P/ EVENT MANAGEMENT SYSTEM

ONLINE REGISTRATION ‘HOW TO’

All skaters registering for the 2018 U.S. Figure Skating Qualifying Season and the associated non-
qualifying competitions will follow a streamlined process for registration managed by U.S. Figure
Skating through the Event Management System (EMS).

Prior to registering, please review the competition websites for important information regarding your
competition. To access this information, click here.

FIRST STEP - DO YOU HAVE YOUR U.S. FIGURE SKATING OR LEARN TO
SKATE USA MEMBERSHIP NUMBER AND/OR PASSWORD?
T NO?
o U.S. FIGURE SKATING: Email memberservices@usfigureskating.org

o LTS: Email memberservices@learntoskateUSA.com.
A Provide First Name, Last Name & Date of Birth

**please note, in requesting this information you will also receive a temporary password for login

AFTER logging in to U.S. Figure Skating members only, click the tab on
the left corner that reads “EVENTS”

T Select the first drop down option “Registration/ Administration”
T In the COMPETITION REGISTRATIONS box - select Event Registration & Information

- Select the desired competition link under Regional/Sectional Registration or
Non Qual Registration

BEGIN REGISTRATION:

1. Registration Overview: Review important details of the competition including location, dates,
and the entry fees grid. Do not forget to download the competition announcement!

2. Verify your Member Profile: Accurate contact information is very important for the Local
Organizing Committee (LOC). Please review and make necessary changes prior to continuing.


http://www.usfsa.org/Story?id=90064&type=news
mailto:memberservices@usfigureskating.org
mailto:memberservices@learntoskateUSA.com

T If you are associated with multiple LTS programs, you will be prompted to choose which
program you wish to represent at this competition. LTS members who are also U.S. Figure
Skating members will also choose between representing Learn to Skate USA or U.S.
Figure Skating.

3. Competition Waivers: All registrants are required fo review and sign each of the three

standard U.S. Figure Skating waivers that provide important coverage for athletes.

4. Event Selection: Events you are eligible for, per the competition announcement, will auto-
populate in the first window. Select ‘add’ for all events you intend to enter.
 Missing a test? Are you skating up to pre-preliminary?
Review the instructions thoroughly on this page. If necessary, utilize the ‘Manage
Skate Tests’ button to provide information on a recent passed test (date and
location required).

5. Coach Information: Use the search function to input your coach(es). Similar to contact
information, it is important that the LOC has an accurate record of which coach is attending the
event with each skater in order to verify compliance and manage the credential process. If you
need to change your attending coach(es) after registration is complete, refer to the EMS Skater
Portal for additional information.

6. Verify your shopping cart and check out!

WHAT’S NEXT?

After registration is complete, all skaters will have access to EMS via www.usfsaonline.org to

purchase practice ice, update coach information and upload music. All skaters are encouraged
to review LOC timelines and requirements as this varies from competition to competition. Don’t
be afraid to ask questions, whether that is by way of the competition chair or EMS Support. We
look forward to sharing this streamlined registration process and EMS with you — be on the
lookout for updates via email from the U.S. Figure Skating team!

If you have additional questions after reviewing the ‘How To’, please email

EMSsupport@usfigureskating.org.


http://www.usfsaonline.org/
mailto:EMSsupport@usfigureskating.org
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SKATER PORTAL

All registered skaters for the 2018 U.S. Figure Skating Qualifying Season and the associated non-
qualifying competitions have access to the Event Management System via the Skater Portal AFTER they
have completed registration. Please review the information below for access instructions and tips!

ACCESS

Log in to www.usfsaonline.org

Click the blue ‘EMS’ Button

Event Management

System

Select the appropriate competition under SKATER PORTAL

PRI  EVENT MANAGEMENT SYSTEM

¥ you are using Safari, please ensure you are using version 10.2 or above.
For more info, for Instructions from Apple.
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From here, you can navigate your way through the necessities B} compemmon pROFILE

of the main event, all in one place - regisiration, volunteer, apply

for a sanction, bid on a qualifying compelition and manage your aw  VOLUNTEER OPPORTUNITIES
club's competition.
When managing the clubs competition - the modules available

are: budget management, eniry management, on-site regisirafion
and volunieer sign-up/registration.

SKATER PORTAL
Completed regisirations are listed below. To manage your event profile (music, PPC, practice ice) for a compefition, click on



http://www.usfsaonline.org/
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EMS Landing —

Music & Program Content

My Coaches 22

Practice lce

Competition Contacts 3]

EMS Support

MAIN

The main dashboard provides a snapshot of your entry and competition details/timelines.

MUSIC & PROGRAM CONTENT

All registered competitors are required to upload competition music, and if competing in an IJS event,
submit planned program content (PPC). To begin your upload and/or submission select the
INCOMPLETE button. Please note this requirement is not complete until the button shows COMPLETE.
If you need assistance with file conversions, click here.

Additional questions? Email EMSsupport@usfigureskating.org.

MY COACHES

The My Coaches tab allows you to update your coach information for the event. It is important to
provide the name(s) of the coach(es) that are attending the event with you so the LOC has the correct
information. The first coach credential is complimentary; refer to the competition website for information
on purchasing additional coach credentials.

*All coaches connected to a skater’s registration will have access to their competition and
practice ice schedule via EMS’ Coaches Portal.


http://assets.ngin.com/attachments/document/0131/0843/EMS-MusicUploadFileConversion__1_.pdf
mailto:EMSsupport@usfigureskating.org
http://www.usfsa.org/Story?id=90064&type=news
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PRACTICE ICE

Practice ice for each competition is very different; please refer to the competition website for practice
ice specifics. Please note all practice ice periods (pre-purchase, selection, onsite and final round sales)
will be processed through this tab on SKATER PORTAL. As a reminder, keep an eye on your emails!
All practice ice information and timelines communicated on the competition website and through the

LOC supersede all prior information!

TIPS FOR PURCHASING PRACTICE ICE VIA EMS:

1. If a LOC is offering a practice ice package AND individual credits during the pre-purchase
period, a competitor can opt to forgo purchasing the package and
advance to the credits page by selecting i

2. When adding credits to your cart during pre-purchase (if available), a skater must click inside
the column for the arrows to appear to select their desired number of credits. FOR EXAMPLE, the

grid view below shows that a skater can purchase up to 3 Unofficial Practice Ice (UPI) sessions:

o Jom [wu [ urhax | OfiMax | Wubax | |

0 <: 0 0
Cart Total: $0.00

o Jom  [wu[uriex | OfMas | WuMax | |

0 a

Cart Total: $105.00

QUESTIONS? EMAIL EMSUPPORT@USFIGURESKATING.ORG



http://www.usfsa.org/Story?id=90064&type=news
mailto:EMSUPPORT@USFIGURESKATING.ORG

