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Association Contact MRS Options

Instructions for:
Logging into your account, registering, creating teams, adding coaching staff and
players to rosters, affiliating, purchasing permits and managing members of your
association.

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

2 Log Into your Account. If you are a new member to PWSA, click below the Login
button to "sign up here." Enter the desired information. This will send you a link to
the email provided. (Check your spam or junk mail if you do not see it in your
inbox)

Follow the link in the email to set up your account.

https://register.pwsaontario.com/Account/Login
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3 When you log in, it will bring you to a menu to select your role. Please select
Association Contact.

4 The Waiver for the season can be downloaded by clicking on the highlighter green
font.
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5 Click the checkbox to acknowledge the waiver.

6 Click Accept.
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7 This will bring you to the payment page. Click checkout.

8 If you wish to pay by credit card, select that option, enter your card number,
expiration date and the CVV. Once you have entered this information, please
select validate card. Once you have done this, then select "procced with payment."
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9 If you would like to use the E-Transfer option, you can select that. Please put the
name of sender.

Email transfers can be sent to: payments@pwsaontario.com

10 Select Proceed with Payment.
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11 Once the payment has processed, click continue. This will bring you back to your
dashboard.

12 If you have paid by E-Transfer, you will have to wait until your order has been
confirmed before you cause use your account to its full advantage. It will show
"Pending" on your profile.

If you paid by credit card, you can use your account to its full advantage right
away and will show "Active" on your profile.
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13 To build your teams for your association, click manage

Creating Teams
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14 Click "TEAMS"

15 Click the "Name" field.
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16 Enter the Team Name

17 Once you have entered the team name, click on the "create" button.
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18 Click this text field.

19 Type in the Team information.
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20 Select the appropriate division and tier for your team.

21 Once you have added the team info and division, click "next."

You will need to do this for each team you are affiliating.
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Adding Coaching Staff and Players to a Team

22 Click "Edit Team" This will allow you to add your team manager and head coach.

23 Click "Team Manager" it will drop down with names and you can select your team
manager for each team.
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24 Click "Team Coach" it will drop down and you can select your head coach for each
team.

25 Click the Update button. This will save the Team Manager and Head Coach
information. If your Head Coach/ Team Manager have not registered, they will not
show in the options to add to the team.
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26 Under your teams, once your players have registered, you can start to add them
to the roster. Click Add Player, this will give you a search engine to enter their
name or email address.

27 Search for your players from this menu.
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PERMITS

28 There is a separate package on how to purchase Permits if you do not know. If you
wish to purchase travel permits or a Special Event Permit, they are under this
menu.
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29 Click "PERMITS"

30 In this menu it gives you the 2 permit options to purchase. Only the Association
Contact can purchase the Special Event Permit.

Registering for Affiliation and PWSA Events
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31 To Register for Affiliation Fees and Events through PWSA. Click " Event
Registration."

32 If you are searching for Affiliation, please make sure you select the right event.
Each Division and Tier have their own registration event. Once you have found the
Affiliation group that applies to you, click the view button.
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33 Before you register, the MRS system will ask if you would like to add the PWSA
Provincial Shirts to your order. You receive 15 shirts per team and they are
delivered to your Regional or Provincial. This fee is added to your affiliation fee.
You have the option to select Yes or No.

34 Select Yes or No for adding the PWSA Shirts
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35 Select the team that you are registering.

36 Click the " Register" button.

You will need to do this for each team you affiliate.
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37 When you click register, it will bring you to the Order Menu. If you selected Yes to
the Shirts, it will show that here, if you selected No to the shirts, it will just show
your Affiliation Fee.

38 Click "Checkout"



21

39 If you are paying by Cheque to PWSA, please select E-Transfer. If you are paying
by E-Transfer, please send money to payments@pwsaontario.com and put who is
sending the money for who and then click procced with payment.

If you are paying by credit card, select that option, enter your card information
and click "validate card" then proceed with payment.

mailto:payments@pwsaontario.com
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40 Click this button field.

41 This will send you a receipt to your email address associated with your account.
You can click continue and it will bring you back to the main menu.

How to Manage Members
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42 Click "MANAGE"

43 Click "MEMBERS"
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44 This option will only show members for your Association.
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45 You can select what role you would like to search. If you do not select one, it will
show you all the members from your association that have registered for this
season.

Example: Player, Asst Coach/OF Manager, Head Coach, Board Members, and
Team Managers.

46 If you select "Inactive " and the 2024 Season, you can see which members have
not yet registered for the current season. This will help if you are missing players
when trying to build rosters for the 2025 Season.
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47 If you are having any trouble, please send an email to info@pwsaontario.com or
info@softballontario.ca

mailto:info@pwsaontario.com

