Instructions for Securing Team for the 2023 Season
Important Updates for the 2023 season:
1. Payment by check: If a team secures team registration with a check, a credit will be available
that the team can apply during the checkout process, and the team contacts will receive an
email notification of the available credit. FIRST will not automatically apply the check amount to
any amounts due.
2. FIRST Finance no longer accepts purchase orders sent via email, fax, or mail. Purchase orders
have to be uploaded during the checkout process via the FIRST Dashboard by a team
administrator, a lead mentor 1, or a lead mentor 2.
3. Partial payments with a credit card or purchase order are no longer accepted through the FIRST
Dashboard. If the team has a grant, the grant will be applied first, and the team will be
prompted to pay for the remainder of the amount due.

Lead mentors and team admins can secure team registration by following these steps:

1. Log in to the FIRST® account dashboard at www.firstinspires.org.
2. Click “MY TEAMS” tab
3. Click the “Team Information” drop-down in the “Team Options” column and select “Team
Profile”
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4. Complete the team profile information, answer the “Sales Tax Exemption Status”question,
and click “SAVE”
o If the team is located in a tax-free state (i.e., New Hampshire), select “We are
required to pay Sales Tax where applicable by law” (teams located in tax free states,
will not be charged sales tax on their initial registration).

Enter the team’s legal address (required) and click “Save”
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6. Click the “<Back to Dashboard” link

7. Click the “Shopping Cart” link

8. Check off the box to the right of your team’s registration and click “Proforma Invoice /
Checkout”
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9. Review the “Team Registration Product Information” and check off the box to agree to
the FIRST® Payment Policy and click “Continue”

10. If your team has any grants uploaded, they will be reflected on the order review screen and
applied to the “order total” amount

11. Click “Place your Order / Make Payment”
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12. Click the boxes to acknowledge FIRST’s no-refunds policy:

13. Select your payment method and complete the checkout process.

Congratulations, your team’s 2023 CHARGED UPSM presented by Hass season
registration is secured! For any questions or assistance, please send an email to
firstoboticscompetition@firstinspires.org.
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