Managing Athlete Registration (On Their
Behalf) - Caregiver who is a Volunteer

When to use this guide

e You are the Parent/Guardian/Circle of Care (Includes Case Manager and Facility
Coordinator) of multiple Athletes

e Your Athlete is under the age of 18, and not their own guardian

e Your Athlete does not have their own unique email address

e You are already a volunteer within the Special Olympics Pennsylvania portal.

What you will need
» Information about your Athlete’s medical condition(s), history, and current medications

Log into your Volunteer Online Portal account:
https://portals.specialolympics.org

1. On the home page of the Volunteer Zone, you will see a button that says
“Register a Special Olympics Participant.” Click on that button, and you will be
taken to the “Register Zone” where you can register your athlete.

2. Click “Manage My Participants”.

3. Click “Add New Athlete” to begin entering the contact information for the
athlete.

4. Once added, you will now see the athlete listed on the “My Participants” page.
5. Click the “Saved” link under the Health History column to begin completing the
Health History & Release Form.

6. You can access the Register Zone anytime you log into the Portal by clicking the
“Home"” button on the top menu to switch from the Volunteer Zone to the
Register Zone.

The next page will walk you through the steps of completing the Health History &
Release Form.
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1. Access "My Participants™:
e Login to your account. o _
Welcome to the Volunteer Zone, Delores Umbridge

e Click on the “"Register a Special Olympics
Participant” button to add the Register Zone to your
account. a| ——

e Click on "My Participants.”

2. Add the Athlete and Find the Health History Form: SR || et || e || R
e Click "Add New Athlete". &
» Enter the athlete's basic contact information. R el

e You'll see a "Health History" link for the athlete.
Click on it. éﬁm —

3. Complete the Health History & Release Form: 2 " 0
e Follow the on-screen prompts to answer the Health : s

History questions.

Haze Prefered Name dge  Profile Statun Mealth History

4. Sign and Submit the Release Form: v weper 3 e st v | [

e Choose to sign electronically via Adobe Sign i S BB :( / :
(recommended) or download, print, and sign
manually.

« |f signing electronically as a caregiver registering an
athlete, a box will appear asking you to enter the
email address where you want the e-form sent. You Reles: e & 1061 oo
can enter your own email or another person's email if
necessary.

My Checklist

ave a role listed below and you are nok seeing checklist items, please refresh your browser tof
checklist.

Source Status

Athlete & o

5. Review and Potential Medical Form:
e Special Olympics Pennsylvania staff will review the
Health History & Release Form.

What to expect for the Health History & Release,

y & Release Is broken inko s few sections. We will ask one question at a time. After each question, the
Form will save by itself 3o Feel Free to come back at a Later time to finish. Clck "Let's Do This!™ to start.

e [f the athlete's health condition requires a Medical | —
Form, it will be added to their checklist, and you'll AS
receive a notification. ~—

Mobile-Specific Note: = (ﬂj

e |f accessing on a mobile device, you will need to
toggle between your email and the portal during the
registration process.
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