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Introduction

This handbook will cover how to register for Intramural Sports, either as a free agent, a captain

registering a team or an individual trying to join a team.

If you have any questions after reading this, please contact the Intramural Sports staff by calling the
Margie Rodgers at 303-964-6065 or emailing mrodgers002 @regis.edu

Online Account Access

First we will start with getting your Active Net account information. Every Regis University Student as
well as Faculty and Staff, has an account already set up. We will show you how to access it and

register for an IM sport.

First, from the regis.edu/intramurals page, click on the IM Sports logo, which will take you to our IM

Registration website. Here’'s what it looks like:

Activities Sports Memberships
Activity Primary Category| Al =l
Activity Type| Al [=]

Sun Mon Tue Wed Thu Fri Sat

DaysofWeekD A O 5 08B

Activity Search and Registration

Activities
Activity number or Keyword? Go

Displaying: 1-5 of 5 result(s)

Activity Name

Iniramural Basketball Season 1

10009 Any 199

Intramural Flag Football 10004 Any 191

OAP Fall Moab Trip 10006 Any 20

Wilderness First Responder 10007 Any 30

From here you will want to click your chosen IM Sport. We will use Flag Football as an example.

Advanced Search

Number Age Open First Meeting or Date Description

Don't Have an Account? Create One |:—'.l' MyCart | Signin | FAQs

Select|In progress/Future El

Link to this page

Location

From September 6, 2012 to October 4, 2012
Each Tuesday from 6pm to 10pm
Each Thursday from 6pm to 10pm

From September 5, 2012 to October 3, 2012
Each Monday from 3pm to 7pm
Each Wednesday from 3pm to 7pm

From October 12, 2012 to October 16, 2012
Each Sunday from 12:01am to 11:59pm
Each Monday from 12:01am to 11:59pm
Each Tuesday from 12:01am to 4pm

Friday from 6pm to Midnight

Each ay from 12:01am to 11:50pm

From January 4, to January 14, 2013
Each Sunday from 8am fi
Each Monday from 8am to Spm
Each Tuesday from 8am to Spm
Each Wednesday from 8am to 5pm
Each Thursday from 8am to Spm
Each Friday from 8am to 5pm
Each Saturday from 8am to Spm

Ranger Dome

West Field

Student Center Lobby

Modular-185A



Next you'll get to a page asking if you want to join as a free agent (you don’t have a team to sign up for),

to register a team and make yourself Captain, or to join a team. We will join a team.

Don't Have an Account? Create One | :—7.1'

yCart | Signin | FAQs

Activities Sports Memberships

Activity Detail

Activities » Activity: Intramural Flag Football

Intramural Flag Football [ e i® Email a Friend

From September 5, 2012 to October 3, 202
Each Monday from 3pm to 7pm
Each Wednesday from 3pm to 7pm

Meeting Dates

Location West Field

Price Free

Status 191 openings remaining
Gender Coed

More Details

Description
The Intramural Flag Football season runs four weeks and is co-ed o)

Price

Registration Options
No charge

© Individual Registration [Free Agent, | don't have a teapfyet]

*) Team Registration [| want to create a team as the Zaptain and register myself] No charge

No charge

oin Team [| know what team | want to join]
No charge

© This option not available

Back to the List

Previous Activity: Intramural Basketball Season 1 (Thu, Sep & 6pm)

Next Activity: QAP Fall Moab Trip (Fri, Oct 12 6pm)

Regis University ContactUs Help
After clicking your option you’ll want to hit the Continue button to go to the next step.

The next screen you'll come to is the login screen. Remember-all Regis Students, Faculty and Staff
have an account already. DO NOT create a new account or you won’t be able to register. Instead, hit

the “Forgotten?” link under the login box.

Alrgady have an Accouni? Hesd an Account?
Login [emaillc

Password:

Eratpomen® Craste Now Account

Remamber me on this compuler?
Sign-n




Forgot Your Password?

— — The next screen will ask for your email
Activities » Activity: Inframural Flag Football » Forgot Password

address. Type in your Regis.edu email

e —— address and hit “Done.” A temporary
v

password will be sent to your
Enter your email address, and we will send you a new password.

Email Address nfury@regis.ed Regis.edu email.

(o | (oo

This screen will appear next.

Hit “Continue” and it will take

you back to the login screen
Activities Sports Memberships

A new temporary account password has been emailed to you.

Continue

Customer Nick Fury

Once you are at the login screen, type in your

You must change your password in order to proceed hecause your current password was system-generated.

email address and temporary password. It will

*_ required fiskd
ask you to change your password to whatever T —
you want. Hit “Save” when you are finished Login Name

Current Password® |

with this screen.

New Password*®

Re-enter New Password*

-~ Security Information

Question Change question
Answer

Re-enter Answer
[ save |
Once you have completed this step, you won’t
have to do this again. So anytime you want to To return to My Accourt, click|_My Account |

sign up for an intramural sport, you’ll use your Regis.edu email address and password and that’s your
login.

Joining a Team

Let’s look at the specific steps to join a team, create a team, or join as a free agent. We'll continue with
joining a team for now.



Participant Information

. Participant Information

Please choose a participant. If you need to modify your personal or family member information, click[ My Account

“w Intramural Flag Football, begins Wed, Sep 5§ 3pm

Select a Family Member from the list below.
Participant [NFZ3ET [~ |

Comments/Requests for Staff

When you are finished, click| Continue

To cancel this transaction, click [ﬂl

When you have logged in and indicated you want to sign up for an Intramuxal Sport, it will ask you to
choose a participant. Make sure your name is highlighted and press “continue®.

Activities Sports Memberships
Enrollment Detail Next it will ask you to pick the
Activities » Activity: Intramural Flag Football » Participant Information » Enrollment Detail team you W|Sh to join. Select

Please choose a team

your team from the drop down

Join Team for Intramural Flag Foothall

menu.
Participant Nick Fury Change Participant
Team

Choose Team [+]

Broncos
District12
Family Guys I,
. _|N Sync -

When you are fin|g "2 " ontinue I

The Avengers

To cancel this transaction, chnk[ﬂl



Enrollment Detail

Activities » Activity: Intramural Flag Football » Participant Information » Enrollment Detail

Join Team for Intramural Flag Football

Participant Nick Fury Change Participant
Team

Choose Team | The Avengers|~ |

Fees / Discounts

Total: 0

When you are finished, clickl Continue ‘

To cancel this transaction, r:Iick[ﬂl

Shopping Cart

Shopping Cart

Registration Steps:
1. Select Product 2. Shopping Cart 3. Confirm Order and Submit Payment

These items are currently in your Shopping Cart [ Empty Cart ]
Type Participant Description Action
Activity enrollment Nick Fury Intramural Flag Football, # 10004 | Edit |
22 Avengers Way e e e ]
Denver, CO 80308 Starts: From September 5, 2012 to October 3, 2012 [w]
Home phone: (303) 555-7125 Each Monday from 3pm to 7pm | Remove |
Email: nfury@regis edu Each Wednesday from 3pm to 7pm
West Field

Team: The Avengers

All done? Proceed to checkout >> I

Not done?...

Enroll in Activity
Add Membership

Once you have
selected the team
you wish to join, hit
continue.

The next step will take
you to a checkout
screen. Review to
make sure the correct
participant (you)
clicked the correct
team and hit “Proceed
to checkout.”

If there are mistakes,
you can click edit or
remove.



Lyps [ TRNI Tt

Activity enrollment Nick Fury

22 Avengers Way

Denver, CO 80308

Home phone: (303) 555-7125

Email: nfury@regis.edu

TS IR Ly 1 nIes

Inframural Flag Football, # 10004 1 $0
From September 5, 2012 to October 3, 2012
Each Monday from 3pm to 7pm

Each Wednesday from 3pm to 7pm

West Field

Team: The Avengers

Total Charges $0

Thank you for your continued patronage of Wellness and Recreation at Regis University.

Waiver Information
Agree to Waiver Required Description Attachment
Initials: MF Yes IM Waiver-Please open and read before initialling -

Waiver: In consideration of my participation in this actiyi
release and discharge Regis University Wellness and
its

I ACKNOWLEDGE THAT\ HAVE CAREFULLY REVIEWED AND CONSENT TO THE

NF Nter your initials here to signify acceptance:

IVER SET FORTH ABOVE.

To finish your enroliment, click \ Continue
From here you will have to read the Intramural waiver by clicking the blue hyperlink.\ After you have
read it, initial in the box next to it. n read the general Wellness and Recreation waiver and check

off/initial that you have read that as well> Finally, hit continue.

Online Receipt

5Nopping Cart » Online Receipt

g 02072 (o | When you have reached
Regis University Fitness Online

3333 Regis Bivd

Denver, CO 80221

Phone: (303} 964-6065

FAX: (000) 000-0000

Email: finess@regis edu

this page then you are
done with the
registration. On this
page below the

Thank you!

You have completed this transaction
This is your recsipt. Use your browser feature to print a copy
Please keep a copy of your recsipt number for your records.

Your Receipt Number is 3000011.001
‘Your Customer ID is: 31638

.. )
_ description, you’ll see
Participant Description Charge unit ary Pt price
Nick Fury Intramural Flag Football #10004 the Intramural waiver.
22 Avengers Way Activity enrollment

Denver, CO 80308 If you have signed up as a free agent, we will assign you to a team one day prior to the start of the
Home phone: (303) 585-  geagon. You will be notified via email of your team.

7125 Enrollment Effective Date: Aug 30, 2012

Email: nfury@regis.edu

You can print it out if you
wish.

Mests: From September §, 2012 to October 3, 2012
Each Monday from 3pm to 7pm
Each Wednesday from 3pm to 7pm
Location: West Field
Team: The Avengers

Total Charges ~ $0

Congratulations! You have joined an Intramural team. Next we will go over registering as a captain and
creating a team.



Registering as a Captain and Creating a Team

[Note: If this is your first time registering for Intramurals and using this software, please read pages 2-4
to learn how to make your account active.]

Go to regis.edu/intramurals to access the link to our intramural registration website. Select which
intramural sport you want to register for. In this example, we are registering for flag football. Once you
click the sport, you'll get to this page:

Activities Sports Memberships

Activity Detail

Activities » Activity: Intramural Flag Football

Intramural Flag Football ¥ Email a Friend

| Continue

Meeting Dates From September 5, 2012 to October 3, 2012
Each Monday from 3pm to 7pm
Each Wednesday from 3pm to Tpm

Location West Field
Price Free
Status 190 openings remaining
Gender Coed
Mare Details
Description

The Intramural Flag Football season runs four weeks and is co-ed only.

Registration Options Price

) Individual Registration [Free Agent, | don't have a team yet] Mo charge
Registration [| want to create a team as the Captain and register myself] Mo charge

@ Join Yeam [| know what team | want to join] Mo charge
ion not available Mo charge

Since you are creating a team and registering yourself as the captain, you’ll want to hit the “Team
Registration” option.

Next it will ask you to login. Do so with your regis.edu email address and password you created for your
intramural registration. If you have not done this yet, please read pages 2-4 of this handbook for
assistance.



Once you have logged in, you’ll get to this screen:

Create Team

Creats Team

Mame: Charles Xavier
Email: ppavier@regis.edu [0 Send Email to this Coach when sach Team Member Enrolls?

Cicl-ctnu‘eatea:ill’a‘aﬂﬂaadl

Team Name *

Maximum Number of Team Members

“fou can optionally set a secret team password that
team. Mote: |f provided, this value will be case-sensitive.
you st to any members that you in

miest know in arder to join this
to give the Secret Word

“ou can optionally choose to send email invitations to 20 potential members. ou can
compose the email below and we will add a link so the user can joi

Enter email addresses of up to 20 potential team members - one

Email Subject

Email Message

Thez fodlicwving will b s 5o thee and of asch amall

The only thing you have to do for this screen is create a team name.\Don’t worry about any other
fields. Once you have filled in your team name, hit “submit.”



After you hit “submit”, you’ll reach this screen:

Enroliment Detail

Enrollment Detail

Create and Join Team for Intramural Flag Football

Participant Charles Xavier Change Participant

Team

Pending New Team: The X-Men

All members pay individually
Maximum number of team members: Unspecified

Fees [ Discounts

Total: 0

When you are finished, click| Continue

) ) ) Cancel
To cancel this transaction, click

Review to make sure your team name is correct and hit “continue.”

Shopping Cart

Shopping Cart

Registration Steps:
1. Select Product 2. Shopping Cart 3. Confirm Order and Submit Payment

These items are currently in your Shopping Cart
Type Participant Description Action
Activity enrollment Charles Xavier Intramural Flag Football, # 10004
ey e
Denver, CO 78123 Starts: From September 5, 2012 to October 3, 2012
Home phone: (303) 555-3246 Each Monday from 3pm to 7pm
Email: pxavier@regis_edu Each Wednesday from 3pm to 7pm
West Field

Team: The X-Men

All done? Proceed to checkout »> ]

Not done?...

Enroll in Activity
Add Membership

You'll reach the chéckout screen. Review to make sure everything looks good and hit “Proceed to

checkout.”



Order Confirmation

Denver, CO 78123
Home phone: (303) 555-3246
Email: pxavier@regis.edu

From September 5, 2012 to October 3, 2012
Each Monday from 3pm to 7pm

Each Wednesday from 3pm to Tpm

West Field

Type Participant Description Qty Price
Activity enrollment  Charles Xavier Intramural Flag Football, # 10004 1 50
33 Xmen Way

Team: The X-Men

Total Charges 50
Thank you for your continued patronage of Wellness and Recreation at Regis University.

Waiver Information

Agree to Waiver

Required Description
Yes

Attachment

Initials: cx IM VWaiver-Please open and read before initialling

cx Plewtials here to signify acceptance:

To finish your enrollment, click

From here you will have to read\the Intramuratwaiver by clicking the blue hyperlink>> After you have
read it, initial in the box next to it Then read the gen Wellness and Recreation waiver and check
off/initial that you have read that as well. Finally, hit continue

Online Receipt

Shopping Cart » Online Receipt

Thu, Aug 30, 2012

Regis University Fitness Online
3333 Regis Bivd

Denver, CO 80221

Phone: (303) 984-8065

FAX: (000) 000-0000

Emall: finess@regis edu

Thank you!
You have completed this transaction.
This is your receipt. Use your browser feature to print a copy.
Please keep a copy of your receipt number for your records.

Your Receipt Mumber is: 3000012.001
Your Customer ID is: 31639

Participant Description Cn:lr_ge Unit Qty g:: Price
Charles Xavier Intramural Flag Football #10004
33 Xmen Way

Activity enrollment

If you have signed up as a free agent, we will assign you to a team one day prior to the start of the
season. You will be notified via email of your team.

Enrollment Effective Date: Aug 30, 2012

Denver, CO 78123
Home phone: (303) 555-
3246

Email:

pxavier@regis.edu Meets: From September 5, 2012 to October 3, 2012

Each Monday from 3pm to 7pm
Each Wednesday from 3pm to 7pm
Location- West Field
Team: The X-Men

Total Charges 50

When you have reached this page then you are done with the registration. On this page below the
description, you’ll see the Intramural waiver. You can print it out if you wish. Congratulations! You

have created an Intramural team and registered yourself for the team. Next we will go over registering
as a free agent.
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Registering as a Free Agent

[Note: If this is your first time registering for Intramurals and using this software, please read pages 2-4
to learn how to get your account active.]

Go to regis.edu/intramurals to access the link to our intramural registration website. Select which
intramural sport you want to register for. In this example, we are registering for flag football. Once you

click the sport, you'll get to this page:

Choose the individual registration option
Activities Sports Memberships and C“Ck llcontinue.”

Activity Detail

Activities » Activity: Intramural Flag Football

Intramural Flag Football i Email a Friend

Meeting Dates From September 5, 2012 to October 3, 2012
Each Monday from 3pm to 7pm
Each Wednesday from 3pm to 7pm

Location West Field

Price Free

Status 189 openings remaining
Gender Coed

Description

The Intramural Flag Football season runs fedr weeks and is co-ed only.

egistration Options Price
@ Individual Registration [Free Agent, | don't have a team yet] Mo charge
(2 Team Registration [| want to create a team as the Captain and register myself] Mo charge

(@ Join Team [I know what team | want to join] No charge

(@ This option not available Mo charge

Back to the List
Next it will ask you to login. Do so with your regis.edu email address and password you created for your
intramural registration. If you have not done this yet, please read pages 2-4 of this handbook to get this
information.
Choose your name from the

Participant Information
participant drop down menu and

Participant Information

click “continue.”

Please choose a participant. If you need to modify your personal or family member information, click

“w Intramural Flag Football. begins Wed, Sep 5 3pm

Select a Family Member from the list below.

Participant |Bella Swan [+]
c ts/Requests for Staff —— — |
ommen equests for Sta Bella Swan

When you are finished, click| Continue

To cancel this transaction, click

12



When you get to this screen, make sure

Enroliment Detail your name is the correct participant and

Participant Information » Enrollment Detail click “continue.”

Enrollment Detail for Intramural Flag Football

Participant Bella Swan Change Participant

Fees | Discounts

Total: 0

When you are finished, click| Continue
To cancel this transaction, clicl-c

Shopping Cart Double check everything
Shopping Cart on this page and click “All

done? Proceed to
checkout.” If something

Registration Steps:
1. Select Product 2. Shopping Cart 3. Confirm Order and Submit Payment

These items are currently in your Shopping Cart is not correct, h|t ed|t or
Type Participant Description Action remove.
Activity enrollment Bella Swan Intramural Flag Football. # 10004 (Eait |
42 Twilight Way
Denver, CO 80135 Starts: From September 5, 2012 to October 3, 2012 oo tether Bne
Home phone: (303) 555-7411 Each Monday from 3pm to 7pm
Email: bswan@regis.edu Each Wednesday from 3pm to 7pm
West Field

All done? Proceed to checkout »>

Not done?...

Enroll in Activity
Add Membership
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From here you will have to read the Intramural waiver by clicking the blue hyperlin

After you have

read it, initial in the box next to it/ Then read the general Wellness and Recreation waiver and check

off/initial that you have read that as well./Finally, hit continue.

Registration Steps:
1. Select Product 2. Shopping Cart 3./Confirm Order

Order Confirmation

Type Partici
Activity enrollment  Bella Swan

Description

Intramural Flag Football, # 10004
From September 5, 2012 to October 3, 2012
Each Monday from 3pm to 7Tpm

Each Wednesday from 3pm to 7pm

Email: bswaji@regis.¢du West Field

Total Charges 50

Thank you for your continued patrongfje of Wellness and Recreation at Regis Universjfy.

Waiver Information

Agree to Waiver uired Description Attachment

Initials: bs Yes IM Waiver-Please open and read before initialling -

Waiver: In consideration of my participation in this activity, | hereby =
release and discharge Regis University Wellness and Recreation |

and its ‘E‘
representatives, successors, and assigns, from any and all liability
arising from accident, injury, and illness that | may suffer as a result

of my participation in this activity. | also will follow the rules and
regulations set by Regis University Wellness and Recreation and -

Mia OWLEDGE THAT | HAVE CAREFULLY REVIEWED AND CONSENT TO THE WAIVER SET FORTH ABOVE.

bs Please enter your initials here to signify acceptance:

To finish your enrollment, click

Online Receipt

Shopping Cart » Online Receipt

Thu, Aug 30, 2012

Regis University Fitness Online
3233 Regis Bivd

Denver, CO 80221

Phone: (303} 964-5065

FAX: (000) 000-0000

Emall. finess@regis edu

Thank you!
You have completed this transaction.
This is your receipt. Use your browser feature to print a copy.
Please keep a copy of your receipt number for your records.

Your Receipt Number is: 3000013.001
Your Customer ID is: 31640

Participant Description cn::ﬁe Unit Qty E:: Price
Bella Swan

42 Twilight Way
Denver, CO 80135

Home phone: (303) 555-
7411

Intramural Flag Football #10004

Activity enrollment

If you have signed up as a free agent, we will assign you to a team one day prior ta the start of the
season. You will be notified via email of your team

Enrollment Effective Date: Aug 30, 2012
Email:

bswan@regis.edu Meets: From September 5, 2012 to October 3, 2012

Each Manday from 3pm to 7pm
Each Wednesday from 3pm to 7pm
Location: West Field

Total Charges  $0

When you have reached this
page then you are done with
the registration. On this page
below the description, you
will see the Intramural
waiver. You can print it out if
you wish. Congratulations!
You are registered as a free
agent!
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