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Online Membership –  

Quick Start Guide 
 
 
 
 
 
 
 

 

This Quick Start Guide is a training guide used to help you get familiar with the 
2009 USBC Online Membership web application. It is not an exhaustive user 
reference manual, and it may not include answers to every scenario you as a member 
of an Association or Center may have. 
 
If you have questions or feedback, contact USBC at 1-800-514-BOWL (2695). 
The latest version of this Quick Start Guide is available online with the new web 
application by clicking the Help tab. 
 
To properly view this Quick Start Guide as a PDF, use Adobe Acrobat Reader. You 
can download it at www.adobe.com. Click the “Get Adobe Reader” button. 
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Welcome 
When you open the USBC Online Membership application for the first time, you will see the Login screen 
as shown below. Depending on if you are an Association or a Center, please read the appropriate section 
that applies to you below. 

 
 

Associations 
If you are an Association and want to log in to process memberships, you already have a User ID and 
password. Your user ID is the Association’s number. Your password is your supply password in all capital 
letters. 
 

 

As an Association, you DO NOT need to USE the Registration Request Form link. 

Centers 
If you are a Center and want to log in to process memberships, you can do so. But first, you will need to 
fill out and submit the Registration Request Form. Refer to “Create an Account - Centers“ on the next 
page for more information. 
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Create an Account - Centers 
If you are a representative for a Center and wish to register so you can process membership, you will 
need to perform the following task to have an account created with USBC. 

1. On the Welcome Login screen, click the “Registration Request Form” link. You’ll see the link at 
the bottom of the page in the paragraph starting with “Bowling Centers”. 

 

2. The system displays the Processor Registration form screen.  

 

Term: The Online Membership system refers to those entering and processing 
memberships for Associations and Centers as “processors” or “membership 
processors.” 
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3. Complete the following fields. A red asterisk (*) on the screen denotes a required field. 

Field Name What to do 

Processor Type* Select the desired processor type. As a Center Representative, select Center.  

Name* Last: Type in your last name. 

First: Type in your first name. 

Center Certification 
Number* 

Enter the certification number of the Center you are representing. This number 
will be verified by USBC before an account is created.  

Be sure to enter a valid Center Certification Number. If you do not, your 
account will not be created.  

User ID* Enter a user name. An email address is an option as a unique user name. If 
the system locates that the user name is already in the system, you will 
receive a system prompt after you click the Submit button. You will then need 
to enter a different User ID. 

Password* Enter a password. The password must be 6 characters in length and contain 
at least one letter and one number. 

Re-enter Password* Enter the password in a second time. 

Security Question* Select the security question from the drop down list, if more than one is 
available. 

Security Answer Enter a sort reminder for your security question. 

 
4. Click the check box to agree to the Terms and Conditions. 

5. Verify your information. To make changes, click the Reset button and re-enter the information. 

6. Press the Submit button. If the submission of the form is successful, the system will display the 
Welcome Login screen.  

7. Review the steps below: 
 

 

Submission > 
When you click the Submit button, the form information is sent to USBC. However, 
an account is not automatically created for you. It has to be reviewed by USBC.  
Validation > 
Once an account is created and activated, you will be sent a Validation email. The 
email address used will be what USBC has on record as contact information for the 
Center. 
You are Ready to Begin Processing! 
Once you receive the Validation email that includes your User ID and password, you 
may log in and being processing memberships. If you have questions, contact USBC 
at 1-800-514-BOWL (2695). 
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Logging In 
To log in to the USBC Online Membership application, do the following: 

 
1. In the User ID field, enter your User ID.  

2. In the Password field, enter your password. 

3. Click the Login button to log in. 

4. If you do not have a user account, click the “Registration Request Form” to complete register. 
 

 

Depending on what security rights are assigned to your User ID, you may or may not 
see all of the screens explained in this quick start guide. If you have questions, 
contact USBC at 1-800-514-BOWL (2695). 

 I was logged out of the system 
What do you do if you suddenly find yourself back at the Welcome Login screen? 
 
Please be aware that the USBC Online Membership web application will not suddenly log you out of the 
system. However, as with many web applications, your session may time out after an extended period of 
inactivity. If you session times out, type in your User Id and password to log back into the application. 
 
Session Time-out Scenario: 
You leave your computer for 30 minutes or more with the USBC Online Membership application still 
running in your browser. You return to your computer, maximize the browser, and click a tab on the 
Online Membership app. The system “jumps” to the Welcome Login screen. 
 
Solution: 
We suggest that when you are working in the USBC Online Membership application and know you will be 
away from your computer, do the following: 

1. Save your work before you leave your computer. 

2. Use the “Logout” link (at the top left corner) to properly log out. 

3. Do not just close the browser by using the “X” close key. 
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My Centers 
When you successfully log in to the USBC Online Membership system, you will be directed to the My 
Centers screen. Depending on if you are an Association or a Center, please read the appropriate section 
that applies to you below.  

Associations 
If you are an Association, when you successfully log in to the USBC Online Membership system, you will 
be directed to the My Centers screen. Associations will see their list of centers on this screen. 

 
 

 

If you center is missing, please us at usbcyouth@bowl.com. Please include the 
following: Association Name, Association Number, Bowling Center name, Certification 
Number, City, and State. 

 
From the Centers screen, you can also click the View Leagues button to see what leagues are in the 
desired center. For example, the Penn Bowling Center has these example leagues. 
 

 
 
Refer to “My Leagues” in this guide to continue learning about the USBC Online Membership system. 
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Centers 
If you are a Center, when you successfully log in to the USBC Online Membership system, you will see 
the “My Centers” tab as shown in the example screen below. Since you a representative for your center 
only, you will not see a list. Instead, your will see the center name at the top left side of the screen, as 
“Welcome [center name].” 
 

 
 
Refer to “My Leagues” in this guide to continue learning about the USBC Online Membership system. 
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My Leagues 
To view the My Leagues screens, select the My Leagues tab.  

 
From the All My Leagues screen, you can do the following: 

 Create and edit a league 

 Add, edit, and delete officers 

 View bowlers 

 Pay dues for all bowlers in all leagues 

Create a League 
1. Click the My Leagues tab.  

2. From the All My Leagues screen, click the New League button. The system displays a popup screen.  
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When creating a new league, the system will display the “Edit League” screen. It is one 
in the same screen for Add and Edit. 

3. Complete the following fields. A red asterisk (*) on the screen denotes a required field. 

Field Name What to do 

League name* Enter the league name.  

Type* Select the league type. Note: Once you create a league, you can not change 
this field. 

Application Number* Enter the Application Number. This number is located on the League 
Application form (top right corner). You can enter between 0 and 10 numbers 
for this field. 

Start Date* Click the Select Date button to find a date to select. Note: You can click the 
field or the “Select Date” to open the calendar. Typically, a youth league will 
run no more thank 12 weeks. 

End Date* Click the Select Date button to open the calendar to select a date. 

Bowl On Select the day of the week and time for when the league will bowl. Default is 
12 AM. 

Center* Click the Search Center to find a center. You can search by the following: 

Zip Code, City, State, or Name. 

4. Press the Save button to create a new league. 

Edit a League 
You can also edit a league after you have created, if needed. Do the following: 

1. From the All My Leagues screen, click the name of the league you want to edit. The league names are 
listed under the League Name column.  

2. After you click the league name (blue link on the left), the system displays a popup screen. 

 

3. Edit the desired fields. A red asterisk (*) denotes a required field. Refer to “Create a League” for more 
information on those fields. 
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4. You can move your league to another center, if desired. Click the Search Center button to change the 
center. They system displays a Search option dialogue. 

 

5. For example, select a state abbreviation in the State drop down list box. Click the Search button. 

 

6. Click the Select button by the new center you want to use. 

7. The system displays the Edit League screen. 

8. Press the Save button to save your changes. 
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Add an Officer to a League 
 

 

After you create a new league, add any officers to that league. Then add the bowlers. 

1. From the All My Leagues screen, locate which league you want to add an officer and click the Officers 
button (to the right of that league’s information). 

 

 

Bowlers’ Data 
Please note that the example information used in the screens in this Quick Start 
Guide for leagues and bowlers is NOT REAL information, but dummy/test 
information. 

2. The system displays the View League Officers popup screen. 
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3. Click the Add Officer button. 

4. The system displays the Edit League Officer Information screen.  

 

 

When adding an officer to a league, the system will display the “Edit League Officer 
Information” screen. It is one in the same screen for Add and Edit. 

5. Complete the following fields. A red asterisk (*) on the screen denotes a required field. 
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Field Name What to do 

Last name* Enter the Last name for the officer. Note: The Last name field is listed before 
the First name field.  

First name* Enter the officer’s first name in this field. 

Role* Select the role of the officer from the drop down list box. 

Mailing Address* Enter the mailing address in the fields. 

Phone Enter the day and night time phone numbers. This field is Not required. 

Exclude from 3rd 
party mail* 

Select “Yes” to stop 3rd party emails. 

Email address Type in the officer’s email address. 

Gender* Select the radio box for the officer’s gender. 

6. Press the Save button to create a new league.  

 

The new officer record displays at the bottom of the list. If necessary, scroll to the 
bottom of the View League Officer to locate the record. 
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Edit an Officer 

1. From the All My Leagues screen, locate which league you want to delete an officer and click the 
Officers button (to the right of that league’s information). 

2. The system displays the View League Officers screen. 

3. Locate the name of the officer you want to delete. 

4. Click the Edit button. 

5. Modify the field(s) you want to change. 

 

6. Verify your changes. 

7. Press the Save button to save your changes. 
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Delete an Officer 

1. From the All My Leagues screen, locate which league you want to delete an officer and click the 
Officers button (to the right of that league’s information). 

2. The system displays the View League Officers screen. 

3. Locate the name of the officer you want to delete. 

4. Click the Delete button. 

5. Click OK when the system displays the prompt, “Are you sure you want to delete the league officer?” 
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View Bowlers in a League (My Leagues tab) 
1. On the All My Leagues screen, click the Bowlers button. In the following screen, you can see the 

Bowlers button is located to the right of each league. (You will see it next to the Officers button.) 

 

2. The system displays the bowlers who are in that league. For example, the following screen shows the 
bowlers in the Night Owl league. 

 

3. Note that the system moves you to the Bowlers tab from the Leagues tab. You will see the Bowlers tab 
highlighted in red above. Refer to “Bowlers” in this document for more information. 
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League drop down list box – Closeup 
 

 

In the League drop down list box, as shown below, you will see the League Application 
number | League name | Start and End dates 
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Pay All Dues for All Leagues (Associations) 
From the All My Leagues screen, you can pay the dues for all bowlers in all leagues. Typically, this task is 
performed by Associations. 

1. Click the League tab. 

2. From the All My Leagues screen, click the Pay All Dues button. The system displays the All Bowlers 
Having Dues for All Leagues popup screen. 

 

3. Complete the following fields.  

Field Name What to do 

Pay Yes: Click the Yes radio button for the bowler s whose due you want to pay. 

No: Click the No radio button for the bowlers whose dues you don’t want to 
pay. 

Make Payment To submit the payments, click the Make Payment button. 

Cancel To cancel submitting the payments, click the Cancel button. 

4. The system submits the payment and displays an approval screen saying that the payment has been 
approved. It displays the payment amount, date, and Transaction ID. Note: Be sure to write down the 
Transaction ID in case you need it for later use. 

 

To pay dues for specific bowlers in a league, see “Pay a Bowler’s Dues” in the next 
section. 
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Bowlers 
To view the Bowlers screens in the Youth Membership system, click the Bowlers tab. From this screen, 
you can complete the following tasks: 

 View bowlers in a league 

 Add a bowler to a league 

 Edit the bowler’s information 

 Pay a bowler’s dues 

 Give a bowler an award 

 Delete the bowler’s record 

View Bowlers in a League (Bowlers tab) 
Just as you can view bowlers from the All My Leagues screen, you can view bowlers from the Bowlers in 
the League screen. Do the following: 

1. Select the Bowlers tab. 

2. In the League Name drop down list box, select the name of the league you want to view. In our 
example, we selected the “Flying Aces.” 

 

Add a Bowler 
1. Select the Bowlers tab. 

2. In the League Name drop down list box, select the name of the league. 

3. Wait for the system to display the league. 

4. Click the Add Bowler button. The system displays the Add Bowler screen. 
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4. Complete the following fields. A red asterisk (*) on the screen denotes a required field. 

Field Name What to do 

Membership Choices* Select the membership choice from the drop down list box. 

Existing Member 
Number 

Click the Search Member button to search for an existing member. 

Date of Birth* Enter the bowler’s date of birth. 

Last name* Enter the Last name for the bowler. Note: The Last name field is listed 
before the First name field.  

First name* Enter the bowler’s first name in this field. 

Initial Enter the initial. This is not a required field. 

Lineage Enter the bowler’s lineage. This is not a required field. 

Mailing Address* Enter the mailing address including Street Address, City, State, and Zip 
code. 

Name of 
Parent/Guardian 

Enter the first and name of the bowler’s parent or guardian in the fields. 

Phone Enter the day and night time phone numbers. This field is Not required. 
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Field Name What to do 

Exclude from 3rd party 
mail* 

Select “Yes” to stop 3rd party emails. 

Email address Type in the email address. 

Gender* Select the radio box for the officer’s gender. 

Jersey Size* Select the correct jersey size. 

Mail To* Select which destination your jersey should be mailed to: Center or 
Association. 

 
5. Press the Save button to add the bowler. The new bowler displays at the bottom of the list. If 

necessary, scroll to the bottom of the screen to locate the record. 
 

 

You can click the “Search Member” box to search for a member if you think the record 
already exists in the system. You can search by the following: 

 National ID 
 Last Name and First Name – enter both 
 League Name 
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Edit a Bowler’s Information 

1. Select the Bowlers tab to open the Bowlers in the League screen. 

2. From the Bowlers in the League screen, select the name of the league for the bowler you want to edit. 

3. Wait for the system to display the league. 

4. Click the Edit Bowler button to the right of the bowler’s name. 

 

5. The system displays the Edit Bowler’s information screen. 
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If the bowler is a pre-existing member in the system, the National ID field will 
display that bowler’s National ID.  

6. Modify the desired information and click the Save button to update your changes. 

Pay a Bowler’s Dues (Centers) 
Instead of paying dues for all bowlers in all leagues, you can pay dues for just specific bowlers in a 
league. Perform the following steps for this task. Typically, this is a task performed by Centers. 

1. Select the Bowlers tab to open the Bowlers in the League screen. 

2. From the Bowlers in a League screen, select the league from the drop down box list. 

 

After you select the league from the drop down list box, wait for the system to display 
the bowlers in the league. 

3. In our example, we are selecting the “Night Owls” league to pay dues just for Becky and Betsy 
Reynolds. 

4. Click the Pay Dues button to the right of the League Name drop down list box. 

5. The system displays the League Bowlers Payment screen. 

 

6. Select the bowler’s name on the left (Bowlers) and use the < and > keys to move one bowler at a time 
to the right side (Bowlers – Making Payments) of the screen.  

7. To submit the payments, click the Make Payment button. To cancel submitting the payments, click the 
Cancel button. 
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8. The system displays the Credit Card Information screen. Enter the Credit Card number and Expiration 
Date. Then press the Submit button.  

 
9. The system displays an approval screen saying that the payment has been approved. It displays the 

payment transaction amount and Transaction ID. Note: Be sure to write down the Transaction ID in 
case you need it for later use. 

 

You can confirm the bowlers’ dues have been paid. Return to the Bowlers in a League 
screen and select the League again. Notice in the Paid column the field is set to Y 
(Yes).  
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 Give a Bowler an Award 
1. Select the Bowlers tab to open the Bowlers in the League screen. 

2. From the Bowlers in a League screen, select the league from the drop down box list. 

3. In our example, we are going to award Stevie Watson of the “Night Owls” league for shooting a 600 
Series. 

4. Click the Add Awards button by the desired bowler’s name. The system displays the Award Entry 
popup screen. 

 

5. Complete the following fields. A red asterisk (*) on the screen denotes a required field. 

Field Name What to do 

Bowled* Click the Select button to select the date when the bowler bowled this 
game. 

Primary Hand Select the correct radio button to denote which hand is the bowler’s 
primary hand for bowling. 

Game Scores* 1 2 3 

Enter the game scores for the first, second, and third game in the 1 field, 2 
field, and 3 field respectively. 

Current Average 

Enter the current average in the Current Average field. 

Games 

Enter the total number of games in the Games field. 

6. Click the Show Awards button. 

7. Based on the award, select the correct game award and/or series award. 
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8. Click the Save button to apply an award to the bowler. 

9. The system displays the Bowlers in the League screen with the added award in the Awards column. 
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Delete a Bowler’s Record 

1. Select the Bowlers tab to open the Bowlers in the League screen. 

2. From the Bowlers in the League screen, select the name of the league for the bowler you want to 
delete. 

3. Wait for the system to display the league. 

 

4. Click the Remove button next to the bowler’s name you want to delete. Notice by the highlighted 
red box that the bowler we are deleting in this example is “Paula Stanley.” 

 

 

Be careful when using this feature. The system will automatically delete the record 
for you when you click the Remove button. No warning message is given. 

 



USBC Online Membership  Quick Start Guide 

© 2009 USBC  Page 29 
www.bowl.com  Updated 08/24/2009 Version 6.0 

Averages 
Currently, the Averages menu is under development. You may or may not see it as an option on the 
toolbar. This screen may or may not be totally functional at release time. 
 
From this screen, you can do the following: 

 View bowlers in a league 

 Enter the bowler’s total number of pins, number of games 

 Calculate and save the bowler’s average 
 
To view the averages for bowlers in a league, do the following: 

1. Click the Averages tab. 

2. From the Averages screen, select the League in the drop down list box. 

 

3. The system displays the bowlers for that league. 

 

4. Enter the number of games in the # of Games field for each bowler. 

5. Enter the total number of pins in the Total Pins field for each bowler. 

6. When you tab over to the Averages field (or click the Save button), the system calculates the 
average and shows it in the Average field. See an example screen below. 
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Bowlers whose dues have not been paid will display as Read Only. You will not be able 
to add averages for these bowlers. 
 
Future Enhancement: Currently when you add the bowlers’ averages to this screen, 
the system returns to the League drop down list box. In an upcoming release, the 
Averages screen will display the updated information without returning to the 
Previous screen.  
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Orders 
To view the Orders screens, select the Orders tab. From the Orders screen, you can do the following: 

 Place Orders for Basic and/or Standard Awards 

Placing Basic and/or Standard Awards 
1. Click the Orders tab. 

2. Select the Add Basic Award button. 

3. Complete the following fields. A red asterisk (*) on the screen denotes a required field. 

Field Name What to do 

Award* Select the appropriate award you want to order.  

Qty* Select the quantity. 

Reason* Select the reason. 

 

 
 

4. Press the Place Order button. 
 

 
 

5. Fill out the billing information including the credit card number and expiration date. 

6. Click the Submit button to place the order. 
7. The system displays an approval screen saying that the payment has been approved. It displays the 

payment transaction amount and Transaction ID. Note: Be sure to write down the Transaction ID in 
case you need it for later use. 
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Reports 
The Online Membership system includes the following reports that are currently active: 

 Bowlers for All Leagues (Financial) 

 League (Financial) 

 Bowlers’ Averages in a League 

 Center and Leagues 

 League Certificate 

To open a report 
 

 

When you click the Report tab, the report options will display. Select the desired one 
to open its report screen. 

 

 

On the following screens, please note that test/dummy information was used to 
produce these screens. We did not use actual data of our customers. Only the 
Centers’ information is real information (address, contact).  

 

Continue to the Next Page 
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Bowlers for All Leagues (Financial) 
1. Select the Bowlers for All Leagues (Financial) option from the Report tab.  

2. Enter the appropriate start date in the Start Date field. 

3. Enter the appropriate end date in the End Date field. 

4. Click Generate button to run the report. The system displays the information for the report as shown 
below. 

 

Continue to the Next Page 
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League (Financial) report 
1. Select the League (Financial) option from the Report tab.  

2. The system displays the Report (Financial) League screen.  

3. In the League Name drop down list, select the league. 

4. The system displays the information for the report as shown below. 

 

5. To print the report, select File from the browser menu. Then select Print. 
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Bowlers’ Averages in a League report 
To run the report, do the following: 

1. Select the Bowlers’ Average in a League option from the Report tab. The system displays the Bowlers’ 
Average in a League screen.  

2. In the League Name drop down list, select the league. The system displays the information for the 
report. 

 

3. To print the report, click the Print button.  

4. To print a blank version where you can write in averages later, click the Print Blank button. 

 

Continue to the Next Page 
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Centers and Leagues report 
1. Select the Centers and Leagues option from the Report tab.  

2. The system displays the report screen.  

3. In the drop down list boxes, select both the Center and League.  

4. The system displays the report. 

 

5. To print the report, click the Print button.  
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League Certificate report 
1. Select the League Certificate option from the Report tab. The system displays the League Certificate 

screen.  

2. In the League Name drop down list, select the league. The system displays the information for the 
League Certificate. 

 

3. To print the report, click the Print button.  

 


