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Introduction

This document is intended for coaches using the SportsSignup online registration system. The
User’s Guide assumes that you have already registered to coach; your organization has used the
SportsSignup system to assign you to one or more teams, and has made the teams “visible” to
players and coaches by setting the team’s access to “Whole Team”. The guide will show you
how to view all players assighed to your team, how to upload Person ID images, how to email
the team, and how to print the team roster. You may also have the capability to print player
passes if applicable to your organization.

After you have been assigned to a team and the team’s access has been set by an
administrator to “Whole Team”, you will receive the following email indicating that you have
access to the TeamWall and all of its features:

Note: The variables with "$" symbols get filled in with your personal information when you
receive the email

Congratulations, an administrator at $league.name has assigned $personFirstName to a
$league.Team

Name: $team.teamname
Assigned Role: $RegistrationRole

Login to your TeamWall to easily access the following features:

e View/print your roster: including the names of parents(s)/guardian(s), phone numbers,
emergency contact info, etc. Several different roster printing formats are available

e Post on Team Chat, a private message board for your team only. It's a great place to
converse with your team and keep them informed.

e Send them an email. There's no need to keep track of family emails or use other emaiil
systems - just compose and send.

¢ Send time-sensitive info by Text Message. With easyAlert™, you can send a text message
when you make a last minute schedule change, or for other urgent messages. Your
message will be delivered instantly to team members that have opted-in to receive texts.

On the go? Login to TeamWall on your mobile phone (a smartphone and internet connectivity is
required)

For more information on how to do all of these useful things, the Coach Users Guide will help. If
you have any questions about your assignment, please contact an administrator at
$league.name

THIS IS A SYSTEM GENERATED EMAIL, PLEASE DO NOT REPLY.
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Log into your Account

Follow the steps below to login to your Account. You will use the same account you initially
registered yourself to coach and/or to register your children to access your team’s information.

Account Login

Login
Login to your Dougs Sports account below,
Email
soccerparent@gmail.com

Password

D Log me in avtomatically

Forgot your password? Resst Password

First Time?

If this is wour first time visiting this site, you must Creste an Acoownt

Team Management

Welcome - Sara & Barry & Coach

VAL
4 'CCLLLLY'
View your roster, email/ text your Team, manage your schedule, and more.

Team Session

Red Team Fall 2013 Hockey (4l ages) [ View TeamWall

A

k View TeamWa

Recent Registrations access your team

Barry Fall 2013 Hockey (Al ages) 2R TIONS eceipt
Sammy Fall 2013 Hockey (Al ages) Print Forms Receipt
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Upon successful login, you will be taken to your account Home page. Here, you will see
registrations for your child(ren) and for yourself as a coach. Here you can edit your account
information such as your email, phone number, and address as needed.

Clicking on the team name brings you to the Team Center. Here you can View Roster to upload
ID images and view the entire team, including any assistant coaches or other helpers. The
players name, birth date, gender, parents/guardians, and phone number(s) are shown here for
your reference. To e-mail your team, print the team roster, View Team Schedule, or to print
player passes (if applicable), click on the appropriate link.

Options
* View Roster
» Team Chat -
b Schedule
¥ Print Roster

¥ Email Team
¢ Text Team

* Manage Team Info

View Roster-Photo upload for Coaches

SportsSignup’s allows coaches to upload images for players and coaches on their team.

1. Click View Roster to upload ID Images and to view players and other assigned
coaches.

Blue Jays Click the image to
Helpers: 1 Mange your own
Players: 1 Photo

Anthony Bruno - Coach
555-555-9955 (H)

1 Main 5t

Queenshury, MY

testl@sportssignup.com

Click the image area
to upload photo ID
images for players on

Ayour team

Zachary Smith

Sl Parent 1
555-111-2222 John Smith

PBHOTO NOT) 1 Main
AVAILABLE Queensbury, Ny

test2@sportssignup.com
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2. Click “Upload File” button and choose your photo from your files.

Edit Person ID Image

PHOTO NOT

AVAILAELE

Upload File

= Tip: Headshot photos work best and must be in .jpg, .png or .gif formats.

3. Adjust the image with the built-in cropping tool and Save.

Crop
= b

Use the built-in
cropping tool for the
perfect headshot.

5. Review the results and continue to make changes, delete the image or return to your
account.

Edit Person ID Image

Upload File
Manage Photo Delete Photo Return to Account
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How to Email your Team

Sending an email to your team is easy.
~* Note: The e-mail will be sent from the email address listed in your account and is sent to
all team members as well as rostered helpers.

Follow the steps below to send your e-maiil:

1 Coaches will click View TeamWall next to their team name to access the TeamWall

Welcome - Sara & Barry & Coach

Account Options

S
Al
) ﬁmlm » Account Settings
View your roster, email/ text your Team, manage your schedule, and more. ¥ Order History
» Family Schedule
Team Session
Red Team Fall 2013 Hockey (Al ages) ﬁ View TeamWall

2 Click Email Team

TeamWall

Stars
Session: Fall 2012 Hockey

Division: All ages H%F_
VAL |

Helpers
Brown, Barry (Coach)

Players .
Brown, Fred Options
Brown, Michael } View Roster
Brown, Sarah } Schedule
Bruno, Tommy
Smith, Sammy } Print Roster
Smith, Sammy } Email Team
Smith, Sarah » Email Team
Smith, Scott

b Text Team

o vome 2
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3 Compose and send emaiil:

From: [rsherryfree@gmail.com v

Summary: Muncheck this box if you do not want & summary email

Email Subject: [Bring Jersey's for Scrimmage |
Subject must be 125 characters or less

Email Message: ] ———
g ‘Norrral I IEEE ESE

|

i

|

|

I

i
M
]
|
=

NFEITEEZ Y AN

Dear Team,

Please bring both of your jerseys to practice tomorrow so we can do a scrimmage. Let me know if you are missing
one of the jerseys.

Thank you,

Coach

|/ Design | €% HTML

g Click this icon above to insert links to files and images into your text.

send Emats now [T

4 The Email Summary Checkbox is checked by default. It is recommended that you
always receive a summary of the emails sent.

= Note: The system does not store sent emails or record if or when they are sent

5 Enter a Subject for your email.

6 Type your email in the Email Message box.

7 Utilize any needed formatting tools from the formatting tool bar (bold, bullets, underline,

etc.).
8 If you would like to add an attachment, click on the red paperclip icon i@ using the
document manager.

# - Tip: Documents are stored in the SportsSignup system and inserted into the body
of the email rather than attached to the email. This improves deliverability, decreasing
the chance it will be filtered as junk mail.

9 Click Send Emails Now
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How to Send a Text Message (easyAlert) to your team:

Once an administrator gives their Team Helpers access to rosters by making their team “Live”,
coaches can then utilize the TeamWall. The TeamWall includes many useful tools for coaches to
view and print their roster, create and manage team schedules and most importantly, easily

communicate with their team.

1 Coaches will click View TeamWall next to their team name to access the TeamWall

Welcome - Sara & Barry & Coach

Account Options

e
-t
) Gmlm } Account Settings
View your roster, email/ text your Team, manage your schedule, and more. } Order History
}» Family Schedule
Team Session

Red Team Fall 2013 Hockey (Af ages) View TeamWall

2 Click Text Team
TeamWall
Stars
Session: Fall 2012 Hockey a
o

Division: All ages o
Brown, Barry (Coach)

Players .
B‘:'own, Fred Options
Brown, Michael } View Roster
Brown, Sarah b Schedule
Bruno, Tommy

} Print Roster

Smith, Sammy
Smith, Sammy
Smith, Sarah b Email Team
Smith, Scott » Text Team

¥ Email Team
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3 Compose and Send easyAlert- Coaches have the ability to select the entire team or
specific individuals

easyfﬁe&az‘ t

Enter your easyAlert message here - it will be sent to all selected players/participants via text
message and email. A text message will only be sent if the account owner has “opted-in" to receive
them.

If sent by text message, receipients will see that it is from: OrgName:B Brown. If sent by email,
information on how to opt-in will be provided.

Note that your easyAlert message "broadcast” only, so recipients cannot reply to your message by
text,

Enter your @

Characters remaining: 130

Choose people to send to:
Helpers

Players

+ Brown, Fred
# Brown, Michael
o Brown, Sarah
¥ Bruno, Tommy
¥ Smith, Sammy
# Smith, Sammy
~ Smith, Sarah
# Smith, Scott

Send easyAlert [LIge& T

How to send a TeamSHOUT:

If you would like to send an easyAlert without having to login to your account, you can do so by
sending a TeamSHOUT. TeamSHOUT is an easyAlert feature that allows you to easily send an
easyAlert to your whole team with your phone through text message.

In order to send a TeamSHOUT, the following requirements must be met:

e You must opt-in your mobile phone for easyAlert to send messages by text
e You must be registered as a team helper

e You must be rostered on a team

e Yourteam’s access must be set by an administrator to “Whole Team”

¢ You must start your text message with the word Shout as illustrated below
¢ The message must be less than 140 characters

© 2013 League Sports Services LLC Page 10 of 19
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To send a TeamSHOUT:

1 Compose a text to 698326 (MyTeam) starting with the word Shout

" Messages

Call || FaceTime || Contact? |

Text Message
Jul 24, 2013, 1:38 PM

.(I. 2%t Message
EEEEEHDE!

_z|x|c]v]e|n|mi

return

== Note: On Android phones, you must text to the number (698326).
However, as illustrated above, you can text MyTeam on iphones

2 Send the message

~= Note: If you coach multiple teams in the SportsSignup database, you will
get a reply text asking which team you are sending the alert to and will require
your response to send the message. This means that you can use TeamSHOUT
even if you coach multiple teams in different SportsSignhup systems

© 2013 League Sports Services LLC Page 11 of 19
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How to Print your Team Roster

1 Click Print Roster

2 Select the Roster Type

Print Rosters

G:l Choose the type of roster you'd like to print.

» CoachRoster Select the

* Formal

* Game T}"DE I:If oster
- to print

== Note: Roster Types may vary by organization

3 Click Print
Example of a Springfield Soccer
Coach Roster Blue Sparks Senior Boys
Dec 13, 2010
Coaches
Siama, Temsll Coach 183 Blackwood St T18-555-3783 (H)
Springfield, MA D103 SIEITAE SPOMSSigNUD.Com
Felix, Al=xandrea Assistant Coach 151 Le= 5t T18-555-8588 (H)
Springfield, MA D103 feling@sportssignup. com
Players
MName Ape Parents Address ‘Contact Emergency Contact  Medical Info
Britt, Cary (Josh) (M) 17 Melina Britt 2 Buggy Dr T18-555-4125 (H) Jesica Hammond
Spri MAD1103  brit@spontssignup.com T18-555-2821 (H)
Cleary, Jonathon (M) 18 Eden and Bonnie Cleary 293 Wil Jones Rd 713-555-8385 [H) Megan Sewell
Springfieid, MA 01103 cleary@sportssignup.com  718-555-2184 (H)
Coyle, Kalvin (M) 16 Eli Coyle 173 Mockingtind Ln~ 718-555-8270 (H) Tracey Ash
Springfieid, MA 01103 coyle@sportssgnup.com  718-555-5473 (H)
Felix, Britton (Ri} (M) 15 Alexandrea Felix 151 Lee St T18-555-3688 (H) Emilie Tomlin
Springfieid, MA 01103 felx@sportssignup.com 7185554815 (H)
Fortin, Manana (M) 14  Kacie and Mia Fortin 220 Deer Creek Ln T18-855-1321 (H) DCianna Gandy
Springfieid, MA 01103 forfin@sportssignup.com  718-555-4656 (H)
Graw Mala WY 17 ___Manen and Nined Grew 130 Tanfiald R T1AFRE1273 (H1 Kandzinh Manninn

How to Print Player Passes (if applicable)

Some parent organizations allow coaches to print player Passes directly from the system. If you
have this capability, you will see a Print Passes option on the View Team page. When you click
on Print Passes, you will see a page showing the Print Pass history and options to select those
passes you would like to print. To print selected passes, click on the Print Checked button in
the lower left.

© 2013 League Sports Services LLC Page 12 of 19
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1 Click Print Passes

2 Check the name of the players you would like to print

3 Click Print Checked

4 Upon selecting Print, a PDF file is created and displayed that is ready to be

printed on card stock. Be sure that your Print Settings are correct so the cards
align properly — in the Page Handling section, the “Page Scaling” should be set
to NONE, and “Auto-Rotate and Center” should be unchecked.

Print Passes

Name Status Team Last Printed
CaGuire:, Matthew Barracudas
Criurphy, Chris Approved Barracudas
Crilurphy, Christopher Barracudas
Ging, Lynch, Barracudas
Lynch, Alex arracudas

for Players
Checked
Above

Maucere, Steph arracudas

McGuire, Seanhew arracudas

arracudas

FEEEEEEFEEE

Barracudas

Team Schedule Publisher

Using the Team Schedule Publisher allows coaches to easily input their team schedules into the
system, and publish for team viewing. Activities like games and practices can be created, and
locations can be added. The events will automatically be made available for viewing by team
members; however, coaches are presented with the option of emailing registrants regarding
events as well as printing the schedule.

Accessing Team Schedule

Your teams schedule is located from inside your account, similar to viewing your team, by
clicking the team’s name.
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Coach User’s Guide ver.10.0



— .
Coach User’s Guide SPORTS?IGNU

1
Welcome - Christopher
Team Session
U12 Boys Coach Joe  Travel Soccer 2012-2013 (LCSC U128)
Recent Registrations Click Team Wall
Christopher Fall Soccer 2012 (Bops L7, t0 access your Receipt
Kyle Fall Soccer 2012 (Boys L1 team options Receipt
2
Options
¥ View Roster Click
¥ Team Chat Schedule to
R view and
s i update
T g schedule
¥ Send easyflert

Using the Team Schedule Publisher

Please refer to the steps below for creating and managing locations for your team:

1
Options  (cjick to add or
} Subscribe remove
» Print locations
» Email
» Manage Locations
} Add Event
2
Options .
P Clicktoadd a
¥ Add Locatio location(s)
© 2013 League Sports Services LLC Page 14 of 19

Coach User’s Guide ver.10.0



SIGNUP
Coach User’s Guide SPORTS._. N

3 Create Location: Step 1 of 2

Locations are arenas and complexes; they group together fields. You can add fields to this location in step 2.

Name and Description

‘What is the name of the location?*
Name your
location here

Description:

Address of Location Describe your
location here

Street:
City:
Enter the street
State: address here
Zip:
Links

Website for location:

Link location
copy/pasted from
map search (i.e.
Google, Bing)

Link to mapping site:

4
Options Click to add a
» Add Field field tc_: the
location
~# Tip: Thisis an optional step.
5 Add New Field To: Enter the name of this field
Field Name court, rink, course, etc
Description
=3
© 2013 League Sports Services LLC Page 15 of 19
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Once you have added your locations, you can begin adding and managing events for your
schedule. Here is how to add events:

1
Options
» Subscribe
b Print )
b Email Click Add
Event to create
P Manage L ..
an activity
b Add Event
2

Creating Event For: Preston

What type of event do you want to create?

Away Game w Select the type of
Event

* Opponent Name:

Blue Streaks

*Start Time:
3/10/2012 10:00 AM

Select the Start and
End Dates and
Times

*End Time:

3/10/2012 11:00 AM

Times are Tentative

Selectan
Where does this ey  ayajlable )
Hudson Park = field

" Save the location
and decide to send
an email notification

'ou can add locations by going to Manage Locations.

Save & Send Notification

Editing Events

When an event is edited, such as altering the location, type, or time, you are once again able to
Save & Send Email Notification of this change. After making a change to an event, the name of
the event is marked with a blue asterisk. Mousing over this asterisk will display exactly when this
event was changed.

© 2013 League Sports Services LLC Page 16 of 19
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Schedule For: Preston

What When Whera

o 12:00 PM Hudson Park Edit
Delete

Away vs Blue Streaks\lrf,v Saturday, Mar 10

-+ Note: If an event is deleted, it will appear on the schedule with a strike through it for one
week and will be grayed out, so the event cannot be selected.

[ This event was changed on Mar 7, 2012 2:20 AR

Mo available
options to Edit
or Delete

Schedule For: Preston

What When

Away vs Blue Streaks * Saturday, Mar 10 11:00 AM fo 12:00 PM Hudson Park

=sNote: Coaches do Not have the ability to Edit or Delete events that they did not intitially
create themselves.

Notifications

Dynamic email notifications, based on the event, can be sent at any time to all registrants on
the team or roster. When a schedule is created, edited or if an event needs to be cancelled,
subject specific emails can be sent to all members on the roster.

The options to Email and Print are always available when viewing the schedule for a given team:

Options
} Subscribe

1.)» Print

2.)» Email
» Manage Locations
» Add Event

1 Print allows the player or coach to open their teams schedule as a
PDF for printing, saving, etc.

2 Email allows coaches to send a dynamic email to their entire team,
reminding that their schedule Is available. The email contains a link
to their schedule which does not require a login to view.
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Team Chat

The Team Wall is a free service that allows members of Teams to communicate easily with one
another. Once your team is available to view on your account, you will be able to create and
respond to posts made on the Team Wall.

1 From your account page, click on Team Wall to access Team Chat

Logout  Home  Ewit Test

Welcome - Joe

o Account Options
Teain £ ur ¥ Account Settings
all » Order History
View your roster, chat with your Team, and more. i s
Teamn Session
U12 Boys Coach Joe  Travel Soccer 2012-2013 (LCSC Scarchilll UI28) Get Text Messages
Your account IS NOT set up to receive
text messages from Latham Circle
Recent Regish-aﬁons Soccer Club or your Coaches!
Enable Text Messaging
Joe  Travel Soccer 2012-2013 (LCSC Scarchilli U128) Receipt

Register to Play [ Participate

2 Choose “Team Chat” from “Options”.

Helpwiththis Pages  Logout  Home  Exit Tast

Team Wall

U12 Boys Coach Joe

Session: Travel Soccer 2012-2013 Options
Division: LCSC Scarchilli U128 } View Raster
Helpers * Team Chat
Scarchilli, Joe (Coach) ¥ Schedule
Scarchilli, Matt (Assistant Coach) ¥ Print Roster
Van Vranken, Cindy (Manager}
Hartl, Walt (other) » Email Team
Players # Send easyflert
Austin, Evan
Blay, David
Brownell, Cole Team Communications
Canetts, lan made EASY!
DeGroff, Michasl Our will walk you
Fecks, Aldan Coach Usars Gude
. through everything you can do to
Gareison, Chstophe phisc i i
Hughes, Kieran team.
Justing, lan
Kang, Robert
LeBlanc, Grant
Patrick, Connar
Phelan, Joseph
Van Vranken, Brandon
i, John
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3 Logout Home Exit Tast

U12 Boys Coach Joe

- [ post | Options
. » View Roster
¥ View Schedule

You are pasting as: Joe Scarchilli - Coach

About Team Chat
Suzanne D. Phelan “K FOSLIO ente Team Chat is a place where coaches,
Nnessa layers, and other team helpers can
heck. ' - pcsage p 8
. Joey. paid by chieck Thank yeu! easily communicate with each other —

Comment Fob 14 ————— without annoying strings of emails or
back-and-forth phone calls,

When you create a Post, it will be

Holly Blau available for comment by all team
o 3 members. All replies to your Post will
. D Biont paic:) Thiskeyont be sent to you by emai. Team Chat

Comment Feba® TR, is differant from Facebook as it is

L0049 private as only team members
- Mary Lin % °
Hi Cindv. John Yin oasd. Than

and admins will see posts,

«Note: When you create a Post, it will be available for comment by all team
members. All replies to your Post will be sent to you by email. Team Chat is different
from Facebook as it is 100% private as only team members and administrators can
see posts.

SportsSignup’s Privacy Policy and Data Security

At SportsSignup, we understand how important privacy and security are to users. We
encourage users to review SportsSignup’s policies. If you have questions about SportsSignup’s
privacy practices please contact us at privacy@sportssignup.com.

e SportsSignup Privacy Policy

e SportsSignup Data Security

Getting Help

Additional information can be found by clicking on “Help” at the top of the page within the
application.
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