
Synchronized Skating Team Renewal / Registration Instructions 

You can begin the renewal/registration process by logging into your personal Member’s Only 
website at https://www.usfsaonline.org/ . Please be sure to follow the instructions below: 
 
Renewing a Team 
-Once you have logged into your Members Only profile, select “Teams” from the three-lined 
menu button in the left. 

-If “Teams” is locked and you would like to renew a team, please email 
memberservices@usfigureskating.org and they will be able to add you as a Team 
Manager or Coach and you will then be able to proceed 

-Select “Manage Team” for the team which you would like to renew 
-Select “Start Renewal Process” 
-Edit Team Profile- name, level, website, training rink and add Team Coaches, Team Managers, 
and Team Service Personnel 

- Coaches and Team Managers will be the main contacts for each team.  They will be 
receiving the communication from U.S. Figure Skating headquarters regarding 
registration for the Qualifying Season, any important information regarding rules, 
etc.  The Team Service Personnel role is for compliant individuals who will attend 
competitions with the team and receive a credential. 

-Build your Team’s main roster (recommended during renewal process) 
- If you had a team that was current during the last season, your roster will automatically 
pull over from the previous season.  

-Select “Finalize Membership Renewal” 
-Complete billing information and payment information 
-Submit 
-Print/save invoice for your records 
  
Adding a New Team 
- Once you have logged into your Members Only profile, select “Teams” from the hamburger 
menu on the left and add team is there.  
-Select “Synchronized Skating Team” 
-Create your team’s profile 
-Select “Add New Team”- name, level, website, training rink and add Team 
Coaches/Managers/Service Personnel 

- Coaches and Team Managers will be the main contacts for each team.  They will be 
receiving the communication from U.S. Figure Skating headquarters regarding 
registration for the Qualifying Season, any important information regarding rules, 
etc.  The Team Service Personnel role is for compliant individuals who will attend 
competitions with the team and receive a credential. 

-If the system has found a team with a similar name, it will appear on the next screen.  
-If the team you were trying to add does exist in our system, and you would like to renew that 
team, select “Renew Team” next to that team and the renewal process outlined above will apply.  
-If the team you were trying to add is not one of the teams listed on this screen, select “Create 
New Team Anyway”.  
-Complete billing information and payment information 
-Submit 
-Print/save invoice for your records 
               -Note: your new Team Number is listed as Member # at the top of the invoice 
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Additional Information 
- ALL skaters must complete the waivers and medical registry in order to be added to any 

competition roster  
o If a skater does not complete these items, the team (if the minimum number of 

skaters have not completed their requirements) will be affected when they go to 
register for a nonqualifying or qualifying competition. 

o We highly recommend you asking your skater’s and skater’s families to complete this 
before the competition season arrives.  Once the skater has done this, they will only 
have to do this once per season.  

o Please send this link out to your families with instructions on how to complete the 
waivers and medical registry: 
https://www.usfigureskating.org/sites/default/files/media-
files/Team%20Skater%20Waiver%20How-To.pdf  

▪ You can also use this link to directly take you to the waiver landing page on 
your profile once you log in: 
https://www.usfsaonline.org/Event/CompetitionProfileOverview  

- Age verification: any team level identified below will have to submit proof of age for skaters 
that have not gone through the age verification process before: 

o Juvenile, intermediate, novice, junior, and senior teams are required to send in birth 
certificate, license, passport, etc. to memberservices@usfigureskating.org prior to any 
skater on these levels being added to a competition roster.  

▪ These should be done at once by each team for all skaters that need to have 
their age verified; please do not have separate families send documents to 
member services 

• Please list out team name and level when sending in the documents  
▪ Documents should be in alphabetical order and only the documents of the 

skaters that need age verification 
o Once the skater has provided this information and the age has been verified, the 

skater will not have to do this again. 
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