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Team Manager Handbook


Communication

Communication is the key to keeping everything running smoothly and insuring a successful season. Throughout the season your primary responsibility is making sure all information from CPYLA and your coaches makes it to each player/parent and or guardian in a timely manner. It is important that Team Managers are available and accessible to the coaches and parents so important information can be communicated efficiently.

· Meet with your head coach and determine at the beginning of the season what is expected of you and what you expect from them.

· Once you receive a team roster, verify the information that you have and create a contact list for both you and your coaches. Next, create an email distribution list. This will be very helpful since you will be sending numerous emails throughout the season.

· Coordinate a mandatory team meeting including coaches, manager and parents to make formal introductions, review rules and exceptions; for example game rules, league rules, team rules, equipment requirements, expectations and goals, etc.

· Distribute all information to parents in a timely manner. The more informed the parents are, the smoother the season will run! You will want to set up a system for communication as new information becomes available. The easiest and quickest way will be use of email, and the team’s website page. Get the parents use the checking the team page at CPYLA.org and Face Book on a daily basis. 


· Your team page has a calendar. Make sure to keep it updated. Scheduling for practices and games. 

· Communicate CPYLA information to your team. CPYLA will have information that will need to be delivered to players/parents and or guardians and the Board. The Board will count on the Team Managers to do so. 

· Please make sure that all communications with your team are done in a positive manner. If you do not know the answer to a question that has been asked of you please forward it to your Youth Director. Remember we are here to help and support you.

· Please make sure to communicate with your Director immediately if you are having problems with a parent or player on your team.  If you are experiencing problems with a coach (ex. Late to practice, not showing up for a game etc.) please contact your Youth Director immediately. It is better to solve an issue as early as possible then to ignore it.

· Distribute team rosters. Include player’s names, phone number, email, parent/guardian names and jersey number. This will make it easier for communication among the team. (If a parent chooses to keep their information private, please respect their wishes.)

· Assign parents to score/time clock and chill manager for each game.


Be sure to make it very clear with everyone on your team where to look for communications, i.e.… CPYLA.ORG, Team
Page, emails and FaceBook. This will avoid confusion and
frustration with your team.

Team Page/Website
Each team will have a “Team Page” on the CPYLA website. The team web page is a great tool! Not only does it provide important team information, but also it is where your team can celebrate and showcase its team spirit throughout the season. 

The web page has places for:

· Team Roster (required)
· Calendar (required)
· Coach and Team Manager Contact Information (required)
· Team Pictures
· Customization (choose your own colors and clipart)
All Team Managers must create an account on the CPYLA website in order for the Technology Director to grant you access. To request access to your team’s section on CPYLA.org you need to go to the “Board” tab on CPYLA.org, once there you will see the link to contact the Technology Director. Click this link, you will then need to ask for” Administration Permission” for your team. Be sure to include your name, that you are the team manager and your team level (ex 13U.)

Once access has been granted you will:

1. Go to the organization's website you wish to create an account for.

2. Click Login in the upper left corner of the website

3. Click Create an Account

4. Fill in the required fields - Please note, if you are creating an account to register your child you will create the account in your name with your information. Once you register the child, they will then be added as a sub profile to your account.

5. Click Sign up for your Sport NGIN Account
6. An activation email will be sent to the email address you used to create your account. If you do not see the email within a couple of minutes, be sure to check your Spam/Junk folder.

7. Open the activation email and click on the activation link.
This will bring you back to the website where you can successfully log in to your NGIN account.
If you are having any issues setting up your Team Page please email the Technology Director.

Additional Information for Managers


If you have an announcement that you would like to share with the members of the association, please email the Technology Director. The Technology Director can then post the announcement on the CPYLA Website.

Be sure to “like” the CPYLA Face Book page, and let your team know this also. Pictures can be posted along with comments, team events, etc.  It’s also a great way to stay informed with Association events! Another fun way to keep in touch is to follow CPYLA on Instagram.

Please make sure to go to the YLM Website and register as a team manager, you will also need to roster your team on this site as well. https://leagueathletics.com/Registration/SignIn.asp?n=49941&org=youthlaxmn.org
 


Please remember that the CPYLA Board is always available to help with any questions or concerns that you or anyone on your team may have. All contact information can be found on the CPYLA Website under the Board tab.

Managers Website User Manual

The Sport NGIN website is a content management system, designed to help managers communicate and share information with their team. As a manager, you can decide what tools you’d like to use and how much information you want to share with your team. The tools have been created to make your job easier with the TST Support Team here to assist you.

7 Topics
• Adding Content
• Adding Articles and Events
• Creating and Managing your Roster
• Managing Team Statistics
• Managing Seasons
• Granting Permissions to others
• Sending Messages to your team
• Adding Content

Your Webmaster has created your Team Home Page; it's now up to you to begin adding content. You can find all page builder elements in the center content panel. Add text, photos, galleries, tables, and more. You'll notice that when you click into each page element there is a brief description about the element and its functionality; however if you have any questions, please come back to the knowledgebase or contact our support team (support@tstmedia.com) for additional help. Once you have added content, you can drag and drop the elements to rearrange the layout. If your site has the Fluid Layout Design option available, you can use the “Layout Containers” to create columns to vary the layout of your Page Elements.

Adding Articles
News Articles is a great way to enhance your webpage and highlight "time sensitive" information. When you add an article for your team page, it is displayed in an "aggregator", always displaying the newest story first. Add news about a big win, upcoming team party, or important parent meeting. Simply click on Add Article to create recent team news. If you include a photo with your article, consider adding a News Slideshow Page Element to your page to enhance the presentation. The optimal aspect ratio for the News Slideshow Element is 600 x 370.
Adding Events

As a manager you can add two types of events: Non-Games and Games. Please note that the calendar and game schedule will NOT recognize duplicate events. If your organization has a scheduler that uses our Schedule Upload tool, please check to see if they have loaded any of your events. Non-Games Practices, Fundraisers, Team Parties, Meetings, etc. can be added directly into your team calendar and displayed within the "event aggregator" on your webpage. Simply click on
"Add Event" and insert all important details, including date, time, and location.

Note: All aggregators are set to default into a FIVE-day view. You can always "edit" the actual aggregator to display information in a list view. This is a great way to display location and notes about each event within the calendar. All games should be added through your team Game Schedule; the games will be displayed within this game schedule page, along with your master team calendar. To add a game, simply click on Add Game, found within the schedule page. When adding a game, you can enter in all game details including: Opponent, Home/Away, location, location URL, game time. All scores and stats will be updated through this same section (see Managing Team Stats below).
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Creating and Managing your Roster

You can add players to your Roster using 2 methods:
1. Add player from member directory
2. Add brand new player from "scratch"

If you are creating a player from "scratch" you will need to enter their name, jersey number and position. Please note that you can also enter in a parent email address; which you will be able to utilize for future team messaging.

Note: Every time you add a player, a player profile page is created. You will be able to add content, picture, etc. to these pages if you want.

Managing your Team Statistics
Every team manager is in charge of setting their team and player statistics for the season. Once statistics preferences are set, you'll be able to enter and manage stats as you update your game schedule.

Note: Under this Seasons tab, you will also have the option to disable the display your team’s Roster, Game Schedule and Statistics if you prefer not to use these features.

[image: ]

[image: ]

[image: ]
Once you have selected your stats, go back into the Game Schedule and begin updating your game. Click on the status to enter into the game page and then update Team.
Stats and Game Details

If you have elected to track individual player stats, you will need to scroll down to the bottom of game page and edit player stats. Please note that these players’ stats will automatically update the profile pages within the Roster. Once you have marked a game complete and updated all of the game statistics, your totals will be calculated and posted into the Statistics section within your team page.
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Granting Permission to Others – Getting Some Help

As a team manager, you can now hand out editing or private view access to players or coaches. For example, if you create a private page called "Contacts" with your team calling tree, you can grant viewing permission to your parents and players without anyone else knowing the page exists. You can also create an additional public page or simply grant editing permission to your team page, this would allow the user to help manage your team content, i.e. a team photographer. You can grant permission to others within the Permissions Tab found within the team home page.
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Sending Messages to your Team

When you initially created your Roster, you should have added in the parent’s email addresses or pulled players directly from the member directory; this process automatically created a Roster Group within your team page. You can message your entire roster or select individuals to send direct messages through.

Sport NGIN Support

The Sport NGIN team is here to assist you as you build and manage your team pages. Please browse through our full list of articles and best practices found within our knowledgebase to look for answers. If you are still having trouble, please don't hesitate to contact Sport NGIN directly.
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