
How To: Add a Coach to Your Roster 

March 28, 2010 

To add a coach you need to login, manage your team and edit your roster add the new coach, print 

forms, get signed, and bring to MVYSA office.  

 

To manage your team and edit roster:  

1. Login (if needed see the How To Login) 

2. In the Coach Management Options or Team Manager 

Options  click on Manage your team 

 

 

 

 

 

3. Click on „Edit Roster‟ button  

  

  

   

 

  

  

Add Coach Check List:  

 coach membership form signed by the coach (original and 1 copy) 

 coach card signed by coach with attached color picture (original) 

 Signed KidsSafe/Risk Management certificate for the new coach on your roster (original) and any 

other coach whose RM- date is red 

 signed Coaches Code of Conduct for the new coach on your roster - see mvysa.com Forms page 

(original) 

 Copy of coaches license (for U8-U14 head coaches) 

 

/pdf/How_to_login.pdf


To Add a Coach:  

1. Click on Register Ass‟t Coach  link in the menu bar at the top of the Edit Roster page 

 

2. Enter Assistant Coach information just like Player Form and Submit

 

3. You must have 2 coaches registered, the Head Coach and at least one assistant. 

4. Maximum of 3 coaches, Head coach + 2 assistants 

You may “Edit” Head Coach and Assistant Coach Information as needed. 

New Coach Membership Form  

1. Click on “Coach Form” on the right side of the coaches entry 

 

2. Use plain copier or printer paper to print the new coaches membership form 

3. Remember that the membership form must be printed in color 

4. The coach must sign the form 

  



New Coach Card 

1. Click on the Coach Card link on the right side of the new coach

 

2. Remember that the card must be printed in Color and to turn on Print Backgrounds in your web 

browser so the US Youth Soccer logo appears as in the above sample. Go to Tools>Internet 

Options>Advanced>Printing>Print Backgrounds and Colors to turn on print background. 

 

3. Use plain copier or printer paper to print the card – do not use card stock! 

4. Print the coaches card 

5. Cut the card out using the background borders given.  But don‟t separate the left and right hand 

sections!  

6. Glue a recent color headshot (1"x1") of the coach on the card that fits the square. 

7. Have the new coach sign above the words 'Signature'  

KidsSafe/Risk Management  

1. You need to submit a copy of the KidsSafe/Risk Management certificate with a 'date submitted' 

within the past 2 years for each coach on your roster. 

2. Have each coach go to this link - 

https://ssl.hammerhead.net/OHSRMData/RiskUserMainForm.asp, complete the form and print 

the 'Submitted' certificate.  

3. If „RM-„ date under a coaches name is green in Team Menu no documentation need be submitted. 

COLOR picture of coaches face 

glued here Must fit the square! 

Coach signs here 



4. Form to submit looks like this: 

  
 

Complete the Registration: 

 Bring your completed forms to the MVYSA office at 7029 Taylorsville Road, Suite A, Huber 

Heights, OH 45424 (see the entry for "MVYSA office" on the Map pages for directions) 

 All forms will be checked for accuracy and completeness, the card will be stamped and laminated 

and the official roster will be issued 

 Usually the office staff can process the addition while you wait.  If all items a correctly prepared 

it may only take 5 minutes or less  

Date must be within 

past 2 years! 

Coach must 

sign here! 


