
1

Association Contact- Adding Board of
Directors and Constitution and Bylaws

1 Navigate to https://register.pwsaontario.com/Account/Login

2 Log into your account or if the member is new to the system, have them create an
account by selecting the "Sign Up Here."

https://register.pwsaontario.com/Account/Login
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3 Click "Manage"

4 Click "Teams"
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5 It will show your Association in Green.

6 Scroll over to the right and click on the "view/edit" button.
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7 In this section, add your Associations information. Address and website if you
have one.

8 If you scroll down, this will give you the option to add board members. You can
search by their name. Please note if they do not show up when you are clicking
search, this means that they have not registered for the current season.
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9 Once you have entered the name, click on the "search" button.

10 Anyone who is active will show. Scroll to the right of their name and click the add
button.
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11 In this field you will write the designation of this board member.

Example- President, Vice President, Member at Large, etc.

12 Please make sure you click update frequently to save your information. This does
time out, so I would suggest if you have a large board to do a few at a time.
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13 Under the Board Members list, this is where you are to upload your Constitution
and Bylaws. If you are going to adopt to using the PWSA's Constitution and
Bylaws, you will need to upload a document stating this.

Note: All Divisions must upload the document on Association Letterhead.

Mandatory: Please send your list of Board of Directors as it appears on your
website to: affiliations@pwsaontario.com

14 If you are having any trouble, please send an email to info@pwsaontario.com or
info@softballontario.ca

mailto:info@pwsaontario.com

