
COACHES - How to:

1. Create a Club account on SportData

2. Register Individual competitors

3. Register Coaches and Photographers

4. Register Team competitors

5. Register Full-Time Umpires 

6. Delete entries to the event

7. Pay entry fees

8. Prepare and send in Consent and Data Protection forms

2022 ITF Taekwon2022 ITF Taekwon2022 ITF Taekwon2022 ITF Taekwon----Do BC CupDo BC CupDo BC CupDo BC Cup



***AFTER REGISTRATION - COACH must 

send Consent and Data Protection Forms***

Competitors cannot participate in the event unless their Consent form 

is filed with the Tournament Director by the Registration Deadline.

1. Download the “Declaration of Consent and Data 
Protection” form from the event “Downloads” page.

2. Have each competitor/parent fill one in with clear
printing and sign.

3. Scan or photograph the form, give it a filename that 
includes the competitor name.

4. Collect all your forms together and send by email 
to ITF of BC Tournament Director at: 
tournament@itfofbc.org

5. Deadline is April 29, 2021 23:00 Pacific Daylight 
time.

NOTE: Coaches are responsible for this – do not ask your competitors 

to send their own forms individually or they will be rejected.



1. Create a Club Account along 

with a list of your 

competitors.

NOTE: If you already have a Club Account from a previous 

tournament, you can use that to register for this event.  Log 

into that account now and skip to Item #2.

NOTE:   If you are using an existing Club Account, be sure 

you update your competitors’ rank, height and weight.

If you create a new Club account now, you can use this 

account and competitors to enter future events that are 

hosted on SportData.









Click on CREATE A NEW ACCOUNTClick on CREATE A NEW ACCOUNT











You will receive an email from the 

SportData system.  Click on the link in 

the email to confirm your email 

address.







Click here

Or

here



Full Name of Club e.g. “Mountain High Martial Arts”

Short version of club name e.g. “Mountain MA”Short version of club name e.g. “Mountain MA”

Make sure this is set to “Club”





Click on tab “Details”



Click on space for “State” and select your province or state 

from the dropdown list if it is available.

Check the boxes for Colour Belt Pattern and Black Belt 

Pattern.

Add your web site address if you like.

Click Save.



Now add Information for 

Competitors, Coaches and 

Umpires to your Club Account

NOTE:  You may already have 

competitors in your club account from 

previous events.  Make sure to edit 

their information so that rank and 

weight are correct.



Click on My Competitors

Add Competitors to Club Account



Click on ADD NEW COMPETITORS



Fill in these fields

FOR EACH COMPETITOR:



Fill in these fields

Default is Male.  Be sure to 

change to Female if required.



Click Save

You must enter International ID.  This is the 

6 digit number from the Black Belt card.

For Colour Belts enter “NA”



After saving, this page will show.

Next you must add the photo of your competitor



Scroll down through your competitor’s information page to 

the bottom where you will see this.

Click on “Browse”

Navigate to the correct photo of your competitor, select that 

photo and enter.

Click on “Upload” – done!

Now repeat for all competitor names.  You can add more 

this way any time.

Competitor Photo should be head and shoulders only



Show a list of your Club 

competitors.



Shows a list of your Club competitors.

You can edit their information (change rank, weight, add 

International numbers, photos, etc.)   Click on the edit button 

at right.

You can remove them from your Club.  Click on the Delete 

trashcan icon.

Competitor         Name

Competitor         Name

Competitor         Name

NOTE: If you are re-using an existing club account, be sure 

to check that your competitors ranks are up to date!



Add Coaches and Photographers to your Club Account

Click on My Coaches



Click Add New Coach

Add Coach/Photographer data similar to Competitor data.

Must include Dan and International ID.

Save.

Upload Photo as competitors.

Save and repeat for all Coaches.



Add Full-Time Umpires/Referees to your Club Account

Click on My Referees



• Click Add New Referee

• Add Referee data similar to Coach 

data.

• Must include Dan and International ID.

• Save

• Upload Photo as competitors.

• Save and repeat for all Full-Time 

Umpires.



2.  Register Individual 

Competitors for the Event.

NOTE: If you are re-using your Club Account from a 

past event, please be sure to update your competitors’

rank, weight and height (go back to page 28).



Click EVENTS, then EVENTS again.



Click Event name text



Click REGISTRATION

Canadian National Taekwon-Do Championships



The first time you go to register for the event, you will get a message that your 

Club must be approved to enter the event.  

Carefully read the message, scroll down and Click “Yes”.

Tournament Director will get a message and manually approve your Club to enter. 

You will receive an email to notify you when approved.  Come back to this step.



Click REGISTRATION



Hover mouse over COMPETITOR button, 

click on ADD INDIVIDUAL ENTRY



As written in the notice in pink highlight:  All new entries will go to the “Waiting 

List”.  When all competitor fees have been fully paid, they will be moved off the 

waiting list into in the competition.

You can make or withdraw entries at any time up to the deadline.

IMPORTANT:  We recommend you pay for all entries at the same time just before 

the deadline.

No refunds for withdrawals after payment is made.



Competitor names appear here one at a time.

Your Club members will appear in the 

dropdown box. Click on the small arrow at 

right to see a list of names, then click on the 

person you want to register.

Then click on the CATEGORIES you want 

them to enter.  Could include:

Patterns

Sparring

Power Breaking

Special Technque



Click save.

Now repeat for all your competitors.



3. Register Coaches and 

Photographers



Hover mouse over Coach button, 

click on Register New Coach



Click on Name of Individual

Click Save

Repeat for other 

coaches/photographers

Each Club is allowed 1 

Black Belt coach per 

every 4 Black Belt 

competitors, including 

the Head Coach.

See Invitation 

document for details.

Coach Name

Select type of 

Coach/Photographer



4.  Register a Team for the 

Event



Hover mouse over COMPETITOR button, 

click on ADD TEAM ENTRY



Choose competitor names for the team:

1. click on dropdown arrow

2. click on competitor name in list

3. click on the + symbol

4. Name appears in “TEAM 

COMPETITORS” box.

Add all names for the team (e.g. 

Prearranged Sparring = 2 names, Team 

Patterns = 5-6 names).

Enter Team Name Here (anything you like)

Competitor Name

Team member name
Team member name

1. 3.
2.



To delete members from the team:

1. click on name in “TEAM COMPETITORS”

box.

2. click on the “-” symbol

Team Name

Competitor Name

Team member name
Team member name

Team member name

1.

2.



Click on CATEGORY to enter.

Click SAVE.

Team member name
Team member name

Team member name



5. Register Full-Time 

Umpires/Referees



Hover mouse over Referee button

Click on Register New Referee



Click on Name of Individual

Click Save

Repeat for other Referees.

Referee Name

Select “All Days”



6. Delete Entries to the Event

• Individual and team entries, 
Coaches/Photographers and Umpires can 
be added or deleted at any time.

• Withdraw from waiting list or entries.

• Fees are not refunded for withdrawals 
after payment.



Click REGISTRATION



COMPETITORS:

Hover mouse over COMPETITORS,

Click on either:

WAITING LIST (for unpaid entries)

Or 

MY INDIVIDUIAL ENTRIES (for paid entries)

Or

MY TEAM ENTRIES (for paid entries)



Competitor         Name

Your entries in the event are 

shown in a list.

To remove from entry in event, 

click on the small Trashcan icon 

for that competitor.

Competitor         Name

Competitor         Name

Your entries in the event are 

shown in a list.

To remove from entry in event, 

click on the small Trashcan icon 

for that competitor.



Confirm deletion by clicking 

“YES”.



DELETE COACHES OR REFEREES:

Hover mouse over COACHES  or  REFEREES

Click on either:

WAITING LIST (for unpaid entries)

Or 

MY REGISTERED COACHES  /  MY REGISTERED REFEREES 

(for paid entries)

Display list of Coaches or Referees.

Select and delete Coaches or Referees.

Confirm deletion by clicking 

“YES”.



4.  Payment of Entry Fees



All new entries will go to the “Waiting List”.  When all 

competitor fees have been fully paid, they moved off 

the waiting list into in the competition.

You can make entries at any time up to the deadline.  

We recommend you pay for all COMPETITORS and 

COACHES just before the deadline.

COACHES must make the payment for all competitors 

entered. 

***Remember to also send in the consent form (see 

following).***



When you are ready to pay,

In main event window:

Click on Registration

When you are ready to pay,

In main event window:

Click on Registration



Click on My Current Entries / Payment



New window pops up showing your entries and the payment due.

Click on PayPAL button and you will go to the PayPal site for payment.

You will be allowed to pay from your PayPal account or directly by your credit or debit card.

PayPal will automatically inform SportData of your payment and you will receive an email of receipt.

Your competitors will move from the waiting list into the competition.



***LAST STEP - COACH must send

Consent and Data Protection Forms***
Competitors cannot participate in the event unless their Consent form 

is filed with the Tournament Director by the Registration Deadline.

NOTE: Coaches are responsible for this – do not ask your competitors 

to send their own forms individually or they will be rejected.

• Download the “Declaration of Consent and Data 
Protection” form from the event “Downloads” page.

• Have each competitor/parent fill one in with clear
printing and sign.

• Scan or photograph the form, give it a filename that 
includes the competitor name.

• Collect all your forms together and send by email 
to ITF of BC Tournament Director at: 
tournament@itfofbc.org

• Deadline is April 29, 2021 23:00 Pacific Daylight 
time.


