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• Register your Teams and add Coaches/Players to your Roster, Checkout

• Manage Team Blackouts.  Team Blackout Dates must be entered by the CYO 

season Deadline.  Reference Bylaw 5-2-2.

• Enter Player Jersey Numbers

• Enter Team Strength with the number of players by Grades

• Print CYO Athletic Eligibility Team Rosters

• Print CYO Fee Summary Form (detail of all teams registered in season with 

fees).  The form must accompany your check payment.  Your Athletic Director 
profile record must appear on each team registration as well as your correct 

member name so that you can access this report. 

• A 15% late fee penalty will be assessed after the Regular registration. A team 

who registers or syncs after the Regular Deadline 9am is assessed an $100 

added fee to the regular team fee.

• When entering data in SportsPilot do not type in capital letters.

SportsPilot Packet 
Non-Sync Member Instructions



1) Begin your registration on the CYO website Team Registration page or with the 

link below; you will use the same user account login that you have used in the past 

to login.  Athletic Directors should be using the assigned login provided to you by the 

Diocese of Cleveland CYO Office. YOU MUST use that login and DO NOT change the 

First or Last Name on your account or OVERWRITE YOUR PROFILE. Registrars must 

use their Athletic Director login and not overwrite the Athletic Director profile.

 

 

4

Registration Link: https://reg.sportspilot.com/100141/login

https://reg.sportspilot.com/100141/login


2) Once you login to your athletic director account, you will be taken

to your account summary screen where you will have account actions

(pay/view open invoices, view CYO available programs & details, begin

registration, or edit your account login details) & Family Members. Do

not add any players or coaches in this section. To start, you will click

on ‘Begin Registration’. 
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3) You will notice the ability to use a ‘Shopping Cart’ style system to

register all of your teams. If you register the teams during one

session, they will appear on one single invoice. Select Athletic

Director (AD2027) as the member registering.
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4) Next you will choose the sport program you’d like to register 

your first team.  The same process would occur if you were 

registering yourself or another individual for any other program 

offerings, such as Coach Development Program, Membership 

Conference, or New Athletic Director Orientation.

  
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5) Select your sport grade league choice.
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6) Choose the team registration option. 
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7) Next, select your role, for team registration you will select the 

‘Athletic Director’ role.  Do not select Coach, or Asst. Coach.
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8) Next you will agree to the program’s terms of service (TOS); you’ll

have a button ‘CLICK HERE’ to expand the TOS and then Hide the TOS as

desired; click ‘I Agree’ to continue.
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9) On the registration form, the Member Athletic Director should be

listed, do not type over this profile!  Registrars must use their Athletic

Director login and do not overwrite the AD profile. You can adjust any

contact information you need; proceed to answer the remaining

questions (fields with red star are required), enter the head coaches
parish and last name only, choose your parish/school team name from the

drop down. What you select will appear on the schedules.
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Enter the number of athletes in team grade, enter team strength in 

drop down list. Click Continue to review your information.
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10) After confirming your current team information, you will be

directed to either Checkout or Add Registration.  To add another

team, click Add Registration and repeat steps 3-10. Once you are

done adding the registrations you want for this session, you

would click Checkout to proceed to the payment screen.
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11) At Checkout, you can either pay for your teams online with 

a credit/debit card, or you can choose the Check by Mail option. 
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12) Check by Mail: to complete the registration you will follow the

instructions presented to you on the screen.  You must send the CYO

Fee Summary Form with your check payment.
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Please send check payment, include the CYO 

Fee Summary Form, and mail to the Diocese 
of Cleveland CYO, 7911 Detroit Avenue, 

Cleveland, OH 44102.



13) Pay by Credit/Debit: simply enter your card information

and billing address.
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14) After checkout process is completed, you will

receive an email Confirmation. You must send the

CYO Fee Summary Form (page 29) NOT the email

confirmation with your check payment.
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Manage Jersey Numbers/Edit Team Ranking/Enter Team Blackouts 

Instructions 
1) Once your teams are registered, you will need to supply CYO with your Team

BlackOut dates, Team Strength, and list of players and coaches for each team. You

will have the ability to print your CYO Athletic Eligibility Roster Form, Manage

Jersey Numbers, and PRINT OUT YOUR CYO FEE SUMMARY FORM as well.

Remember to provide each coach with a copy of their Team Eligibility Roster.

From your account home page, you will click on your Athletic Director Member

Profile under the Family Member section.
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2) On your profile summary screen, you will see the athletic director’s member 

information which is correct and can be updated by clicking the Edit Info 

button. (DO NOT CHANGE YOUR NAME OR OVERWRITE THIS RECORD). Your 

Teams/Registration history will be on the right. Select the Current Season to see 

your list of teams. Select a Team to access the Team Options Page. 
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3) Under Team Options, select Register Team Members.
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4) Select Add +Player or +Coach.
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5) You will see a list of previous players to select from. You can also 
search by name. Select Add New to enter a new player’s info manually.
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6) After adding all players and coaches select Checkout. Checkout will be $0 as 
CYO charges you by the Team.
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7) Entering Team Information

a. When you are looking at your team roster, under Team Options you will find ‘Team Blackouts’,
‘Jersey Numbers’ and ‘Team Details’.
b. Team Blackouts allow you to enter a single date blackout, or a recurring blackout for your

team.
c. Jersey Numbers will simply list each player on the roster with a field to enter their number.

d. Click on Team Details to enter your team’s skill level, add number of players in each
grade, and any notes for the given team. The Team Details will also allow you to print your Diocese
of Cleveland Official CYO Eligibility Rosters.

e. Remember to provide each coach with a copy of their Team Eligibility Roster.
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8) Team Blackouts will be entered one team at a time. Team Blackout Dates must be   
entered by the CYO Season Deadline.  Reference Bylaw 5-2-2.

Select Team Blackout button, then select Add New button, enter all info and Add 
Blackout. To be accepted by CYO as a valid blackout, it must include the reason and the 
minimum and maximum duration of the blackout.  You must include a specific reason for the 
blackout request.

 Repeat for each Team as needed.
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9) Select Jersey Number to edit player jersey numbers and save.
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10) Selecting Team Details will allow you to enter your team strength for CYO. 
Team strength is not used for conferencing in 7th and 8th grade basketball. 
You will need to enter the number of players by Grade and Save. For Grades 
1,2,3 and high school enter the number of players in the notes field (i.e. 9th 

grade – 12 players, 3rd grade – 7 players).
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11) PRINT YOUR CYO FEE SUMMARY FORM:  (This form details of all teams registered in the current season 
with fees). Log into your member AD profile (AD2027), select a team, under Team Options, select REPORTS. 
Select the CYO FEE SUMMARY – MANAGER. Your Athletic Director profile record must appear on each team 
registration as well as your correct member name so that you can access this report. This CYO Fee Summary 
form must accompany your check payment when you submit it to the Diocese of Cleveland CYO, 7911 
Detroit Avenue, Cleveland, OH 44102.  Make checks payable to Catholic Charities.
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12) You will see the CYO FEE SUMMARY FORM for all of the teams you have registered for 
the season.  This FORM details total fees due to CYO and MUST ACCOMPANY YOUR CHECK 
PAYMENT when you submit it to our CYO Athletic Office, 7911 Detroit Ave, Cleveland, OH 
44102 by the deadline date.  Make checks payable to Catholic Charities.
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SAMPLE
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13) Once you are logged in, you can go to your Athletic Director profile (last name ending 
in AD2027) select your teams, select Reports, CYO Team Roster to print out the CYO
TEAM ATHLETIC ELIGIBLITY ROSTER for each team which has the team ID number in
upper left corner.  You can only print this roster when team registration is active.

Give your coaches a copy of this CYO Athletic Eligibility Roster. The Team ID number below is 

needed for Guest Player, Sanctioned Events, and Late Additions to Roster reporting.
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IMPORTANT REGISTRATION TIPS REMINDERS

• Log into SportsPilot with your CYO athletic director assigned username and password.  Do not use

your coach record.  Do not overwrite the athletic director profile record.
• Enter coaches last name only in the team registration window.  Do not add any other data: i.e.

colors, or letters.

• Select your parish/school from the drop down menu.
• From your athletic director record, select your registered team in history, select register team

members to add coaches and athletes to each team.
• Remember to use the search feature if they have coached or played for you before.  Select them

from the list.

• Only type new coaches and athletes complete information into the form.  All required fields must
have data entered.  Do not enter any made up data.

• Coaches correct address, phone, and email must be updated in the record. Do not type any made up
data in these fields.  Our office needs to communicate with them so the information must be
accurate and their record must be added to each team registration.

• Check your team rosters to make sure all athletes are entered and physical dates updated.  Give a
team roster to your coaches so they can help you check.

• Team Blackouts must be entered into your team registration in SportsPilot by the CYO season
deadline.  No blackouts will be honored after this deadline.

• Team strength must be entered into your team registration where applicable.

• When your team registrations are complete with all required information, be sure to Check Out and
submit registration so it transfers to CYO.

• CYO Fee Summary Form – this form only must be printed out and submitted with your check payment
to the CYO office. Log into your member AD profile (AD2027), select a team, under Team Options,
select REPORTS. Make checks payable to Catholic Charities.



32

www.sportspilot.com

support@sportspilot.com

972-348-0988

http://www.sportspilot.com/
mailto:support@sportspilot.com
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