
mvysa Registration System Directions 

Last Update – October 30, 2013 

New for spring 2014 – Changes include a Concussion Training Certificate requirement for all coaches, 

revised Parent and Coaches Code of Conduct forms, required Parent Concussion Info Sheet to be given to 

parents of each player each year, and improved optional upload process that shows a reason for rejected 

uploads. Names for coaches and team managers must be their legal name and the Risk Management and 

Concussion Training Certificate must match the legal name.   

If you encounter problems or have questions call (937) 684-4241 or email office@mvysa.com 

 

Spring U15, U16, U17, U18 and U19 teams registering early to play tournaments prior to February of their spring 

season must pay the entire team fee in order to get their forms processed – see ‘mvysa Fee Structure’ on the 

mvysa.com home page. 

 

To complete your registration you need to login and build your roster  

Registration Packet Checklist: 

 at least minimum number of players on roster (U8-U10 6v6 is 7, U10 8v8 -U12 is 9, U13-19 is 12) 

 at least 1 assistant coach on roster 

 USYSA Membership Form for each player signed by parents in both required spots (1 copy will be 

kept by mvysa) 

 USYSA Membership Form for each coach signed by coaches (1 copy will be kept by mvysa) 

 Proof of Birth if needed (1 copy will be kept by mvysa)  - see Proof of Age section below 

 1”x1” photo for each player and coach  

 Risk Management certificate for each coach on your roster 

 Head coaches license required for U8–U14 teams, head coach must have at least a Youth Module II 

or  F license 

 Signed Coaches Code of Conduct for each coach on your roster (see mvysa.com Forms page) 

 Concussion Training Certificate from either CDC or NFSHS for each coach on your roster (see 

mvysa.com Forms page) 

 Signed Parents Code of Conduct for each player on your roster (see mvysa.com Forms page) 

mailto:office@mvysa.com


To Login:  

1. Go to www.mvysa.com  

2. Click on the Login link at the top right 

3. Enter the user id and password that you received via email in the 

iLogin section 

4. If you forget your password go to the Password Reminder on the login 

screen. The password will be sent to your email address that is on file 

To see your user info: 

Click on “Show my contact information” in the User Options section 

To edit your user info:  

1. Click on “Edit my contact information” 

2. Correct any contact info needed – Please return here whenever phone or email info changes! 

3. Click on ‘Update User Info’ 

To build your roster:  

1. In the Coach Management Options or Team Manager Options  click on Manage your team

 

http://www.mvysa.com/


2. Click on ‘Edit Roster’ button 

 
  



3. Teams must add players to their roster with correct and complete contact info.  

a. All teams will have empty rosters at the start of each year. 

b. Returning teams can use Recover Player to get back their previous players who are 

returning for another year and Add Player to add players new to their team 

c. New teams will use Add Player to add players to their roster 

d. If a player has been on any mvysa team previously you will be able to get them added to 

your roster with past data to save you time using Add Player 

 

 

4. Click the  button to edit player info or the  button to remove a  player from your roster 

prior to registration 

 

5. New teams will see any empty roster when they begin.  

 

Recover Players  

Use Recover Player to retrieve player info for players who were on your roster in previous seasons 

Delete Edit 



1. Click on Recover Player link in the menu bar at the top of the Edit Roster page 

 

2. To add a player back on your roster simply click on Recover on right side of players name 

 

To Add a player who has never played on your team before:  

1. Click on Add Player link in the menu bar at the top of the Edit Roster page

 

 

  



2. Carefully enter the birth date of the player you want to add  (Do not enter a guess at birth date as 

you will not be able to change it later and the birth date is used to see if the player is already in 

the system or already on another team for this year). 

 

If the player you want to add is in the list click the Recover button on the right of their name.  

Otherwise click on click here to add new player.  If you recover a player you can edit their info 

later (like if you know the name is right but the address has changed). 

 

  



3. If you click click here to add new player then you will get a blank form to fill in for the new 

player.  Enter ALL data annotated with * - these are mandatory fields. You must enter at least the 

name and a phone number for one parent.

 

4. The player name must exactly match what is on the Birth Certificate! 

5. Enter all 9 digits of Zip Code, i.e. 45429-1234 – use US postal service Zip Plus4 Lookup link  to 

look up the plus 4 digits 

6. County – it is very important that this is correct 

7. Area Code defaults to 937, change if necessary 

8. Phone Number, i.e. 233-7958 

9. Email - Parent email only! If the parent does not have an email address please enter the Head 

Coach email instead. 

10. Items in the bottom "Parent/Guardian Information" section are optional with the exception that 

you must provide the name and contact information for at least one parent.  We encourage you to 

fill in the other data as it may be extremely useful in an emergency. 

11. Click on “Submit Player Information” button 



12. Repeat for remaining players 

Out of State Players 

1. If a player does not reside in Ohio South then you must get permission from the state association 

they reside in.  ie – a player from Lima Ohio would need permission from OYSAN (Ohio North) 

2. Permission must be requested each year. 

3. When the state association gives the permission it will notify Ohio South who in turn notify 

mvysa, then mvysa will mark the player like this: 
 ----  OUT OF STATE -  Permission received 2012 -04 -26 ----  

4. This must be completed prior to mvysa issuing a card for that player. 

Maximum and Minimum Number of Players: 

¶ U8, U9, U10 6v6 - Maximum of 12 players, Minimum of 7 players 

¶ U10 8v8, U11, U12- Maximum of 14 players, Minimum of 9 players 

¶ U13, U14, U15 - Maximum of 18 players, Minimum of 12 players 

¶ U16, U17, U18, U19 - Maximum of 22 players, Minimum of 12 players  

(no more than 18 may dress for any 1 game) 

Must have minimum on roster to complete registration 

Adding Assistant Coach  

1. Click on Add 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 

5. The names entered must be their legal name and the Risk Management and Concussion Training 

Certificate must match the legal name. You may place the first name they go by in parathesis 

after the legal first name like Richard (Sam) Jones.  

6. Use the  button to edit Head Coach and Assistant Coach information as needed or the  

button to remove a coach from your roster prior to registration. 

 

  



USYSA Membership Forms  

1. Click on Player Forms link in the menu bar at the top of the Edit Roster page 

 

2. Make sure ALL your information is correct, if not close the forms window and make any last 

minute changes by clicking the  button of the left side of the players name

 

3. Information in the center section is optional.  It may be helpful in an emergency 

 

4. Use plain copier or printer paper to print your Player Membership Forms 

5. You may print a single form by clicking the  button on the right side of each players entry 



6. Get the forms signed and dated by the players parent in the TWO spots marked with an X 

 

7. You can optionally upload the signed USYSA Membership form online.  Click on the  button 

on the right of the player name on the Edit Roster page. Follow the directions on the upload 

screen. Avoid problems by using the Browse button to find the file you want to upload. 

 

The  button indicates the uploaded form is pending mvysa approval. When the uploaded 

Membership form is approved by mvysa the  button will change to a  button. A  button 

indicates a rejected form. Click the  button to see the reason the upload was rejected and 

upload a new form or clear the entry. When an uploaded form is rejected the system also emails 

the Head Coach, Team Manager, and Club Team Manager the reason for the rejection. 

8. Generic USYSA Membership forms are acceptable if team and player information is correct on 

the form and correct player information is recorded online. They are available here -

http://www.osysa.com/Assets/pdf/forms/USYSAMembershipFormPlayers.PDF 

  

Print parents name here! 

http://www.osysa.com/Assets/pdf/forms/USYSAMembershipFormPlayers.PDF


Parents Code of Conduct 

1. You will need to give the parents of each player a copy of the Parents Code of Conduct and 

Parent Concussion Info Sheet (required by Ohio law to be given every year).  You must show us 

one copy of the Parents Code of Conduct for each player signed by a parent of the player. The 

Code of Conduct now includes a statement that the received a copy of the Parent Concussion Info 

Sheet. The form can be found on the mvysa.com Forms page or on the link at the top of the Edit 

Roster page. 

 

2. Print 2 copies of the Parents Code of Conduct form and a copy of the Parent Concussion Info 

Sheet for each player.  Give the parents of each player a copy of the Parents Code of Conduct 

and Parent Concussion Info Sheet. Have one copy of the Parent Code of Conduct signed by a 

parent. Add players name to the signed form. You may either bring this to registration in the 

mvysa office or upload. 

3. You can optionally upload the signed Parents Code of Conduct form online.  Click on the  

button on the right of the player name on the Edit Roster page. Follow the directions on the 

upload screen. Avoid problems by using the Browse button to find the file you want to upload. 

 

The  button indicates the uploaded form is pending mvysa approval. When the uploaded 

Parents Code of Conduct form is approved by mvysa the  button will change to a  button. 

A  button indicates a rejected form. Click the  button to see the reason the upload was 

rejected and to upload a new form or clear the entry. When an uploaded form is rejected the 

system also emails the Head Coach, Team Manager, and Club Team Manager the reason for the 

rejection. 

Coaches USYSA Membership Form  

Head and Assistant Coaches Form are done separately 

1. Click on  button on the right side of the coaches entry

 

2. Print in same manner as the player forms 

3. The coach must sign the form 



4. You can optionally upload the signed coaches USYSA Membership form online.  Click on the 

 button on the right of the coaches name on the Edit Roster page. Follow the directions on 

the upload screen. Avoid problems by using the Browse button to find the file you want to 

upload. 

 

The  button indicates the uploaded form is pending mvysa approval. When the uploaded 

Membership form is approved by mvysa the  button will change to a  button. A  button 

indicates a rejected form. Click the  button to see the reason the upload was rejected and to 

upload a new form or clear the entry 

Coaches Code of Conduct 

1. You will need to show us one copy of the Coaches Code of Conduct for each coach signed by the 

coach. The form can be found on the mvysa.com Forms page or on the link at the top of the Edit 

Roster page. 

 

2. Print and get Coaches Code of Conduct forms signed. 

3. You can optionally upload the signed Coaches Code of Conduct form online.  Click on the  

button on the right of the coaches name on the Edit Roster page. Follow the directions on the 

upload screen. Avoid problems by using the Browse button to find the file you want to upload. 

 

The  button indicates the uploaded code is pending mvysa approval. When the uploaded 

Coaches Code of Conduct form is approved by mvysa the  button will change to a  button. 

A  button indicates a rejected form. Click the  button to see the reason the upload was 

rejected and to upload a new form or clear the entry. 

Player and Coach Photos  

1. All player and coach cards will be printed in mvysa office. You may either upload a color 

headshot for each player and coach (see step 3) or bring a 1”x1” color headshot with your 



registration paperwork to mvysa office. 

 

2. The photo must be taken within past 2 years. Black and white photos will not be accepted. The 

photo must be a square 1” x 1” clear shot of the face only.   

3. To upload a face shot of the player or coach (digital photo) that will print on the card click on this 

box  in the photo column. Follow the directions on the upload screen. Avoid problems by 

using the Browse button to find the photo you want to upload. 

a. The player or coach headshot will appear on the Edit Roster page so you can see what 

was uploaded.  The yellow background indicates that the photo hasn’t yet been approved 

 
mvysa will review and approve or reject the uploaded photos on a daily basis 

b. When approved it will change to a green background and print on player card 

 
c. If the photo is rejected the background will change to red. In the sample below the face 

is to small and photo needs cropped to just a headshot 

 
When an uploaded photo form is rejected you can see the reason it was rejected by 

clicking on the photo. When a player form is rejected the system also emails the Head 

Coach, Team Manager, and Club Team Manager the reason for the rejection. Click on the 

photo to upload a better photo or to remove the old one 

Risk Management  

1. New for fall 2013 – Ohio South has changed the Risk Management requirement – all past Risk 

Management certificates will expire June 30 of each year. So all coaches must wait until after 

June 30 and submit for a background check and obtain a new OSYSA RISK MANAGEMENT 

QUALIFIED certificate on OSYSA Affinity system 

1. Got to http://www.osysa.com/about/risk.htm. Follow the directions on that page. Make 

sure you record your OSYSA system userid and password for future reference!.   

2. After submitting the Risk Management form, a background check will be run by 

Intellicorp. 

http://www.osysa.com/about/risk.htm


3. You should receive approval email after 5 to 7 days with instructions on downloading 

your Risk Management certificate. 

2. On the Edit Roster page the RM - Pending is for certificates pending mvysa approval, 

Rejected is for rejected certificates (Click the Rejected link to see why the photo was rejected) 

and Not Received is displayed for those who have not shown the RM Certificate to mvysa yet. 

Approved indicates mvysa has approved an uploaded or presented certificate. 

3. Other adults like trainers or directors of player development who have contact with the players 

must also complete and submit the Risk Management certificate 

4. Warning ï Background checks are being run on everyone who submits a Risk Management 

application.  You will not receive Risk Management approval until the background check is 

completed which takes 5-7 days.  mvysa cannot issue a coaches card unless the coach is Risk 

Management approved. 

5. Form to submit looks like this: 

  

6. Like headshots you can now upload the OSYSA RISK MANAGEMENT QUALIFIED 

certificate. Click on the link after the RM - under the coaches name to upload the form. Avoid 

problems by using the Browse button to find the file you want to upload. When the uploaded 



certificate is approved by mvysa, Pending will change to Approved. Rejected is for rejected 

certificates (Click the Rejected link to see why the photo was rejected) and Not Received is 

displayed for those who have not shown the RM Certificate to mvysa yet. 

 

 

New for Fall 2013 Concussion Training Certificate  

1. Ohio has passed a Return to Play law to which we all must comply. As part of that law all 

coaches must receive concussion training every 3 years from an Ohio Health Dept. approved site. 

A copy of the certificate issued upon completion of the training must be uploaded or presented to 

mvysa from all coaches.   

2. Currently there are 3 Ohio Health Department approved options: 

NFHS - http://www.nfhslearn.com/electiveDetail.aspx?courseID=38000 (Preferred by mvysa) 

CDC - http://www.cdc.gov/concussion/HeadsUp/online_training.html. 

PAP – Issued to High School coaches 

When you complete a program make sure you keep a printed copy or electronic copy 

(downloaded file) of the certificate issued after completing the training from either site.  You will 

need provide copies the certificate to mvysa and tournaments and to other leagues or referee 

associations if you are involved in them.   

3. mvysa requires each team either upload or bring a copy of the Concussion Training Certificate to 

our office as part of the registration process for each carded coach that the certificate not expire 

during the seasonal year (fall and following spring league play seasons) for which the card is 

issued. We will use June 15 as the cutoff date (a coach registering during summer of 2013 must 

present a Concussion Training Certificate good through June 15, 2014.    

4. On the Edit Roster page, the Concussion Training Certificate status now appears under the 

Address of each coach (CTC -). Rejected means the upload was rejected. Clicking the Rejected 

link will show the reason that the upload was rejected. It will be red for rejected or expired 

certificates.  Once mvysa approves a Concussion Training Certificate for a coach then a green 

expiration date will appear after the CTC - . Pending indicates the form is awaiting approval by 

mvysa. 

5. Like other forms the Concussion Training Certificate can be uploaded. Click on the link after the 

CTC- to upload the form. Avoid problems by using the Browse button to find the file you want to 

upload. 

Head Coach License  

1. The Head Coach of each U8 to U14 team or fall U15 team must show proof of holding at 

least a Youth Module II (formerly called USSF F license) or NSCAA equivalent (currently 

called a Level 3 diploma) when the registration packet is processed at the mvysa office. 

http://www.nfhslearn.com/electiveDetail.aspx?courseID=38000
http://www.cdc.gov/concussion/HeadsUp/online_training.html


2. License classes are held each summer and winter - 

http://www.osysa.affinitysoccer.com/eventmanager/public/calendarlist.asp 

3. If the coach has taken the required course but doesn’t have the license copy, he or she should 

first try to login to their Ohio South account and download their forms. If that fails then 

contact Ohio South (513-576-9555) to obtain a copy. 

4. If the Edit Roster shows the coaches license information in green below coaches name 

when mvysa has previously verified the coach has the needed license and this is not required 

to be shown again at registration. If a coach obtains a higher level license we encourage them 

to show us the new license or upload it to our site. 

5. A waiver for 1 season may be granted to coaches who are unable to take the required class 

prior to the season beginning. The waiver will be granted upon request during team 

registration. 

6. You can upload a coaching license by clicking the license link under the RM- entry on the 

Edit Roster page. Avoid problems by using the Browse button to find the file you want to 

upload. 

 
When the uploaded certificate is approved by mvysa the Pending on the license line will 

change to a green license name. Rejected indicates a rejected license upload. Clicking the 

Rejected link will show the reason that the upload was rejected. Click the license link to 

upload another file or clear the entry. 

 

Formal Roster  

You will not be able to print your formal roster until after the team registration packet is processed at 

the mvysa office. Once the registration for the team is completed the Roster link in the menu bar at 

top of the Edit Roster page will display your Formal Roster with league registrar signature and 

stamp. This allows teams to print as many formal rosters as needed whenever needed. 

Proof of Birth 

1. Proof of Birth is usually a copy of the players birth certificate.  

2. Certificates of birth issued by hospitals are not acceptable.  

3. See mvysa the Rules/League Rule 1.4 for alternatives.   

4. The first time a player is registered mvysa verifies that the birth date you have entered in our 

system matches the Proof of Birth submitted, verifies the name entered in our system matches the 

Proof of Birth submitted, and keeps a copy of the Proof of Birth submitted. 

5. If players name has been legally changed from what is on Birth Certificate then mvysa needs a 

copy of the document issued when the name was changed along with the Proof of Birth. 

6. Proof of Birth for Players whose birth date is shown in green on your Edit Roster page have 

been previously verified by mvysa and does not require you to submit a Proof of Birth. 

 

http://www.osysa.affinitysoccer.com/eventmanager/public/calendarlist.asp


7. You can upload the Proof of Birth by clicking the players DoB on the Edit Roster page. 

Avoid problems by using the Browse button to find the file you want to upload. 

 
When the date has a yellow background that indicates a Proof of Birth was uploaded and is 

awaiting mvysa approval. When the uploaded Proof of Birth is approved by mvysa the yellow 

background on the Dob entry will change to green. Red colored text indicates the Proof of Birth 

upload was rejected. When an uploaded Proof of Birth is rejected click the Rejected link to see 

the reason the upload was rejected and the system also emails the Head Coach, Team Manager, 

and Club Team Manager the reason for the rejection. 

To speed up processing if you are bringing the required documents to mvysa office: 

1. Make sure you have everything listed in the check list at the beginning of this document 

2. Put player forms, photos and proofs of age in the order the players names appear on the Roster. 

3. Put each type of item in a separate group – i.e. a group of player photos, a group of player 

registrations, a group of Proof of Birth, etc. 

Team Registration: 

1. Player and coach names on the Edit Roster page will be red until all required documents are 

submitted. Once required documents are submitted and approved they are green. When a card has 

been issued their name is black. 

2. Hint: if you are bringing photos to mvysa office then put player or coaches name on the back to 

help with identification. 

3. Bring your completed packet 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) 

4. Optionally you may upload all needed forms per directions above. When all needed files for a 

coach or player have been verified their name will appear green. Once all players and coaches 

names are green, email office@mvysa.com with the team number and division, asking the team to 

be registered. mvysa will print the cards, stamp and laminate, then mail the cards with your 

Formal Roster to the head coach.  Or you can upload part of the forms and bring the rest to the 

office to complete your registration.    

5. All forms will be checked for accuracy and completeness, the cards will be stamped and 

laminated and the formal roster will be issued 

6. Usually the office staff can process the packet while you wait.  If all items a correctly prepared it 

may only take 15 minutes or less 

7. Teams need to bring in their packet in by the deadline posted in the mvysa.com Calendar   

8. Please direct all questions to the mvysa office - office@mvysa.com, (937) 684-4241 
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