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Instructions for completing forms in the Center of Excellence 
(COE) Registration Portal – Athletes Who are 18 and their own 

Legal Guardian 

      

1. If you have just completed creating your athlete account, you will see the 
following page.  You may also see more forms listed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. If you have logged out of your account and are now logging back in, you may see 
the following page.  Select Athlete Checklist. 
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3. To edit or complete a form, click on the name of the form, or click “Edit Form”. 
 

 

 

 

 

 

 

4. To complete the Athlete Code of Conduct, click on “Athlete Code of Conduct” or 
“Edit Form”. 
 

5. You will be taken to the following page. 
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6. Use the gray bar on the right side to scroll down the page.  Select the checkbox “I 
have read and agree with the Athlete Code of Conduct Form, then click Save. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. You will be taken to the following screen.  Select Go to My Checklist. 
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8. To complete the Health History and Release Form, click on the “Health History 
and Release Form” or click on “Edit Form”. 

 

 

 

 

 

 

 

 

 

 

 

9. You will see a racetrack icon at the top to show your progress as you complete 
the form.  Select Let’s Do This to start.  
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10. All items marked with a red asterisk* must be completed.   

On this page, you will add any associated conditions or diagnoses that you 
have.  Click Add Condition to start. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

11. To select a condition or diagnosis, use the down arrow and choose from the  
List, then select Submit. 
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12. You will be taken back to the associated conditions question.  You can either 
add more conditions or diagnoses.  Or, click Save & Continue to go to the 
next question. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

13. The next four questions are optional.  If you do not know or wish to answer the 
  question, select Save & Continue. 
 
 To add any mobility device, communication device, lifestyle aid or medical 

 device, follow the same instructions as when you added a associated 
condition or diagnosis. 
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14. On the next page, check “Yes” or “No” for a specific dietary requirement.  If  
“Yes” is selected, specify the requirement in the text box.  Then select Save & 
Continue. 

 

 

 

 

 

 

 

 

 

 
 
 

 

 
 

15. On the next page, check “Yes” or “No” for other assistive devices.  Then select 
  Save & Continue. 
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16. For the next section, answer “Yes” or “No”.   

Click the for more information or explanation. 
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17. Please read the description of the question “Has a doctor ever limited your 
  participation in sports?” question carefully before checking “Yes” or “No”. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

18. When you are finished with the General Health Questions, click Save & 
  Continue. 
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19. On the next page, select “Yes” or “No” to ever having had a concussion.  If you 
select “Yes”, follow the prompts.  Then select Save & Continue.   

 
 
 
 
 
 
 
 
 
 

 
 

 

 

20. Select “Yes” or “No” if you have behavioral, mental health, and/or sensory 
  conditions, then click Save & Continue. 
 
 
 
 
 
 
 
 
 
 
 
 

If “yes” is 
selected, enter 
how many 
concussions you 
have had and the 
date of your last 
concussion 
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21. Select “Yes” or “No” if you may need an EpiPen.  If you select “Yes”, follow the 
  prompts, then select Save & Continue. 

 

 

 

 

 

 

 

 

 

 

 

 

22. On the next page, you will list your medications.  You can also choose to skip 
  this question by clicking Save & Continue.  To add a medication, select Add 
  Medications. 
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23. If you selected Add Medications, complete all fields and then select Submit 
to return to the medication screen. You can add as many medications as you 
like.  When you are finished adding medications, select Save & Continue. 

 

 

 

 

 

 

 

 

 

 

 

 

24. The next question asks if you object to receiving emergency care and/or  
blood transfusions.  You may select one or both boxes if you have an objection 
to receiving emergency care and/or blood transfusions.    
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25. If you select one of the checkboxes, the following screen will open.  Select 
  “Yes” or “No”.  Then select Save & Continue. 

 

 

 

 

 

 

 

*Please note that if you select Yes, an Emergency Care Refusal Form will 
appear as an additional form to complete in your checklist.  The Emergency 
Care Refusal Form must be completed as part of your paperwork to join or 
renew your eligibility. 

 

26. Select “Yes” or “No” if you would be interested in learning about research 
  studies, the select Save & Continue. 
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27. You are almost finished!  On the following screen, scroll down to review your 
answers, then select Save & Continue. 
 

 
  

28. On the following screen, you will sign the Health History & Release Form that 
you just completed.  If you select “Manual Sign”, you will be prompted to print, 
sign and re-upload the form.  Otherwise, you can select E Sign Form.   
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29. After selecting E Sign Form, you will be taken to a new screen that will appear 
  gray.  You must select Continue to proceed.   

 

 

 

 

 

 

 

30. Next, select the Start button on the left side of the screen. 

 

 

 

 

 

 

31. On the next screen, select Athlete by using the down arrow, then select Next. 

 

 

 

 

 

 

 

32. Select the yellow “Click here to sign” box. 
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33. The following screen will appear.  Enter your signature by typing, drawing, or 
  inserting an image.  Then select Apply. 

 

 

 

 

 

 

 

 

 

 

 

 

34. When you are finished with your signature, select Next. 

 

 

 

 

 

35. On the next screen, select the yellow “Click here to sign” box.  Your previous 
  signature will appear in the yellow box.   
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36. Finally, select Click to Sign. 

 

 

 

 

 

 

 

 

 

 

 

37. You will see the next screen.  Select the red Close box.  Please be patient as 
 the next screen may take a few seconds to appear.   
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38. On the next screen, select Go to My Checklist to verify that you have 
  completed all required forms. 

 
 
 
 
 
 
 
 
 
 

 

 
39. On your checklist, you will see forms that you have completed and are 

approved, forms that you have submitted but have not yet been approved, and 
additional forms that you may have to complete based on your answers on the 
Health History and Release Form.  To complete a form, select the form or 
“Edit Form”.  
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If you are required to complete the Emergency Care Refusal Form and/or Medical 
Form, see step 40 below.  

 

40. Download, print and sign the Emergency Care Refusal Form and/or Medical  
Form.  You may either re-upload it according to the directions or scan and 
email the form(s) to forms@specialolympicswisconsin.org 
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