms | Process Eegistration Forrm | Print this List

Please select a season: | Please Select 'I

Rejected Registrations - 200972010 Season

Player 1D Firstname Surname DOB Date of Rejection Reason for Rejection
27/04/2010 Registration incomplete

Figure 5 — Rejected Registrations Page

Cancelled Registrations

The Cancelled Registrations page (figure 6) shows any players that have had their
registration cancelled, along with the date of cancellation.

Scottishfalive.co.uk Log out
E NATIONAL REGISTRATIONS Milngavie BC 155 (5)

Home Player Search FAQ Contact Us

Milngavie B C 95" {5} — Players

Options: Reqistered Players | Registrations Awaiting Anproval | Rejected Registrarions | Cancelled Registrations

Actions: Eegistration Forms | Process Registration Form | Print this List

Please select a season: I Flease Select 'I

Cancelled Eegistrations - 2009 f2010 Season

Player ID Firstname Surname DOB Date of Cancellation
1009 /2009

Figure 6 — Cancelled Registrations Page

‘Print this List’ Option

Selecting the ‘Print this List’ option from the ‘Actions’ options bar allows the user to
print a list of players on the current page.
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Registration Forms

Scottishfalive.co.uk Log out

E NATIONAL REGISTRATIONS Milngavie BC 155 (5}

Home Player Search FAQ Contact Us

Registration Forms

| GEHERATE BLAHK 2010/2011 REGISTRATIOH FORM |

Player Search
Player ID

OR

Firstname

Surname
Date of Birth l_l_l—
(0D RAM PO

Season 2010/2011 'I

ADD TO FORM

Figure 7 — Create Registration Form

There are two methods of creating a registration form, either producing a blank
registration form or a pre-filled registration form.

Pre-Filled Registration Form

Any player that is currently in the Scottish FA database can be added to a
dynamically populated registration form by entering either their Player ID number OR
entering the player’s Firstname, Surname and Date of Birth.

If the player is eligible to be submitted for registration with your team then their
details will appear on the page and a ‘Generate Form’ button will appear (figure 8) or
else a message will be displayed informing you why the player cannot be selected for
submission.

You will be able to add as many players to a pre-filled form as you like, until you
reach your maximum number of 22 players.

You can remove a player from a pre-filled form before generating the form by
selecting ‘Remove Player’ next to the player you wish to remove.

Once you have added the desired players click ‘Generate Form’ to create your
printable Registration Form.
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Scottishfalive.co.uk
E NATIONAL REGISTRATIONS Milngavie BC 155 (5)
Home Player Search FAQ Contact Us

Registration Forms

| GENERATE BLAHK 2010/2011 REGISTRATIOH FORM |

Player Search
Player 1D I

OR

Firstname

Surname

Date of Birth I_ I_ l—
(DD MM oD

Pl 1D Date of
Print Full Name Print Address (inc. postcode) Bi:t:nu

" Remove Flayer
Rermove Player
Rermowve Plaver

GEHERATE FORM

Figure 8 — Pre-Filled Registration Form Process

Blank Registration Form

Any player that is not in the Scottish FA database will need to be submitted for
registration using a blank registration form.

Click the ‘Generate Blank Registration Form’ button for the relevant season and this
will open a new window where you can download your printable registration form.
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Process Registration Form

&

Scottishfalive.co.uk Log out

E NATIONAL REGISTRATIONS Milngavie BC 155 (5)

Home Player Search FAQ Contact Us

Process Registration Form

Perform a search using the form below to retrieve all Player Registrations from a specified Form Number.

Form Number: ID

Figure 9 — Process Registration Form Page

The Process Registration Form section facilitates the submission of registrations for
approval to the Scottish Youth FA.

To submit a registration, enter the Form Number and select ‘Search’.

You will then be directed to one of two screens depending on the type of form that
was created. If the form created was a blank registration form then you will be
directed to a 3-step registration process (figures 10 to 12) or else if it was a pre-filled
form the players from the form will be displayed.

Blank Registration Form

Scottishfalive.co.uk Log out
E NATIONAL REGISTRATIONS Milngavie BC 155 (5)

Home Player Search FAQ Contact Us

Milngavie BC 15s — Player Registration

[ sterq | [smemasn] [siees | [ susmin eeisinaiion

Player ID

OR

Firstname Jaohn

Surname Smith

Date of Birth

(DD (MM AT (I} 0 1995

SEARCH

Figure 10 - Register a Player: Step One
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Step One

To register the player the user will enter either:
- Player ID number
OR
- Player Firstname, Surname and Date of Birth.
A check will be performed to ensure that the player is eligible to be registered.
If the player is ineligible then an error message will be displayed informing the user of
the reason why the player cannot be registered and an entry will be created in the

database stating that the team made an attempt to register this player.

All player registration queries should be performed using the Player Search
function to determine the player’s eligibility before attempting to register them.

If the player is eligible to be registered then the user will move to step two of the
registration process.

Step Two

g :

Scorttishfalive.co.uk Log out

E NATIONAL REGISTRATIONS Milngavie BC 155 (5)

Home Player Search FAQ Contact Us

Milngavie BC 15s — Player Registration

| STEE 1 | | STEP 2 | | STEP 3 =+ | ‘ COMPLETE REGISTRATIOH |

Step Two - John Smith Address

UK Postcode: | 042 95F

Find Address

Click here if you do not know your posteode

Address: |Scoﬂish Youth Foothall Association

| Hampden Park

Town: | GLASGON

Postcode: |G42 9BF

Figure 11a - Register a Player: Step Two

If the player already exists in the database then the fields will be automatically
populated with the address details that are stored for them.

If they do not already exist then the user will need to enter the player’s details. This
is done by entering the player’s postcode and selecting Find Address. This will then
return a list of all addresses for that postcode. Select the address by either clicking
on the address, or selecting it from the drop-down list.
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Scottishfalive.co.uk Log out

E NATIONAL REGISTRATIONS Milngavie BC 155 (5)

Home Player Search FAQ Contact Us

Milngavie BC 15s — Player Registration

| STEE 1 | | STEP 2 | | STEP 3 == | ‘ COMPLETE REGISTRATIOH |

S5tep Two - John Smith Address

UK Postcode: |42 95F

Find Address

Click here if you do not khows your posteode

Click to confirm your address: Scottish Youth Football Association, Hampden Park, GLA&SC O

If you are unable to find your addrass please click here

Figure 11b - Register a Player: Step Two

If you do not know the player’s postcode you can search the address by selecting the
‘Click here if you do not know your postcode’ option and entering House
No/Name, Street and Town.

—a
Scortishfalive.co.uk Log out

E NATIONAL REGISTRATIONS Milngavie BC 155 (5)

Home Player Search FAQ Contact Us

Milngavie BC 15s — Player Registration

| SIEP A | | STEP 2 | | STEP 3 &> | ‘ COMPLETE REGISTRATIOH |

Step Two - John Smith Address

House Mo fName: |

Street: |

Town: |

Find Address

Returh to search by Postcode

Figure 11c - Register a Player: Step Two

Page 11 of 16



Step Three

Scottishfalive.co.uk Log out
E HATIONAL REGISTRATIONS Milngavie BC 155 (5)

Home Player Search FAQ Contact Us

Milngavie BC 15s — Player Registration

| STEP 1 || STEP 2 || STEP 3 | | COMPLETE REGISTRATION |

Step Three - Confirm John Smith Details

Please verify that all information below is complete and accurate. To make any amendments select the "Edit Stage® option next to the relevant
section.

Form ID Z&0
Player 1D 197804
Firstname John
Surname Smith
Date of Birth 014011995
Season zo10fzo11
Date of Submission 30/04/2010

EDIT STEP 1

Step 2
Address Scottish Youth Football Association
Harmpden Park

Town [City CLAS GO
Postcode G4z SBF

EDIT STEP 2

‘ SUBMIT REGISTRATION |

Figure 12 - Register a Player: Step Three

Step three provides the user with an overview of all data entered so far and gives the
option to go back and edit a specific step if an error has been made.

Once all the data is correct then selecting the ‘Submit Registration’ button that will
submit the registration for approval to the Scottish Youth FA. The player will now
appear in the Registrations Waiting Approval list.

—
Scottishfalive.co.uk Log out

E NATIONAL REGISTRATIONS Milngavie BC 155 (5)

Home  Player Search FAQ Contact Us

Milngavie BC 15s — Player Registration

Player Submitted For Registration

John Smith has been successfully subrmitted for registration for Milngawvie BC 15<

Eeqister Another Player From Form 280 | Eegister Another Player From & Different Form

Figure 13 — Register a Player: Player Submitted for Registration
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Pre-Filled Form

'%gj

Scottishfalive.co.uk Log out
@ NATIONAL REGISTRATIONS Milngavie BC 15s (5)

Home Player Search FAQ Contact Us

Process Registration Form

Perform a search using the form below to retrieve all Player Registrations from a specified Form Number.

Registration Search

Form NMumber: IEBB
SEARCH

Form Number: 269

Club: Milngavie BC 155

Player Mame Address Player ID DOB Place of Birth Submit Remove

937397
minkcininl

SUBMIT

Figure 14 — Process Pre-Filled Registration Form Page

If the form created was a pre-filled registration form then the players that were on that
form will be displayed. The user must then select whether they wish to continue to
submit the player for registration or remove them from submission by selecting the
relevant checkbox next to each player.

An action must be performed against all players before the system will allow you to
progress by clicking the ‘Submit’ button.

@

Scottishfalive.co.uk Log out
E NATIONAL REGISTRATIONS Milngavie BC 155 (5}

Home Player Search FAQ Contact Us

Process Registration Form

Perform a search using the form below to retrieve all Player Registrations from a specified Form Number.

Registration Search

Form Number: |269
SEARCH

registration submitted.

registration submitted.

registration removed.
registration submitted.
registration submitted.

Figure 15 — Processed Pre-Filled Registration Form Page

Once a form has been submitted, the form is no longer available to edit again. Any
players submitted for registration will now appear on the Registrations Pending
Approval page, until such time as they have been processed by the SYFA.

The club should now gather all required signatures and submit the form to the
Scottish Youth FA within three days.
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Player Search

g £

Scottishfalive.co.uk Log out

E NATIONAL REGISTRATIONS Milngavie BC 155 (5)

Home Player Search FAQ Contact Us

Player Search

Perfarm a search using the form below to enguire if a player is currently registered or not.

Player Search
Player ID

OR

Firstname

Surname
Date of Birth l— l— l—
(DD MM O

Season 2009/2010 'l

SEARCH

Figure 16 - Player Search Page

The Player Search section provides the user with the functionality to query a player’s
current registration details.

To perform a search either:
- Enter the Player’s ID number and select the ‘SEARCH’ button.
OR

- Enter the Player’s Firstname and Surname and select the ‘SEARCH’
button.

OR
- Enter the Player’s Firstname, Surname and Date of Birth and select the
‘SEARCH’ button.
A message will be returned to the user informing them if the player is eligible to be
registered or not with your team, and if not it will display the reason why.
If there is more than one player found then a list of all search results will be displayed

(figure 17) and the user must then select ‘Search’ next to the relevant player and
then perform a search to establish that player’s eligibility.
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Scottishfalive.co.uk Log out

ﬁ NATIONAL REGISTRATIONS Milngavie BC 155 (S)

Home  Player Search FAQ  Contact Us

Player Search

Perform a search using the form below to enquire if a player is currently registered ar not

Player Search
Player ID I

OR

Firstname Jaohn

Surname Smith

Date of Birth I—I—I—
(0D M )

Season IZUUQ,-"ZU'IU 'I

SEARCH

Search Results

Player ID Firstname Surname D.OB. Current Club

Search

Search

Search

Search

Search

Search

Search

Search

Search

Search

Figurel7— Player Search Results

The user can click on a Player’s ID to open his Player Passport to view his previous
registration history as a method of ensuring the correct player is selected.

%) Scottish FA Live - NATIONAL REGISTRATIONS - Mozilla Firefox =100 %]

w4 hktps: fhww, scotkishfalive, co,ukfsfanrfplaverpassport, cfm#noHeader=1#viewPlayer=. = LT

Player Passport

Season Club Reg Type Reg Date Reqg Expiry Reg ID

| Dane ml@

Figure 18 — Player Passport Screen
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FAQ

Scottishfalive.co.uk Log out

E NATIONAL REGISTRATIONS Milngavie BC 15s (5)

Home Player Search FAQ Contact Us

Frequently Asked Questions

® Can | print a list of my tearn's registered plavers?

® Can rore than one person og-in under the sarme user name and passuword?

® Can | search for a plaver{s) details?

Is there & quick guide to help register a playver(s] currently registered with roy teams

ls there a quick guide to help reaister a plaver(s} who is currenthy not registered with any tearm?

Is there & gquick guide to help register a player(s] who is currenthy not registered with any tearn and is not listed on the reqgistration systerm?

How do | cancel a player’s registration with my tearn?

Dol need ro forward the registration form to the Scottish Youth Football Assaciation once compleredy
* Wihen filling out a registration form, do | need to register all of my players at the same time?

® Whao do | contact if | encounter amy problems with the system?

* Wiho shall | contact to obtain International Clearance?

Can | print a list of my tearm's registered players?

Yes, there is a function on the home page screen that allows you to perform this task.

Top of Page

Can mare than one persan log-in under the same user name and password?

Mo passwords MUST not be shared or circulated.

Top of Page

Can | search far a player(s] details?

Yes, please carry out the following steps:

On Home Page select Player Search from tabs at top of the page

The Frequently Asked Questions section provides the user with a set of commonly
asked questions regarding the National Registrations system, and the response.

This should be used to check any queries a user may have in the first instance, and if
it does not solve their query then they should contact the appropriate person — whose
details can be found on the Contact Us page.

Contact Us

@

Scottishfalive.co.uk Log out

E HNATIONAL REGISTRATIONS Milngavie BC 155 (5)

Home Player Search FAQ Contact Us

Contact Us

If wou have any queries regarding the registration of a player, the Mational Registrations systern or any
other rmatter, please contact the Mational Secretary:

National Secretary Contact Details

Mr David Little

Scottish ¥outh Football Association
Hampden Park

CLASGCOW

4z 5BF

0141 620 4593 or 4595
0141 620 45391 (Fax)
syfareg@scottish-foothall.com (Emaily

htep: f v syfareqistrations.co.uk dliebsite

The Contact Us page contains the information for contacting the appropriate point of
contact.

Logout

Clicking Logout on the Menu will log out the user and return them to the Login Page.
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