
Active Sports Events (ASE) Portal 
Event Registration User Guide 

Apart from managing your own personal account and organization membership, you can register for events 
(competitions, workshops, classes, etc.) through the ASE Portal.  

Pre-Registration Preparation 
You are required to complete the following before you register for an event: 

1. Register an individual account for all participants 

2. Register an organization account (if event requires registration via an organization) 

3. Profile updated for all event participants and organization  

Link to ASE Portal:  https://aseactivesports.com/portal  

Download the Individual & Organization Account User Guide:  
https://aseactivesports.com/events/registration  

Access Event Dashboard 
To register for the event, you must access the Event Dashboard. To access the Event Dashboard, you can 
access via your Individual or Organization Account Dashboard.  

From Individual Dashboard 

On your Individual Dashboard, scroll down to the UPCOMING EVENTS accordion section.  
Click on  icon to expand the accordion section. Click on the [Event Name] link. 

 

From Organization Dashboard 
On your Organization Dashboard, scroll down to the   -   Upcoming events accordion section.  
Click on   -   icon to expand the accordion section. Click on the [Event Name] link; OR 

 

 



Access Event Dashboard …continued 

From Organization Dashboard …continued 

On your Organization Dashboard, click on the  Events  tab.  

 

On the Events page, click on the [Event Name] link. 

 

 



Event Dashboard 

 

Event Navigation Menu 

 Your event registration information at a glance 

 Your event admin settings (contact person, billing information) 

 Register for the event here! 

 Your registration details – participants & staff, rosters, results, waivers, etc. 

 Your financials for the event – invoices, receipts, payments, statements, etc. 
 



Registration Step 1: Event Admin 

As the event administrator (the person responsible for event registration for the event), you are required to 
appoint the contact person(s) to receive information regarding the event. You will also have the option to 
change your organization billing information specifically for the event, if necessary. 

From the Event Dashboard, click on  Event Admin  tab.  

 

Appoint Contact Person 

All mass communications regarding the event will be sent to the appointed contact person(s). You can 
appoint up to 2 contact persons. 

On the Event Admin page, scroll down to   -   Event contact and billing accordion section.  
Click on   -   icon to expand the accordion section. 

Under Add primary contact section, click on the drop-down list to select the primary contact from the 
organization’s members. Once selected, click on   Add contact   button. 

 

When the primary contact person is added, it will appear in the table. You can edit or delete the contact 
information by clicking on the pencil (edit) or trashbin  (delete) icon. To add a second contact person, 
repeat the process by clicking on the drop-down list under Add additional contact section.  

 



Registration Step 1: Event Admin …continued 

Change Billing Information 

By default, the information in the organization account will be the billing information used in issued invoices 
and receipts. You can change the billing information specifically for the event. Changes here do not update 
the main organization account information. 

On the Event Admin page, scroll down to   -   Event contact and billing accordion section.  
Click on   -   icon to expand the accordion section. 

Under Billing information, edit your organization billing information. Click on   Save Event Admin   button 
to save the changes. 

 

Registration Step 2: Register for Event 
From the Event Dashboard, click on  Register  tab.  

 

 



Registration Step 2: Register for Event …continued 

Step 1: Team Information 

Fill in your Team Name and edit Organization Represented (default value: Organization) if needed. If you 
are registering the team under another organization, please select the organization from the Organization 
dropdown list. 

Please indicate in Pronunciation if your team name has a unique pronunciation. If you would like your team 
to be tagged on social media, please include the information under Social Media. You may also upload a 
team picture. You can edit these information after registration before team registration ends. 

 

Click on   Continue to team roster →   button to go to step 2 to add participants to the team roster. 

 



Registration Step 2: Register for Event …continued 

Step 2: Team Roster 

Add athletes, substitutes, coach(es) and entourage members to your team roster. 

Scroll down to Add team members section. Your organization members are all listed in the table.  

Pro Tip: You can use the search bar to search for athletes using their account ID, first name, or last name. 
You can sort the members in alphabetical or chronological order by clicking on the arrow icon  beside the 
table headers. 

 

Add single member to roster: Click on the   Add to team roster  button against the member name. 

Add multiple members to roster: Click on the checkbox  against the members’ name and click on  
  Add selected to roster  button. 

Edit position: You can edit the member’s position before adding to the team roster, or you can edit under 
the team roster table after adding them to the team roster. 

 



Registration Step 2: Register for Event …continued 

Step 2: Team Roster …continued 

Once you have added the members in the roster, it will be reflected in the team roster table above the Add 
team members section. Click on   Continue to select division →   button to go to step 3. 

Edit position: You can edit the member’s position by clicking on the position dropdown list against the 
member’s name. 

Remove member from roster: To remove the member from the team roster, click on the trashbin  
(delete) icon against the member’s name.  

 



Registration Step 2: Register for Event …continued 

Step 3: Division 

Select the division(s) you want your team to participate in. 

 

Scroll down to Select division* section. Click on the dropdown list to select the division the team is 
participating in. You can filter the list or search divisions using the filter bar at the top.  

 

Once you have selected your division, the estimated competition fees for the athletes/substitutes will be 
reflected at the bottom of the page. If your team is not doing team crossover, click on  
  Continue to select team summary →   button to go to step 4 to view your team roster summary. 

 



Registration Step 2: Register for Event …continued 

Step 3: Division …continued 

Team Crossover: If your team is doing a team crossover (one team – one routine in multiple divisions 
across different age division, perform one time), click on the toggle button  under the Team 
crossover: perform one routine in additional divisions section. 

 

Select your crossover division in the Select crossover division 1 dropdown list. You can select more than 1 
crossover division. Additional crossover division dropdown list will appear when you have selected your 
crossover division. 

 

Once you have selected your team crossover division(s), the estimated competition fees for the 
athletes/substitutes will be reflected at the bottom of the page.  
Click on   Continue to select team summary →   button to go to step 4 to view your team roster summary. 



Registration Step 2: Register for Event …continued 

Step 4: Team Summary 

Check your team information, division(s), and team roster and ensure that you have the correct information, 
division(s), athletes and/or substitutes, coach(es), and entourage member(s). 

Save as draft: You can save your registration as a draft by clicking on   Save as draft   button and exit the 
page if you need more time to confirm your registration details. You can come right back to it by clicking on 
the  Register  tab on the Event Dashboard. 

Add to cart: You can add the team to your cart by clicking on   Add to cart →   button to proceed to step 5 
of the registration.  

 

 

 

 



Registration Step 2: Register for Event …continued 

Step 5: Event cart 

On the Event cart page, you will be able to see the competition fees, including the entourage commuter 
package. To delete a team, click on the   Remove from cart   button corresponding to the team. 

  
If you have a discount code, you can type the discount code under the Discount code section and click on  
  Apply   button. The discount will be reflected immediately.  

 

 

 



Registration Step 2: Register for Event …continued 

Step 5: Event Cart …continued 

Add More Teams 

If you have more teams to register for the event, click on   Add more teams   button. Repeat the registration 
process from  Registration Step 2: Register for Event   

 

Submit Registration 
If you have no more teams to add to your registration, check all the boxers confirming your 
acknowledgement and agreement to the competition terms and conditions and click on  
  Register teams →   button to register your team for the event.  

 

 



Registration Step 3: Payment 
After you have registered the teams in your cart, you will be directed to the Payment page. The payment 
page will include the following sections: 

1. Payment Procedure 
Payment procedure steps summary 

2. Payment Summary 
Your invoice summary and invoice download 

3. (Instructions) Step 1: Make Payment 
Payment methods and information 

4. Step 2: Upload Proof of Payment 

5. (Instructions) Step 3: Payment Confirmation 

You can exit the Payment page by clicking on   Back to event hub   button which takes you back to the 
Event Dashboard. To access the Payment page, from the Event Dashboard, click on  Finance  tab. Click 
on   Make payment   button. 

 

 

 

 



Registration Step 3: Payment …continued 

Invoice 

To view/download your invoice, on the Payment page, scroll down to the Payment summary section and 
click on   View invoice   button.  

 

You can also access your invoice from the Event Dashboard, click on  Finance  tab. Click on the invoice 
number. 

 

 

 



Registration Step 3: Payment …continued 

Invoice …continued 

To download the invoice, click on    Download PDF   button.  

 

If there are any discrepancies with the invoice, please contact the competition office via email. 

Submit Proof of Payment 

After payment is made (refer to Step 1: Make Payment section on the Payment page), submit your proof 
of payment on the Step 2: Upload Proof of Payment section on the Payment page. 

 

 



Registration Step 4: Waiver Submission 
After the team registration has been submitted, each registered person will receive a link in their 
contact/parent email to submit the waiver. 

Click on the link to submit your waiver. 

 

Fill in the waiver form. For athletes age 11 and below, please have the legal parent/guardian fill in the waiver 
form. 

Event Administrators can access the waiver submission status from the Event Dashboard, clicking on  
 Roster  tab –  Waiver  tab. 

 

Event Administrators may also fill in the waiver forms on behalf of the athletes and/or athlete’s 
parent/guardian by clicking on the Open participant waiver form  link on the Waivers page 

 



Registration Step 4: Waiver Submission …continued 

On the Participant Waiver Form page, click on  Help a participant  button. Key in the participant account ID 
and click on  Load waiver  button. Fill in the waiver form.  

 


