
 

HOW TO REGISTER FOR COMPETITIONS 

 
If the competition is using the Entryeeze software to process competition registrations online, please 

follow these instructions. 

• Navigate to www.entryeeze.com and then click on the “Start here” button under the “Skaters” 

heading just under the logo banner. 

• Select the state the competition is in by using the dropdown option. 

 

 
 

 

• Click on the logo or link for the competition that you want to register for (sample of what the 

page will look like): 

 

 

http://www.entryeeze.com/


• You should now be able to see the front page for the competition that has been selected. 

• Prior to Creating a Singles or Partnered Event (Pairs or Partnered Dance) account – Be sure to 

download and Read the competition’s announcement.  The announcement is located in the 

upper left corner and has a CLICK HERE button that downloads the competition announcement 

and contains crucial information about the competition. 

 

 
 

 

 

 

• Once you have read the announcement and determined that you want to register then 

click on the “Skaters & Parents” button in the center panel. 

 

 

 

• Type in your USFS OR LTS USA NUMBER in the field and click on the Next button (NOTE:  do not 

type in any letters that might be part of your LTS USA number) 

 



 
 

From this point - There are several possible results that can happen such as the following.   

 

• Account Not Found 

• Account Not Found for the particular competition but found for other recent competitions 

• Account Found 

 

Once you determined which result pertains to you - please navigate to the section of these instructions 

and proceed from there. 

Steps for when ACCOUNT NOT FOUND 
 If an account is not found then you will see the following screen that indicates there is no account yet 

for that US Figure Skating member number.  At this point, you will need to enter the text present in the 

box into the blank field above it and then click on the Continue button. 

 

 
 

 

• The following screen should appear. Note that there is a PIN number that is visible in the 

lower right hand corner.  Write this PIN down for future reference.  Fill out all the fields with 

the needed data and then click on the Save skater information button.  Note that steps for 



filling out the required fields can be found under: How to Fill Out the Fields.  Proceed now 

to that section of these instructions. 

 

 
 

 

 

Steps for when ACCOUNT NOT FOUND But Found for Other Recent 

Competitions 
 

• If you do not have a current account but your US Figure Skating member number was used 

for another recent competition then the software will display the following message and 

will give you 2 options:  

1. If you know the PIN number from that previous competition account then you 

can type in the PIN number for that specific previous competition into the 

blank field under Your PIN and click the Submit button.  This will take you to 

the next screen and will display your transferred information from the previous 

competition into this new competition and populate the general fields.   
 



 
 

• Make sure to review each field and make any necessary revisions and save those revisions 

by clicking on the Save skater information button at the bottom of the page. 
 

 
 

 

2. If you do not know the PIN number then you can click on the No thanks, I’ll 

create my account from scratch button instead.   
 

 
 

• The following screen should appear and you will now need to fill out the required fields.  

Note that a new PIN number will be visible in the lower right hand corner.  Write this PIN 

down for future reference. Once you enter the needed data in all field then click on the 

Save skater information button at the bottom of the page. Note that steps for filling out 

the required fields can be found under: How to Fill Out the Fields.  Proceed now to that 

section of these instructions. 



 

 
 

 

Steps for when ACCOUNT FOUND 
 

• If your account is found for the selected competition then you will see the following screen.  

Enter your PIN in the blank field and click on Sign me in button. 

 

NOTE: If you have Forgotten your PIN then click on the Click here and a new PIN will be 

emailed to the email address that you used prior for this competition. 

 



 
 

• Review the populated fields and make revisions as needed. Note that steps for filling out 

the required fields can be found under: How to Fill Out the Fields.  Proceed now to that 

section of these instructions. 

How to Fill Out the Fields 
 

Personal Information fields 

 

 
• Skater’s First Name: Type in the skater’s first name as they are known to US Figure 

Skating under this membership number. 

• Skater’s Last Name: Type in the skater’s last name as they are known to US Figure 

Skating under this membership number. 

• Address: Type in the address 

• City: Type in the city’s name 

• State/Province: Using the drop down options – select the correct state or province 

• ZIP/Postal Code: Type in the code 

• Phone: Type in the phone number using the format example provide on the screen 

• Email Address: Type in your email address 

• Confirm Email: Retype the email address that you used in the field above.  Note 



that this needs to match exactly. 

• Birth Date: Using the drop down options – select the month, day, and year of the 

skater. 

• Gender: Using the drop down option – select the gender.  The gender must match 

to what the skater is listed under US Figure Skating’s current records.  Note that 

any gender reassignment must be first communicated directly to US Figure Skating 

and they will assist you with that process. 

Coach Selection Section 
 

• Choose your COACH from the dropdown by typing in their name and then selecting 

them in the list.  Note that what you type in will pull up coaches that have those 

letters either in their first or last name. Pay attention to the coach’s name as 

multiple coaches have the same name or have registered under another married or 

single status last name.  Be patient – there are A LOT of coaches.  (Do this step for 

each coach you want to include for your skater in regards to the competition day.  

This will ensure that the registration desk will have a coach credential available on 

the competition day.) 

 
 

• If the coach is not shown, click the “I can’t find my coach” link under the dropdown 

box and type in your coach’s information.   

 

 
 

• The following screen will appear – click on the Add a new coach for me button. 

 

 
 

 



• The following screen will appear.  Fill out the required fields and then select the 

appropriate button to designate if they are Primary, 2nd, or 3rd coach. 

 
 

Home Club/ LTS Program Section 
 

• Choose the CLUB or LTS Program name - Choose your club or LTS program from the 

dropdown by typing in the first word of the name and then selecting the club in the 

list  

 

 
 

 
 

 
 

 

• If your club is not shown, click on the “I can’t find my club” link under the 

dropdown box and type in your club’s name. 

 

 

 

 



 
 

• Then select the appropriate action from this next screen.   

a. If you signed up directly with US Figure Skating for your membership at the 

beginning of the season then you should select: “I am an individual 

member of U.S.F.S. and then click on the Save my home-club button. 

b. If you are not a member of any club or school then select: I am not a 

member of a club or school and click on the Save my home-club button. 

c. If you are a Special Olympics skater then select that option and click on the 

Save my home-club button. 

d. If you are under a member of a club not listed then enter the name of a 

club in the blank box and click on the Save my home-club button. 

 

 
 

Name Pronunciation Section – This Section is OPTIONAL 
 

• If the competitor has a name that might be difficult for an announcer to pronounce 

then make sure to update the Optional Name pronunciation section at the top 

right of the page by typing in the phonetic text into the blank box and then tab out 

of this field.  Note: Announcers value this information so they can do a great job in 

pronouncing the competitors name correctly during the event on competition day. 

 



 
• Be sure to click on the Save skater information button at the bottom of the page to 

lock in the pronunciation information. 

 

 
 

 

Test Levels Section 
 

• Using the drop down options - choose the highest TEST LEVELS that your skater has 

passed and make sure they are correct.  Make sure you select your skater’s test 

level – for Compete USA, select the class level of your skater in the Singles/LTS USA 

dropdown. 

 

 

 
 

• Once you have reviewed all the required fields and you are satisfied with your 

selections then click on the Save skater information button at the bottom of the 

screen. 

 



 
 

Events Selection 
 

The software will now put you on the EVENT SELECTION page 

• Under the Select an event – use the drop down option and select your event.  The 

events listed in the drop down are determined by what you selected as Test Levels 

on the prior screen. 

• Under Select a level - use the drop down option and select your level.  The levels 

listed in the drop down are determined by what was selected under events. 

• Then click on Add to shopping cart button. 

 

Note: If you are NOT seeing what you were expecting – you should go back and make sure that you 

input the correct Test Level for the competitor.  (Be aware that only the events that you are qualified to 

skate in based upon your test levels entered earlier will be offered in that drop down) 

 

In the screen example below – the practice session are not yet open so you are only able to register for 

the event. 

 



 
 

• If the competition is offering pre-sale practice ice reservations, you can select the number of 

reservations you want to purchase and put them in your shopping cart. 

 

 
 

• Then click on Add to shopping cart button. 

 

 

• You should not see the following showing that the item(s) have been added to your cart.  Click 

on the Go to Shopping Cart button. 

 
 

 

• You will now be able to see a screen displaying what is in your shopping cart along with the 

competitor name and a subtotal.  Review the screen and make sure if displays what you want to 

purchase.  If you are ready to checkout then click on the Proceed to checkout button. 

 



 
 

• Depending on the competition – there may be additional questions or purchases available and 

this will be highlight at this point.  If you are interested in additional merchandise then click on 

Yes, show me merchandise.   If you are not interested then click on the No, continue with 

checkout button. 

 

Planned Program Content 
 

• Enter your planned program content if prompted for an IJS level event.  You will get a reminder 

to enter your information and you can return later and do this but if you miss the deadline you 

will most likely be charged a late fee. 

 
 

• Upload your music if prompted (you can return later and do this but if you miss the deadline you 

will most likely be charged a late fee) 



Mandatory Waiver 
 

• Acknowledge the competition waiver by checking the box and clicking on the Continue checkout 

button.  Note that this is Mandatory. 

 
 

• Review the refund policy and then click on Continue Checkout button at the bottom of the page. 

 

Checkout and Payment 
 

 
 

• Enter your credit card information, this will show the approved types of credit cards being 

accepted and click Submit Payment button. 

 



 
 

• You can sign out of your account and return later – make sure you remember your USFS number 

and your PIN number. 

 

Logging Out Section 
 

• To log out of Entryeeze you can click on either of the below and this action will log you out of 

Entryeeze. 

 
 

 

Additional Screens 
 

 
 

 



Practice Ice 

 

• Once the schedule is posted, you should receive an email stating that Practice Ice is available for 

selection for those who Pre-Purchased during the time of registration.   

• If you DID NOT pre-purchase Practice Ice, there is generally a period of time after the Pre-

Purchased Selection that you will still have the opportunity to purchase and select.  

• Log back into your account. 

• Click on the Practice Ice tab. 

 

 

 
 

 

On the Practice Tab, there will be the following 3 options in the drop downs.  Select the appropriate 

drop down that is needed for the skater. 

 

• Reserve Sessions 

• Schedule My Reservations 

• Purchase From Schedule 

 



 
 

Help & Misc 

 

Withdrawals: 

 

• If for any reason you need to withdraw from an event or the whole competition, log into your 

account and go to the Help & Misc tab.  

• There will be 2 options in the drop down. 

o View Refund Policy 

o Contact the Chairperson 

 

• Be sure to view the refund policy and if you decide that you want to proceed with the 

withdrawal then move to the Contact the Chairperson drop down. 

• Send an email to the Chairperson requesting the official withdrawal from the 

event/competition.  The Chair will then notify all the appropriate contacts. 

  



General  Questions: 

 

For all questions, use the Contact the Chairperson option and a response will be sent as soon as feasible. 

 

 

 


