
Manager Instructions        February 1, 2025 

Here are the instructions for using the 2025 online registration system. Please read these carefully. 

We are using TeamPass in 2025 so please use https://app.teampass.com/PAWest/  

 

We are certain you will find this system easy to navigate and register. 

The team data/roster was transferred from the previous year for existing teams and players. 

Registration –Teams/Players 

Teams should ideally have all team and player registration in by several weeks before first scheduled game so 

we can address any issues that exist. Additional player Add or Remove changes can still occur after that. The 

sooner we get the information and payment to the registrar at PAWest the better to get all team registration 

completed before the first game date. 

The 2025 team managers have been assigned to their team in TeamPass using the email address the league 

currently has. Go to https://app.teampass.com/PAWest/ and create an account using that email address and 

when you sign in you should have access to your team roster. 

https://app.teampass.com/PAWest/
https://app.teampass.com/PAWest/


If you are a new player or manager select “Click here to Register” and create an account. 

League specific pages can be accessed from the PAWest page or directly as in the case of GPSL O-30 League 

using https://app.teampass.com/PAWest/GPSLO30/  

 

A manager should be able to add any existing player to their roster by knowing their first and last name and one 

of DOB or TeamPass player ID.   

 

 

 

  

https://app.teampass.com/PAWest/GPSLO30/


To add a new player use Add Player and you will need to provide the required (*) information on the form 

 

  

Please always use “Add Existing Player” option to determine if player is already in system before creating 

possible duplicate player entries. The search should use player name and Date of Birth to aid in finding correct 

match. 

You should also have the ability to edit a player or remove from roster and upload photos. However once a 

player has had DOB verified you will not be able to upload a new ID. 

 

If you have difficulties contact us and we can find data from Registration database. See highlighted areas on 

sample roster below. 



 

We recommend you first check that all of your players from 2024 are in fact on your roster. Then verify that the 

player information is present and correct and use edit icon in Player column to update any incorrect email 

addresses so that if/when they login/create an account the email will match and we will avoid 

incorrect/duplicate records. 

The manager can upload headshots for their players or they can invite the players to create their own TeamPass 

account with the matching email and then upload their own headshot. New players in 2025 will need to upload a 

headshot and a copy of identification showing date of birth for age verification. 

One advantage of having all your players create their own account is that it will allow use of TeamPass features 

and Mobile App for team messaging and for Player Availability indication. However, as a manager it may be 

easier to get the team registered and then invite players to create accounts and utilize the App features. 

If you manage multiple teams you will have to select the one you wish to edit when you log in. 

(If you have shirt numbers available you should add them for your players and the roster will include for 

referee usage which is strongly preferred and required in O-19). 

When you have completed entering your roster data you will need to make payment. There will be a button 

showing “Pay $xxx.00” to click.  



 

Proceeding to Checkout Now allows you to make payment for all players or first remove some from cart (for 

example if they will be paid for by a team in another league) using the Remove option. 

You can cancel the checkout by using Empty Shopping Cart.  

Registration payment can be made on TeamPass by Credit Card and will include credit card processing charge 

of $1.50 per player and the players will be immediately marked paid. Alternatively, you can pay by check to PA 

West as before. Send a check payable to “PA West” to Erin Corrales at PA West office indicating the league 

and team(s) to apply to in memo field and it will cost $25 per player with no additional fee. PA West office will 

send you a Gift Voucher code which you can use at checkout to pay for 2025 registration. [“Cash” promo code 

method from 2022 is not in use in 2025]. Enter your voucher in Gift Card box and select Apply. Once ready use 

Proceed to Checkout option. 

For each player you will have options and if you prefer you can have each player pay for themselves but only 

Credit Card payment with $1.50 service fee will be possible 

 . 

 



 

No paper rosters need to be generated or sent by PA West office. The manager will be able to generate a roster 

with headshots for their team directly from the TeamPass system. 

 

At the top of the roster page there is an option to create the Printable Roster which should be given to referees 

for each game. I suggest having 2 copies printed as some referees might opt to keep their notes on their copy of 

the roster. 

Contact your League Commissioner or Michael Hill with specific questions or issues and we can assist and we 

do have ability to escalate to TeamPass support for additional assistance. 

The sooner you start this the better, so that we do not have teams waiting till the last minute and not have the 

time to get team rosters generated. 

 

Technical Issues 

Michael Hill- mfhill11@gmail.com 

Phone: (412) 251-1568 

Payment/Registrars 

Erin Corrales – erin@pawest-soccer.org  

PA West Soccer Association 

111 Whitehead Lane, Suite 200 

Monroeville, PA 15146 

Phone: (412) 856-8011 

mailto:mfhill11@gmail.com
mailto:erin@pawest-soccer.org

