CORI Submitter - How to Complete Required Functions/Run Reports
Classic View
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Logging into Affinity’s ShareView System

1. Go to the Mass Youth Soccer website and under the Red Administration tab click on the
Adult/CORI Registration Tab.

2. On that webpage you will see, “If you are Already Registered with Mass Youth Soccer please
use the: Mass Youth Soccer ShareView Login Portal”, click on the ShareView Login Portal
and log into ShareView (Bookmark this page).

3. Be sure that you are in the current season (Fall 2018 — Spring 2019) when performing any
functions.

Change Login

Fall 2017- Spring 2018 € ==

Verifying if an adult has completed their Adult/CORI Registration

Below explains how to search for all your registered members; those who have completed their
Mass Youth Soccer Association Adult/CORI Registration.

1. Select Player/Admins (on the left side in blue)
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http://ma-adultinfo.affinitysoccer.com/reg/index.asp

2. Select Admin Lookup

3. Press the small Reset button on the top center of the Administrator Lookup page. This way
you will have all fields clear and are ready to start a search

4. Select Club (your organization’s name)

5. Select Program (your organization’s name)

6. Click Search — (All adults listed in the lower section of the screen are registered)

Your search will now show all adult registrations for your organization in the lower section of
the screen. You also, now see, the adult’s Risk Status and Risk Expire date.

s mm
+ Admin Lookup | | | | | | |

+ Referee Lookup

Home Phone

Admin Name ¥ League Num of Teams  Admin ID

+ Parent Lookup ﬁ Administratar - Mass Yauth Soccer ﬁ Appraves 20y 2020

Click on the first adult and it will bring up their information on the Administrator Info tab. In
the lower third of the Administrator Info tab page you will find the adults CORI/Risk Status
and their CORI/Risk Expire Date. To expedite through your adult members, you can use the >>
arrows located at the top right of the information page (see below).

BN R

——— Y
Fall 2016 - Spring 2017 v ||| Edit Administrator 1 of3 Next Admin == c

= 0 8 g =

Administrator Info | pdditional Info | Applications | Disciplinary | Children | Events

Program Legal First Name®  Middle / Initial  Legal Last Name™  Suffix

How to cancel applications to your organization

1. Once in the adult’s registration account, click on the Application tab.
2. Follow the registration line that has your organization’s name for the Fall 2018 — Spring 2019

year and click on cancel.

f=sz20 in AFFINITY
Message Canter | SignOut CPORTS

Change Login

Fall 2017- Spring 2018 ¥ ||| Edit Administrator

0 ID Number:
& | ———— |

Administrator info | Additional Info

Existing Applications

¥our Organization] Fai 2017- Spring 2018 AdURL Registration 6/1/2017 6/1/2017  Pending [RUECIILEENE Create Order

+ Player Lookup AL Fall 2016 - Spring 2017 Adult Registration 9/23/2016 9/23/2016 Pending [N A2 ] Creste Order | Edit | | Cancel

+ Admin Lookup AD  Fall 2015 - Spring 2016 Adult Registration 3/25/2016 3/26/2016 @ View ELA Log [[=ertCRsrry

+ Referee Lookup AD  Fall 2015 - Spring 2016 Adult Registration 8/20/2015 8/20/2015 Pending NGL LA ] Create Order | Edit | | Cancel

+ Parent Lockup AD  Fall 2015 - Spring 2016 Adult/CORI Registration 8/1%/2015 8/19/2015 Pending NG LA ] Create Order | Edit | | Cancel

+ Family Lookup _":_::i l'r':'l‘i AD Fall 2015 - Spring 2016 Adult Registration 8/10/2015 8/10/2015  Pending [ IENAR] Create Order | Edit | | Cancel
Registratio | =0 | fAnce |

o Bdd Plauari i B rmin
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Photo Verification - All photos must be pass card quality, if not please delete it and email the
adult informing them that they must upload a new photo.

1. Clear
2. Head shot
3. Of just themselves

Deleting Photos — A new photo cannot be uploaded until you delete the old one.

1. Click on the photo
2. Click Delete

Searching for missing photos - Missing Pictures filter

1. Click on Player/Admins
2. Click on Admin Lookup
3. Click on the drop-down arrow in the Search By filter
4. Click on Missing Pictures

‘Change Login Clubs & Teams Administration Tournament & Gaming My Account

v

1112016 - Spring 2017 v

Administrator Lookup Page Size:[ 500 ¥ Reset Report:| —Cheose Repan— =]
Select Club Select Play Type Select Admin Type Status Filter By
Clubs v All Play Types v All Team Admins v No Application Status v
Select Program, Select AgeGroup Select Certification Risk Filter By
Programs v Select Age Group v All Certifications v No Risk Filter v
Team
- Disciplinary Filter By Application Date: Season
Players / Admins Q No Disciplinary v = Selected Season ¥
 Player Lookup Disciplinary Status To Search By Search For:
All v ] Missing Pictures v Search
+ Admin Lookup ¢ oot FreiNams ]

+ Referee Lookup | Admin 1D

b
Admin Name ¥ = Drivers License .

+ Parent Lookup =
+ Family Lookup

+ Add Player/Admin

+ Payment Management

+ Order Move

CORI Verification Check box- Acknowledgment Form

1D Cards
Email Selected Admins

You are required to verify the information on your adult members CORI Acknowledgement
form using a government ID. If all information below is correct, you are required to check the
CORI Verification box under that adult’s photo.

1. Full Legal Name (First and Last — No shortened versions or nick names, i.e. Coach Jim or
shorten versions of names like Tom or Kim when it should be Thomas or Kimberly)

2. Date of Birth

3. Home Address

4. Driver’s license number and expiration date

i.  Please notify the CORI Administrator at the State Office of any corrections regarding
the adult’s legal name and date of birth, as a new CORI request will need to be
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processed using the corrected name and date of birth. Once corrected in the adult’s
registration account check the CORI Verified box.

ii.  Foraddress and driver’s license number corrections email the adult and ask them to
update their account.

1. The Commonwealth of Massachusetts requires the individual’s full legal
name (first and last). The driver’s license information should match that of
the Adult Registration information (If the name on the driver’s license is the
shortened version, | will submit their CORI to the Commonwealth that way).

After this, for all future CORI checks on this adult, verification will no longer be needed for as
long as this adult is a member of your organization (the CORI Verification box will remain
checked).

The adult members can print the CORI Acknowledgement form at any time by using the
instructions below:

1. Log into your adult registration and click on the - Print Documents — hyperlink under your
picture. Then you will see the information below; follow the CORI Submission Request
line to Receipt & Formes, click on it and then print your CORI Acknowledgement Form to
bring to your local CORI Submitter.

Family Members: . . . .
Click a'family member's portrait to view their information

- Update Photo -
- Print Documents - @
- View Payments -
——

Fall 2018 — Spring 2019  Adult/CORI Registration Admin Receipt & Forms

The date on the form will be the date the adult printed the document, not the date they
submitted their CORI for review.

Printing Credentials
1. Loginto ShareView

2. Click on “ID Cards” on the left-hand side of the page
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Select State (Massachusetts Youth Soccer)
Select Club (your organization’s name)

Select Program (your organization’s name)
Click on Card Type and choose Administrator
Click on the Search Button

Click on Print Admin Credentials

O NOUL AW

Change Login Clubs & Teams Administration Tournament & Gaming My Account

¥ || ID Cards / Print Cards / Create New Cards Page Size: [250 ¥ Reset

Select Play Type Application Status  Accepted Search By
h' Massachusetts Youth Soccer v All Play Levels v All Status YA v Last, First Name v
Select Gender Paid Search For:
I B All Genders v All v
Select Program Select Age Group Card Type: Print Status: Search
| - | All Age Groups M Administratc v | All M ¢
Players | Admins
Unlock Selected Print ID Card PDF Print Admin Credentials Send To Association

¥ ID Cards a

+ Print Cards

Max 500 cards can be printed in one batch

(1-16) of 16

Create New Cards

Association Jobs

You may see an R with a red circle around it to the left of some of your members. This means a
Credential will not print for them. A Credential will not print for the adult if:

1. There is not a picture attached to their registration
2. If they are in a Risk Status of:
a. CORI Resubmit: The adult has submitted a new CORI request; | have not
processed it yet. No action needed.
b. Expired: Adult must resubmit a CORI request ASAP
In Process: No action needed
d. Pending: If longer than 5 days contact Mass Youth Soccer CORI Administrator.
i. Do not pay attention to the Pending under the Applications
tab, only to the adult’s Risk Status.
None: Verify if the adult has requested a CORI, if not they must do so ASAP.
Suspended: Not Approved
g. Under Review: Not Approved

o

]

Unable to Print Credentials - PDF Pop-Up Blocker in Chrome, see below. For all Pop-up
Blocker information refer to the Pop-Up Blockers PDF located on the Adult Credentials webpage.

The Credentials download as pop-up PDF’s. Most computers are sent up not to allow popups,
so you would need to adjust your settings to allow pop-ups. Copied below is some information
for you to review. You can find this by looking at the top right hand side of your Chrome web
page it appears as three bars.

Block or allow pop-ups in Chrome - Computer

Turn pop-ups on or off
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https://usys-assets.ae-admin.com/assets/968/15/Pop%20Up%20Blockers.pdf
http://www.mayouthsoccer.org/programs/adultcredentials/
https://support.google.com/chrome/bin/answer.py?hl=en&answer=95472&co=GENIE.Platform=Desktop

On your computer, open Chrome.

At the top right, click More *
Click Settings
At the bottom, click Show advanced settings
Under Privacy click Content settings
Under Pop-ups select an option:
a) Do not allow any site to show pop-ups (recommended)
(1) Click on “Manage Exceptions” and add sportsaffinity.com

SN A

Pop-ups
Allow all sites to show pop-ups
®) Do not allow any site to show pop-ups (recommended)

Manage exceptions...

Reports

Running the Team Admin Detail with All Fields report and saving that information in an excel
file (list of your organization’s affiliated members).

1. Select Player/Admins (on the left side in blue)

Select Admin Lookup

3. Press the small Reset button on the top center of the Administrator Lookup page. This way

you will have all fields clear and are ready to start a new search

4. Select Club (your organization’s name)

5. Select Program (your organization’s name)
a. Click Search — (All adults listed in the lower section of the screen are registered)
b. Go back to the top of the page and next to Reset is Report: Select Team Admin

Detail With All Fields

Click on the little printer button

Select download format — Excel

Click on Export

Save as (this report will have all your members information including their Risk

Status and Risk Expire Date)

N

o a0
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Fall 2016 - Spring 2017 M

Administrator Lookup

Clubs

Programs

Page Size: 500 ¥ @ leport:

e <

Team

~ Players /| Admins

+ Player Lookup

+ Admin Lookup ey

+ Referee Lookup

+ Parent Lookup

+ Family Lookup

Select Club Select Play Type Status Filter By

Massachusetts Youlh Soccer- OM376 v All Flay Types v No Application Status  »

Select Program Select AgeGroup Risk Filter By

Massachusetts Youth Soccer (Administi ¥ Select Age Group ¥ | | Appiication Forms {FOF) No Risk Filter v

Disciplinary Filter By Application Date: Season

Mo Disciplinary v e Selected Season ¥ 1vr

Disciplinary Status To Search By Search For:

All v | Last, First Name v Search
(1-15)0f 15

B Admin Name ¥

Running the Admin Count with Risk Status Report

# Teams Admin ID

Home Phone

You do not need to go into every one of your member’s registration accounts to find their Risk
Status. You can use the excel file that you created above, or you can also run the Admin Count
with Risk Status report. You can then download the report and it will give you that information.

1. Go to Reports on the left-hand side of the Affinity website

2. Choose the Count

s report and

a. Run it with your organization’s name in the Select a Club and again in the Select a
Program dropdown boxes.
Then choose the Admin Count with Risk Status Report.

c. Click on Generate Report

d. Next click on select a format and choose CSV Coma Delimited.

i.  This has merged cells, so it is best to Download/Export the counts report as a
CSV Coma Delimited.
ii.  Column Jis Risk Expire Date and has the merged cells.

Fall 2018 - Spring 2019 v

]
+ Reports
Registrations

Club Report ‘

Team Report
Financial Report
Counts Report
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1. Right Click

Choose Format Cells

2.
3. Choose Date
4.

Click ok and it will delete the time stamp

Counts Report

Selecta Club
All Leagues

Select a Program
All Clubs In The Selected League

Report Type
Player Count - Detail

| Generate Report




Running the CORI Verified Report - This report will let you know who you have CORI Verified by
checking the CORI Verified box.

Log into Affinity’s ShareView

Click on Reports located on the left-hand side of the webpage
Click on Additional Reports

Click on the CORI Verification Report

Select Report Type as CORI Verification Report

Select a State (Massachusetts Youth Soccer)

Select Club (your organization’s name)

Select a Program, (your organization’s name)

Click on the Generate Report button.

Fall 2018 - Spring 2019 v
| CORI Verification Report v
pull CORI information for admins.

All Districts v
Selecta Club
Hopkinton Youth Soccer - OM237 v
-

+ Reports

LN EWNRE

Additional Reports

™ m

Repistrations Generate Report |

Events

Billing Reports

Additional Reports
Running a search for recently registered members

You can run a report by Application Date; see attached screenshot (Run Reports by App Date).

1. Make sure that you do not have any filters set, do not set it to New Application Status, just
leave it as No Application Status.
2. Putin Dates you wish to search and click on search

Message Center | SignOut AR

Clubs & Teams Administration Toumament & Gaming My Account

Change Login
coriadmini - Massachusetts YoL v

—
Fall 2016 - Spring 2017 v
States Administrator Lookup Page Size: 520 v | | 7= | Report:|—Choos Rasot- s
Select Club Select Play Type Select Admin Type Status Filter By
Clubs All Clubs A All Play Types A All Team Admins r Mo Application Status
Select Program Select AgeGroup Select Certification Risk Filter By
Programs All Programs v Select Age Group + All Certifications v No Rigk Filter v
Team
Disciplinary Filter By Application Date: Season

+ Players | Admins Mo Disciplinary v M Selecled Season T
Flayer Lookup

l D y Status To Search By Search For:
. Al v | Last, First Name T Search
+  Admin Lookup

{1-3)of 3
B Admin Name ¥ League # Teams  Admin ID Home Phone
+ Parent Lockup Teomey, Francis M, IIT Winchester Soccer Cun 84773385116 {781) 720-8353

+ Referee Lookup
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Sending Emails through Affinity

In the Administrator Lookup function in ShareView you can email all selected Administrators.
Once you run a search, your results, or members within that search criteria show under the
functions window. You will see an envelope to the left that if clicked on checks all the boxes to
the left of your members. You can either keep all checked or you can check selected individuals
that you would like to email.

Fall 2016 - Spring 2017 v

Administrator Lookup Page Size: 500 ¥ Resst | panorti —Chosss Repon- vig
Select Club Select Play Type Select Admin Type Status Filter By
Clubs | ' | v All Play Types v All Team Admins v Mo Application Status 1
Select Program Select AgeGroup Select Certification Risk Filter By
Programs | | v Select Age Group v All Certifications : : >. Mone 1
- Disciplinary Filter By Application Date: Season
- Players /Admins Mo Disciplinary v M= Selected Season v
v Player Lookup DiTIc:ipIinary Status To Search By Search For:
Al v s Last, First Mame v Search
v Admin Lookup J =
+ Referee Lookup 1-110f1
+ Parent Lookup B Admin Name ¥ League # Teams Admin ID Home Phone
— e— — .

+  Family Lookup

+ Add Player/Admin ¢

Email Selected Admins

Once you check the individuals that you would like to email, click on Email Selected Admins at

the bottom of the page. This will bring you to the email function in ShareView where you can

choose from the macros on the left side of the page to place in the email. You will have to

manually cc yourself if you would like a copy of what you sent in your inbox, see below.

Fall ZUT0 - SPring 21/ v

Email Administrators

To complete your email please proceed by inputing

« From Email Address From Name™
. (If Any. emails must be separa = =
Team by : }. Ifthe CC email is not in Afinfty From Email Address
system, then the macros won't get
replac =
~ Players / Admins - Body (text) L
+ Player Lookup To the left of the email form is a list of macros. You Subject”

+ Admin Lookup

+ Referee Lookup
+ Parent Lookup

+ Family Lookup

+ Add Player/Admin

+ Payment Management

can insert these into the body of your email . place

macro you want to insert into the email body. The
system will add this information to your email

*You may not use any part of the word “fruncate”
or "script” in the email body. Please review your
message and substitute any words that contain
this word or sequence of letters for another word.

>

{FirstName}
{Middlelnitial}
{Lasthame}
{Suffid

your cursor in the body area and then click on the: wdmm Message

Attachment | g3 name with letters and numbers only and no space™

Body*

O

=M E e A

b
AV Default Font 7 |size T

« B w9 B LU

. Order Move {Aliasy
{Email
Dear {FustName} {LastName}.
1D Cards {Addresst) ¢ i !
{Address2}

Event Manager
Reports
Email Blast

Social Network

Tech Support Contact

e

{Cityy
{StateCode}
Qpnslalcme}
{HomePhone}
{WorkPhone]
{CellPhone)

{Season}
{LeagueMame}

{ClubMName}
=>;mmmm o
{TeamNumber)

{AgeCroup)
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Verifying emails sent through Affinity

Select Club on the left navigation

Select State as Mass Youth Soccer Assoc.
Select Club as your club.

Select the Messaging tab in the upper far right.
Select Route Request

. Select the Sent tab.

You can click on any of the messag

ok wNE

es and see who the recipients were.
3 Y

Message Cent

Change Login Clubs & Teams ini: tion nament & Gamil

Fall 2016 - Spring 2017 v

m Clubs | Find, Edit, Delete a Club %th Soccer

Club Config | Registrafion | Security ' VIP . Teams = Events = Background Checking | MeSSaging . Content

Templates | Roule Requests

~ Clubs

+ Create

¢ Sent(12) || unsent ()

L
Programs —
Msgs Template Recipient Name Status /[ Error Date
P 2 Admin Message Successful (1) 12/10 10:08
3 Admin Message Successful (1) 12/10 09:54
Players | Admins 7 Admin Message Successful (1) 5/4 06:24

+ Find / Edit / Delete

September 2, 2018

10



