
Roster Management 
 
This step-by-step guide will explain how to access and use the new Roster Management 
Feature of the USA Lacrosse League Management System.  
 

• Accessing Your Program Account: 
o Go to usalacrosse.com and click the “My Account” button. 
o Enter your email address and password to access your account portal.  
o Select your program name to enter your program-specific account.  

 
• Accessing Roster Management: 

o Locate and select the Season/Roster Management tile in your account.  

 
 

• Create a Season to House your roster: 
o Click the “Add Season” button to begin.  



 
o Then click the “Season” tile to enter details for your season.  

 
 

▪ Season Details: 
• Name your season under the “Title” section.  
• Enter your season's start and end dates under the “Date & 

Time” section. 



 
• Under the “Division” section, click “Setup a division.” 

o Name your division. (required) 
o Click the “Gear” icon to choose additional factors.  

▪ Additional factors for players include Gender, 
Age Limit, Grade Limit, and Graduation Limit.  

▪ Additional factors for coaches include 
Background checks, Coach Certificates, and 
Coach Courses.  

▪ The only factor that must be selected is “Allowed 
Involvements.” This option must be selected to 
move forward.  

 
• When satisfied with your season details, hit “Save.”  



 
 
 

• Roster Management: 
o Find your season in the “Posted” section of the main Season/Roster 

Management screen.  
▪ If you do not see your season initially, adjust the date filters to include 

your season's start or end date.  

 
o When your season is located, click the roster icon to upload and manage 

your rosters. 
• Uploading Rosters: 

o To upload rosters to your season, click the “Import Roster” button. 

 
 



▪ In the pop-up box, select the appropriate division and involvement 
type.  

 
▪ Then select your file.  

• Your file must be in Excel CSV format and include 1 column of 
member numbers for your players or coaches. 

• When you have selected the desired file, click the upload 
button.  

 

 
▪ After confirming that your roster has been successfully uploaded, 

close the pop-up box.  
 



o To view the uploaded individuals, click the refresh button.  

o  
o If you see a red flag next to an individual member, they are missing one or 

more of the factors you entered for your season. 

 
o To remove an individual from your roster, click the “Trash Can” icon next to 

their name.  

 
▪ If you need to remove multiple members, click the toggle next to each 

member's name, then click the “Trashcan” icon above your list. 

 
 
 
 
 
 
 



• Roster Report: 
o After successfully uploading all desired rosters, click the “Roster Report” 

button to view a detailed report of your roster data. 

 
o Player reports will include columns for each of the following factors: 

▪ Division, First & Last Name, Involvement, Gender, Date of Birth, Email 
Address, Member ID, Membership Status, Membership Expiration 
Date, and Age Verification Status.  

o Coach reports will include the following additional factors. 
▪ Background Check Status, Background Check Expiration Date, Coach 

Certification Status, and Abuse Prevention Course Status.  

 



o Report Data can be organized based on the following filters. 
▪ Division, Involvement Type, Membership Status, and Birthdate Range.  
▪ Additionally, you can search for specific data using the Membership 

ID, First Name, and Last Name filters.  
▪ Columns can be excluded if they don’t meet your specific needs.  

 
 
 
 
 



• Exporting Rosters: 
o When you are satisfied with the data returned in your report, click the “Export 

Current List” button to export and download it into an Excel spreadsheet.  

 
▪ Exported data will be affected by any filters you have selected.  

 
 
** If you have additional questions regarding the Roster Management feature, please 
contact leaguemanagement@usalacrosse.com.  
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