
EVENT MANAGEMENT SYSTEM (EMS) - ADMINISTRATIVE RESOURCES

ON-SITE SALES

On-Site Sales can be used in conjunction with open sales before or during the competition. If there will be practice 
ice sales on site at your competition (E.G., Practice Ice Desk), use the On-Site Sales Function to process cash or 
credit card sales in EMS. On-Site Sales is automatically available to administrative users at your competition, during 
open sales.

Access Path: EMS > Competition Management

From the left navigation menu, click 
On-Site Sales.
Search for a skater to sell practice ice, 
using the bar at the top right of the 
practice ice On- Site Schedule page.

Use the left/right arrows or the 
calendar icon to select the date

Scroll down to the desired practice 
session. Double- click the session to 
view.
If the skater is registered in multiple 
events, use the Select Event dropdown 

Note: if the event is not allowed on 
the session, go to that session on the 
Schedule tab, and add to Allowed 
Events.
For combined OPI/UPI sessions, Locate 
the Type dropdown and select OPI or 
UPI

Click Add Session. To make changes, 
select a session and click Remove 
Session.
Note: You will notice in the grid, 
Confirmed Sessions are Blue once 
accepted. Pending sessions are 
highlighted in Red. Pending sessions 
remain in the cart for 15 minutes. 
Removing a session makes the credit 
available to use.
Click Checkout to check out with a 
credit card. The skater receives an 
invoice via email. Click Checkout With 
Cash to complete the transaction and 
collect payment outside the system. 
All paid sessions are available on the 
Skater and Coach Schedules.
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Note: Only sessions the skater is 
eligable for will be outlined in Black. 
Skater is not eligable for any Grayed 
out sessions.

Contact ProductSupport@usfigureskating.org with questions about using EMS. 1 | Page


