
TeamUnify - Registration Setup and Approval 
 

Fees Setup​
Page Setup​
View/Approve Registrations​
Archive Swimmers Not Registered 
 
 
Review and update the User Agreements before set-up 

●​ LLD Informed Consent and Liability Waiver 
●​ FSSL Team Participation Waiver 
●​ LLD Volunteer Policy 
●​ LLD Swimmer Code of Conduct 
●​ LLD Health Screening and Expectations 

 
Login to TeamUnify and select Team Tools > Registration Admin 
 

 
 
Under the Basic Setup tab, select the most recent registration to edit 
 

 
 
Update all required fields (red asterisk) 
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https://drive.google.com/open?id=1ND-gIBtL0EaPHAFtTXluhe2ZyslGeogUzY3XY9utXKA
https://drive.google.com/open?id=1fccmypXzvfWKE0_UmqZ_2PvyoMngzx7DI87PAWbfMN0
https://drive.google.com/open?id=11DCuOXWkcRinBb6uKmCP4mSQN3Hguwl2DQLPkcukXgk
https://drive.google.com/open?id=1VvJ9-co4D7MENrO3gTV1aQ_lrDmcTVrITpB1NwGieHU
https://docs.google.com/document/d/1GONasJuGyYUzrUSSXnfqIVbPevUiYmZqsmqLKJkmOwM/edit


 

 
 

Change the Date used to calculate 
Athlete's Age field to June 1st of the 
current swim year 

Change the Turn on for Registration 
dropdown to NO - Disabled 

 

Select Daily Summary for Email 
Notifications to Select Admins 

 

 
Review and update the user agreements on each tab 
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Select the Save Changes to a New Registration (Clone) button 
 

 

Fees Setup 
 
Select the Fees Setup tab 
 
Choose Select under the 
Registration Groups for 
Member to Select: section 
 
In the Select Registration 
Groups window, choose all 
Registration Groups and 
choose the Select button 
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Page Setup 
 
Select the Page Setup tab 
 
Update the information in the 
Account Setup Msg and 
Member Selection Msg tabs. 
Select the Save Changes button 

 
 
 
 
 
 
 
 
Once setup is complete, select 
the Registration Admin link 
 
Select the checkbox next to the current 
year’s registration title 
 
Select the Set as CURRENT button. The 
title will turn red and include an asterisk 
 

 

View/Approve Registrations 
 
Select the Manage button next to the current year’s registration title 
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Change the Approval Status: dropdown to Pending Approval and enter Age ranges if 
needed. NOTE: to filter for Pre-Team change the Reg. Group: dropdown to LLD Pre-Team 
 
Select the Search button 
 
Select the checkbox(s) for the 
swimmer(s) that you want to 
approve for that age group. Select 
the Approve & Assign Roster 
Group button 
 
Returning swimmers will have an [R] next to their name 
 
There are different settings for returning and new members: 
 

Returning Members New Members 

Change the Member Status: to Active 
Leave Billing Group as Keep Existing 
Setting 
Select the appropriate Roster Group 
Leave Location as Keep Existing Setting 
 

Change the Member Status: to Active 
Change the Billing Group to SL 
Select the appropriate Roster Group 
Leave Location as Unassigned 
Select YES for Build ID Card# 
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Change the email account info dropdown to YES to send registration approval to the family 
 
Select the Save Changes & Approve button 
 

 

Archive Swimmers Not Registered 
 
Select the Manage button next to the current year’s 
registration title 
 
 
 
 
 
Select the Not Registered tab 
 
 
 
 
 
Select the checkbox next to Change Member Status to select all 
of the previous season’s swimmers who did not register. Change 
the dropdown to Canceled/Hidden (this will remove them from the 
Members area but does not delete the account) 
 
Select the Save Changes for ALL Members listed NOW button 
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