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How do I access my Club in the KY state system? 
1. Step 1: Log in to Kentucky Youth Soccer HERE. Tip: Bookmark this page for easy login access in the 

future! 
a. If you don’t remember your password, click “forgot your password?” on the bottom right, then 

enter your email address to have the password reset email sent to you 
b. If the system doesn’t recognize your email address, contact the KY State Office. 

2. Step 2:  From the dashboard, click on your Club Name under the RosterPro Club Registrations 
section. Note: If you are affiliated with more than one club, you will see each club you are affiliated with 
in the list. 

 

 

How do I update my club information? 
1. Step 1: Click on the Club Information tab. 
2. Step 2: Click on the blue Edit Club Info button on the right. 

 

 
 

3. Step 3:   You can add your club logo and enter any updated information about your club and click 
Save. 
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How do I add/edit/remove Club Admins? 
1. Step 1: Click on the Club Official tab.  
2. Step 2: Click on the green Add Club Official button on the right to add new Admins 

a. Or, click the blue pencil to edit an existing Admin 
b. Or, click the red trash can to delete an existing Admin 

 

 



3. Step 3. Enter the name, email, role, etc. (Note: an email MUST be entered if the club admin 
will be logging into the club.) 

4. Step 4. Check the Club Admin Permissions if you want to grant login access to this user to 
your Club’s data in the KYS system 

5. Step 5. Check the Club Invoice Permissions if you wish for this user to receive Club invoices 
and view Club invoices from KYS.  

 

 
 

Note: If you grant a user Club Admin Permission or Club Invoice Permission they will receive the email below from the 
address noreply@demosphere.com.  



 

How do I access player or team staff information? 
Note: Demosphere organizes your player and team staff information in “pools” for you to easily search and 
access individual records. 
 

1. Step 1: Click on Player Pool.  The player pool provides a data grid summary of all the players affiliated 
with your club.  In this datagrid you can easily see a summary of the player information and any 
pertinent teams they may be assigned to.  Tip: you can easily search this data by using the “search” bar 
and typing in a component you are searching on.  You can also easily sort the data by clicking the 
column header for any data field. In some instances you may want to apply filters as well. 
 

 
 

2. Step 2: Click on a player record.  When you click on a player record you are brought to the players 
information.  Here you can view the player’s information or make updates as needed by clicking the 
blue Edit Person Info button on the right.  You can also view the household information for this player 
by clicking on the household last name. 
 

 
 

3. Step 3: Click on Club Team Player.  This data grid provides a summary of movement of the player in 
the system.  Here you can see what clubs and teams the player has been affiliated with and their 
current status. 



 
 
 
The same information can be viewed for team staff.  

1.  Step 1: Click on Team Staff Pool. The Team Staff pool provides a data grid summary of all the Team 
Staff affiliated with your club.  In this datagrid you can easily see a summary of the Team Staff 
information and any pertinent teams they may be assigned to.  Tip: you can easily search this data by 
using the “search” bar.  You can also easily sort the data by clicking the column header for any data 
field. In some instances you may want to apply filters as well. 
 

 
 

2. Step 2: Click on a team staff record.  When you click on a team staff record you are brought to the 
team staff profile.  Here you can view the team staff’s information or make updates as needed by 
clicking the blue Edit Person Info button on the right.  You can also view the household information for 
the team staff by clicking on the household last name. 
 

 
 

3. Step 3: Click on Club Team Staff.  This data grid provides a summary of movement of the team staff 
member in the system.  Here you can see what clubs and teams the team staff member has been 
affiliated with and their current status. 
 



 

How do I print passes and rosters? 
1. Step 1: Click the Seasonal Teams tab and select the team you want to print. Tip: you can easily 

search this data by using the “search” bar.  

2. Step 2: Click the Manage Team Documents button and select what you wish to print. The system will 
generate a PDF which you can print and/or download. 

 



a. Official ID Cards & Rosters: There are various pass printing and roster rules in place, 
depending on the team type and age group. If your team or players violate any of KYS’s rules, 
the player will be highlighted in red and they will not print. Hover over the warning symbol to see 
which rule is being violated: 

How do I view my Club invoices? 
1. Step 1: Click the Invoices tab. 
2. Step 2: Invoices will appear in the data grid for you to view. Tip: Make sure all Club Officials who 

should be able to see invoice have Invoice Permission on their profile. 
a. If the datagrid is blank, invoices have not been dispensed yet! 

 

 
 

3. Step 3: Click on the Invoice ID. This is a copy of your invoice.  When an invoice is sent to your club, 
Club Officials who have invoice permissions will receive a copy but they can also be viewed when 
logging into the system. Tip: Click on the invoice items to see the detail for each item on the invoice. 



 

For Non-Demosphere Clubs ONLY: How to Import data into the KYS system? 
IMPORTANT: For Clubs that do NOT utilize the Demosphere Club Registration platform, you 

will need to first prepare your data properly, then import your file into the KYS system.  If you 
DO use the Demosphere club registration platform, please disregard this step. 

 
Important! Before you conduct your import, here are some tips to review to avoid creating duplicates: 
 

● Players 
○ Imported players will match with existing players if: 

■ The first three letters of the First Name, exact Last Name, DOB, and First 4 Characters 
of Address Line One, City, State, Zip Code 

■ Or, if First Name, Last Name, Gender, DOB (all exact matches) 
● Staff 

○ Imported staff will match with existing players if: 
■ First Initial of First Name, First Four Characters of a last name, and exact email address 
■ Or, First Name, Last Name, Gender, DOB (all exact matches) 
■ Or, Exact Address Line One, City, State, Zip, Household Name, First and Last Name 

(exact)  



How do I prepare my data for import? 
Player Data: 

1. The following data fields are REQUIRED: 
a. Player First Name 
b. Player Last Name 
c. Player Gender (male or female) 
d. Player Data of Birth (MM/DD/YYYY) 
e. Household Name (usually the last name of the family) 
f. Household Street 
g. Household City 
h. Household State 
i. Household Zipcode 

2. The following data fields are OPTIONAL: 
a. Player Proof of Birth (yes or no) 
b. Player External ID (if you have an ID from your current registration system, this helps to prevent 

duplicates) 
c. Parent 1 First Name 
d. Parent 1 Last Name 
e. Parent 1 Gender (male or female) 
f. Parent 1 Date of Birth (MM/DD/YYYY) 
g. Parent 1 Email (must be unique to this person) 
h. Parent 1 Phone (XXX-XXX-XXXX) 
i. Parent 1 External ID  (if you have an ID from your current registration system, this helps to 

prevent duplicates) 
j. Parent 2 First Name 
k. Parent 2 Last Name 
l. Parent 2 Gender (male or female) 
m. Parent 2 Date of Birth (MM/DD/YYYY) 
n. Parent 2 Email (must be unique to this person) 
o. Parent 2 Phone (XXX-XXX-XXXX) 
p. Parent 2 External ID  (if you have an ID from your current registration system, this helps to 

prevent duplicates) 
q. Household Street 2 
r. Household Country 
s. Household External ID (if you have an ID from your current registration system, this helps to 

prevent duplicates) 
t. Team Name - if you include the player’s team name in your import file, the teams will be 

created on import and all players will be added to that team roster  
u. Team Type - if you add the team type for each player’s team, your teams will import with 

the appropriate team type and you will not have to set this manually after importing 
i. Acceptable Team Type Values are: 

1. RECREATIONAL - FALL 
2. RECREATIONAL - SPRING 
3. SELECT 
4. TOPSOCCER 



v. Team Gender - if you add the team gender for each player’s team, your teams will import 
with the appropriate gender and you will not have to set this manually after importing 

i. Acceptable Gender Values are: 
1. Male 
2. Female 

w. Team Age Group - if you add the team age group for each player’s team, your teams will 
import with the appropriate age group and you will not have to set this manually after 
importing 

i. NOTE: The acceptable team age groups for KYS are as follows - to avoid manual 
work after importing, you MUST use these values: 

1. U4 
2. U5 
3. U6 
4. U7 
5. U8 
6. U9 
7. U10 
8. U11 
9. U12 
10. U13 
11. U14 
12. U15 
13. U16 
14. U17 
15. U18 
16. U19 

NOTE: If you do not include the Team Name, Team Type and/or proper Team Age Group in your 
import file, you WILL have to set these values manually within the KYS system after importing 
your data. 

 
Team Staff Data: 

1. The following data fields are REQUIRED: 
a. Team Staff First Name 
b. Team Staff Last Name 
c. Team Staff Role  

i. KYS Acceptable Roles are:  
1. Coach 
2. Assistant Coach 
3. Team Manager 

d. Household Name (this is usually the last name of the person) 
e. Household Street 
f. Household City 
g. Household State 
h. Household Zipcode 

2. The following data fields are OPTIONAL: 
a. Team Staff Gender (male or female) 
b. Team Staff Date of Birth (MM/DD/YYYY) 



c. Team Staff Email (must be unique to this person) 
d. Team Staff Phone (XXX-XXX-XXXX) 
e. Team Staff External ID  (if you have an ID from your current registration system, this helps to 

prevent duplicates) 
f. Team Staff Coaching License - Not Applicable 
g. Household Street 2 
h. Household Country 
i. Household External ID (if you have an ID from your current registration system, this helps to 

prevent duplicates) 
j. Team Name - if you include the team staff’s team name in your import file, the teams will 

be created on import and all players will be added to that team roster  
k. Team Type -  if you add the team type for each team staff’s team, your teams will import 

with the appropriate team type and you will not have to set this manually after importing 
i. Acceptable Team Type Values are: 

1. RECREATIONAL - FALL 
2. RECREATIONAL - SPRING 
3. SELECT 
4. TOPSOCCER 

l. Team Gender 
i. Acceptable Team Genders are: 

1. Male 
2. Female 

m. Team Age Group - if you add the team age group for each team staff’s team, your teams 
will import with the appropriate age group and you will not have to set this manually after 
importing 

i. NOTE: The acceptable team types for KYS are as follows - to avoid manual work 
after importing, you MUST use these values: 

1. U4 
2. U5 
3. U6 
4. U7 
5. U8 
6. U9 
7. U10 
8. U11 
9. U12 
10. U13 
11. U14 
12. U15 
13. U16 
14. U17 
15. U18 
16. U19 

n. Team External ID (if you have an ID from your current registration system, this helps to prevent 
duplicates) 



Now that my file is ready, how do I import my data? 
1. Step 1: Log in to Kentucky Youth Soccer HERE. Tip: Bookmark this page for easy login access in the 

future! 
2. Step 2: Click on the Data Import tab. 

 
3. Step 3: Click on the Create New Import button on the right. 
4. Step 4: Select whether you would like to import Player Registrations or Team Staff Registrations 

 
5. Step 5: Review the import instructions, note the required fields, and click Continue. 
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6. Step 6:  Copy and paste your information into the import box. 

 
7. Step 7: Map the fields to the data you are importing and click Proceed to Next Step.  

8. Step 8:  Review the summary of your information and click Yes, Submit Your Data Import Now.  You 
also have the option to return to mapping the data or to restart the process. 

 



9. Step 9: Once you submit your data, the system will begin the import.  You will receive an email once 
the import is complete and the import status will show in the import data grid for your reference. 

 
 


