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Description automatically generated]EPBBA Commissioner Training Notes – Accessing Registration Information on SportsEngine 


Website: https://www.epbba.org/

Steps to email families for your grade level:

1. A ‘smart group’ for each in-house grade level has been created. Select “hq home” in the upper left corner of our website (users must be signed into SE). 
2. On the lefthand side Select ‘Members’ -> ‘Directory’
3. Select ‘Groups’
4. Find your grade level group called ‘25-26 In-house – # grade’ AND ‘In-House Registration 25-26: # grade (did not make travel)’ 
a. Grades 3 through 8 will have two groups since kids that tried out for travel are in a separate SE registration
5. Select ‘Message’, type email, and send
	
NOTE – ‘Smart groups’ cannot be created until after travel teams have been assigned (this is typically 2-3 days after travel teams are released). 

Steps to pull registration information:

Pull registration information for your grade level to see how many initial coaches have volunteered and how many players total are registered. Travel registration is separate from in-house registration so the 3rd – 8th grade commissioners will need to pull from two separate registrations. Players will only appear in one registration. (Note – only include players where Entry Status’ is active) 

In-house:

1. Select “hq home” in the upper left corner of our website (users must be signed into SE)
2. On the left-hand side Select ‘Registration’ -> ‘Registrations’
3. Select ‘EPBBA In-house Basketball 25-26 Season Grades K-8’ OR ‘EPBBA In-house SWAG Basketball Grades 9-12’ from the list
4. Select ‘Saved Reports’ and find you grade level ‘2025-26 – In-House Registration - #’
5. All the information for your grade level will appear. Users can export the information to a csv to view the information more easily
6. You also have the option to create your own report, but all the information needed can be found in the ‘Saved Reports’
· To create your own report, select ‘Quick Reports’ 
· Key Fields: Select all the fields you want to include (name, grade, school, guardian contact information, are you interested in coaching, friend/coach request, etc.)
· Filter: Select ‘add a rule’ and where ‘Grade’ is # and ‘Entry Status’ is active and ‘Season Team Name’ is blank 
· Select ‘Update Quick Report’




Travel:

1. Select “hq home” in the upper left corner of our website (users must be signed into SE)
2. On the left-hand side Select ‘Registration’ -> ‘Registrations’
3. Select ‘EPBBA Travel Basketball 25-26 Season’ from the list
4. Select ‘Saved Reports’ and find you grade level ‘2025-26 – Travel Registration (didn’t make travel) - #’ 
5. All the information for your grade level will appear. Users can export the information to a csv to view the information more easily

Notes regarding key filters in Registration:
· Always filter to where ‘Grade’ is #
· Always filter to where ‘Entry Status’ is active (this will filter our kids that un-registered)
· Always suggest including ‘Season Team Name’ so you can see which kids have / have not been assigned to a team
· We do not have access to move kids between registrations in SE.

General timeline for assigning teams:

· In your initial email please ask families to confirm they are registered for the intended grade level. We suggest including the following in your initial email:
· You are receiving this email because you have a child registered to play EPBBA #th grade in-house boys basketball. If your child is not in #th grade please reach out asap so that we can get them assigned to the correct division.
· Start recruiting coaches asap (this can be done before registration closes)
· Grade K-2 commissions should have all coaches identified and players assigned to teams before the first fall clinic (late October)
· Grade 3-8 commissions should have all coaches identified before evaluation day (typically mid-October or the Sunday before MEA). Suggest holding the coaches draft within the week following evaluations. All 3rd – 8th grade teams should be finalized before the end of October.
· Note - As long as we have room on our teams, we will continue to allow in-house players to register, even after the late registration period closes
· 9th – 12th grade teams are typically finalized soon after the high school teams are released (late November)
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Families not receiving emails?

The EPBBA does not have access to add families to our mailing list. Each parent must take it upon themselves to create an SE account and take the following steps to ensure they are receiving emails. This can be difficult for split households where the parents don’t communicate, but we do not have access to do this on behalf of a family.

· Connect their account to the EPBBA website: https://help.sportsengine.com/en/articles/6307096-how-to-become-a-member-of-a-website
· Have the primary account holder add other guardians to the player’s profile. We do not have access to do this for a family. 
https://help.sportsengine.com/en/articles/6304039-how-to-add-guardians


Key items on the EPBBA website:

· In-Hose K-12 Information
· https://www.epbba.org/page/show/8021937-in-house-information-k-12
· Click on ‘Grades K-3,’ Grades 4-8 (SWL),’ and ‘Grades 9-12’ for additional grade level specific information
· Coach Resources:	
· https://www.epbba.org/coaches

Seeking Coaches / Assigning Teams:

· The most important task as a commissioner is finding coaches and assigning teams (this is typically complete by mid-October).
· When registration ends, the EPBBA board will propose the number of teams there should be for each grade level.
· Seek out additional coaches asap, 1 head and 1 assistant coach per team
· If any commissioner is having a difficult time finding coaches (after several emails are sent), we can ask the president to send a stern email on behalf of the entire EPBBA board.  
· Review friend requests for all coaches, some parents will request to coach together.
· Continue to send emails until all coaches are found.  The names of all coaches, by team, will be requested in October so they can upload them onto the EPBBA website.
· Start assigning players to teams (review notes below).  A player assignment template will be provided to all commissioners after the late registration period ends.  This template is to be completed by each grade level commissioner. 
· Respond to emails as they come (direct questions to K-5 Director, if needed).
· Once coaches are found, send email to coaches asking them to complete background checks asap.
Items to consider when assigning teams:

· Do not finalize teams until all coaches have been identified
· Review friend requests first and assign those players to teams
· While the EPBBA does try to honor all friend requests in grades K – 2nd, it is okay not to honor all requests (particularly for the parents who list more than two friend requests!)
· Try to group kids by school if possible, not required and does not always work out
· The EPBBA registration team will provide each commissioner with an Excel workbook to complete so teams can uploaded into SE
K-2 Fall Clinics:

· Each grade level commissioner should attend the clinic for their grade or find a replacement if they cannot attend.
· Help players and coaches find their team when they enter the gym.  Email parents prior to the clinic reminding parents to look up their child’s team number in advance to the first clinic.
· Commissioner to bring a printout of player names and team numbers (sort by last name to make looking up players efficient).
· K-5 Director will post team numbers on walls; players are to gather by team number prior to being called into the gym
· Equipment, coaches’ shirts, and team jerseys will be distributed during this clinic by the EPBBA equipment manager (commissioner please assist with this process)

Evaluations for Grades 3-8 (see evaluation packet):

· Arrive early to assist with set-up for evaluation day
· Suggest finding at least one other parent to help with the check-in process
· Ensure coaches are prepared to assist with the stations
· Set-up draft with coaches soon after evaluation day is complete 
· Evaluation Schedule: https://www.epbba.org/page/show/8021937-in-house-information-k-12
· Evaluation Kits:  https://www.epbba.org/page/show/9289153-commissioner-resources

End of season:

· Pick-up medals and distribute to teams at practice/games.
· Collect team basketballs 
Frequent questions (especially at the lower grade levels):

· Will my registration fee be waived if I coach?  
· No
· Can my son play up a grade level? 
· No, refer them to the EPBBA policy on the website
· Can my pre-schooler or Jr Kindergartener play EPBBA basketball? 
· No, refer them to the EPBBA policy on the website
· When are the games and practices? 
· See the grade level tab on the website
· The website shows the days for “Potential” games and practices?  Will there be practices on days other than those listed on the website?  
· Yes, it is possible. Due to school events there will be some practices on days other than those listed on the websites. 
· Can I coach both of my sons who play in the EPBBA?  
· Yes, we will do our best coordinate schedules if a parent is coaching multiple grade levels
· If I coach can I request what days our team will practice on?  
· No, this is not possible due to gym space limitations
· When will teams be communicated?  
· Approximately 3 weeks prior to the first practice or when all coaches are identified.
· When will scheduled be communicated?  
· Approximately 1-2 weeks prior to the first practice.
· Can my son be on the same teams as xxx?  
· We will do our best to accommodate this, but do not make guarantees.  Please add this into your son’s registration.
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