Age Group Coordinator/League Coordinator
Make sure you are logged into the site for all activities!

This sheet will provide you directions for the following:

· Team formation

· Online Rosters
· How to add a coaches name and e-mail to their Team page

· Giving coaches permission to their pages

· Creating a roster for your coaches

Team Formation (once registration closes; below instructions are for In House sports)

· After the CLOSE date for your sport, you will receive a player list from the Sport Director. It may already be sorted by school, if not you will want to do an alpha sort by school to facilitate keeping kids with their school easier.

· Make note of how many players you are starting with.

· Form teams in excel based on parameters set forth by your Director (i.e. no more than 9 on a team, even number of teams, etc.)

· Highlight rows of people who identified willingness to coach (this will help identify which teams need a coach)
· Create worksheet tabs at the bottom of your spreadsheet for each team, cut/paste players to each team tab (suggested process, could also keep all teams on one excel worksheet.  Personal preference as to which format is used.)

· You will also manage the waitlist registrations in the NGIN system for your specific age group. There should not be many you need to add. They will be listed at the bottom of your report and you can tell who they would be based on their registration date (any that registered after the CLOSE date). You will place kids on teams if able to do so. Below are instructions for how to access your sport report in NGIN:

1. Log into the website and click on the yellow triangle in the upper right corner called Admin Control Panel
2. You will be asked to login again (another level of security) after you log in, you will receive a security warning...click “Yes”
3. Click on the Registration tab at the top
4. Click on the current registration (left hand side ie. 2011 Spring/Summer Registration)
5. 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 excel roster and online roster on the team page accordingly.
Online Rosters (once team formation is complete)

Will take approx. 5 minutes per team of 10 players to do
Once you have completed team formation, the next step is to roster the players on the team pages. To do this:

1. Login to the website and go to the sport home page (for Travel sports, you should be on your website and under the Team section)
2. Ensure you are in Edit Mode (located at the upper right corner of the page). To move between EDIT and USER, simply click the switch.

3. Go to the Team Page you would like to create your roster for. Team pages are listed on the left hand side. You should only have access to your level.
4. Click on the Roster button
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5. Click Add Player
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6. Select Import Player(s) from Registration
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7. Select the appropriate Registration Session from the drop down list
8. Click on Show Filters to specify which entries you would like to include:

- Gender (if applicable)

- What program(s) are you signing this player up for (make sure only your sport is checked)

- Grade
- Entry status (make sure only Active is checked)
9. Once your filters are set, click Select Filters at the bottom
10. A list of players will be displayed to add to the roster. To add the player to this team’s roster, check the box in front of the player’s name. 
· Names are alphabetized by first name

· You will need to delete the player’s last name all the way back so only the first initial is showing. This is due to data privacy and to protect player data since the pages are public. You only want first name and last initial to appear. (in some instances parent’s have added the middle name, delete that too)

· If the entire first name is lower case, make the first initial uppercase
· If a last name is not listed (should rarely happen) add the initial in 
11. For each player, enter the jersey number and select position(s). Note: at this time, you will need to add a jersey number and position ~ assign all players the same jersey number 1 (or if you know the jersey number go ahead and input it) and pick any position, give them all the same one. This can be edited by the coach if needed.
12. Select all the player’s for this roster and click ADD TO ROSTER at the bottom of the page. 
· In-House sports: It is good to do one final check of rosters or at least count players on each team to make sure the correct number of players have been assigned. The system currently does not prevent assigning players to more than one team. 
13. Choose the next Team page and repeat until all teams are loaded.
Remove a player off of a roster or edit a player:

1. In Edit Mode, click on Roster
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2. Click on the player you want to remove and then click Delete Player or Edit Player Details
Add the Coaches Name and E-mail address to the Team Page
Will take approx. 30 minutes to do 14 teams with 2 coaches each
To add coaches contact information to the team page:
1. Ensure you are on the correct team page and in Edit Mode
[image: image5.jpg]



2. On the yellow Content tab, click Add Layout Container 
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3. Next, select the container that best fits your content ie. 2 coaches = 2 column, 3 coaches = 3 column. 
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4. Click Create Layout Container
5. Once you've created a Layout Container, you will want to move it to the top of the page (put mouse over the 4-way arrow on the top left of the gray area. Click and hold, then drag it up to the top) you can then add Page Elements to each specific column

6. Click Add Page Element 
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7. Select Contact from the Page Element Menu.
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8. A new window will appear with several text fields. Ensure you fill in the required fields. Do not put phone # in, only e-mail (suggest copying and pasting from excel to avoid typos). If the coach wants to add the phone number they can.
9. Click Create This Page Element
10. Continue to add Page Elements in the respective columns until all coaches are added on each Team page. 

Assign all Coaches “Owner” permission to their team page 
Will take approx. 30 minutes to do 14 teams with 2 coaches each

In order for coaches to post/edit/remove content and to assign others (Team Parent) to their page they need to be an “Owner” of their Team page. 
To do this:

1. Login to the website
2. Ensure you are in Edit Mode
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3. Go to the Team page you would like to assign a Coach to

4. Click on the Permissions tab
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5. Click on Add Profile
6. 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 on the team 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”.
7. Check the Owner box and follow the same steps for each coach on that team

8. Click on Add Profiles below
9. Continue on each Team page until all Coaches have been added to their team page


Create a roster for Coach with all player contact info.
1. Include: player name, guardian names, phone numbers, e-mail and school. You may want to add those names at the top of the column so it is easier to read
2. This can be done in Excel from your existing team formation spreadsheet by deleting the columns not listed above. (you may want to copy these into separate excel files so you can e-mail them just their roster file)
3. Please make sure to delete all comments

4. Communicate to the Coach:

· E-mail them their roster
· Let the coach know they can access their Team page (let them know their team name). Game schedules will be posted on the Team page and they will have the availability to send group e-mails in a no-reply format from their team page as well. They may also send an e-mail from their personal account using the e-mails from the roster you provided them.
· E-mail them the EAA website Coaches “cheat sheet/instructions” as provided to you from your Director. For your reference, it is also located on the front page of the main EAA website on the right hand side.
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