
Athlete & Coach Regsitration Guide 
 

Tips Before Registering 
• Click the link via the registration email; you do not have to be logged in to your portal to 

begin 
• Make sure your Master roster is up to date before you register  
• There may be a delay in between steps, do not press the next step button more than once  
• If you add more than one routine, you will need to choose “Commuter” as a second package 

____________________________________________________________________________________________ 

 
Before you Begin 

• Verify the Housing Contact Information or click Edit to make changes (Housing Contact on 
this example has already been verified) 

 

 

 

 

 

 

 

  

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 



Terms & Conditions 
• Click the box at the bottom of the screen once you have read these points thouroughly. You 

can also review T&C on the event website. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Add a Team & Routine/s 

• Select your team from the drop down menu and then Add Routine 
• Fields that should be filled are: Team Name, Division, City and Coaches, for each routine 

you add. (Safety Champion is not required for this event) Once you add your routine/s you 
will see the screen on your right. Save and proceed to the next step.  
 



Event Roster 

 

 

 

 

 

 

 

 

 

• Click on Add People  
 

 

 

 

 

 

 

 

 

 

 
• Once the correct athletes are selected, click on Assign Division and save  

 



• To add a new individual to the roster at this time, click Add People and choose from the drop 
down menu or + Individual to add someone who is not on the roster.  

  

Select a Hotel Package 

• Select Orlando hotels as your package and adjust your dates on the calendar 
• Be sure to choose each hotel in the order of your preference 
• If you receive an error here, you may have selected dates that are outside of our date range 
• Click Save and move onto Attendee List 

 

 

 

 

 



Attendee List 

• Place your athletes in their assigned room by clicking on their name and choosing Add to 
New Room 

• Once assigned to their room, athletes will show up in the bottom section 
• Double check that your dates are correct before moving on 
• You can remove a room or athlete and reassign in this section (if your rooming list changes, 

please submit a change request) 
 

 

 

 

 

 

 

 

 

 

 

Add Ons 

• This is where you will add your Universal Tickets 
• Select each athlete that needs a ticket and click +Add Ons 

 

 

 

 

 

 

 

 

 

 

 



• Choose the type of ticket you need and click Select 
• The Quantity is the number of tickets you want for each person. Do not change this number 

unless you are adding more than one ticket per person 
• Once your tickets are chosen, click Save 

 

 

 

 

Review & Submit 

• Click the button to review all of the information on your registration and edit if necessary 
• Once you are sure that your regisitration is correct, click Submit Registration 

 

 

 

 

 

 

 

 

 

 

 

 



Registration is Complete 

• Keep the registration number you receive handy, as you will need it for payments or changes 
• No deposit is due at this time. The deposit payment can be made once your registration is 

approved and you are assigned housing 
 

 

• Utilize the Change request form for all changes first, before email 
 

Important Notes 

*If you need to backtrack in the system and make edits to your Routine list before you submit, you 
will need to selct the Commuter package as a second housing option when you go through the 
Housing section again, so your edits can be saved.  

*Spectators that register on their own will not be housed until after Bronze registration is complete. 
Teams take priority for housing so your spectators are not guaranteed to be housed at the same 
hotel as your team. 

*Registrations will be processed by Tier, followed by time and date that the registration was 
submitted. If you begin your registration on the opening day of your tier but do not complete it until 
days later, the date and time of submission takes precedence. 

*If you register prior to your earned tier status, your registration will be pushed to the bottom of your 
earned tier status list. 

*Tier status for hotel priority will end at 10:00 AM on the registration start date of the next tier. For 
Example: Gold Tier teams will have until 10:00 AM on September 24th to register. After that time, 
they will fall behind Silver Tier teams that have been assigned. 

* Once your registration has been processed, you will receive a detailed invoice. Your hotel 
assignment will be listed on your invoice 

* A $30 per person non-refundable deposit is required within 2 weeks of receiving your hotel 
assignment & invoice. 



 

 


