Registering Events in Assemble

This guide is for Club Admins wanting to register an event for the AA Calendar in
Assemble. Tournaments and QREs must be registered with AA at least 30 days prior to
the event to be valid for records or National Rankings.

First, sign into Assemble using your email and password
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You should then see this screen
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Select the type of event you are registering (QRE, Tournament or WA Registered Tournament)

A box like below will pop up, select “Register myself to an event or competition”

Expand All

Register myself to an event or competition




The pop up will expand as below, select “REGISTER”
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Register myself to an event or competition

Member Type Gender Age Range Product Price ‘

Participant All i 1-99 Register a GRE $0.00

Register
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The next screen will have all your details, scroll to bottom of screen and select NEXT
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The next page will allow you to type in your Club name and select your RGB. You will also need to add
the name and contact details for person running the event at your club.
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You must also upload a document (10Mb maximum size) with details of the event or events you are
registering.

IMPORTANT, if registering more than 1 event, put details of ALL events you are registering!



Suggested information to include in the document:
Club name

Event name

Date

Venue

Cost

How to enter (Assemble, Archers Diary or other)

After clicking NEXT, a screen will pop up asking how many events you are registering. In case below, |

have registered 3 events. It will display total cost
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After clicking NEXT, the system will ask if you want to perform another registration.

Confirm

Do you want to perform another registration?
-

If you wish to register another different type of event, you can click YES. If wanting to register the same
type of event, it will not allow this. For example, if the first event is a QRE, it will not allow me to
register another QRE, you have to register multiple events of the same type in a single transaction.




From there, the system will take you to the payment screen to enter card details and complete
process

Summary & Payment
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A receipt will then be mailed to you.

Once event has been added to the AA calendar, you will receive an email from AA telling you that you
have been “deregistered”. This is perfectly normal, a screenshot of an email is below:
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Hi Malcolm,

Your registration for the event - 2025 AA Calendar Tournament Regis-
tration has been deregistered by an administrator.

Event Name: 2025 AA Calendar Tournament Registration
Member Type: participant

Registration |D: 8193755

Product Type: Individual

To tailor what we send you please update your preferences here
Copyright ® 2024 Assemble Sports. All rights reserved.



