Coaches
It is good to be logged into the site for all activities! 
This sheet will provide you directions/information for the following:

· Finding your Team page, roster (player first name last initial) and schedule

· E-mailing your Team

· Information to e-mail your Team

· Entering /Updating Game score and Stats (In House sports that track league standings and Travel sports)
· Ideas to add to your Team page
Your teams have been formed and are set up on the EAA Website or Travel website. The Team pages are set up as “public” pages which means you DO NOT need to be logged into the site to view the information on them. Grandma/grandpa, aunts/uncles the general public can see the Team pages and information on them. You have the ability to add pages to your site and make them “private”. Private pages should be utilized to protect private data ie. pictures or a roster listing with name, address, phone number, e-mail.  Please be mindful of information you post on your Team page. You will NEED to be logged into the site in order to see a “private” page as only your team will have access to a “private” page.
Once you know your Team name you can access your Team page.

Your Team page

To access your Team page:

1. Login (not required but good practice, need to be if you add any pages as “private” and want to see that information) to the website and go to the sport home page. Team pages are listed on the left hand side (In House) or as a Teams tab at the top of your site (Traveling). You may need to select a season (ie Fall or Spring), gender and/or age group depending on your sport.
2. Click on your Team and you will see an area at the top of the page to access your:

· Roster (list of players by first name last initial)
· Schedule: IH game schedule NOTE – does not include practices for any IH teams. Practices will be entered by Admin as events on the calendar
· Schedule: Travel game schedule Note – you will need to add these in. In Edit mode, click on Game Schedule at the top, click ADD GAME and enter all applicable game information. At the bottom click Create Game. 
· Statistics See instructions for entering game/player stats below
· Standings (if games are played in a league, standings will be updated once game scores are entered) 

You can add practices (Travel only and certain IH sports) or events (ie. pictures, team social etc) a Team parent could help with this (see bottom of document to give them page permissions).  In Edit mode, click on yellow Content tab. On your calendar, click on ADD EVENT, enter all pertinent information and then click Create This Event at the bottom. To edit or delete an event, click on the event in your calendar then click on EDIT or the  “x” to delete it, in the upper right hand corner or the yellow bar.
E-mailing your Team
You can send an e-mail from your Team page or you can send an e-mail to your team using the e-mails given to you from your Age Group Coordinator/League Coordinator and send out from your personal e-mail.

To send an e-mail from your Team page to your Roster Group, or select individuals: 

(Note – the e-mail will be sent in a NO REPLY format, useful for people who do not want their e-mail exposed to potential spamming. Make sure to always include in the body of your e-mail that it is a NO REPLY and include your contact information ie. e-mail if you want and/or phone #)

1. Login to the website and go to the sport home page and then to your Team page.
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.
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3.
Select the yellow Groups tab and click on Send Message to Selected Members (all people are    selected as the default)
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Information to e-mail to your team
E-mail them the Team Roster your Age Group Coordinator sent to you.
Let them know how to access your team page:
1. They need to know your team name

2. Go to the EAA web site  www.eaasports.org or Travel site
3. Click on the In-House Sports tab at the top (or In-House sport name to the right)
4. Click on the sport

5. On the left hand side will be Teams. Note: You may first need to select a season (ie Fall or Spring), gender and /or age group depending on your sport. 

Game schedules can be found on the Team page by clicking on Game Schedule at the top (practices will not be included here)
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You can obtain the FULL schedule (practices and games) by clicking on View All directly under the 5-day calendar on your Team page (note: the Calendar can be modified from a 5-day view to a month view, monthly list view and day view). At the bottom of the page you can “Print Page”, subscribe to an RSS feed or subscribe to an iCal feed.
If you want to create a Family calendar (which will display events for more than one child/team at the same time:

· Go to the “Calendar” tab at the top of the website
· Click “Show Tag Menu”

· Click “Clear Tags”

· Now check the box for the team(s) you want to utilize to create your calendar. Note – the family calendar will be available for all In-House sports, Travel sports will have their own functionality since their sites operate separately. At the bottom of the page you can “Print Page”, subscribe to an RSS feed or subscribe to an iCal feed.
Entering/Updating a Game Score and Team Stats
Note: This should be input by the “Home” team (for In House) Coach or Team Parent
1. Login to the website

2. Go to the Team Page you have permissions for

3. You will now see an Edit/User Mode switch in the upper right, click into Edit Mode (if you do not see the Edit/User mode switch on your Team page, contact the Director to request these permissions. The Coach will assign Team parent page permission, see below for those instructions)
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4. Click on the Game Schedule button
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5. Find the game you would like to add a score to, click on the Scheduled button in the status field.

[image: image6.jpg]Scheduled




6. Click on QUICK SCORE to enter the score for the Home and Away teams, set Game Status to Final and save at the bottom of the page.

7. To Enter/Edit Team Stats (if you want to track this information)
· Click on the Game Schedule button
· Find the game you want to update game stats for, click on the Scheduled or Final game button in the status field
· Click on EDIT TEAM STATS in the yellow bar
· Enter stats for the away and home teams
· Click Save Team Stats
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8. Game is now complete and final score is now displayed. The score will be updated on both Team pages and will also update the overall League standings on the Standings (if tracking League play) button on each Team page
Other exciting options to add to your Team page (if you want!)
These may be good things for a Team parent to do (see last bullet below for giving a Team parent page permissions, they must be given page permissions first in order to do the below tasks):

· Post your snack schedule
To do this:

1. You need to be Logged in, be on your Team page and in EDIT mode

2. Click on Add Page Element (once this is created, it can be moved around by simply dragging and dropping)
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3.
Select Text Block (insert text) OR Document (this would be to upload a PDF, DOC or XLS file) OR Table Builder, use whichever format you want. Text Block and Table Builder appear to be the preferred methods.
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Remember, once you have created this page element it can be moved around your page by simply dragging and dropping. 

To delete a page element, you must be in EDIT mode and then click on the “X” in the upper right corner of the page element.
· Post team roster listing with name, phone, e-mail (will need to set as a “private” page)
To do this:

1. You need to be Logged in, be on your Team page and in EDIT mode
2. On the left hand side you will see your Team name and below that click Add New Page
3. Select General Page and for both titles (button and page) type Roster and select Create This Page at the bottom. You will now see “Roster” listed below your Team name on the left side

4. Click on the new Roster page button
5. The yellow Content tab should be selected
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6. Click on Add Page Element
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7. From here you can select:

· Document (to upload the excel roster file) or

· Table Builder (for Creation Preference select import from excel) preferred method 
8. Now you need to make this page “Private” by clicking on the Permissions tab
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9. In the gray area Disabled is selected, you will need to select Private. A question will come up confirming that you want to change the page’s status.
10. Finally, at the bottom of this page click Add Group, select your Group (listed by year then alpha by team name, grade and gender) then click Add Groups. By doing this last step, you just gave all team players view access to the private roster page at once. 
           *Remember to let parents know they need to be logged into the site in order to see a private page!*

· Giving a Team parent page Owner permissions

To do this:

1. You need to be Logged in, be on your Team page and in EDIT mode

2. Click on the Permissions tab
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3. Click Add Profile

4. Under Search Profiles by Name, start typing in the person’s last name. Select the parent’s name (or spouses name), otherwise choose the player’s name who is on your 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”.
5. Check the Owner box to the right and click Add Profiles below.

To view enhanced options for your Team page:

· Go to the “About EAA” tab at the top of the main EAA Website
· Click on “Team Coach” on the left-hand side. There you will find information about “widgets” and other exciting team page features.
· Have fun!

· For any “how to” 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. This is a nice resource for any specific page related “how to” questions.
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