
1. Go to http://mansfieldyouthsoccer.com/
2. Select Coaches Corner menu
3. Then Coach Portal. You have to click on the key, the words are not clickable

4. Sign in with your email & password.  If it's the first time you're signing in, then select "Click Here" to
have it emailed to you.

5. Once you're signed in, you should see the league you are the Age Group Coordinator for. And if this is
a Fall season, you probably won't see anything under Teams yet. If it is Spring, any teams from Fall will
have the same kids on it.

http://mansfieldyouthsoccer.com/


6. To move forward, you must Select a Team.  Yes, if you haven’t set anything up, it may seem odd that
you have to select a team. Just choose any team and it'll take you to Manage Roster.

7. If this is for Spring, you’ll see a roster of children, if not, it will be blank.
Then go to the Draft Report button at the top.

8. This is where you can see how many players are registered and are not on a team.

9. Then click View Report.  You'll get a list of all the players that are not on a roster.
10. The "Email Me This Info" button will become enabled,

click it and enter your email address (it will default to the MYS Registrar email, but change it and put
yours). Then click Send.

11. It will email you a csv file of all the children and their registration information.
12. Check your email. You can download the csv file to open in Excel or open it directly in Google

Spreadsheets.
13. This spreadsheet is even more information than you could ever want. I hide the columns you don't need

(ie: Their address, if they want a Magnet, etc.)
Note: The reason I hide them and not delete them, is because when new kids join last minute, just
before the season starts, I again download the info, then just copy the row of the new child and paste it
into my spreadsheet.  That way I don't have to do any additional formatting.  The columns paste in, but
stay hidden! Lol

14. Recommendation: Skim through the ages.  Sometimes you will get a kid who was signed up for the
wrong grade.



15. Read any comments in columns J, N, and V. Then volunteers in W and Z. Find those who volunteered
to coach and assistant coach. Sometimes you will have people sign up for Team Parent.  That's always
a great person to have to ask them to help a coach, especially if there's only 1 coach.

16. Column M will show you what team they were on in the prior season.  Sometimes they like playing on a
team with a familiar face.  This column will become very helpful in the future too!
Note: I keep track of every team each player has played on, even if they are not playing a particular
season.  I have gotten requests to add (or not) players to the same coach(es) the players previously
had.

17. Then add in a column and identify what team each child should be on.  I always start w/the coaches
and go from there.  You want about 8-10 players on each team. Try to even them out. Sometimes you'll
end up with way too many kids and you'll need to have 5 teams.  That's when the 5th team just has a
"bye" and plays against itself. Over time, you may learn about the players who sign up and then never
show up.  There's always a team that misses out.  You just try to balance it out in the next season.

18. Once you have everyone assigned to a team in your spreadsheet, this is when you go back into Team
Manager.

19. Go up to step #9 above, and then instead of emailing you the info, select the "Assign to Teams" button.

20. That's when you go down the list, and select the drop-down to assign each kid

21. When you're all done, or even just done for that session, make sure to select Save Team
Assignments at the top!

You don't have to finish all at once. But once a child is assigned to a team, you won't have the ability to
remove or move them.  That's when you need to have the Intown Director move them back to
unassigned.


