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Use this instruc�on sheet if you get the error below that states “You have already taken this Registra�on and cannot take 

it again.” and you need to add receipts to your registra�on. 

 

 

Step 1 – Click on the User Icon with your ini�als in the top right corner. 

Step 2 – Click on the link labeled My SportsEngine below your Profile Name 
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Step 3 – Once you get to your profile page, click on the Registra�ons op�on in the le& menu as shown below highlighted 

in RED. 

Step 4 – Find and Click on your 2023-24 Coach/Manager/Volunteer Registra�on Survey as shown below highlighted in 

RED. 
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Step 5 – A&er the registra�on opens click on the small pencil on the right hand side on the Reimbursable Expenses 

Sec�on as shown below in RED.  
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Step 6 – Once you are in edi�ng mode as shown by the EDIT icon in the top le& corner, you can upload or modify your 

receipts to your registra�on as required to get reimbursements. 

Step 7 – Once you have uploaded all your receipts, click the green Save Registra�on Entry bu9on at the bo9om of the 

screen.   

 

 

 

Profile Name 

Receipt 001.jpg 



Step 8 – A&er clicking the green Save Registra�on Entry bu9on, your will return to the registra�on page where you 

should now see your receipts added to the registra�on as the bo9om of the page. 
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