
PILOT PROGRAM 
TRAINING:

Google Registration
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Registration Process Overview:

The Pilot Program will utilize Google Sheets
● Google sheets is like excel, but it is a “live” document where changes are 

updated instantly
● All event registration forms will be in one document:

○ Volunteer Registration, Athlete Registration and all Sport forms
○ Housing forms will also be included for appropriate overnight events
○ Tabs for each “form”

● Timeline: Western - Central/Eastern
○ Submit their LOI using the current LoI date for your event (March 28/April 4)
○ Final Allocations will be sent the following day (March 29/April 5)
○ Pilot Programs will submit their online Vsys roster the MONDAY after they receive FINAL 

ALLOCATIONS. (April 1/April 8) IMPORTANT: Vsys roster is what will populate your county 
registration document.

○ SOPA will send Google Registration Link the following day (April 2/April 9)
○ Google Registration will be due the Thursday after it would originally be due (April 11/April 18)
○ SOPA will send out Feedback Form (April 12/April 19)
○ Scratch & Activation Deadline: (April 22/April 29) by 5 PM
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Benefits to Using this Process:

● Links directly to Vsys:
○ Accurate names/records
○ Help identify gaps with coach or athlete requirements earlier (out of date trainings/medicals)

● Ease of completion & submission of paperwork
○ Paperwork is all in ONE document
○ Information is linked from one page to another
○ One link can be sent to all coaches
○ Multiple people can work in the document at the same time - if people have questions they can 

work on it together
○ Updates/changes can be made in REAL time

● Reduces possibility of error:
○ Consistent formatting
○ Events are pre-populated….drop down menus
○ Athlete and Coach contact into pulled directly from Vsys
○ Summary pages to review accuracy
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Registration through Google Sheets

CHECK IT OUT!

https://docs.google.com/spreadsheets/d/1YaFQ0h_SzrXBjHxSMtPYaAAA3Acla5vEPhc9-kFkIcM/edit?usp=sharing


Instructions Page

● The Instruction Page will walk 

through how to complete each 

tab on the google sheet.

● Make sure your program name is 

in YELLOW at the top.
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Coaches Tab:
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● This tab should have all of your volunteers that you entered in Vsys
● Use the drop down box  or type into the GREEN tab to enter information. 
● Gray Tabs = Review, Green tabs = Required to complete, White Tabs = Optional (1:1 athlete, 

Alternate status or Updates)
● Red Cell = Out of date coaching requirement, must be rectified to participate
● If there is missing - incorrect information in the gray, enter updated information in Updates to Coach 

Information
● Once information is entered into the coaches tab, it auto-populates into the rest of the document. 



Athletes Tab:
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● This tab should have all of your athletes or unified partners that you entered in Vsys
● Use the drop down box  or type into the GREEN tab to enter information. 
● Gray Tabs = Review, Green tabs = Required, White Tabs = Optional (Alternate status or Updates)
● Red Cell = Out of date medical, must be rectified to participate
● If there is missing - incorrect information in the gray, enter updated information in Updates to Athlete 

Information
● Once information is entered into the athlete tab, it auto-populates into the rest of the document. 



Sport Tab: 
Tennis
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● Coach/Athlete information 
will auto-populate into this 
form. 

● Review Accuracy in Gray tabs
● Select rating using drop down 

menu
● If athlete is playing doubles, 

identify doubles partner
● If athlete is missing or 

incorrect, go back to 
ATHLETE tab to review 
selections



Sport Tab:
Golf 
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● Coach/Athlete information will auto-populate into this form. 
● Review Accuracy of Gray Tabs
● Skills: Enter Skills Score
● Level 2/4: Enter Course Score/Par
● If athlete is missing or incorrect, go back to ATHLETE tab to review selections



Skills Tab:
Basketball, Softball, Tennis
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● Coach/Athlete information will 
auto-populate into this form. 

● Review Accuracy in gray tabs
● Type scores into GREEN cells
● Total will auto calculate
● For Tennis: Indicate desire to 

compete in short court.
● If athlete is missing or 

incorrect, go back to ATHLETE 
tab to review selections



Sport with Relays: 
Athletics/Swimming
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● Coach/Athlete information will auto-populate into this form.
● Review accuracy in gray tabs
● Type into GREEN cells or use drop down arrows select events.
● Times must go to the hundredths place and be entered using decimals: MM.SS.00
● Enter personal best times where possible
● If athlete is missing or incorrect, go back to ATHLETE tab to review selections



Sport with Relays: 
Athletics/Swimming
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● Select athletes for team using drop down tabs from athletics athletes
● Enter Team Name Using County Name First
● Select event using the drop down menu
● Times must go to the hundredths place and be entered using decimals: MM.SS.00
● If athlete is missing or incorrect, go back to ATHLETE tab to review selections



Team Tab: 
Basketball or Softball
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● Coach/Athlete information will 
auto-populate into this form. 

● Review accuracy in gray tabs
● Type in team name putting the 

county/program name FIRST 
● Enter the Skill Scores
● Total will auto calculate
● Update Summer Games Interest 

using drop down arrows to enter 
event information.

● If athlete is missing or incorrect, 
go back to ATHLETE tab to 
review selections



Team Summary
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● This is a REVIEW ONLY page….it should reflect all the information you entered for your teams
● If something is missing or incorrect, you need to go back to the Team Page to update.



Summary Tab
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● This page will let you review/cross check number of athletes, coaches, and volunteers attending 
the event.

● The Total - Alt should match your final allocation numbers.



Pilot Feedback
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We are excited about this process, and it is our hope that 
it will make the registration process easier for your 
program. We do want to gather your feedback and will 
be sending out a survey to collect any ideas or 
suggestions that you have as a result of participating in 
this pilot.

We will send out a Feedback form to all participating 
programs on Friday, April 12th or 19th depending on 
your location.



QUESTIONS?
CONTACT YOUR COMPETITION DIRECTOR:

EAST - Gina Reid: greid@specialolympicspa.org 
WEST - Mike Ermer: mermer@specialolympicspa.org 

CENTRAL - Teresa Amaturo: tamaturo@specialolympicspa.org
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