MAYSL Town Coordinator/Town organization handbook

This document will help Midland Area Youth Soccer League Coordinators/Organizers use
Sports Manager to manage league tasks. Topics covered will allow the town registrar setup
options the league requires.
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Logging into Sports Manager

e Admin
e The following screen should display. Click the ‘LOGIN’ button.
| HOME | | ABOUT | Public - Mot Logged in -m: CONTACT || |
| NEWS/NFO || EVENTS/NOTICES || CALENDAR | | BOARD/MANAGEMENT || FORMS/DOCSI/FILES | | PICS | | VIDEOS | | SPONSORS |[

o After clicking the login button you will be asked for a password. Initial passwords are established by Sportsmanager.
It is recommended that the operating Towns change their Administrative password and provide it to their local Board

members. Persons logging in to individual town pages should obtain their Admin password from their Town
administrator.

G Parent Coach/Director Referee or Assignor Login Public Access

One Word Login
Administrative login for Admins, Org Offi
These passwords are controlled within the Or

Pazzword



Coach
1. The following screen should display. Click the ‘LOGIN’ button.

| HOME | | ABOUT | Publiz - Mot Logged in -m: | CONTACT || |

| NEWSHNFO || EVENTS/NOTICES | | CALENDAR | | BOARD/MANAGEMENT | | FORMS/DOCSIFILES | | PiCs | | VIDEOS | | SPONSORS |[

2. After clicking the login button you will be asked for your userid and password.

3. If you have never logged in before you will need to click on ‘Click Here’ to have an initial password emailed to you.
This link can be found at the bottom of the page.

4. Once you receive your password you can enter the email address that the password was sent to along with the
password received.

SportsManager Universal Login Page

arer‘©c—ferc—e or Assignor Login Public Access

ROSTER MANAGEMENT

Access for Team, League and Season Management

Team management can view rosters, email teams and score games
League and Season managers can also manage team assignment and view draft reports

nt moduls requires your email address to already be stored with your profile and for your name to already be linked as team manager. |f you are a teamn
able to use the Roster Manager. |f your email address is not stored with your name, contact your league and ask them to store your email addres

Email address:

Pazzword:

e g
‘ Click Here and a password will be emailed to you. ,

Once you are logged in you will be presented with either the team selection or team roster page. If a coach is assigned to
more than one team they will need to select which team they want to manage.



e Parent
Parents can view only their teams.

1. The following screen should display. Click the ‘LOGIN’ button.

| HOME | | ABOUT | Publiz - Mot Logged in -m: | CONTACT || |

| NEWSHNFO || EVENTS/NOTICES | | CALENDAR | | BOARD/MANAGEMENT | | FORMS/DOCSIFILES

|| PiCs || VIDEOS || SPONSORS |[

2. After clicking the login button you will be asked for your userid and password.

3. If you have never logged in before you will need to click on ‘Click Here’ to have an initial password emailed to you.
This link can be found at the bottom of the page.

4. Once you get your password you can enter the email address that the password was sent to along with the
password received.

| tmicwe srammes | SportsManager Universal Login Page
‘ Amm cachrDirector | Referee or Assignor Login | Public Access
TEAMS/ROSTERS PR A & . . . . - - S

The Parent Login module requires your email address to already be stored with your profile.|f you are a parent without an email addresses you will not be able to use the Paren
with your name, contact your organization and ask them to store your email address with your name.

Email address:

Password:

P Niave Torgotten/dont fav
Click Here and a password wil be

5. Once you are logged in you will be presented with the following screen. This is the parent landing screen and
from here you have access to family information.

6. The first link ‘Registration History and Payment Receipts’ will list payments that have been made during
registration.



Changing password

e Admin
1. Select ‘Or__anizlatlion Info’ from the left menu.

ORGANIZATION INFO r

2. Scroll down form until password section is found.

ADMIN PASSWORD: 5T
ORG. OFFICIAL PASSWORD: b’ 204ie
USER PASSWORD: o100t -

e Coach

ROSTER MANAGEMENT (Team Access)
| CHANGETEAM || MANAGEROSTER || EMAIL TEAM HISTORY || BLACKOUTS ] [t
| TEAM INFO REPORT ROSTER EXPORTS |

SPORTSMANAGER PARENT LOGIN
Parent Login Options

e Parent

Reaqistration History and Payvment Receipts

+ Team Management - Fall Soccer - US Coet
+ Board Members - Reqistrar

Edit Adult _
+ Board Members - Referee Assignor
Protos are Hidden
EditJck Mo Picture s+ Fall Soccer - Dropped Players Shrewsbur
No Coach Send Ems
I Dizplay Furture Schedules I
Edit Z.:f2 Mo Picture s Fall Soccer - Us Coed Crew

Coach- © 77 L 480 Send Email

| Display Future Schecules (1 Games) |

it Password

Password: . ..




Adding pictures for passcards

Adding Photos, this can be done by Admins, coaches, parents

e Admin - Parent or Coach will first need to supply players photo.

1. Select “Youth Players’ from the left menu.

P e

||-
]
|

PLAYING AREAS

<

YOUTH PLAYERS ]

ROSTER MNG

TEANMSROSTERS
2. Search for player
3. Click ‘Add’ next to the players name

Add Player Picture
Picture
([Smi [y Gancel

Note: Please upload a face only picture of this player.

e (Coach

1. Coaches can add/update both player and coaches photos when view their roster.

Coach: .rL." w: '1 Asst. (
NAME BI

C D
1- Lridiwie (‘%

2. Coach can select a photo from their computer.

Picture

Note: Please upload a face only picture of this player.

NAME

Joshua Abalos



Parent
1. The parent can change their and their childs photos.

2. To change the parent picture click the ‘Edit Adult’ link.

3. Add or Update photos

Adult #1 Adult #2
No Picture
— o, 11:00:00 PM
‘ Add Picture [
o T ——

4. Players can be added from the Parent Login Options screen.

Edit 71 v

..
Edit. we v No Picturd[ AddPhoto |)

5. Childs pictures can also be add/updated in the ‘Edit Player Information’ screen by selecting ‘Edit (childs
name)’

Edit Player Information

Add Picture

|Fir5t Name:

Edit Player Information

[

1 F. _1ll n

Fieplace Picture
R &




e Changing Parent Password

SPORTSMANAGER PARENT LOGIN

Parent Login Options

Reqistration History and Payment Receipts

Edit Adult

Edit = ks

dit Password

Password: . .

« Team Management - Fall Soccer - US Coet
¢ Board Members - Registrar
+ Board Members - Referee Assignor

Protos are Hidden

MNo Picture « Fall Saccer - Dropped Players Shrewsbur
No Coach Send Ema

I Di=play Futore Schedules I

No Picture « Fall Soccer - U5 Coed Crew

Coach- ©=~i= | &80 Send Email

| Display Future Schedules (1 Games) |




Team Management

e Creating teams
1. Select ‘]'(Iaam/Ro_stgars’ from the left menu.

- TEAMS/ROSTERS

2. Click on the ‘Add Team’ button.

Teams
Seasons: Fall Soccer (12 Leagues) - Lcagucs: AllL LEAGUES (126 Teams)

e TRCTRE(26) /INACTIVE(D) [ IS
[ ADD TEAM ] ADD TEMPORARY 1

League: All I.eagues Season: Fall Soccer

3. Populate the online form with team information. Sports manager automatically adds information about the town and
season to rosters and passcards. A team name should be limited to about 12 characters so it fits on a passcard.
e Select the league that this team will play in

e MAYSL uses the following naming convention for teams.
B-U12-1 : This would be the team name for the first Boys U12 team rostered by the town.

e Define if the team will be visible to just the town or the league.
ADD NEW TEAM

SEASON: Fall Soccer ||
LEAGUE: =]
TEAM NAME:

TEAM NUMBER:

TEAM COLOR:
TEAM: @ ves ' Mo (other crganization’s team)
ACTIVE: @ ves ' No

[ SUBMIT | | CANCEL |

o Setting up team standards. These standards can be enforced by Sports
Manager, most leagues will handle these on an individual bases for each team.
1. Min/Max roster size — League level
2. Age limits — League Level
3. ‘Out of town’ players
4. Min/Max Registrations



Selecting team division
1. Select ‘Divisions’ from the left menu.

|
2. Select league from dropdown.
Divisions
- League.‘:gm Boys Travel (12 Divisions) 2

3. Select a division for each team. These selections could be changed by the league.

No
Team SRk VB | Gl e T O Rk T
£ evw..h y-
YA Fa @
€ ewlh y-F n & e & @ @

ST ewlh y-
oL_.l e

Downloading rosters

Once rosters have been submitted to MAYSL they will go through an approval process. Although rosters can be
downloaded at any time only an approved roster can be used at games. An approved roster will have a watermark
indicating it has been approved.

o League registrars

1. Select ‘Reports/Modules’ from the left menu.

4 REPORTZNOMAES

2. Select Report Module # 22) entitled Soccer League/Team Roster Form Download

3. Check your age group. This will expand and show all your travel teams and if they are approved or not.

¥ wAW DUYS Lrdavel

Team Players Div/Sec Team#  Filename
e T 11 1A 1 B10-1A-1-1208 Approved Display
e R 1z 2c 2 B10-2C-2-1208 Approved _Display
Sty e 1z 2a 3 B10-24-3-1208 Approved _Display

4. Just to the left of ‘Season dropdown there is a link ‘Click here to change Roster Forms’. The default value will
create a Mass Youth Soccer roster(MAYSL). If for some reason this value is set to something else, just click
the link and pick the MAYSL option.

5. Click ‘Email Me This Info’



6.

10.

The following box requesting additional information.

Enter the name of your state organization

Leave black if vour organization does not have a state organization

Enter the name of your scheduling league |

Leave black if your organization does not have a scheduling league
Enter Your Email Address

| Email Me This Info |

Enter ‘Mass Youth Soccer’ for the state organization
‘MAYSL’ for the scheduling league

Enter your Email address to ensure the rosters are sent to your email account. Otherwise, the rosters could
be sent to the default email address established in the system.

Click ‘Email me this Info’.



Downloading passcards
Only users with manager or admin rights can print coaches passcards. Coaches cannot print their own or player
passcards.

o Players Passcards
1. Select ‘Reports/Modules’ from the left menu.

A REPORTSMN ODHMALES

2. Select Report Module # 29) Player passcards with pictures. (option 27 & 28 are for the old style passcards
and should not be used.)

3. Checking a league will expand and show all the teams in selected league. Uses the US Youth Soccer front
side format that can be printed on Avery 5390 badge template.

Ui4 Girls Travel (96 Players)

Team Players

Mg =~ sV oo |17
Flst ... . ~E ...r|18
[#] oL oz |18
WS vl i |22
Wist.- - e 0 (20

4. NOTE: If your town does not use Sports Manager for your online registration then change the check
box from ‘Registered Players’ to ‘Players On Teams’. If you don’t make this change all leagues will
show (0 Players).

[ ayers . Unly Players with Pictures
Select the leagues for the players you want to create passcards

5. Click ‘Email Me the passcards’. A .pdf file will be sent to the email address entered.

6. To select an individual passcard check a league and then press the ‘Select/Display Passcards’. This will
display all passcards that will be put into the .pdf file. By checking and unchecking players they will be added
to the file.

[ Select/Display Passcards ]

( Email me the passcards ]

Passcards should be laminated to protect them from the elements. Coaches use their passcards for one
year starting with the fall season. Players in the U12 age groups and older need passcards for the spring
season only. U10 players do not have passcards for the spring season.



o Coaches Passcards
1. Select ‘Reports/Modules’ from the left menu.

REPORTSNOMALES

2. Select Report module # 30) Coaches passcards with pictures. (do not select option 27 & 28 ; these modules
are for the old style passcards and should not be used.)

3. Check the league that needs to be printed. Uses the US Youth Soccer front side format that can be printed
on an Avery 5390 badge template. The first time passcards are printed using the ‘Check All’ button can
quickly select all passcards.

Select the leagues for the coaches you want to download passcards for and click the 'Email Me Coach Passcards' button at the bottom of this page

Fall Soccer Leagues [CheckAl | [ Unchesk Al | [__Select/Display Passcards ]

[T Dropped Players (0 Team Management) [[1us Coed (25 Team Management)

[[1u6 Coed (38 Team Management) [[1u7 Coed (36 Team Management)

[[lus Coed (23 Team Management) [F1U10 Boys Travel (17 Team Management)
[C1u10 Girls Travel (13 Team Management) [[lu10 Boys Trvlalntown (19 Team Management)
[C1u10 Girls Trvl&Intown (5 Team Management) [Clu12 Boys Travel (16 Team Management)

U1z Girls Travel {19 Team Management) Fluia Boys Travel (8 Team Management)
[[1u14 Girls Travel (13 Team Management) [[1u16-U19 Girls Travel (3 Team Management)
[C1U16-U19 Boys Travel (2 Team Management)

[ Email Me Coach Passcards ]

4. In the spring when most coaches already have their passcard. Click on ‘Select/Display Passcards’ will allow
for the selection of individual passcards.

Select/Display Passcards

Fall Soccer Leagues [CheckAl | [ Uncheck Al

1= _

5. Entering a date since the last time passcards where printed will narrow down the number of passcards.

Show only pictures uploaded sin

[ «<Back | [ Check All | [ Uncheck Al | [ Check Only With Pictures | [ Email Me Coach Passcards
No. Name Picture Upload Date League Team Po

€
A
( )

Photos are Hidden

1 Tyt s U12 Girls Travel Z':i- "~ .uvy - M. ... Asst

6. Click ‘Email Me Coach passcards’. A .pdf file will be sent to the email address entered.



Adult's Last Name:

Coach assignment

Only users with manager or admin rights can add coaches to teams.

1. Select ‘Roster Mng’ from left menu.

TEAMS/ROSTERS

Select League from drop down
Select Team from drop down

Select which team to use for roster management

Seasons: Fall Soccer (15 Leagues)

Leagues: U12 Girls Travel (10 Teams)

Teams: MAYS GU12 Travel B (0 Players)

Use ‘Add Team Mng’ button to search for coach.

CHANGE TEAM MANAG

| TEAMINFOREPORT || CHANGE
Season: Fall Soccer  League: Ul4 Girls Travel T

MAYS GU14 TRAVEL A

[ Add Player f{ | Add Team Mng | ) Email Roster |
Coach: Robert Pla :

5. Enter the coachs last name in the search box

[ Search H Cancel ]

6. Select adult from list.

Name Spouse Name Street

WILLIAM GOLDSMITH JESSICA GOLDSMITH 9 RAYMOND AVE

7. Select the adult and their team mng position.

Adult Team Mng. Positior
O WILLIAM GOLDSMITH ) Coach
@ JESSICA GOLDSMITH ©) Asst. Coach

) Team Parent

[ AssignJob | [ Cancel ]

Home Phone
5088428074

This is the adult

8. The coach/Asst. Coachs will be able to see their teams when they log on. See Coach logon to see instructions.



Player assignment

Only users with manager or admin rights can add players to teams.

1. Select ‘Registration’ from left menu

WELCOME TOSHREWWERIIRY YOUTH SOCCER
- Access Level: Org. Official GEIUT I CONTACT I:

[ MEwsaNFo | [ EVENTS/NOTICES [ CALENDAR |[ BOAR

Ererme/bocs/ALES | [(Pics | [viDeos | [[si

SCHEDULE/SCORES
LEAGUE STANDINGS
PLAYING AREAS
YOUTH PLAYERS
ADULTS
ROSTER MNG
TEAMS/ROSTERS
REFEREE MNG
DIVISIDNS
LEAGUES/GROUPS
SEASONS/ACTIVITIES
REGISTRATION
REPORTS/MODULES
EMAILING
AUTOD SCHEDULING
YEAR-2010
LINKS
ORG. WEBSITE

REPOH I 5/MUDULES

2010

Males [¥|Females
[ Display Player Reg Comments

[ Display Street [“|Display ZIP spla¥ ol
984 Playe View Report

No urgent notices at this time

Mo closings as of 5/20/2010 9:26:23 AM

UPCOMING EVENTS Shrews
Fall Soccer Begins 9/12/2010 - Sun o
Registration opens for 1/1/2011 - Sat
Spring Soccer
g Today
Spring Soccer Begins 4/10/2011 - Sun C
Saturd:
Registration opens for Fall 5/1/2011 - Sun F3
Soccer -
NEWS/INFO
There is no News/Info available now _
Sun
9

2. Select ‘Registration’ from left menu
3. Select #13 ‘Registered Players With no Team Assignments (Draft Report)’

3) AQUIT KegISIranon List
4) Answers To Registration Questions And Emailing
5) Registration Summary By Leagues/Groups

6) Registration Summary By Day/Week/Month

7) Family Registration Summary

8) Registration Price Breakdown

9) Players On Teams But Not Registered

10) Registration Season By Season Comparison

11) Players Registered Last Year But Not This Year
or Different League
3) Registered Players With No Team Assignment (Draft Report

|

-

14 rations

4. Pick league then ‘View Report’

Fall Soccer AlLL LEAGUES
Active [|Inactive @ Regi

[[1 Display Adult

-

Not Playing Fall 2010
U5 Coed
UG Coed
U7 Coed

U8 Coed
U10 BoysTravel

U10 Girls Travel

U10 Boys Trvi&intown
U10 Girls Trvi&Intown
U12 Boys Travel

U12 Girls Travel

U14 Boys Travel

U14 Girls Travel
U16-U19 Girls Travel
U16-U19 Boys Travel




’ Email Me This Info f Assign To Teams

2010 - Fall Soccer - U14 Girls Travel
Males [V|Females [¥] Active [|Inactive @ Registered Only © All
["1 Display Player Reg Comments [| Display Adult Reg Comments
[[| Display Street [[|Display ZIP [[|Display School []Display Grade
78 Players | \iew Report

Player Name DOB Age  Sex Reg. League Reg  New
1)- " 12 F Ul4 Girls Travel Y ¥
2)- B 12 F Ul4 Girls Travel Y Y
3)- 13 F Ul4 Girls Travel E¥ ¥
4)- Fadwed 12 F Ul4 Girls Travel Y X

You can assign each player to their team. Putting teams in alphabetical order will speed the process.

Plaver Name DOB Age Sex Reg.League Assign To Team
1)- 12 F  Ul4 Girls Travel SELECT TEAM -
N SELECT TEAM

2)- 13 F  Ul4Girls Travel  [{A-MAYS GU14 Travel A (OM.
MAYS GU14 Travel B (0M.0OF)

3)- 13 F  Ul4 Girls Travel MAYS GU14 Travel C (OM.OF)
MAYS GU14 Travel D (OM.OF)

4)- 12 F  Ul4 Girls Travel MAYS GU14 Travel E (0M.OF)
MAYS GU14 Travel F (OM.OF)

5)- 12 F  Ul4 Girls Travel MAYS GU14 Travel G (OM.OF)
MAYS GU14 Travel H (OM.OF)

6)- IR 12 F U14 Girls Travel MAYS GU14 Travel | (OM.0F)
MAYS GU14 Travel J (0M.0F)




e Email Player assignment
o Once players are assigned to teams those assignments can be emailed to

coaches and parents.
1. Select ‘Reports/Modules’ from left menu.

3. Select league from dropdown.
A team can also be selected at this point, but the default is to send emails to all teams.

EMAILING PLAYER TEAM ASSIGNMENTS

Fall Soccer < SELECT LEAGUE SELECT TEAM
[ Email team assignment info to all players on teams in this seaszon |

Note: An email will be sent to both the primary and secondary email address.
4. Click ‘Email team assignment...” button
Several options can be seleted with the check boxes.
Enter ‘From:” email address.
Enter ‘Comment’ that will show in body of the email.
Press ‘Send’

c Email team assignment info to all players on teams in this league _51::

R — e —————
Note: An email will be sent to both the primary and secondary email address.

4 Emails From 2 Adults

[¥|Include the other players names (teammates)in the email
[] Include Player Street(for teammates)
[[] Include Player Home Phone(for teammates)
[[] Include Player Email{for teammates)
Include list of 0 future games on the schedule

Subject: Team Info: Fall Soccer-Dropped Players - Info
From:
Email comments: (dppears in the body of the email)

| -




Moving players to a different age group (league)
o The State allows players to a higher or lower age group depending on DOB and
school grade. Because of this sometimes players need to be moved to another
age group after they register.

1. Select “Youth Players’ from left menu
PLAYING AREAS

YOUTH PLAYERS

AMATS

2. Search for the players last name. Use the check boxes to narrow down the search if needed.

AB VWXYZ

MALES |¥|FEMALES

ACTIVE || INACTIV

3. Click ‘Reg History’ button that can be found at the far right on the same line as searched name.

(Reg History 1)

4. Click ‘Edit’ button
Registration History Add

+ 2010-Fall Soccer-US Coed _ Amount $82.50 _ Amount Paid: $82.50 (-4 ean | Jveem')
5. Using the League dropdown select new league. Then press the ‘Save Changes’ button.

Registration Information
Player: AL :LBi':

Season: Fall Soccer

€ Leasue: U6 Coed -
| Y T— T ———




e Dropping players
o Sometimes after a player registers they decide not to play. Putting a player into
a ‘Dropped’ league will remove them from the draft report.

1. Anew league will need to be created to hold players that will be dropped. Select ‘Leagues/Groups’ from left
menu.

MY LN

2. Click on the ‘Add League/Group’ button.

LEAGUES/GROUPS—=wammor—>

|| Sports [¥| Activities Fall Soccer (15 Leagues) » [YlIntown(15) ¥ Travel(0) [¥]active(14) ¥|In
Select Season
Select ‘Independent’ from the League dropdown.

Enter a League name and Abbr.
Enter min/max age and Min/Max Registrations. Both of these can be set to 1 for the min and some high

ADD LEAGUE/GROUP

o0 AW

SEASON: Fall Soccer -
MAYS FALL SOCCER LEAGUE: @DENT _)
LEAGUE/GROUP NAME: Dropped Players £
LEAGUE/GROUP ABBR.: Dropped Players o
SPORT(S):

MINMAX AGE: I;Ilhl;*i:;aarrss 122 Min Months 0
MIN/MAX REGISTRATIONS: Minimum 1 Maximum 1000

7. The rest of the options on this screen can be left as the default with the exception of Active. Set Active to
‘No’. This will stop players from showing on certain reports.

‘AC'IIVE: ") Yes

8. Press ‘Submit’ button to save changes.

@[ CANCEL |

9. Select ‘Youth Players’ from left menu

PLAYING AREAS

YOUTH PLAYERE

AMATS

10. Search for the players last name. Use the check boxes to narrow down the search if needed.

AB VWXYZ

MALES |¥|FEMALES

ACTIVE || INACTIV

11. Click ‘Reg History’ button that can be found at the far right on the same line as searched name.

(Reg History 1)



12. Click ‘Edit’ button
Registration History

+ 2010-Fall Soccer-U6 Coed  Amount $32 50  Amount Paid: $32_ 30 Edit | |J View
13. Select ‘Dropped Players’ as their new league. Then press the ‘Save Changes’ button.

Registration Information
Player: AW TP~

Season: Fall Soccer

League:

[_Save Changes .

Team naming conventions
o B-Ul1l2-1, B-U12-1-Lizzote

Team information package
o B-U12-1, B-U12-1-Lizzote

Emailings
Any email that is sent from Sports Manager is saved and can be seen using the history button.

o Coaches — Send emails to team

ROSTER MAN&GEMENT (Team Access
1 1L MANAGE ROSTER ( EMAIL TEAM ) -
"‘-..______-—"

IRT 1L CHANGE PASSWORD |

Season: Spring Soccer  League: U5 Coed (4-4)  Team: testl

Include list of 0 future games on the schedule

T RECIPIENTS SVRITE/SEND EMAITLEMAIL |

Check the players/team mng. who you wish to email to and click 'Em:

Coach: ¥IR¢" itz

NAME BIRTHDAY GENDER 2011 AGE 2011 REG

D.. e 3/21/1997 Female 14 N
Jo we  3/3/1997 Male 14 N
o League

1. There are a few options using the dropdown when sending emails to a group of people.

e By Person

o Either enter the persons email address directly or use the ‘Add Person’ button and search
for their last name

e By Job Assignment
o Emails to all board members
o Emails to coaches, assistant coaches, ect...

e By Player Age/Group
o Create an email if you're planning an age specific camp.
o Create an email to only female players.



e By Team Assignment

o Email coaches and parents assigned to teams.

o Email selected leagues and/or teams within a league.
e By Registration

o Send Email to parents of all registered players



Fields

e Adding new field

o Creating a field is the first step to assign teams, schedule games and practices
1. Select ‘Playing Areas’ or ‘Fields’ from left menu

i

2. Click on ‘Add Area’

FIELDS >

Auto Scheduling Help

3. Only the Area Name is required.
1. The Description field can be used for telling parents about special notices, parking restrictions or if it's a
multi-field location to give more details about field.
2. Directions can be written out or using map quest or some other mapping software a link can be added.
3. Setting Area to ‘Yes’ will allow MAYSL to assign games to this field. Setting to ‘No’ will only allow your
town to schedule games to this field.

t'.gJ_EA NAME;) Horial Street
AREA NUMBER:
STREET:
CITY: Shrewsbury
STATE: MA
ZIP: 01545
DESCRIPTION:
DIRECTIONS:  Add Dir. Link
ARFA: @ YES NO (other organization's area)
ACTIVE: @ YES O NO

( SUBMIT | [ caAnNcEL |
4. Click on ‘Submit’ to save changes




e Assigning leagues(age groups/teams) to fields
Sports Manager allows leagues to define which groups can use the fields and at what times. Groups can be defined as a
whole age group, multiple age groups or only certain teams.

Rule of Thumb: Towns should have enough field space for half their teams in a league plus 1. If U14 Boys
has 4 teams, then they should have 2 time slots at a minimum. If they have 5 teams, then 3 time slots.

1. Each field will need time slot assigned(Availability) for when the field is available to have teams on the field.
This can be defined as one time slot or broken down to multiple times. Click the ‘Edit Availability’ button to

setup time slots.
DLALUSD ACOVE LVeD LTy

Address: Shrewsbury, MA 01545

Directions: Directions

Fiekd Availabibif(s]  Eot roicoiy |3
League Avai]abili@ague Open Time ] [ TeanEaD

Area Blackouts:
2. Click the ‘Add open time’ button.

Recurring Open Timeg st me 1>

-No Open Times

3. First define the opening and closing times of the field. In this case the field is Available from 9am till 7pm.
No games will be scheduled to start before 9am and they must complete by 7pm. If you have hour long
games then no game will be scheduled after 6pm. That way the game can be completed by 7pm.

AREA OPEN TIME STARTS x:ex am/pm: 9:00am
AREA OPEN TIME ENDS x:xx am/pm: 7-:00pm

[ Sunday [ Thursday
[ Monday [ Friday

DAYS OF WEEK:

[ Tuesday Saturday

[ Wednesday
LEAGUE TYPE: @ All Imtown ) Travel
OPEN TIME APPLIES TO: @ Whole Year " Time Period

4. Define which day the field is available. Your weekend time slot might be all day, but weekdays the field
might only be open from 5pm till 7pm. Each field can have multiple times available.

5. Define who can use the fields. The field could be defined as only an intown field and this will make it so the
league cannot assign a game to this field. Using the Travel option will not allow intown games to be
scheduled on the field. The last option is ‘All’, so both intown and league games can be scheduled on the
field. The field will be scheduled on a first come first serve bases.

6. Each time slot can be effective to the ‘whole year’ or just a certain date range. The range can be from one
or more days.



7. From the ‘Add Blackout’ button days that the field is closed can be managed.

Florial Street Availability

Recurring Open Times  swopente |
Sat 9:00am - 7:00pm All Year Al

Blackout§ rsseas [

League AvailabilitgT e g aom
- Not Available To Anv Leagues
8. There are 3 levels of blackouts that can occur in Sports Manager.

= Field —If a special event is occurring on a certain day then just select the field, date and time. Once
added no games or practices will be scheduled for defined time.

= Coach - Select the coach, enter date and time the coach is unavailable and save.

= Team — Same process for teams.

LEVEL: Playing Area -
PLAYING ARFA: Flonal Street -
DATE: mm/ddfyyy ™ To ]
TIME: hh:mm ampm @ All Day O Time To
Comments

| ADDBLACKOUT | | CANCEL |

9. Click the ‘Edit League Availability’ button to define which leagues(age groups) can be assigned to this field.
" Spring Soccer - U5 Coed (4-4)
" Spring Soccer - U6 Coed (5-5)
" Spring Soccer - U7 Coed (6-6)
" Spring Soccer - U8 Coed (7-7)
Spring Soccer - U10 Boys Travel
Spring Soccer - U10 Girls Travel

susmit__ > [ CANGEL |

10. When all the leagues have been define return to the playing areas page.
Florial Street Availability <ssomres >

Recurring Open Times  ssopentme |
Sat 9:00am - 7:00pm All Year All

11. In this example the field is available from 9:00am till 7:00pm. The whole field pie can now be divided into

smaller pieces and define which teams within a league get each piece.



12. Select the ‘Add League Open Time’ button.

. .Pndd League Open Time -

League Availability:

Nn open times
Spring Soccer - Ul0 Girls Travel. Game Duration: 1% Hrs

Mo open times
13. Select league, start and end times, day of the week for each piece of the pie and ‘Submit’.
If a league has back to back time slots then make sure there is enough time allowed for both games
including time between games. Example: 60 min games and 15 mins between games * 2 is 1 1/2 hours.
Start time might be 9:00am and an end time of 11:30am. Working with the scheduler fine tuning in this area
may be needed. Also, MAYSL defines how many minutes game slot are. For U10 game slots are defined as
75 mins.
LEAGUE
LEAGUE OPEN TIME STARTS x:xx am/pm:

LEAGUE OPEN TIME ENDS x:xx am/pm:

["] Sunday ["| Thursday
[“|Monday ["| Friday

DAYS OF WEEK:
[ Tuesday ["1Saturday
[[|Wednesday
OPEN TIME APPLIES TO: © Whole Year ) Time Period
[ suBmiT | [ cANCEL |

14. Each league has been given 2 slices of the field pie.

League Availability: |  Add Lesgue Open Tme | | Team Avai. |
Spring Soccer - U10 Bovs Travel. Game Duration: 1% Hrs
Sat  9:00am - 11:30am All Year (2.0 Games)
Spring Soccer - U10 Girls Travel, Game Duration: 1% Hrs
Sat  11:30am - 2:00pm All Year (2.0 Games)

15. The final step is to define which teams will be allowed to use the time slice. In this example only teams from
the BU10 will be able to be selected for the BU10 time slice and the same for the GU10 slice.

League Availability: |  Add League Open Time | @
Spring Soccer - Ul0 Bovs Travel, Game Duration: 1% Hrs
Sat  9:00am - 11:30am All Year (2.0 Games)
Spring Soccer - UlQ Girls Travel. Game Duration: 124 Hrs
Sat  11:30am - 2:00pm All Year (2.0 Games)

16. Click the ‘Team Avail’ button to select teams that can be assigned to each time slice. In the above example
BU10 teams will be assigned to the 9:00am-11:30am slice and GU10 will go in the 11:30am-2:00pm slice.

I [ Add League Open Time ] [ Team Awvail. ]

Availability: Spring Soccer - Ul0 Boys Travel, Game Duration: 1% Hrs
- Home Teams: GalaMaher' Joes Casual Cuizsine, Cole'Ojerholm/Dunkin Donuts, Lapomando’ Durkin/Scizzors, Slm\sbnf} ‘Campos, Duerk Reardon/Azmco, Shrewsbury - Ousllatta, Duﬁ,TBDCaedﬁ
Union, Galvin/'Chachsrone’ Responze Enviro, LanaDJorinWagner BMW, Tavlor/DinoiaHabert Candies, - Khan, - Riley, v - Toccinend, - Walton

Sat 9:00am - 2:00pm Anaw@oc}ames)
Spring Soccer - ULQ Girls Travel. Game Duration: 1% Hrs

Home Teams: GU10-1-Peder, GU10-2-Wesden, GUL0-2-Moonay

Sat 2:00pm - 4:30pm All Year (2.0 Games)




Closing fields
This will mark fields as closed and send an email to all players/parents/coaches/age directors that the game is
cancelled. It provides a link on the SportsManager site that shows a summary/status of closed fields. It also
provides that summary on the MAYSL league management system. The whole field closing process is
automatic once you mark a field as closed in SportsManager. We can add an option to cancel some games
but not all games if needed.

o Games

1. Select ‘Playing Areas’ or ‘Fields’ from left menu

g

2. Click on ‘Add Area’

FIELDS | ADD AREA | | AmeaAvailabilty | | Area Conflicts @anageuasingsD

3. Select date that games will be cancelled. Use the ‘Set as Default Date’ to quickly move to a date that has are

being played.
L ]
Manage Closings
Fall Soccer * ALl LEAGUES
‘@ Show only areas with assigned.les | Show only closed/warning:
Default Dated 11}!31} aturday 30 Games

Date Day Games Fields

10/30/2010 Saturday 30 =] L| Set as Default Date | Xlose Al Fields]

a A Fmma e

4. Clicking ‘Close all f|elds is a qU|ck way to close all fields with games assigned to them.

« (@ Show Comment
Date 10/30/2010 Status Closed  + Comment - Sa\re -Cancel
~ (. Don't Show Comment - -

Cancel 30 Games and send email noti L‘u‘iewﬁSeled Garnes_] ew Players/Coaches/Refs For Emails]

Date Time Team 1 Team 2 League Field
10/30:2010 | 08:00 AM | Duffy/TED/Credit Union Lane/Morin/Wagner BMW U10 Boys Trvl&Intown | Foundation #2
10v30:2010 | 08:00 AM | Galvin/Chacharone/ Response Enviro | GaleMaher/ Joes Casual Cuisine | U0 Boys Trvl&Intown | Foundation #3
10v30:2010 | 09:00 AM | Sounders Galaxy U5 Coed Glavin Field 1 &2
10/30v2010 | 09:00 AM | TorontoFC Revolution U3 Coed Glavin Field 3 & 4
10/30:2010 | 09:00 AM | United Crew U3 Coed Glavin Field 5 & 6

5. Click on ‘View/Select Games’ to view each game that will be cancelled. This allows towns to close selected
fields or games.

6. Click the ‘Save’ button to officially close the fields. This will send emails to coaches, parents and any referees
assigned to the game. An email will be sent to the opposing coaches.

o Practices - ToboO!



Team Rollover

e Rollover team fall to spring
o Process for rolling over teams
o Going from 5 teams in fall to 4 teams in the spring
o Player team assignment history

How Roll over works from Fall to Spring.

First remove player/coaches from existing Spring teams.

Then run Team Rollover from Fall to Spring, by season or by league
The MAYSL roster approval status will also roll over.

PwnNE



Organization Management

Board/Management positions
o There are 4 categories for jobs

= Board Members

=  Season Management

»= League Management

= Team Management — Coaches, assistant coaches and team parents

o Add

1. Click ‘Board/Management’ button from the top menu.

2. Click ‘Job Positions’

.
{ Job Positions |

3. Each job category has an ‘Add Job Position’ button.

<HBoard Members (Organization) Add Job Position | =3

4. Enter Position name and if this position votes at board meetings. Then click ‘Save’ button.

JOB TYPE: Board Members -

POSITION:

VOTING: Yes -

o Edit/Delete

1. Click ‘Board/Management’ button from the top menu.

BOARD/MANAGEMENT

Click ‘Job Positions’

{ Job Positions | :

Each job category has an ‘Edit Job Position’ and ‘Delete Job Position’ button.
Board Members (Organization) Add Job Position |

« President 1 € Edit Job Position | Delete Job Position 13

Edit Position name and if this position votes at board meetings. Then click ‘Save’ button.
Position can also be deleted on this screen.

JOEB TYPE: Board Members v
POSITION: President
VOTING: Yes -

| SaveChanges | | CancelChanges | | Delete Position |




o UnAssign/Add description

1. Select ‘Organization Info’ from top menu

m——— | e e 1 e

2. Select ‘UnAssign’ from vacant position
President ‘s VACANT Gssig) @@
3. Click the ‘Add’ button to add a description of the job.

e Dataimport — Non-Sports Manager towns
o Define how clubs not using Sports Manager to their town will get their players,
coaches and teams into Sports Manager.

1.

Sports Manager has a spreadsheet template for the data import module. If you export from your
existing system into the template SportsManager can import: Parents, Players, Teams and
Player Team Assignments.

The Import will not create coach assignments so those need to be added after the import is
complete.

The existing players/coaches should be removed with the Bulk Team Removal option (In
Teams/Rosters) prior to running the import.

SportsManager controls the import insure good data quality. We might be offering some towns
the option to do the import themselves.

One main import should be run by the MAYSL deadline. SportsManager could accept an
additional 1-2 imports to get the adds over the following 3-4 weeks. For adds of a few players it
would be easier to do that in the SportsManager roster management module manually.



e Adding valid cities for town players or a ‘Protected’ town.

o Some towns can spell their names different and this option gives your
organization a way to define all these spellings. Adding all the towns will make it
so players are not wrongfully marked as ‘out of town’.

o If a player can’t have their city listed on the roster they can be placed in a

‘protected’ town.

1. Select ‘Organization Info’ from left menu

dl ORGANIZATION INFO &

2. Scroll down to ‘Alternate City/Town...” and press the ‘edit’ button

|.lrJ.ml.l.l..|- I lﬂqlb“dleblllH'bu“l,ru““lbu‘.‘.ﬂl_‘.l
< Alternate City/Town Name Spellings i\ﬂLJP

Proterred—

3. Use the ‘Add’ button to add different variations or valid towns. This example shows how the system will
accept any of the following spellings. Although a parent could enter ‘Protected’ this will most likely be
down by an admin who would be working with the parent.

Alternate City/Town Name Spellings
Protected, N. Billerica, Worth Billerica, -
Billerica
Add
| &)=
((Save ) Cencel

e Define town name that will be printed on passcard
o MAYSL protocol is for each town to use a one word description of the town.

Example: Billerica Youth Soccer Association will just be Billerica
1. Select ‘Organization Info’ from left menu

BYSA

e Hide uploaded photos
o Sports Manager allows the town to hide players and coaches photos from

anyone logging into the system. When a parent or registrar logs in they will only
see an avatar picture and a message will display saying if a picture is on file. A
parent can replace an existing photo, but they will still not be able to see the

actual picture.



1. Select ‘Organization Info’ from left menu

2. Towns can hide just player photos, coach photos or both.

IMAGE COMMENT

3. Click on the buttons again to show photos.
IMAGE COMMENT

¢ Show Player ID Photos{35how Coach ID Photos




e MA Youth Soccer download
o MA Youth Soccer requires towns to affiliate all recreational and in-town players,
coaches, assistant coaches, managers, administrators and board members as
well as other volunteers who assist the program, etc. as well as those involved
with travel and premier teams.

1. Select ‘Reports/Modules’ from left menu

2. Click #25 ‘MA Youth Soccer Download
3. The first time an affiliation file is created all the different jobs will need to be given a code. Use the
codes listed define each job.

League Codes Job Codes

R = Recreational C = Coach

T = Travel A = Administrator or BOD
P = Premier V = Volunteer

R = Referee (not USSF)

League Codes Job Position Codes

Dropped Players President A
us Coed R Vice President A
U6 Coed R Registrar A
U7 Coed R MU5 AGC A
us Coed R MUb AGC A
U10 Boys Travel T MU7 AGC A
U10 Girls Travel T MU8 AGC A
U10 Boys Trvl&Intown R GU10 AGC A
U10 Girls Trvi&Intown R MU10 AGC A
U12 Boys Travel T GU12 AGC A
U12 Girls Travel T BU12 AGC A

4. Make sure to save codes when done.

il
Export this datato Excel Update and save code Infn_)

5. Click the ‘Export this data to Excel’ and save file to local hard drive.
6. MA Youth Soccer import the file and only affilite new enteries, so you can send a complete file each time.

Note: See the MA Youth Soccer website for instructions on how to transfer the affiliation file.
MA Youth Soccer also uses data in the affiliation file to check CORI’'s. Any volunteer over
the age of 18 will need to include their DOB in the file.



Schedules

e Adding Games

1. Select ‘Schedule/Scores’ from left menu. Click on ‘Add Game’ from top menu

4/10/200
gmm D Edit Schedule |

2. Enter the fields on the form.

Season Spring Soccer w | League: U5 Coed (4-4) -
Date mmiddiyyy H Location ALL AREAS -
Time Hour » HMinute - AN - Duration(mins): &0

@ Season Game (O Playoff Game (O Scrimmage Game (O Practice

) Open Time Slot ) Reserved ) Concession Stand ) Misc Event
Home Team Select Home Team w | Away Team Select Away Team -
Game Status Regular ~ | Description -

e Edit Games (Field, Times)

o Typical edit

1. Select ‘Schedule/Scores’ from left menu. Click on ‘Edit Game’ from top menu

o SCHEMNESCDRES

4/10/2010 21

es #  FEdit Schedule T3 E

i o
2. By clicking the ‘E’ button next to a game the two teams will be loaded into the left panel. Once the game
is loaded the date, field, time, duration, etc. can be updated. Press the ‘Save’ button to complete update.

Lrate lime Location League Home Leam Away leam 1vpe

Season: Fall Soccer

League: US Coed []91172010 S00AM GlavinFisld1&2 USCosd SYS-Rapids  SYS-Revolution Sexd '
[ []9112010 500N GiavinFisld3&4 USCoxt S¥S-Soundws  SYSTorontoEGugfesson [EJ I
51172010 2] []8112010 2:00AM GlevinFisld5&§ USCosd SYSTnitsd gt sscon[EJ (I
[[] 2112010 11:00AM GlevinFisld1&2 USCosd SV3-Lrew : sezzon [E I
Glavin Feld 1&2 M [[]2112010 11:00AM GlavinFisld3&4 USCosd SYSEs SY3-Galary Sﬁmﬁ
Time: 9:00AM  Duration(mins): 60 [[] 9182010 S:00AM  GlvinFisld1&2 USCosd 3 oficre  sysWizmts  Sesen [E] (1
s G - Plavoff G []9182010 :00 AN GlavinFisld3 &4 U8 o Exnguates SYSCrmw Sszscn [EJ (I
@ Season GGame ) Playo ame
- Seri C P o [[] 9182010 S:00AM  Glavia Fisld 5.5 SYS-Rapids SYSfoundsrs  Seson [EJ [l
© Scrimmage Game ) Practice
] ] S/18/2010 500 AM a7 5”5 Cosd SYSRevolstion SYSUnitsd  Sazson
O T'g Slot R d I
“ Open Time Slo ) Reserve
oo . - [F] 9182010 11:00 AN ##¥zvin B 1 UsCost SYSDymmo  SYS-Galmy sazson [E] [
© Concession Stand () Misc Event
— /252010 MField1&2 USCosd SYSWizmds  SYSRevolution Semson
Description I
description
" GlzvinFisld3&4 USCosd  SYS-Unitsd SYSSounders  Sessen [E] [1
P GlavinField 5&6 USCosd SYSGalmy  SYSCrew s=mson [EJ (1
e > o GlaviaFisld T&E USCosd SYS-Rapids SYSTorontcEC  S=ason [E] [I
Rapi -
v GlavinField1&1 UsCoxd SYSDymme  SYS-Eartnquskes Szzeon|EJ (I
Revolution . &f|[1 1022010 2:00AN GlvinFald1&1 USCosd SYSSoundsrs  SYSEerinquikes Sason [E (I
'_| 10290180 00 AN Glavin Fisld 3 &4 175 Coed ART Y S W e =0 [ﬂ ﬁ
Game Status: Regular - Manage Elackouts

4[__save [ Cancel | [ Deete | Support Personnelm



o Rescheduling cancelled games.
1. Select ‘Schedule/Scores’ from left menu. Click on ‘Edit Game’ from top menu

2 SCHEMNEFSCDRES

471072010 %) 1

es & Edit Schedule T E

oo
2. Iffields are closed then all the games assigned to that field will go into an incomplete status. To get a

quick list of these games change the ‘Game Status’ filter to ‘Inc. — To Reschedule’

League Home Team Away Team Type

1 U5Coed SYS5-Rapids

o Rescheduling rained out games.
1. Select ‘Schedule/Scores’ from left menu. Click on ‘Edit Game’ from top menu

o SCHEMNESCDRES

41072010 2| 1

<L Edit Scheduie Th E

g

2. Iffields are closed then all the games assigned to that field will go into an incomplete status. To get a
quick list of these games change the ‘Game Status’ filter to ‘Inc. — To Reschedule’

/"—\ ALL LEAGUES - ALL TEAMS -
= ALL AREAS - GAME STATUS -
10 Bl TO 121372010 2

Hayoﬂ Gane
i | Season Game Yyoff Wizard || Practice Wizard || Auto-Schedule Wizard |

Scrimmage

P'ad":i:d Show Games Show Open Time Slots ] Org Open Times

Open Time Slot sck All || Uncheck Al | | Delete Checked || Cancel Checked |
D mon Stand League Home Team Away Team
1 Event 2 U10 Bovs Trvl&Intown  3YS-Cole/Ojerholm Dunkin Donuts F¥5-Dusric Rezrdon/ Aznco
#11/2010 i dztion =3 U10 Boys Trvl&Intown  SYS-Duffr TBD/Credit Union EYE-GaleMzher Joss Cazual Cuizine
#11/2010  S:00 AM  GlavinFisld 13 &£ 14 U7 Co=d EYS-Fire - Mzher M EYS-Earthquakes - Bizcotti TH
21172010 200 AM  GlavinFisld 13& 16 U7 Co=d 2Y3-Wizards - Tetrezult T FY3-United - Waadan Th
#11/2010 200 AN GlavinFisld 1 &2 U5 Coad EYE-Rapids EYE-Revolution

monn aar : PRt i r

3. Once the Ilst is showmg the games you Want to change you can edlt them the same way as a typical edit.

o Delete game.
1. Select ‘Schedule/Scores’ from left menu. Click on ‘Edit Game’ from top menu

2! SCHEMAEFSCDRES

4/10/2010 %) 1
es £ FEdit Schedule % E

n
2. Use filters to narrow game list. Select the ‘D’ button to delete a game

Tyvpe

~ =@




o Rescheduling different types of games. (playoff, practices, Cancelled

games)
1. Select ‘Schedule/Scores’ from left menu. Click on ‘Edit Game’ from top menu

2! SCHEMAEFSCDRES

471072010 %) 1
es £ FEdit Schedule 3 B

n
2. There are a few different types of games that can be set with in a schedule.

g ALL LEALUED ALL 1EAMS -

ALL AREAS - GAME STATUS -

5/10/2010 2 TO 12A13/2000 L2
: | [ AddGame | Playoff Wizard |[ Practice Wizard | [ Auto-Schedule Wizard |

Show Games Show Open Time Slots  [C] Org Open Times

[ Check Al |[ Uncheck Al | | Delete Checked | Cancel Checked |
Date Time Location League Home Team Away Team
WL2010  B:00AM  Foundation#2 U0 Boys Trvi&Intown  5YS-Cole'Ojerholm Dunkin Donuts SY5-Duerk Reardon ' Azmoo
W1L2010  E:00AM  Foundation =3 U0 Boys Trvi&Intown  5YS-Duffy TBDVCradit Union SY5-GaleMzher Joss Czsual Cuisine
M1L2010 9:00AM  GlavinFisld 13& 14 U7 Cosd SY5-Fire- Maher M SY5-Earthquaices - Biscotti TH
ML2010 9:00AM  GlavinFisld 15& 16 UT Cosd SY5-Wizards - Tetrezult T SY5-United - Weeden Tn
WL2010 9:00AM GlavinFisld 1&2  USCosd SY5-Rapids SY5-Revolution

V1L010 90D AN GlavinField3 &4 USCoxd SYS-Sounders SYE-TorontoFC




o Changing schedule using Semi-Auto Scheduling
1. Select ‘Auto Scheduling’ from left menu

2. Select ‘Semi-Auto Scheduling’ to modify exisiting schedules.
s Split Games(Double Headers

My Semi-Auto Scheduline

s Plavoll Wizar
3. Select League from dropdown list. Clicking the ‘Display Viewing Options’ and un-checking ‘Show

Confirmations’ will speed up the process when moving games.

SEMI-AUTO SCHEDULING

10 -~ Season: Fall Soccer + League:XI110 Boys Trvi&intown (8 Teams) 33
The schedule for this league is being displayed to the public.

Click 'Hide From Public' to hide it from the public [ _Hide From Public |
isplay Viewing Optio

Days Of Week: Saturday
Page Options: €| Show Confirmationg

0 Total Time Slots | Display Al 0 Total Team Pairings
9/11/2010-8%at - 0 Time Slots
9/15/2010-%at - 0 Time Slots
9/25/2010-5at - 0 Time Slots
10/2/2010-8at - 0 Time Slots
10/16/2010-5at - 0 Time Slots
10/23/2010-5at - 0 Time Slots
10/30/2010-5at - 0 Time Slots
11/6/2010-8at - 0 Time Slots

4. Expand the date to get a list of games. Click on time slot and then click new time slot to switch with. In
this example the two 8:00am games have been switched.

! 0/11/2010-8at - 0 Time Slots ! 0/11/2010-8at - 0 Time Slots
3:00 AN - Foundation #2: 8:00 AN - Foundation #3: Duffy TBD/Credit
Cole/Ojerholm/Dunkin Donuts vs. 1 Union vs. GaleMaher/ Joes Casual Cuisine
e AN b s 3:00 AM - Foundation #2:
83:00 AM - Foundation #3: Duffy/TBD/Credit | Cole/Ojerholm/TDunkin Donuts vs.
Union vs. GaleMlaher/ Joes Casual Cuisine DuerkReardon/Aameo
2:15 AM - Foundation #2: 9:15 AM - Foundation #2:
Galvin/Chacharone/ Response Enviro vs. Galvin/Chacharone/ Response Enviro vs.
Lane/Morin/Wagner BAIW Lane/Morin/Wagner BAIW
0:15 AM - Foundation #3: Lapomardo/ 0:15 AN - Foundation #3: Lapomardo/
Durkin/Scizzors vs. Taylor/DinoiaHebert Durkin/Scizzors vs. Taylor/DinoiaHebert
Candies Candies
0/18/2010-8at - 0 Time Slots 0/18/2010-8at - 0 Time Slots
0/25/2010-8at - 0 Time Slots 0/25/2010-5at - 0 Time Slots

5. Click ‘Save Schedule’ to make official



Searching schedule

1.

Select ‘Schedule/Scores’ from left menu

2! SCHEMAEFSCDRES

At this point there are a few options to filter schedule.
a. Narrow down the search to an individual team by selecting season, league and then the team within the

league.
b. If you want just the schedule for a weekend then enter the exact date.
c. Press ‘View Schedule’ All schedules that match the search criteria will display below. The

all Soccer ALL LEAGUES + ALLTEAMS -
2010 ~ GAMESTYPES + ALLAREAS + GAME STATUS + LEAGUETYPES -
Print Wiew < 5;11 /2010 > 'n< 11/6/2010 ﬁ earch by Email/ Teld/ Team Name
240 Games®_View Schedule _[2
Date/Time Duration League Home Away Location
n Sat 9/112010 1Hr U0 Girls Trvl&Intown Intown - Courtemanche - 1 Intown - Samia - 4 Foundation #3
2:00 PM

Game Summary: On a beautiful late Summer Saturday afternoon, the Blue Jays defeated the Hornets 4-1. You would have never known that each team had only practiced once before Satm

the .. (click for more)
n Sat /182010 1Hr U10 Girls Trvl&Intown Intown - Southard - 6 Intown - Courtemanche - 0 Foundation #3

A.nn AR

One new feature is to search for schedules by entering the parents Emal, Telephone number or team name.
Click on the ‘Search by Email..." button and enter your information in the box.

A new feature that will available soon is the ‘Outlook Export’. The feature will all you to import the schedule into a
calendar program like Microsofts Outlook.

AREAS » GAME S5TATUS + LEA
H o 11/6/2010 -ﬂeamh by Email/ Tel#/ Team Nameb
8 Games

~ GAME STATUS LEAGUE TYPES
n [:-E :: Display Schedule S

& Butiook Expor 3

A list of games will display. Clicking “?’ square will show more information about each game.

Date/Time Duration League Home Away Location Type

Sat 9/11/2010 1 Hr US Coed Crew Dvnamo  Glavin Field 1 &1 Season Game - #539755
11:00 AM

RefInfo:

Glavin Field 1 & 2 Info:

Sat 918/2010 1 Hr U5 Coed Earthquakes Crew Glavin Field 3 & 4 Season Game - #539761
9:00 AM

Bl Sat 92572010 1 Hr US Coed Galaxy Crew Glavin Field 5 & 6 Season Game - #539767
9:00 AM



e Emailing Updated Schedule

After making updates send out emails to everyone

1. Select ‘Schedule/Scores’ from left menu

o SCHEMNESCDRES

2. Click the ‘Email Schedule’ button.

mar * ALL LEALUED * ALL 1

~ ALL AREAS +~ GAME

011) ﬂSearc:h by Email.
Export [

0 Games | View Schedule |

3. The default value is to ‘Email all future games’ to all leagues. Use the filters to narrow the number of emails sent.

4. If you just made some updates to a few games click the ‘Email games Modified...’ radio button. Enter how many
days back you want the system to check for updated games. Emails will be sent to all coaches, parents and any
referees that are assigned to those games.

5. Click the ‘Send Emails’ button. If the button is greyed out then no updated games were found for the filters

entered.
EMAIL SCHEDULE

Email Parents and Team Management a schedule of upcoming games/practices
Parents of players on teams receive a schedule of their children’s upcoming games/practices
Team Management receives a schedule of their team's upcoming games/practices
Referees receives a schedule of the games they are scheduled for

0 Scheduled Games/Practices Remaining

Select Year 2010 -
Select Season Fall Soccer -
Select League ALL LEAGUES -
Select Team  ALL TEAMS -

. Email All Future Games
% Imail Games Modified In Last 3 Days

@ Email All Parents/Team Management/Referees




Scoring

Setting leagues to scorable
1. Select ‘League/Groups’ from left menu

2. Select a league.

q U112 Girls Travel {10-11 D

3. Scroll down the form until the scorable games section

@ Scorable ' Marked Completed
' Not Scorable/Marked Completed

4. Scorable — will send an email to the coach asking him to enter the score.

SCORABLE GAMES:

5. Marked Completed — will send an email asking the status of the game. Completed or not completed and a

summary if the game was not completed.

6. Not Scorable/Marked Complete — No email will be sent. This option might be used for intown teams where

games are not scored and a different reschedule method is used.

Emails sent after scorable games

Within 24 hours of a scorable an email will be sent to the coach.

From: donotreply@sportsmanager.us [mailto:donotreply@sportsmanager.us]

Sent: Wednesday, November 10, 2010 7:332 AM

To: kine @o_icom

Subject: . ui.  1Y~vth Soccer Association Scoring Request - Fall Soccer-Travel U1l4 Boys - 4A-BU14-3 vs.

Woburn Youth Soccer Association Scoring Request

Season: Fall Soccer - League: Travel Ul4 Boys

Admin Reminder: Game not scored

SportsManager is sending this scoring link to the admin because either A) the game below has not been ¢

least 10, or B) the game does not have coaches/league directors with email addresses. To score the gam
or check that they have email addresses, to find out why they did not score the game.

Helle,
Click on the link below to scor= the Tor s - 44-BUL4-3vs. L * . .n - 44-BU14-4 game on Nov 6. If this game was rained out or postponed pleass follow this lin

Score This Game

Clicking on the ‘Score This Game’ will take the coach into Sports Manager where they can enter the score

Fall Soccer - Travel Ul4 Boys game - 11/6/2010 3:00 PM at 7 ... .~
“:race Fields U14-2 7 i

BU14-3 Roster BU14-4 Roster
TooLo-4A BU14-3
VS,

il -4ABU14-4

@ Game Was Completed

') Game Was Mot Completed|Cancelled)

Game Summary (optional)

Save Score/Summary




On this screen the game can be marked as Complete or Not-Completed. If for any reason the game was not
completed, most likely rain, make sure to mark the game as Not Completed and enter the reason in the game
summary.

Click the Save Score/Summary to finalize score



e Emails sent after non-scorable games

1.

Within 24 hours of a scorable an email will be sent to the coach.

From: donotreply@sportsmanager.us [mailto:donotreply@sportsmanager.us]
Sent: Wednesday, November 10, 2010 6:17 AM
Tt Len ., s@gmail.com
1o .. Youth Soccer Confirming Request - Fall Soccer-IN-TOWN U8 GIRLS - GUS Team-2 Pink

w i Youth Soccer Confirming Request

Season: Fall Soccer - League: IN-TOWN U8 GIRLS

Admin Reminder: Game not confirmed

SportsManager is sending this confirming link to the admin because either A) the game below has not b¢

for at least 10, or B) the game does not have coaches/league directors with email addresses. To confirm
director, or check that they have email addresses, to find out why they did not confirm the game.

Hello,
Click on the link below to confinm the 7+ .um - @EUE Team-2 PFink vs. . -m - GUE T=am-3 Purple game= on Nov 6. If this game was rained out or postpor

razchaduiing.
Confirm This Game

Clicking on the ‘Confirm This Game’ will take the coach into Sports Manager where they can enter the status of
the game

Fall Soccer - Travel U14 Boys game - 11/6/2010 3:00 PM at - .« -~
a2 Fields U14-2 " g

BU14-3 Roster BU14-4 Roster

T lo-4A BU14-3
V5.
awswe ~4A BU14-4
G Game Was Completed

) Game Was Not Completed(Cancelled)

Game Summary (optional)

Save Score/Summary

On this screen the game can be marked as Complete or Not-Completed. If for any reason the game was not
completed, most likely rain, make sure to mark the game as Not Completed and enter the reason in the game
summary.

Click the Save Score/Summary to finalize confirmation



Registration Reports - Sports Manager has many helpful reports, here are a few highlights.
1. Select ‘Registration’ from left menu

= REGISTRATMON

2. Click #10 ‘Players on teams but not registered’. Some teams stay together from fall to spring. This report
will help determine that all players on a team have registered for the new season.

li}} Plua}'ers On Teams But Not Registered

Select ‘Registration’ from left menu

* REGISTRATION

2. Click #12 ‘Players registered last year but not this year'. Make sure the word has gotten out to all your past

players.

12) Players Registered Last Year But Not This Year

1. Select ‘Reports/Modules’ from left menu

. REFORTSMNODMALES

2. Click #11 ‘Team information package’. Send coaches all the information they need for their teams.

11) Team Information Package

3. Select league or send to everyone. Click ‘Email TIP’ button to see how many team managers will be sent
information. Enter a ‘From’ email address and quick comment.

NOTE: This report contains confidential information on players on parents, so use with caution.

TEAM INFORMATION PACKAGE
Fall Soccer - CSELECTLEAGUE ) SELECT TEAM -

[ Email TIP to all Team Managemert for teams in this season ]

NOT FOR DISTRIBUTION: The report is for coaches and directors only and contains confidential information on players and parents. Please keep a copy of this report with you in|
case you need to contact a parent or view player background information.

Emails For 238 Team Management

Subject: Team Info: Fall Soccer-LeagueName - TeamName
From:
Email comments: (4ppears in the body of the email)

1. Select ‘Reports/Modules’ from left menu

- REPORTSMODMN ES

2. Click #17 ‘Players on multiple teams in same season. Make sure once all your teams are put together a
player hasn’t been put on two different teams.

17) Plavers On Multiple Teams In Same Season




Online Help

e Sports Manager has 3 sections in the FAQ section that can be viewed by
administrators.

[ woeour || cowmaer . nme
o Search FAQ’s

SportsManager Frequently Asked
Questions
Search the FAQs  (Ssach D
Show All Questions and Answerdy_Show Al
Posta quesﬁonc Post Question :D

e Search the FAQs — Enter a search word or words in the text box and press
the ‘Search’ button.

e The ‘Show All’ will display a complete list of FAQs

e ‘Post Question’ will, if approved, will add a new question to the FAQs
section

o Send a question or comment to Sports Manager

Questions/Comments About Using This Site
Please specify what problem you are experiencing, this will be

sent to the developers of this software

Enter vour email address here

QUESTION/COMNMENT

-

[ SUBMIT ] CANCEL J

e Enter your email address and question/comment. The ‘Submit’ button will
send the question to our developers and an answer will be send directly
back to the email address entered.

o List of useful documents
DOCUMENTS

Getting started
SportsManager Password Access Levels

How to run a season

Tips and Techniques

SportsManager overview

Sportshanager confidentiality
Sportshanager on-line registration summary

League Scheduling
Recent SportsManager features as of June 16, 2006

New SporisManager Features as of Apnil 27, 2005




FAQs Top 5 — See ‘Help’ on the Sports Manager site for more info

e Instructions for coaches, league managers and season managers on how to access the Roster Management features to
view the team roster, email the team and add/drop players.

o This is a sample email that would explain how the coaches, league managers or season managers access Roster
Management, view their team, email and score games. They can also add/drop players you have enabled this
option in the Organization Info area. This option will be "off" by default. You should step through and test these
instructions by logging out and trying your own team before y...

e How do | assign players to teams?

o Players can be assigned to teams in one of three places, the Draft report, the individual player edit area and in the
Roster Management area. Here is a summary of the info required for each of the three approaches: Draft
Report: Only need to select the team from the pull down list since the League/Age Group and player name are
already known. Player Edit Page: Needt..

e What are the different Access Levels?

o SportsManager Access Levels
Admin
Organization Official
User
*** Admin — Has Full Access ***

e How to run a season using SportsManager.

o Here is brief outline on the steps for running a season using the SportsManager features: 1. Registration -
Check your season open/close dates from the previous year to make sure they are correct for the new year.
Seasons are "Year less" in SportsManager so they don’t need to be re-created each year. Just make sure all the
dates are correct and review the Leagues/age groups to make sur...

e How do | auto-schedule?

o How To Auto Schedule  Step 1 - Make Sure Your Season/League Is Set Up Correctly You must first

have at least one season with at least one league and teams in it. That league must have a regular season to

auto schedule. To set the regular season dates of a league go to the Leagues/Groups Page and click on the
league you want to edit. Also from this page set the Season Length o...



Website Support: Two Options

e System Support and Help

Help Button: Frequently Asked Questions and Answers
Help Button: Help Documents

Call: 800-277-7657 X-221

Email: Support@sportsManager.us

e Data Security and Confidential Information

Sports Manager Solutions does not store credit card or SSN information.
Sports Manager Solutions hardware is redundant to prevent data loss
Sports Manager Solutions back up daily off site for in case of Fire/Flood
Sports Manager Solutions back up internally hourly, daily, weekly, monthly
Sports Manager Solutions does not give out or sell your information
Sports Manager Solutions does not advertise on your site



