
FIRSTSA Team Formation and Event Registration V2 
You must complete the following 3 steps:​
- Login to FIRST Events Website 
- Create a Team and Pay​
- Register the Team for an Event 
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Login to FIRST Events Website (events.firstsa.org↗) 
An account will be created for you the first time you log in with an email address.​
Make sure you have access to receive email at the email address you use. 
Use the same email address to log in each time otherwise you will not be able to access or edit your teams.​
 
Start by entering your email address and press the Send Login Link button this will send an email with a link 
that you can use to log in. 

 

https://events.firstsa.org


You will receive an email within a few minutes that looks like this.(If you don’t see it look in your Junk or 
Spam folder)​
Click on the Log In button to Your Account or the link log in. 

 



The first time you log in you will be asked for your name and birth month/year to complete your account 
creation by clicking the Sign Up button. 

 



FIRSTSA Events Home page 

 
 

Create/View/Manage Your Teams 
Access your teams by clicking on the Manage Teams button on the home page or any time using the View 
My Teams button in the left menu ( accessed using the ☰ in top left corner if the menu is not visible )​

 



Use the either of the Create a Team buttons   

 
Select if you want to create a Challenge or Explore team: 

 



Fill your Team Name, City, Organization(School/Club).​
Select your Role(Select Team Admin if you are just registering the team, select coach if you are actually a 
coach) 

 
 
Once you have created the team you have to pay (for registration and if you want a challenge set) by 
clicking on the Pay & Register button

 



A new draft invoice will be created for you.​
First select if you want to include a Challenge set or not with the toggle. If you want to collect the Challenge 
set at one of the designated locations in Pretoria turn the Deliver my set toggle off.(Orange arrows)​
If you are getting a Challenge set delivered Add Shipping Address using the dedicated button or the Edit 
button next to ‘Ship To:’ (Pink arrows)​
If you need to change the Invoice To section use the blue Edit Invoice button (Light Blue arrow) 

 
 



Once you have completed the invoice and shipping detail it will look roughly as below: 

 
You can access the invoice again at any time by clicking Pay & Register button again. 

 



Finalized Invoice  
Once you have finalized the invoice, you can either: 

-​ Use the Pay with Yoco button to pay with credit card or Google Pay or Apple Pay (fastest option) 
-​ Pay it using EFT using the account details and reference show in the Pay By EFT box  

 
-​ After paying with EFT upload the Proof of Payment by clicking Choose 

File below the banking detail to pick the file and then click Upload Proof 
of Payment to complete the upload 

 
-​ Make sure that you get a green box like this after you upload your Proof 

of Payment to ensure it was successfully captured 
 

-​ It may take a few days for your Invoice to be marked as Paid as Proof of 
Payments needs to be manually confirmed, you will receive an email 
once the invoice payment has been confirmed. 

 
-​ Share the invoice with someone else to pay it by using the Copy Public URL button 
-​ Obtain a PDF of the invoice using the Print/Save As PDF button 
-​ If you need to change any of the invoice details you will need to cancel the invoice using the Cancel 

Invoice button and the create a new draft invoice by clicking on your team’s Pay & Register button 

 



 
 
 
 
 
 
 
 
 
 
 
Yoco Payment screen will look like this: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Once you have Paid your invoice the Status will change to Paid and you can proceed to the next step which 
is to Register your Team for an Event.​
Click on View My Teams to return to your teams 



Preparing your Team for Event Registration 
In order to be able to register your team for an event your team needs to meet some pre-requisites: 

1.​ Your Team Formation and Registration Invoice has to be paid. 
2.​ Your Team Roster needs to have at least 1 Coach 
3.​ Your Team Roster needs to have at least 2 Team Members 

 
To View your Teams click the View My Teams item in the left-hand menu 

 
Click View Team on the Team you wish to view from this you can also see that this team’s roster has not 
been completed 

 
Access the Team’s Roster using the Roster sub-tab under the team header 

 
 



Use the Add Member button to add all of your Team Members or Coaches. ​
Make sure to fill in all the fields and select the correct Role.  

​
Team Members can be edited at any time up to 1 week before an event. 
 
Preferably invite Coaches or Team Admins to join the FIRSTSA Events site using the Invite Coach button. 
This will send an email to them inviting them to join the site and if they accept the Invitation (on the Join a 
Team sub-tab of the Teams page) they will be able to assist in editing the Team and see any Event 
communication shared through the site  

 
 
Once you have sufficiently populated your Team Roster to satisfy the pre-requisites your Team status will 
change to Good which means you are ready to proceed with the next step: Registering for an Event 
 



Register your Team for an Event 
Open the Events sub-tab under your team header: 

 
You should see a Register for Events button(If you do not see below) 
 
If the page you see has no Register for Events button and looks like the below click on the Explain team 
status to see what is outstanding but most likely you have not filled out your Team Roster fully yet. See the 
Preparing your Team for Event Registration section above and come back to this section once completed. 

 
 



Click the Register for Events button, you will be presented with a list of events as shown below: 

 
 
Select the one(1) event your team wants to attend. Only your first selection will be considered and any 
other selections will be ignored.​
​
You can see the event’s capacity and the number of teams already registered next to each event. 
 
Once you have confirmed that the correct event is shown on the right-hand side, you can Submit 
Registration. ​
You will need to confirm after which the system  will register your team for that event. ​
After submitting registration is final, any changes will need to be requested from the FIRST SA Partner 
You will be directed to the following page once your registration is successful: 

 



If you go Back to Events you will see details for the event your team is now registered for: 

 
 
Within a few hours you will also receive a confirmation email that confirms that your team has been 
registered for the event. 

 Help 
If you have any issues reach out to support@firstsa.org 
 

mailto:support@firstsa.org
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