
NYSW Clubs: General Club Admin User Guide  
 

How do I access my Club in the NYSW system? 
1. Step 1​: Log in to ​http://www.nyswysa.org/admin 

a. If you don’t remember your password, click ​“forgot your password?”​ on the bottom right, then 
enter your email address to have the password reset email sent to you 

b. If the system doesn’t recognize your email address, contact your Primary Club Admin, or the 
NYSW Office. 

2. Step 2​:  From the dashboard, click on your ​Club Name ​under the RosterPro Club Registrations 
section. 

 

 

How do I update my club information? 
1. Step 1​: Click on the ​Club Information​ tab 
2. Step 2​: Click on the ​Edit Club Info​ button on the right 

 
 
 
 
 

http://www.nyswysa.org/admin


3. Step 3​:  Add your Club logo and enter any updated information about your club and click ​Save​. 

How do I add a team manually? 
1. Step 1​: Click on the ​Seasonal Team​ tab. 
2. Step 2​: Click on the green ​Add Seasonal Team​ button on the right. 
3. Step 3​: Enter the team name, select the Age Group, Team Type, Gender and Competition/Season 



How do I add a player manually? 
1. Step 1​: Click on the ​Player Pool​ tab.  
2. Step 2​: Click on the green ​Add Player​ button on the right.  
3. Step 3​: Set the player status to Active, then add the player’s name, date of birth, gender, proof of birth  
4. IMPORTANT​: Do NOT enter the parent’s email address for the player. The player’s email address 

will typically be blank. You will have the option to add Parents and other Household members to 
the player’s household if needed after the player has been created. 

How do I set the US Soccer NDC responses for players for the ITC process? 
The US Soccer National Data Center is the new centralized database of all soccer players in the United States. 
All US Soccer members must submit their player registration data to US Soccer in order to obtain each player's 
US Soccer ID number, FIFA ID number, and International Transfer Clearance (ITC).  

1. Step 1​: Click on the player’s name to view the profile 

  



2. Step 2​: Click Edit Person info, enter the NDC data and save 

3. NOTE:​ If you are a Demosphere Club, you should turn ON the collection of NDC data for your 
Programs during the public registration process so this data will sync automatically to the NYSW 
system 

 

  



How do I add team staff manually? 
1. Step 1​:  Click on the ​Team Staff Pool​ tab. 
2. Step 2​:  Click on the green ​Add Team Staff​ button on the right. 
3. Step 3​:  Select the Active status, then add the team staff member’s details​ and save. 

NOTE: When adding players and team staff members manually, you have the option to look up 
an existing person from within the Demosphere system by entering their UUID (unique 
universal ID) or by entering their unique email address. 

How do I add/edit/remove Club Admins? 
1. Step 1​: Click on the ​Club Official​ tab.  
2. Step 2​: Click on the green ​Add Club Official​ button on the right to add new Admins 

a. Or, click the blue pencil to ​edit​ an existing Admin 
b. Or, click the red trash can to ​delete​ an existing Admin 

3. Step 3. ​Enter the name, email, role, etc. 
4. Step 4​. Check the Club Admin Permissions if you want to grant login access to this user to 

your Club’s data in the NYSW system 
5. Step 5​. Check the Club Invoice Permissions if you wish for this user to receive Club invoices 

and view Club invoices from NYSW.  
  



 
Note:​ If you grant a user Club Admin Permission or Club Invoice Permission they will receive the email below from the 
address noreply@demosphere.com​.  



How do I view my Club invoices? 
1. Step 1​: Click the ​Invoices​ tab. 
2. Step 2​: Invoices will appear in the data grid for you to view. 

a. Note:​ Monthly invoices will be sent starting 10/1/18 

How do I print passes and rosters? 
1. Step 1​: Click the Seasonal Teams tab and select the team you want to print 

2. Step 2​: Click the Manage Team Documents button and select what you wish to print. The system will 
generate a PDF which you can print and/or download. 

3. NOTE:​ there are workflow rules in place that are required for passes and official rosters to be printed: 
a. Player Passes​: Players must have a photo and their Proof of Birth must be verified and set to 

“Yes”. ​If you are a Demosphere Club, your player photos and Proof of Birth statuses will 
sync to NYSW.  



i. If you need to add photos or proof of birth statuses for your players, click on the player to 
upload their photo and edit their POB status. 

b. Official Rosters:​ There are various roster rules in place, depending on the team type and age 
group. If your team or players violate any of NYSW’s rules, the player will be highlighted in red 
and they will not print on the official roster. Hover over the warning symbol to see which rule is 
being violated: 

 
 
 


