Directors and Travel sport Registrars
Make sure you are always logged into the site for all activities!
This sheet will provide you directions/information on the following:

· Registration
· Posting content on your site
· Team pages

· Setting up rostering

· Team formation (In House only)
· Announcing Teams

· Other helpful hints/resources
Registration
· Admin will have you review your registration questions before registration opens

· Make sure all appropriate questions are asked, prices are accurate
· Late fee will start at 12:01AM of the date listed

· To see “real time” registration report, go to:

· Admin Control Panel (upper right corner of page, think of this as our site’s “back stage”)

· Click on the Registration tab

· Click on the registration season your sport is in (left hand side)

· Click on your sport report

* This report’s filters can be edited (to the right of report name is edit report filter) or you can create a new report as well (in the yellow box CREATE NEW REPORT) to show what info you want (ie. age group coordinators/coaches/1st grade boys etc.) Make sure your sport only is selected under “What program(s) are you signing this player up for?”
*This is also how you can send a mass e-mail out, once the report is created on the upper right side is Send Message to List, it will go out as a NO REPLY e-mail. If you want people to be able to contact you make sure you put your e-mail address somewhere in the e-mail or sign the e-mail with your name and e-mail address listed below.
*Refunds can also be viewed by creating or modifying a previously created report. You will need to select Refunds as a filter choice. 

Posting Content to your site (prior to registration & throughout the season)

To do this:

1. Login to the website

2. Ensure you are in Edit Mode

3. Go to the page you want to add/delete/edit the content

4. Make sure the yellow Content tab is selected 
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5. From here you can either:
· Add a Layout Container (allows you to organize the layout of content) 
To do this:

1. Click Add Layout Container 
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2. Next, select whichever container best fits your content
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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. You can always go back and change the “grouping” of your layout container by selecting Edit in the gray area of the layout container. To delete it, click the “X” in the gray area of the layout container.
The best way to test this functionality out is to create a disabled "test" page off to the side. In that page you can then begin to test this functionality out and really get the hang of its capabilities.
· Add Page Elements (these are added within layout containers)
To do this:

1. Click Add Page Element found at the top of the center content tab. 
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2. Select the page element from the menu that you wish to add to your page.
Examples of Page Elements:

· Text Block

· Single Photo

· Document (doc, pdf, xls)
· Link

· Contact (great for adding coaches contact info)
· Sponsor

· Photo Gallery

· News Aggregator

· Event Aggregator

· Video

· Audio

· Page Divider (green line that separates information)
· Table Builder (think Excel)
· Code

· Site Map (the “ladder” look that shows the pages below)
· News Slideshow

· Comment Stream

· Comment Aggregator

· Feed Reader

· Flash File

· Power Poll

· Team Buttons


*Remember, when you add elements, they will drop to the bottom of the page, you can click and drag each element  (click on the top yellow bar of the element) up to the location you would like.  Use Edit Mode to build content and pages, use the User Mode to check your work.
 
Team Pages  (before the season begins, most of this will already be set up for you)

All Team pages should be disabled (you will know they are disabled as the page name on the left hand side will be shaded in gray) while rosters and coaches are being added (coaches will have access once the have Owner permission) to the pages. Once you are ready for them to be viewed by players, you will want to put them in Public status.

To do this:

1. Log in to the website

2.
Ensure you are in Edit Mode
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3.
Go to the Team Page

4.
Click on the Permissions tab
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5.    In the gray area click Disabled (which it already should be set at) or Public. A question will come up confirming that you want to change the page’s status.

· Make sure you have them all set up (if your teams keep standings, a new team page must be set up as a League Team page. If standings are not kept, then a regular team page can be set up)

· Add more if needed (need to be in edit mode, upper right corner toggle) 

· On left side, teams section, click in the yellow area: Add New Page

· When adding a team long name (will go on the top of the team page, name it as follows 

         team name: sport name ie. Gophers: Basketball 1-3)
· Disable those not needed (need to be in edit mode, upper right corner toggle) 

· On the team page, click on the yellow permissions tab

· In the gray area click Disabled

· Make sure the team pages are in the correct season (this will occur after we have been through one season on the new site), located in the right corner on the team page

Set up Rostering (prior to registration closing)

· Identify who will be doing this (ie. Age group coordinators, Division/ League Coordinator, Girls/Boys Coordinator. You will want 2-3 people to roster approx. 300 players. It takes approx 1 hour to roster 100 players) assign these people page “owner” permissions. 
Go to the Team page you want to give the permission to:

1. In Edit mode
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2. Click on the Permissions tab
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3. Then click Add Profile
4. Under Search Profiles by Name, start typing in the person’s last name. Select the parent’s name (or spouses), otherwise choose the player’s name who is playing your sport if the parents’ names are not listed. The parent and child usernames, the one listed in the parenthesis, should be the same as it is a “family account”.
5. Check the Owner box and then click on Add Profiles at the bottom.
6. If you do not want the people who are doing rosters to continue with Owner permissions, they can be removed once rosters are done if you so choose.
Note: If you give permission at a higher page level (ie. Boys) it will be granted to all pages below it.

After you have assigned these people their page permission, you will need to grant them permission to the current Registration Session so they have access to the players for rostering. To do this:

· In-House Sports contact Anne Kane and let her know who to grant those permissions too 
· Travel Sports contact Kate Boyle and let her know who to grant those permissions too

Not only should these people do your rosters but they should also add the following to each Team page:

· Add the coaches name and e-mail address. Instructions to do this are included in Age Group/League Coordinator cheat sheet
Team Formation: In-House sports only (once registration closes)
To facilitate the team formation process, you will want to give your Age Group Coordinators their working roster list in Excel.
Once registration CLOSES (include late fee registrants) from the registration reports: 
· Run a report based on each specific Age Group Coordinator requirements (ie. grade and gender: 1st grade Boys).

· Make sure you filter/include: player name, both parent names, e-mails, phone numbers, school, notes, volunteer, registration date  

· What program(s) are you signing this player up for (make sure only your sport is checked)
· Entry Status (make sure only Active is checked)

· Once the report is created, click on “Export to excel” in the upper right corner. Sort the excel file by school (if that is part of your team formation process) and save the excel file by team formation requirements (ie. 1st grade boys). Send each specific file to your Age Group Coordinators.

Waitlist registrants: your AGC’s will be responsible for managing the waitlisted players (people who register after the CLOSE date and before the season begins) will need to update their rosters and online rosters accordingly. Please give Admin your AGC’s username so access can be granted to the current Registration Session.

 
Instructions for AGC's to go in and get their sport report to manage the waitlisted players are as follows: (these are listed in the Age Group Coordinator instructions as well):
· Log into the website and click on the yellow triangle in the upper right corner called Admin Control Panel
· You will be asked to login again (another level of security) after you log in, you will receive a security warning...click “Yes”
· Click on the Registration tab at the top
· Click on the current registration (left hand side)
· Find and click on your applicable sport report (ie. Track 1G is first grade girls) and look to the bottom of the report for any new additions. Please update your roster and online roster accordingly.
Drops:

Admin will inform you of players who have dropped after the CLOSE date so you can have them removed from rosters. You will need to communicate that information to the AGC who is in charge of that age/gender.

Announcing your Teams
Note: Before announcing your teams:

· you will want to do a quick cross check and make sure the online rosters only include First Name and Last initial. Go to each Team page and click on Roster to verify. In the Age Group Coordinator instructions it tells them to include F. name L. initial, you are just verifying this was completed.
· make sure the pages have been switched from “Disabled” status to “Public” status. You need to go to each Team page, click on the Permissions tab, then in the gray area click Public. A question will come up confirming you want to change the page’s status.

You will need to send a mass e-mail (generate a report from the current Registration Session with all active players for your sport, include guardian 1 and guardian 2 e-mails and then click “Send Message” in the upper right corner) letting players/parents know how to find their team using the sample wording below. This process is recommended in case the coach does not touch base with their team in a timely manner. The team assignment will be found under their username in the upper left corner of the site after they have logged in.
In your welcome e-mail you will want to include the directions below for finding the team their child has been assigned to.
Sample welcome e-mail:

Welcome to EAA “sport name”. Team formation is finished and all coaches have their rosters. To find out what team your son or daughter has been placed on follow these instructions:
1. Log in to the website using your username or e-mail address (the one created or used when your child was registered. The username should be thought of as a “family account”). 
2. Once you are logged in, click on your username located in the upper left hand corner

3. Click on Groups
4. Here you will see the group your child has been assigned to which is their Team

5. To see your Team page (which will eventually include the roster, schedule, coach and other information) go to the appropriate sport page (In House) or Teams tab at the top of the page (Traveling) and teams will be listed on the left hand side. 

If you do not find your group, please email me. You can find my contact information on the website. 

Also, you may contact your coach directly through the website. Their contact information is listed on your team page. 

Have a great season.
Other helpful information

To view enhanced options for Team pages:

· Go to the “About EAA” tab at the top of the main EAA Website

· Click on “Team Coach” on the left-hand side

· Have fun!
· For any page related questions please contact NGIN’s support team at:

 http://support.ngin.com/contact.php
They are available via e-mail 24 hours a day, 7 days a week.
Feel free to browse their Knowledgebase as well located at the same web address.
· Feel free to call their customer support number (8-5 weekdays) at 612-379-1030 and press 3 for support.

Last updated 4/5/2011

