Team Managers Manual

The Sport NGIN website is a content management system, designed to help managers communicate and share information with their team. As a manager, you can decide what and how much information you want to share with your team. The tools have been built into the system and the TST Support team is here to assist you.
· Creating an account

· Adding Content

· Adding Articles and Events

How do I create an ID on LZBSA.org?

· Go to www.lzbsa.org and click “Create an Account”

· Fill out required fields & submit.  An account activation email will be sent to your email address.  

· Go to your email and within a minute or ten, you’ll receive an email with the subject “Action Required: Account Activation for Lake Zurich Baseball and Softball Association”  Follow the link, type in your password and submit.  A message appears, “Your account has been activated”

How to get EDIT access to my page?
· Email your League President with your id and the team you manage.  League President will grant you access and email respond when ready.  Turnaround time may be up to a week

How do I Add Content?
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http://support.ngin.com/Your webmaster has created your Team Home Page, it's now up to you to begin adding content. You can find all page builder elements in the center content panel. Add text, photos, galleries, tables, and more. You'll notice that when you click into each page element there is a brief description about the element and it's functionality; however if you have any questions, please come back to the support@tstmedia.comknowledgebase

 HYPERLINK "http://support.ngin.com/" \t "_blank"  or contact our support team () for additional help. Once you have added content, you can drag and drop the elements to rearrange the layout. If your site has the Fluid Layout Design option available, you can use the "Layout Containers" to create columns to vary the layout of your page elements.

Adding Articles and Events

Articles
News articles is a great way to enhance your webpage and highlight "time sensitive" information. When you add an article for your team, it is displayed in an "aggregator", always displaying the newest story first. Add news about an big win, upcoming team party, or important parent meeting. Simply click on Add Article to create recent team news. If you include a photo with your article, consider adding a News Slideshow Page Element to your page to enhance the presentation. The optimal aspect ratio for the News Slideshow Element is 600 x 370.
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Events
(Please do NOT add Games.  We are using www.leaguelineup.com/lzbsa for this function.  League Presidents are responsible for game schedules).   
Non-Games
Practices, Team Parties, Meetings, etc. can be added directly into your team calendar and displayed within the "event aggregator" on your webpage. Simply click on "Add Event" and insert all important details, including date, time, and location.
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Please note that all aggregators are set to default into a FIVE day view. You can always "edit" the actual aggregator to display information in a list view. This is a great way to display location and notes about each event within the calendar.
Other great content:

How do I add an Event to the Calendar?
How do I add a Comment Stream to my website?
How do I add a News Aggregator to a page?
How do I add an Event Aggregator to a page?
How do I add a Photo Gallery to my team's home page?
How do I add a News Slideshow Page Element?
How do I add a Poll to my website?
How do I add a RSS Feed to the website? 
How do I add a Text Block Element?
How do I add a Document to a page?
How do I add a Video Page Element?
How do I paste text from Word to a Document page element?
How do I use Page Containers (Fluid Layout)?

With the Fluid Layout, you have the option to also change your page layout. You can do so by adding a "Layout Container".  To do this:

1. Click Add Layout Container 
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2. Next, select whichever container best fits your content

[image: image7.jpg]Create Layout Container
Skt ore f i e o

PrRT—





3. Click Create Layout Container
4. Once you've created a Layout Container, you can then add Page Elements to each specific column, dragging and dropping between columns and Layout Containers.
Sport NGIN Support
The Sport NGIN team is here to assist you as you build and manage your team pages. Please browse through our full list of articles and best practices found within our Knowledgebase to look for answers. If you are still having trouble, please don't hesitate to contact us directly.
