
 

 

 

 

CLUB DIRECTOR ACCOUNT TUTORIAL IN 
OTTO EVENT 

STEP #1 

Create Your OTTO EVENT Account: 
➔​Go to: https://ottoevent.ai/ 
➔​Click the SIGN IN button located in the top righthand corner 
➔​Click the SIGN UP button following “Don’t have an account?” 
➔​Fill out the required information and set password 
➔​Under “Additional Roles”, check the box for “Club Director” 
➔​Click the “Sign Up” button at the bottom once all fields have been 

filled out 
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STEP #2 

Activate Your Account: 
➔​Retrieve the activation link from your email account 

◆​If you don’t see the email, check your spam folder 
➔​Click the “Activate Account!” button in the email 
➔​This will take you back to the OTTO EVENT login screen 
➔​Log in using your email as your username and the password you 

created during the sign up process 

 

STEP #3 

Create Your Club Profile: 
➔​Click the “Enter Club Info” button 
➔​Enter all required information 

◆​For sanctioning, select all that apply (you must have JVA 
selected in order to register for JVA tournaments) 

➔​The administrative email will need to be different from your club 
director email. The system requires two email addresses to ensure 
information is communicated by event operators. 

➔​Click “Submit” at the bottom of the dialog box 

 

 
 
 
 



​ ​
​  

 

STEP #4 

Add Teams to Your Club Account: 
➔​Click the “Teams” tab 
➔​Click the blue “New Team” button 
➔​Enter the name of the team you want to create 
➔​Repeat this process until all teams desired are created 

 

STEP #5 

Enter Your Teams into a Tournament: 
➔​Click the “Enter Events” tab 
➔​Use the search bar to find the event you want to register for 
➔​Click the yellow “Info/Enter” button to the left of the event name 
➔​Click the green “Enter Event and Manage Teams” button 

*JVA Program Insurance is NOT required to register for JVA tournaments 
*JVA tournaments will not show up in the “Enter Events” tab until 
registration is open. 
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STEP #6 

Enter Your Teams into an Event (Cont.): 
➔​Click the dropdown arrow next to the team that displays "Not 

Entered” 
➔​Select the division you want to enter the team into 
➔​Repeat these steps until all teams have been entered 
➔​Click the "Not Paid" link to submit payment for the event 

◆​You can pay for all teams in a single transaction 

 

 

 

 

 

FOR QUESTIONS OR SUPPORT, CONTACT INFO@OTTOEVENT.AI 

 
 
 
 


