Adding Volunteers and Completing Digital Consent / Waiver Forms

1. Go to www.mysctp.com or www.mysasp.com and click the Coach Login link at the top of the
page

COACH LOGIN (SHOT} |

]

ABOUT  NEWS  RESULTS  CALENDAR  NATIONALS ~ STORE  CONTACT

2. Login using your volunteer account credentials. NOTE, you must have team administrator access
to interact with athletes or coaches. If you need administrator access, please contact another
administrator on your team.

s

Tic
S| PORTS

Welcome Back!

joecoachl

Password

Forgot Password?
Register a new team

Looking for results? Click below

RESULT PORTAL
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3. Select the coaches tab from your Team Management menu. From there click on the existing
coach you want to send a form for OR click the Add Position button to add a new coach.

sssr

Joe Coach Positions -Anytown Claybusters(SCTP)
® Home D Name Role Background Date SCTP Payment SCTP Form Actions
2 Pofie 16335 Joe Coach  Team Admin Head Coach Not Completed Not received 07/27/2021 & 7
o 16336 Jane Coach Assistant Coach Not Completed Not received 07/27/2021 2 7
8 Team Management ~
Select ateam to manage Rowsperpage: 100 ~ 12012
Anytown Claybusters -

Team
Fees.

Athletes.

foce ——
Shoots

Leagues

Virtual Series.

Conference

(2]
B

support

Logout

4. To add and invite a coach, you will need to know the coach’s first name, last name, position type
(head coach, assistant coach or adult volunteer) and the coach’s email address. If you don’t
know the email address you can just add the coach but we recommend inviting the coach so the

profile can be completed immediately.

Add new Coach -Anytown Claybusters

COACH INFORMATION

First name Lastname

Bobby Coach

Position Type
Assistant Coach

Email
sssftestacct@gmail.com|

Street Address

City Select State ~ Zip
Gender ~_ Ethnicity ~ Shirt Size
Birthday ~ da - ye

JUST ADD COACH
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5. From here, you can grant the new coach administrative access or resend the invitation to
complete profile. Once a valid DOB is provided you can also send a request to complete the annual

volunteer form
= « Bobby Coach - #16340

Positions -Anytown Claybusters(SCTP)

D Name Role Background Date SCTPI goTp Form: SCTP Payment:
Not Received Not Received

16335 Joe Coach  Team Admin Head Coach Not Completed Not re Background Check Date:

16336 Jane Coach Assistant Coach Not Completed Notre created: Updated:
08/18/2021 08/18/2021

16340 Bobby Coach Assistant Coach Not Completed Not re -

| DVl GRANT ADMIN ACCESS

CONTACT INFORMATION

First name Lastname
Bobby Coach

Position Type
Assistant Coach -

Emai
sssftestacct@gmail.com

Street Address

City Select State > i
Gender ~ Ethnicity ~ Shirt Size -
Birthday - da v yea -

6. Assuming you have invited the coach using a valid email address, the new coach should now
check their email for a message from SSSF and a subject line of SSSF Team Invitation. The new
coach must click the blue Complete Registration button to complete their profile. Occasionally
the email from ‘SSSF’ will go to the recipients’ spam/junk folder.

Tof3 >
| compose
mbox SSSF Team Invitation iboxx I8 B

Starred SSSF <no-reply@sssfoniine.coms 10:56AM (1 hourago) ¥ &

tome ~

Q
*
@ snoozed
>
]

Sent
Drafts
More
Meet SSSF Coach Account Setup
B New meeting You are receiving this to set up your coaches account in the SHOT System

B Join a meeting
Please click on the link below to complete the process.

Hangouts
esssF Test + Complete Regiiaion. [

If you encounter any problems registering your team, please contact us at support@sssfonline com
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7. The new coach will be taken to a screen to complete their profile. Once all details are complete,

click the green Create Account button.
Gomplete Your Online SSSF Account

n Coach Profile

Personal Details

First Name

Bobby

Last Name

Coach

Gender Birthday
M - 2 - 16

year

1978

Shirt Size
- XL -

Contact Details

555 555 5555

555 555 5555

Address

Address

123 Anywhere Dr

City Select State
Anywhere Idaho

55558

Preferences

Email Communications

Receive important team news, event annauncements and specia
offers

Only allows 5 numeric charactars

CREATE ACCOUNT

8. Next, the new coach will setup their personal account by creating a username, pin, password
and by acknowledging and signing. Once finished they should click the green Complete

Registration button.

Complete Your Online SSSF Account

° Coach Profile

° Agreements & Account Information

Account Details

Username 4-Digit PIN Number
bobbycoach123 1234
Password irm Password

Read the Agreement Below and Sign in the Appropriate Box:

Yes, | acknowledge that | am a Volunteer of the Scholastic Shooting Sports Foundation (SSSF), through which gun clubs, sheoting facilities and other
organizations committed to the development of young adults can provide these individuals with opportunities to participate in an organized, adult supervised

YOUTH DEVELOPMENT PROGRAM utilizing the shooting sports.

Yes, | acknowledge that | will review and complete the SSSF Volunteer Position Registration form, read and understand these Guideiines and agree to act within

the Guidelines and in the best interests of the SSSF. Furthermore, | understand that my participation in the SSSF as a volunteer does not create any employment,
independent contractor, partnership, agency, or any other relationship between myself and the SSSF. The SSSF Volunteer Position Registration form will be sent
fo you from another team adminisirator or can be viewed and signed from your account once regisiration is complete.

Signature

Bobby Coach

“ COMPLETE REGISTRATION
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9. Clicking the Complete Registration button will bring the new coach to their account and access to the
team details if they were setup as a team admin.

TESTING SITE

Bobby Coach Team Management

£ 3 Home

cT
Profile -
Team Management ~ lowa na-n/a
Select a team to manage
Anytown Claybusters #
Range
Team Banner Shooting Range
Athletes Indianola, 1A
Contact:
Coaches Phone:
@  suwport Emalt
B togout
Statistics
Coaches Athletes
Background Checks Done 0 Forms Received 1
Forms Received 2 Payment Received 0
Payments Received 0 Males 0
Females 1

New coaches can self-complete their annual volunteer consent form at this point by going to the
registration tab in their profile page and clicking the green Send Registration Email to receive the
DocuSign form. Another team admin may also initiate this process as outlined below if necessary.

SSSF = R
Jane Coach
A tome Jane Coach
L roe g Manage your shooting profile and account details below.
88 Team Management -~ SHGFiLE S [ -
m
Crimson Clays Demo10 ¥ Currently Not Registered f¢

To complete registration, please click the link be sign thi

gistration form.

Team —— SEND SGTP REGISTRATION EMAIL
Athletes
Fee Payments
condies To pay for fees, select opt low an Pay
@  swpot
Chec TP Fee
B s

SASP Fee: $35.00
Check to select SASP Fee

ATA Fee: $12.00

Check 1o select ATA Fee

¥ NSSA Fee: $40.00
\

Check to select NSSA Fee

NSCA Fee: $40.00
Check to select NSCA Fee

o o o o O
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10. Once the new coach has completed their account, other team admins will see the account has been
populated and the annual volunteer consent form can be sent via DocuSign by clicking the link in the red
box if the coach has not already self-administered the form.

TESTING SITE

Background Date
Not Completed
Not Completed

Not Completed

sCTPi

Not re

Not re

Joe Goach Positions -Anytown Claybusters(SCTP)

A ome 0 Name Roe

2 Puofie 16335 Joe Coach | Team Admin Head Coach

o Team Management N 16336 Jane Coach Assistant Coach
16340 Bobby Coach Assistant Coach

Setect s team to manige

Anytown Claybusters -

Team

Fees

Athletes.

Coaches

Shoots

Leagues

Virtual Series
Conference
@  sweort

B togout

SCTP Form: SCTP Payment:
Not Received Not Receiv
Background Check Date:

Created: Updated:

08/18/2021 08/18/2021
re

GRANT ADMIN ACCESS

CONTACT INFORMATION

First name Lastname

Bobby Coach

Position Type
Assistant Coach -

Email

Street Address
123 Anywhere Dr

city
Anywhere Select State ~ 55555
Gender snirt size
Male ~_ Ethnicity - XL b
Birthday
~ 16 ~ 1978 -

11. Click the link in the red box and verify the email address is correct. If so, click the green button to

Send Signature Request, otherwise edit the email address.

Volunteer Consent
All volunteers MUST complete and sign an annual consent and waiver form. Please

verify the volunteer's email below

Volunteer email
sssftestacct@gmail.com

(R  SEND SIGNATURE REQUEST
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12. Once the request has been sent, the red box will turn yellow and will verify where the request for
signature has been sent. You can resend the form by clicking the link in the yellow box.

3

Positions -Anytown Claybusters(SCTP)

D

16335

16336

16340

Name

Joe Coach | Team Admin
Jane Coach

Bobby Coach

Role

Assistant Coach

Assistant Coach

Head Coach

<

Bobby Coach - #16340

A request for signature was sent to sssftestacct@gmail.com on
08/18/2021 but we have not received a signed copy back yet. You
can resend the form by clicking here

SCTP Form:
Background Date scTPi Not Received

SCTP Payment:
Not Received

Background Check Date:

Not re

Notre U

Created:

Not Completed Notre GRANT ADMIN ACCESS

Updated:
08/18/2021

CONTACT INFORMATION

Firstn

ame Last name

Bobby Coach

Posiic

on Type

Assistant Coach -

Emal

sssftestacct@gmail.com

ywhere Dr

Cit

Anywhere Select State

~ 55555

5555555555

5555555555

Male

Ethnicity > XL -

Birthday

~ 16 ~ 1978 -

13. The coach should now check their email and should find a new message from SSSF Registration with
a subject about DocuSigning their volunteer form.

= M Gmail

F

PVex*xO

Meet
L]
B

Compose

Inbox
starred
Snoozed
Sent
Drafts

More

New meeting

Join a meeting

Q,  search mail
o- c
[ Primary

% Social

SSSF Registration v.

® Promotions

Please DocuSign Your Volunteer Form for Joe Coach - SCTP -

it

SSSF Registration sent you a document to review and sign. REVIE
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14. Click Review Document to begin

or

= M Gmail Q  search mall =
koo o o6 & 0 ¢ B
I- Compose
e Please DocuSign Your Volunteer Form for Joe Coach - SCTP inoox x
%, Stanen SSSF Registration via ign <dse N net> -
@ snoozed tome ~
> Sent
B Dafs DocuSign
s More
Meet

B New meeting

B Joinameeting

Hangouts SSSF Regisiration sent you a document to review and sign

e SSSF Test - +
REVIEW DOCUMENT

SSSF Registration

info@sssfonline.com

PRIVATE MESSAGE

Your signature is needed to complete volunteer registration on your local youth

No recent chats
Start a new one shooting sports team

Please Review Document and DocuSign to complete.

15. Agree to electronic records and signatures

» Please read the El ic Record and i
[l ! agree to use electronic records and signatures.

OTHER ACTIONS v
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16. Click Continue

Please read the Electronic R

ecord ane
1:agres 10 Use Slectionic records and signatures.

17. Read the entire document then click the Sign button

OTHER ACT!

SSSF Form: #SCTP_POS Page36f3

START

SCTP Adutt Volunteer_2021-2022-Docusign.docx

DocuSign Envelope ID: D1184C26-0972-40C0-AD13-2CB127A39C3¢

If SSSF determines that an athlete’s
athletes and/or others in attendance, the ind
continued presence poses no such risk.

No volunteer will be considered until their registration is campleted. Your email address specified here will be our primary form of contact.
-

8/18/2021

Date Signed

olunteer’s continued presence at events poses a risk to the health or safety of the volunteers,
dual must submit a statement from his or her attending health care provider that his or her

8/18/2021 1:59 PM - Copyright © 2020 Scholastic Shooting Sports Foundation, Inc. All Rights Reserved.



18. Review name and signature then click Adopt and Sign

Adopt Your Signature

Gonfirm your name, inftials, and signature.
* Requirsd
Full Name™ Initials*

Joe Coach Jc

SELECT STYLE DRAW UPLOAD

PREVIEW Change Style

DocuSigned by:

X

2CTT2TDFEDT549F .

By selecting Adopt and Sign, | agree that the signature and initials will be the electroriic representation of my signature and inftials for all purposes when | for
my agent) use them cn documents. including legally binding contracts - just the same &s a pen-and-paper signature or initial.

ADOPT AND SIGN CANCEL

19. Click Finish

Done! Select Finish to send the completed document. m OTHER ACTIONS ~
L

SSSF Form: #5CTP_POS Pagedof3

SCTP Adult Volunteer_2021-2022-Dacusign.docx 3of4

DocuSign Envelope ID: D1194C26-0972-40C0-AD13-2CB 127A39C39

If SSSF determines that an athlete’s or volunteer pr 1t arisk to the health or safety of the volunteers,
athletes and/or others in attendance, the individual must submit a statement from his or her attending health care provider that his or her
continued presence poses ne such risk.

| Fequied - Signature Applied| 1y . s completed. Your email address specified here wil e our primary form of contact.

p—— 8/18/2021
s/

ignature of Volunteer Date Signed
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20. Click Continue and close the browser

You're Done Signing

A copy of this document will be sent to your email address when compietad
by all signers. You can also download or print using the icons above.

21. Coaches will receive a copy of their signed form as an email
Ly

= M Gmail Q  search mail Erd ® &
- B 0 ® - 0 € B ® -loft < > gme
- compose
O Primary a4 Social @  Promotions
& Inbox 1 _
* Stared B SSSFRegistration v. ign Your Volunteer Form for Joe Coach - SCTP - Your document has been completed VIEW COMPLETED DOCUMENT SSSF Registration info@sssfonline.com All .. 12:33PM
© snoozed [ SCTP Adult Vol...
= sent
B Drafts
~ More
Meet

B New meeting

22. Once signing is complete, other team admins will see the date reflected in the team account

o—

SCTP Form: SCTP Payment:
08/18/2021 Not Received

Background Check Date:
Updated:

Created:
Positions -Anytown Claybusters(SCTP) i e el el

D Name Role Background Date JUSRRRN  GRANT ADMIN ACCESS

16335 Joe Coach  Team Admin Head Coach Not Completed Notr¢
CONTACT INFORMATION

16336 Jane Coach Assistant Coach Not Completed Not r¢
First name Last name

16340 Bobby Coach Assistant Coach Not Completed Notre Bobby Coach

Position Type
Assistant Coach -

Email
sssftestacct@gmail.com

Street Address
123 Anywhere Dr

City
Anywhere Select State ~ 55555

5555555555 5555555555

Gender Shirt Size
Male - Ethnicity ~ XL -

Birthday
2 ~ 16 ~ 1978 -
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23. Admin priveleges to the team account can also be granted or revoked at this point by other team
admins.

If you have any geustions please contact support@sssfonline.com or your national program staff
member for futher assistance.
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