1. Team Manager/Coach login to EPYSA Database as the team admin.
2. Access Team Management

a. Hit Continue

3. On menu to left of screen

a. Team

i. Check your audit report to see what needs to be corrected before you approve your team

ii. Buttons you can choose from

1. Print pass

2. Print Roster

3. Print team lineup

4. Add a direct player

b. Players

i. You can view and add players from this portion of the site

c. Officials

i. You can edit your officials

ii. Add 

iii. Print a pass

d. Go back to Team 

i. Verify all info is correct from birthday to spelling of names
ii. Click the button to approve team

1. This will send an email to club registrar your team is ready for processing.

4. Put your information in roster order

a. RG-6

b. Player Birth Certificates

c. Do not print a roster until the team is approved by PAGS

d. Player Passes

i. Signed on the back of the card with the exact name on front of card, picture affixed over the words “attach photo here”

5. Bring all paperwork to your Club Registrar for processing

6. Club Registrar will login to database
a. Access Team Management

b. Click on teams requiring approval
c. Select team requesting approval 

d. Double check spelling of names

e. Double check birthdates with proof of birth

f. If there are problems click on players

i. Correct address or misspelled names here

ii. If a player’s birthday is incorrect notify PAGS at Registrar@pags.org.  Provide last 4 digits of team number, player name and correct birthday.  

g. If there are no mistakes, approve team

7. Wait to print 4 copies of the team roster until you receive an email back letting you know your team is approved by the league registrar.  Do not print a roster if under current status it does not say Team Approved.  PAGS will not stamp these rosters. They will be returned to you for re-processing.

8. Put your information in roster order and submit it to PAGS
a. RG-6

b. Player Birth Certificates

c. Player Passes

i. Signed with the exact name on front of card, picture affixed over the words “attach photo here”

9. Bring all paperwork to your assigned PAGS Registrar for processing

