
Affiliating teams 
For existing teams that need re-affiliating, skip to Step 2 
 
Step 1: Create a New Team 

1.​ Log in to the FA Club Portal. 
2.​ Select the Teams tab from the left-hand menu and click Create Team. 
3.​ Fill in mandatory details (Team Name, Gender, Format, Age Group, and Sanctioned 

League). Ensure you select the ‘Open’ age group. 
4.​ Set up mandatory requirements: 
○​ Grounds: Go to the Grounds section, click Add Ground, and assign a home venue. 
○​ Officials: Select Officials, assign required roles (e.g., Team Manager), and ensure all 

qualification requirements are met. 
 
 

 
 

 
 



 
 

 



 
 

 
 



Step 2: Affiliate the Team 
1.​ In the Teams tab, click Affiliate Teams. 
2.​ Review and confirm Club Details, ensuring all required fields are updated. 
3.​ Under Select Teams, select the newly created team. (Note: If a team is greyed out, 

update missing requirements such as grounds or team officials). 
4.​ Provide mandatory Public Liability and Personal Accident Insurance details (either 

purchased through your County FA or uploaded independently). 
5.​ Review the payment summary and click Proceed to Payment or Submit for County FA 

approval. 
 

 
 

 
 



 
 

 
 
 
Once you continue you will need to take add or upload insurance for the team and players. 
The cost will depend on your county FA. Once insurance is added or uploded you will be able 
to affiliate the team and there will be a fee per team.  
 
 

 



Step 3: Register Players 
1.​ Navigate to the Player Registration tab and select Add Player. 
2.​ Add players using one of three methods: 
○​ Search FA Players: Input name/FAN to find existing FA records. 
○​ Invite Players / Link: Send an email invite or share the Copy Club Invite Link for 

players to complete their own details. 
○​ Create Player: Use as a last resort if no record exists to prevent duplicate profiles. 

 

 
 
The easiest way to search for a player is via their FAN ID and date of birth: 

 
 

If a player does not have a FAN ID they can register for one here: 
https://secure.thefa.com/fan/UpdateFANDetails.aspx 

 

https://secure.thefa.com/fan/UpdateFANDetails.aspx


Step 4: Assign Players to the Team 
1.​ Select an individual player or select multiple players in bulk using check boxes. 
2.​ Choose Assign to Team, pick the specific team from the eligible list, and click Save. 

 

 
 



Step 5: Fulfill Prerequisites & Submit to League 
1.​ Clear outstanding requirements in the Pending Actions tab for each assigned player: 
○​ Consent: Request/confirm Online Consent (valid for 5 years) or tick Offline Consent 

(annual signed form). 
○​ ID Verification: Click Verify ID, select verification date, and confirm. 
○​ Player Photo: Upload a clear head-and-shoulders photo if required by your league. 
2.​ Once status changes to Ready to Submit, select the player(s) and click Submit to 

League. 
3.​ The status will update to Pending League until formally approved by the league 

registrations secretary. 
 
 
Please email the league if you need any urgent approvals: committee.tvwfl@gmail.com 
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