Coaches Pass Card Process
Fall 2013 
· Get all coach pictures uploaded and make new cards for coaches with pictures uploaded since 7/1/2013
· Bob sending out communication to coaches indicating they need to upload their pictures before the coaches meeting 8/28 or risk not having a pass card ready for their  first game.  Bob includes a file which shows which coaches have no picture uploaded
· MaryBeth sends out an email from Sports Manager on Monday morning (8/26) saying photos must be uploaded if they want to pick up their card at the coaches meeting.  Report to use is #30. Check all Travel teams. Click on “Click here to email a request for missing photos”.  Change from address to be MYSTravel@gmail.com and insert the words and instructions below.
· MaryBeth decides when the deadline is, whenever that is then she runs the passcard print.
· MaryBeth runs the passcard report for all coaches where a picture has been uploaded since 7/1/2013.  Report #30, click on travel teams, click on Select/Display Passcards, input date pictures uploaded since,  click on email me coaches passcards.  Print these on plain paper, sign and laminate.  
· Give to Bob so he can put the stickers on and hand out to coaches or put at the concession stand for pick up.  
· Assistant Coach Process.  The travel committee assigns as many coaches and assistant coaches as possible can based on coach requests, travel committee input and for some team recruiting efforts.  There are some teams (5 -7) where we just assign the coach and the coach assigns their assistant.  We try to close the loop and have the coach tell us who they assigned so we can update the system but that doesn’t always happen.  
· Really only the coach needs the coach card UNLESS the coach cannot be at the game, then the assistant must have one.  So what may happen during the season is an assistant contacts Bob saying they never got a card but will be coaching the next week’s game so we have to scramble to make one and get them on the roster.
 next step is to get the official rosters to coaches.  Can you give some instructions on how that is done so we have it documented and maybe even MaryBeth or Jenn could help with that process.  
[bookmark: _GoBack]Hello, we are missing your photo. We need that to create Passcards so you have them for your first game. If you don’t upload your photo by noon on Tuesday 8/27 you risk not having a passcard for your first game.  Photos uploaded by noon on Tuesday will be processed and ready for pick up at the 8/28 coaches meeting.

Please follow the steps below to login to our SportsManager site and upload a photo. Please make sure you upload a face only photo that is current and also crop the photo, if needed, after uploading it. Make sure it uploads correctly and is not sideways.

Please follow these steps to login to our SportsManager site and upload a photo.  This is a very quick and easy process.  This also gives you access to the coaches portal where you can email your team and manager your roster.
1.Go to https://www.sportsmanager.us/RMLogin.asp?Link=T&O=85&Referer=http://www.mansfieldyouthsoccer.com/coaches.shtml&LinkID=7068 
2.Enter your email address and password. 
3.Click the Login button
4.If you don't know your password click the option at the bottom of the page to have a password send to your email address.
5.Click into your team roster
6. Next to your name click on add picture It is best if you start with a photo of just the face. If the photo is a little larger you can crop it to show just the face after uploading it.
7. Click on Edit Adult info, check your DOB and last 6 digits of SSN.  Update if necessary.

Thank you for taking the time to upload your picture to facilitate our passcard process.
Spring 2014 and forward
· Bob rolls over teams and inputs/confirmed coaches,  Bob give MaryBeth the okay to start asking new coaches for pictures.  
· MaryBeth should start asking Bob for the teams and coaches 3 weeks before the first game of the spring season
· Once Bob confirms coaches are in SM MaryBeth runs report #30.  MaryBeth sends out an email from Sports Manager to ask coaches who have no picture to get them uploaded.  Report to use is #30. Check all Travel teams. Click on “Click here to email a request for missing photos”.  Change from address to be MYSTravel@gmail.com and insert the words and instructions as noted above.
· MaryBeth decides when the deadline is, whenever that is then she runs the passcard print.
· MaryBeth runs the passcard report for all coaches where a picture has been uploaded since last season.  Report #30, click on travel teams, click on Select/Display Passcards, input date pictures uploaded since,  click on email me coaches passcards.  Print these on plain paper, sign and laminate.  
Player Pass Cards
· Coaches of U14, U12, U11 D1 and D2 teams should asked to take all player headshots before the end of the fall season.
· MaryBeth should send a note to coaches reminding them to take the head shots before the end of the season and upload to the coaches portal.
· Early March send another reminder to coaches telling them they are MTOC eligible so they will need passcards for all players before the first game.  
· Mid March, Marybeth runs report #29 for teams which are D1 or D2 (U14-U12-U11).  Send emails to the parents for those missing head shots.  Send from MYStravel@gmail.com
· This by passes the coach and goes to the parent hoping they can help.  If MaryBeth  rathers she can just ask parents to send the headshot to MYStravel then she can upload them. This might be easier and less questions from parents.
· Give player passcards to Bob so he can add stickers and deliver.


