HCR Coach/Bench Staff Registration Process

Here are the steps a coach or bench staff would take to sign up for
Online Registration.

NOTE: You only have to register once, even if you may be on different teams in
different roles. They may not be allowed to register more than once
depending on the MHA settings.

1.) MHA Admin or registrar adds Coach/Bench staff profile to the HCR, if doesn’t
already exist.

2.) MHA Admin or registrar send out public registration link to the particpants.
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3.) Coach/Bench staff person will use the link and create an Online Registration
account if they don’t have one already.

NOTE: They can register themselves and kids at the same time if they wish.

4.) Once in the Registration website, they can search for their HCR profile and

click Register now:
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5.) Depending on the participant age, they may only see one registration type. For
both Coaches or Bench Staff, select the Bench Staff “Registration Type.”

Bench Staff

Choose a registration type

Please choose the typ

Bench Staff
Back Next

6.) Select Division if they are a Coach or a Bench Staff (This will assign their
position in the backend). This is the only step that will be different if they are

a coach or bench staff.



Division Selection

Please select the Division in which

Bench Staff

Coach

Back Next

7.) The package will show up, there should be only one choice at this point.

Registration Package Selection

Please choose a registration Package below.
[
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8.) Next they will have to fill out some personal information, for address and
emergency contact:
[
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NOTE: Depending on the MHA settings, it may force them to enter a
Guardian Address, even though they maybe over 18. If they add their own
name and address, we can remove the duplicate address later.



9.) After this they will be asked the review and acknowledge the Rowan’s Law

Waiver:
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They can’t move forward until selecting the checkbox.

10.) There order will show up as $0 fees.

Fees

Click the checkbox next to the optional fees to select them. Your t¢

Your total is: ’ 0.00 ’

Click on "Review" below to review your registration

Back Review

11.) They can then add it to their cart. They can move forward and add other
things into their cart if they wish, such as a child’s registration. Or if they

wish to finish, they can proceed to check out:
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12.) They then will be asked for payment type, it doesn’t matter if it's a $0
transaction, which type select. They won’t be asked for their credit card
number, unless they have other packages in their cart.
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Please choose your method of payment below.

ks

® Credit Card

© Other

© Credit Card (Bypass Payment Provider)
© Cheque

(e | [

13.) They will then see as successful message indicating that the transaction
was completed.

Your transaction was successful. Thank you for your registration.
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o The package and division should so up as Coach or Bench Staff.
o Steps are the same for Coach and Bench Staff.



14.) On the HCR Side the accepted Waiver will appear on their profile,
along with an entry in the Preregistrations tab.
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