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Overview of Starting a Team

Create a FIRST® Account
Create a Team Profile
Invite Primary Contacts
Enter Storefront
o Pay for Season Registration & Purchase Product
o Generate a Quote
Reach out and Find Local Support or Register for local events
Review Available Resources — Team Management Resources

Frequently Asked Questions

How do | create a FIRST account?

How do | create a Team Profile?

How do | invite a Lead Coach/Mentor from the Dashboard?

Where do | accept Role Invitations?

How do | go through the Storefront?

How do | register for an event?

Where can | find more help?

Additional Resources

For additional assistance, contact us at
FIRST® Headquarters:

Phone: (603) 666-3906 or
(800) 871-8326
Mon — Fri 8:30 A.M. = 5:00 P.M. ET
Email: FTCTeams@firstinspires.org
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https://www.firstinspires.org/node/2546
https://www.firstinspires.org/robotics/ftc/events
http://www.firstinspires.org/node/5226
mailto:FTCTeams@firstinspires.org

Create a FIRST® Account

Register a FIRST Account

1. To create a new account, go to www.firstinspires.org and click on “Register” at the top
right corner of your browser.

REGISTER ) LOGIN

Ltr{)nnsr PROGRAMS COMMUNITY WAYS TO HELP ABOUT Q

2. After you click the link, you will be redirected to the screen below.
a. Fillin the information, click the acknowledgements, and finally click on “register”
to complete the process.

Register your new FIRST? account i
Ploase enter the information below 0 rogister & new account Attention Parents
Register yourself on this page for a new FIRST

account, not your child. Enter your name, email
address, and birthdate, not your child's.

Your Email * You will be able to add your child and apply to a
team under the Parent/Guardian - Youth tab on
your dashboard after your account has been

Your First Name created

Your Last Name * Need Help?

Call: 800-871-8326 or 603-666-3906
Your Date of Birth®

Email: customerservice@firstinspires org
oty | Saleat Cowy Hours: Monday - Friday, 8:30 - 5:00 EST/EDT
View Frequently Asked Question

Password *

Confirm Password *

Agreements®

T'm not a rebot



http://www.firstinspires.org/

4. You will receive an email to confirm and activate your account which looks like this.
Activate your account by clicking “here.”

HIGHR YOU 101 JUININY WIS FIRS | CONITIULILY = INGW U CLount izaeu

a. Note: If your email does not come through, check your spam, or junk email
folder. If you have not received the email within a few hours, return to the login
page and click “Forgot Password.”

5. Once you confirm your email, you will see this screen. Login using the email/password
you used to register which will redirect you to your dashboard where you will need to
complete your profile.

Register

Email Confirmed
Need Help?

Parents: If you received an invitation from your child’s
coach to create an account and register your child,
please create the account with your name, email address
and birthdate, not your child’s. You will be prompted to
provide your child’s information after completing your
portion of the registration.

Thank you for confirming your email. Ples

When creating your account, if you receive an error

DOFIRST 3 o



6. You will then need to agree to the FIRST Terms & Conditions, the Youth Protection
Program policies, the Code of Conduct for Program Activities, and the FIRST Privacy
Policy the first time you login.

FIRST Policies

AGREEMENT TO TERMS FIRST Policies

hes

Youth Protection Program

p——p—

1 have raad and consent ta the FIRST Tarms and Conditons @

FIRST Policies

FIRST Policies

Code of Conduct for Program Activities FIRST Privacy Policy

-
Lt P st Ut Mty 1, 2013

—— SRR -

a. Once you agree to each, you will get one final message. Click “Submit.”

FIRST Policies

G s sty (g  Gomples e e e

7. After you “Submit” the agreements, you will be automatically redirected to complete your
user profile.

Your User Profile Is Incomplete

Please complete your user profile

DOFIRST 4 o



a. You must click “Continue” and fill out the remainder of the profile to complete this
step.

Create or Update a Team Profile

How to Create a New Team

* For teams who have not registered in a previous season only

1. Navigate to www.firstinspires.org and click “Log In.”

REGISTE LOG IN

PSOFIRST PROGRAMS ~ COMMUNITY  WAYSTOHELP  ABOUT  Q DONATE :

2. Click “Create a New Team(s)”

YAV IDVANY

PARENT/GUARDIAN - YOUTH ‘

CREATE NEW TEAM(S) GIVE TO FIRST MISSION REGISTERING YOUTH FAQ w

Teams List

feam Name Team Number Program

3. Select your role:

CREATE NEW TEAM(S)

If you are trying to re-register an existing team, please use the back arrow to return to your dashboard, where you can
select your existing team. If you are not currently the Team Administrator or Lead Coach/Mentor for a team you are trying
to re-register, please the previous team as they can invite you as the replacement contact.

If you want to create a new team, please continue.

Will you be the Team Administrator or Coach/Mentor 1 for this team?
(Scroll over Team Admin or Coach/Mentor 1 button for a description of each.)

| TEAM ADMIN | | LEAD COACH/MENTOR 1 I

o Team Admin — The Team Admin is a separate role from the Lead

Coach/Mentor for the team. Limited access to team administration
functions include: Paying for team registration, inviting
Coach/Mentor 1 & 2, can also be Coach/Mentor 1 or 2. You cannot
invite youth team members or other adult team Contacts.

PSOFIRST i =
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4. Select your program and click “Select and Continue”

CREATE NEW TEAM(S)

P PROGRAM SELECTION

o e et e 407Gk P

OEEEm @@ O

5. Fill in your Team Profile Information and click “Save & Continue”

CREATE NEW TEAM(S)

6. Fill in your School/Organization information and click on “Save & Continue” once more



CREATE NEW TEAM(S)

SCHOOL/ORGANIZATION INVIT

FIRST Tech Challenge Team# 8769

School/Organization

School/Organization Type

Please Select or Type

+ ADD AN ADDITIONAL SCHOOL OR ORGANIZATION

GO BACK SAVE & CONTINUE .

7. Next Invite your “Lead Coach/Mentor 2” information. If you cannot do this
right away, that is ok. Click on the text that says “I will do this later” under
the save and [continue| button. Please note, you will need to have two lead
Coach/Mentors to be able to invite youth members to your team.

s s e

of inviing 200w 1t invite 8 2t 8 later time you con
do this by selecting "Manage and invite Team Contacts” from your dashboard. The Cosch/Mentor 2 will also be recuired
1o pass Youth Protection screening.
bl
has both 1anda 2

ogist your

LEAD COACH/MENTOR 2

FIRST NAME LASTNAME
EMAIL ADORESS

+ ADD TEAM ADMIN

fm ncta sovot

GO BACK

ey | Wil do this fater



8. You will come to the below screen which will show your temporary team number. Click on
“For Next Steps, Go To Dashboard”

CREATE NEW TEAM(S)

You iill receive a permanent nce your payment for this

season's registration has be

o your team

To make this payment and fin ick on the NEXT
STEPS, GO TO DASHBOARD bt e all OUTSTANDING
TASKS

FOR NEXT STEPS, GO TO DASHBOARD

9. Back on your dashboard, you will see your teams listed & your permanent team number.

PARENT/GUARDIAN - YOUTH VOLUNTEER REGISTRATION MY CLASS/SCHOOL PACK ACCOUNT
- R — —
. =
k|
*  Oparation Robotcs L) FIRST® Tach Ghatenge navioual Team - Cutstanaing Team Tases @EY

Invite a Lead Coach/Mentor from the Dashboard

How to invite from the Dashboard:

If you did not invite the Coaches/Mentors during your team creation, you can invite them
from the Dashboard.

1. Under Team Contacts/Roster, click “Primary Contacts” or “Manage Contacts.”




[

) Toam ComactaRostor

3. Complete the contact information and click “Send Invitation.”

= Other Cantacta

a. You may invite multiple contacts at once. Click “add another” before sending

invites and complete Contact information.

\

Invite Team Contacts

add another &

-1

4. A confirmation pop-up will appear.

Invitation(s) has been sent to

email@domain.com

Close

Note: Once you have invited your Lead Coach/Mentor 1, Lead Coach/Mentor 2,
or Team Admin, they will receive an invitation via email. They must complete

their profile and accept your invitation.

PSOFIRST

—
FIRST
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Options Under Team Contacts

1. Each role for the team is listed on the Team Contacts page.
2. You can manage contacts under “Options.” The status of the invitation is listed next to
their name/role.
a. Send Email — This is a one-way email system.
b. Invite Replacement — Having someone retiring from the team? Invite a new
replacement.
c. Request Screening — Screening should be completed before the first team
meeting., A team cannot compete without completed and passed screening from
BOTH Lead Coach/Mentors.
d. Delete this Contact — If you do not have a replacement or the information is

wrong, you can delete the contact. .
9.y I NOTE: Status of Invitation.

First Name Last Name - Lead Coach/Mentor ~ ACCEPTED Options~
2
= send Email
Email Phone Number & Invite Replacement
@ . . 5555555555 ¥l Request Screening
= email@domain com @ Delete this Contact

A Consent & Release not on record ¥

© Youth Protection Screening pending User. Include In Team Roster Printout [¥]

Locating Your Invitation
1. Once you have sent out your Invitation, your Lead Coach/Mentor 1, Lead Coach/Mentor
2, or Team Admin will receive an invitation email.

2. The invited contact will need to Create a FIRST Account and login to accept your
Invitation which is located at the top right of the Dashboard.

DOFIRST ” o
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3. There are then two ways to access invitations from here.
a. Click on the Invitation icon.
b. Click your name and in the dropdown, click on “My Roles/Invitations.”

Hello, First Name Last Name ¥

My Roles/Invitations

Click on Invitation Icon.
H 4
My Profile Click on “My
Roles/Invitations” under the
_ drop down.
Update Email/Password

Acknowledgement Forms

Mentor / Coach Certificate

Log Out

4. Click on “Accept” under the invitation or click “Accept All” if multiple invitations are listed.

MY ROLES
i o i IEI
Lead Coach/Mentor 1
Accepted Roles
Team Administrator
Teum Marme NOTE: If you volunteer for

Land Oouchvhdontr 1 Laad Couchdomtr 2 events, your “Event Roles”
will be listed here.

Event Roles

5. From here, the Lead Coach/Mentor 1 or 2 will be able to go through Youth Protection
Screening and help manage the team.

DOFIRST ; o



Retiring from a Team

If you must retire from a team, you can do so from the “My Roles” page.
1. Navigate to the “My Roles/Invitations” page from the drop-down listed under your name.
2.

Hello, First Name Last Name ¥
My Roles/Invitations

My Profile

Update Email/Password

Acknowledgement Forms

Mentor / Coach Certificate

Log Out

3. Click on “Options” under the Accepted Role where you can either:
Retire from team — Leave team without are replacement or
Invite Replacement — Invite a replacement when leaving the team.

Accepted Roles
pra—

Options -
Fic ammwnoa ——
teEmeammn O Retire from team

Leat CosenMentar 1 Lesa Cosonmentsr 2 & Invite Replacement

2 rob: OE00M

Currenly no Lesd Conch 2

B emainon@omal com

The PITSCO Storefront

To Register Your Team

*Teams outside of North America pay any registration fees to their local Program Delivery
Partner, and will show a $0 balance due.

DOFIRST : o
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Follow these simple steps to REGISTER your team:
1. Log into your team dashboard at www.firstinspires.org.

Mﬂm PROGRAMS COMMUNITY WAYSTOHELP  ABOUT  Q

2. Under Team Finances, select “Team’s Shopping Cart.”

Toama List
eam bame TeomMamber  Program Teom Type Aeturing Teom Ourandng
Tasks
- Eepen e ST Toon Cratenge — v Cutstanang ream s @)
Team Options ==} Team Finances [1—0' Team Contacts/Roster Team Events

Teants Shopping Cart @ & - S
Payn

o
Fu
c

30.00
30.00

3. From the “Create Order” page, click “Select to Pay Pitsco” to order additional materials

CREATE ORDER

Amounts listed may not include shipping and handiing and/or applicable taxes.

#8767 FIRST® Tech Challenge l Team Subtotal. $0

- FTC Team Registration - Non

Teams/Account List

4. You will then get a popup notice, click on “Continue” to be redirected to the PITSCO

x
Notice
Rogistration fee is $0 for
—"" teams outside of North

Team Registration for FIRST Tech Challenge for the 2020-2021 season is $275 and includes: America

+ Official FIRST T

. Al

« Abiit 10 compete for

+ Team member access
Team Registration fee does not inch ping and oo gistration to
FIRST Tech Challenge event . , . y run FIRST
Tech Chalieng ict
charge an addiional fee to part

CONTNUE

PSOFIRST °
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5. Move through the tabs to order product or select “Checkout.”
SUPPORT
Ao

CHALLENGE

6. Enter your billing and shipping information and select “Review My Order” to complete registration
process.

SUPPORT
L5
?L’g:r WELCOME CONTROL SET ELECTRONICS SET COMPETITION SET CHECKOUT
CHALLENGE

BILLING ADDRESS > SHIPPING ADDRESS > SHIPPING METHOD > PAYMENT METHOD

SHIPPING METHOD YOUR CART
No Shipping Charges - Registration Only o FIRST® Tech Challenge $0.00
< 4 REVIEW MY ORDER ’

RETURNTO SHIPPING ADDRESS  —__—

Product Subtotal: $0.00
. not
Base Freight (RO) required

*Total to Pay (USD):  $0.00

* Total does not include shipping

How to Register for an Event

Event registration for all FIRST Tech Challenge events, except the World
Championships, are managed by local Program Delivery Partners. Connect with
your local Program Delivery Partner to learn more about how to register for
events in your region.

If there is no Program Delivery Partner in your region please send an email to
Team Support at firsttechchallenge @firstinspires.org.

Where can | get more help?

The FIRST Operations team is ready to answer any questions or walk users
through the accountcreation process. The office hours are Monday — Friday 8:30
a.m.-5 a.m. EDT. Help outside of these hours may be arranged by contacting
FIRST via one of the methods below:

Email: firsttechchallenge@firstinspires.org

Chat: available on www firstinspires.org

Phone: (603) 666-3906 or (800) 871-8326

n
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Additional Resources

¢ Navigating the FIRST Website — useful links:

e  http://ffirsttechchallenge.blogspot.com/2016/07/navigating-first-
website-useful-links.html

e Review Available Resources — Team Management Resources

e Game & Season Materials

Game Forum Q&A
https://ftc-qa.firstinspires.org/

Anyone may view questions and answers within the FIRST® Tech Challenge game Q&A
forum without a password. To submit a new question, you must have a unique Q&A
system username and password for your team.

FIRST Tech Challenge Game Manuals
Part 1 and 2 - https://www.firstinspires.org/resource-library/ftc/game-and-season-info

FIRST Headquarters Pre-Event Support
Phone: 603-666-3906
Mon — Fri
8:30am. - 5p.m. ET
Email: Firsttechchallenge @firstinspires.org

FIRST Websites
FIRST homepage — www.firstinspires.org

FIRST Tech Challenge Page — For everything FIRST Tech Challenge.
FIRST Tech Challenge Volunteer Resources — To access public volunteer manuals.

FIRST Tech Challenge Event Schedule — Find FIRST Tech Challenge events in your
area.

FIRST Tech Challenge Social Media
FIRST Tech Challenge Twitter Feed - If you are on Twitter, follow the FIRST Tech
Challenge Twitter feed for news updates.

FIRST Tech Challenge Facebook page - If you are on Facebook, follow the FIRST Tech
Challenge page for news updates.

FIRST Tech Challenge YouTube Channel — Contains training videos, game animations,
news clips, and more.

FIRST Tech Challenge Blog — Weekly articles for the FIRST Tech Challenge community,
including outstanding volunteer recognition!

FIRST Tech Challenge Team Email Blasts — contain the most recent FIRST Tech
Challenge news for teams.

Feedback

15
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http://www.firstinspires.org/robotics/ftc
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https://twitter.com/FTCTeams
https://www.facebook.com/FTCTeams
https://www.youtube.com/user/FIRSTTechChallenge
http://firsttechchallenge.blogspot.com/
http://www.firstinspires.org/node/4311

We strive to create support materials that are the best they can be. If you have feedback
about this manual, please emalil firsttechchallenge @firstinspires.org. Thank you!

n
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