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SPORTSMANAGER LINK

Start with making SportManager(SM) a FAVORITE on you internet browser 
http://www.sportsmanager.us/MansfieldYouthSoccer.htm  

SIGNON

· NOTE RED circles on screen pictures indicate where to focus for instructions

· NOTE  if at any time  the system does not response and says DONE in the lower right bar then click on the internet refresh button
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Click on LOGIN button for sign in screen 
Next screen ENTER PASSWORD    USER
Click on DONE
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MAIN MENU
Next page will show as below.  The menu bar will change displaying all options available.
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The Menu areas to be used are circled in RED.

Teams / Rosters = tools to organize and build teams and rosters

Emailing = tools to mass emails to organization members

Registration = various reports for viewing player registration break downs

DOWNLOAD SPREADSHEETS:

You can download REGISTERED players in your league to a spreadsheet and work off that to assign players to teams.

· Click on REGISTRATION from main menu item  

· Click on Player/Team registration report
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· Pull down ALL LEAGUES and select your league ; wait for registration to # to change

· Cick  on VIEW REGISTRATION to show list of players

· Click on Email Me This Info;  input your email id

· Go to your email in box, look for an email from sportsmanager@sportsmanager.us
open the spreadsheet into EXCEL; look in Junk Mail Folder if not found

· Work off that spreadsheet to assign teams
· If the player has a team assigned it will be noted,  if the team is N/A then that player needs to be assigned to a team.   Pay special attention to the Player Comments to try to accommodate any special requests.   Once teams are organized go to next step or send spreadsheet of teams to Kelly for input to system.

· IMPORTANT:   keep track of those players you have assigned (highlight in RED) so the next step will be easier to identify which players need to be assigned.

NOTE:    The NEW(DRAFT) players in your league can be downloaded to a spreadsheet then used to supplement the registration spreadsheet.   The DRAFT report has player and adult comments in column K and L.  These comments should be reviewed and accommodated(if possible) when placing players on teams.  See below for instructions to email the DRAFT report.
ASSIGNING PLAYERS TO TEAMS:

After the player registration spreadsheet has been balanced into teams, the NEW players must be  placed on teams in the system.

· Click on REGISTRATION from main menu item  

· Click on Registered Players with no Team Assignments(Draft report)
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· Let data load then 
· Pull down ALL LEAGUES to select your age group(year and season will default automatically); Wait for reload of data

· Click on Assign to Team.  

· Players listed are only those players who have not yet been assigned teams,  using spreadsheet from above begin to assign players to teams.
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· After clicking on ASSIGN TEAMS you can then pull down the teams to assign players to.  The teams will appear with the number of already assigned players.  You pick which team you want the player placed on then go to the next player.  When completed click on SAVE TEAM ASSIGNMENTS
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· Teams have now been set and rosters can be reviewed again.   

** NOTE:     This list can be emailed as a spreadsheet to coordinator.   The player and adult comments are displayed in columns K and L.     These comments can be viewed from this draft report also.   Click on appropriate box in header.
TEAM REPORT FEATURE:

To view  email coaches a message along with their team information.

· Click on REPORTS on main menu then TEAM INFORMATION PACKAGE
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· SPRING SOCCER is defaulted

· Pull down  SELECT LEAGUE and select AGE GROUP

· Pull down  SELECT TEAM and select team by team 

· Click on EMAIL option to email the team package to each coach.

· Type in email message mentioning if package contains PRELIM or FINAL roster information

· NOTE:  The 2006 Reg column indicates if the child has been registered for SPRING.   You can send this packet to the coaches as a PRELIM roster asking them to contact the players with N to confirm if they are playing in the spring. Final rosters will have all Y in this column. [image: image9.png]TEAM INFORMATION PACKAGE
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Adult Position Address HomePhone ~ Work Phone  Email
KellyKemp Team Management-Coach 15 Sawmill Court Mansfield MA 02048 508-339-5486 kellykemp@comcast.net

Player Information

Birthday ~ Gender 2006 Age  2006Reg  Assigned
12/712000  Female H ~ 11712006
932000 Male H ¥ 11712006

6/62001  Female H ¥ 11712006



 

EMAILING COACHES:

To email a message to coaches 
· Click on EMAILING from main menu

· Click on By Team Assignment and WAIT for data to return;  # of emails will change 

WAIT until green bar on bottom of screen is complete [image: image10.png]® Internet




· Pull down ALL SEASON menu and select SPRING SOCCER; WAIT for data to return then  

· Pull down ALL LEAGUES menu and select your age group; WAIT for data to return then

· Keep ALL TEAMS menu to send to all coaches for your age group 

· Remove check from PARENTS so only TEAM Management (coaches) are included in email list; WAIT until list returns
· Remove check from Add Secondary Email so only main email of coaches are listed; WAIT until list returns
· Click on CLICK HERE TO DISPLAY if you want to see all emails in list

You can type in message and send OR you can CLICK HERE TO DISPLAY to get a list of coaches.  You can copy and paste this to your personal email then send the message from there.   If you need to send attachments you will have to do the cut and paste method.
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