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Organization Name:

Your Orgarization

Athletic Director's Name:

YourAd

Athletic Director's Email:

yoursd@yoursie com

Principal's Name:

our Principal

Principal's Email:

yourptincipal @yoursite

Address:

123 Main St

City:

Hillsville

State:

VA

Zip Code:

24343

Phone:

(555) 555-5555

Fax:

(555) 555-5555

Sports-HS Setup Page

Organization Information

“This will be displayed at the top of your home page and as the
tifle of most of your pages

“This will display the Athletic Directors name on the home page.
“This will allow users to send e-mails to the Atbletic Director.
“This will display the Principals name on the home page.

“This will allow users to send e-mails to the Principal.

“This will be the street address displayed to the users

“This will be the city displayed to the vsers

“This will be the state displayed to the users. (Example: VA)
“This will be the zip code displayed to the users

“This will be the phone mumber displayed to the users

“This will be the fax number displayed to the vsers
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Category:
Team Name:
Game Location:
Game Address:
Game Ci

Game State:
Game Zip Code:

Baseball

Varstly Boys Baseball

Tommy Thompsan Fiell

100 Cavs Lane

Hillsville

VA

24343

Sports-HS Setup Page

Category / Team Information

“This is a sport or an activity that your school offers. (Examples
basebal, Football, soccer, etc.)

“This is what your team will be named on the web pages. (Example: Varsity Boys Football)
“This is where your games are played. This is what will be displayed on the schedule af the location.
‘This field is to generate diving directions from your location to the opponents location.

‘This field is to generate diving directions from your location to the opponents location.

‘This field is to generate diving directions from your location to the opponents location. (Example VA)

‘This field is to generate diving directions from your location to the opponents location.
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Coach's Name:

Coaches Information:

our Varsity Coach

(555) 555-5555

: [123 Main Street

Sports-HS Setup Page

Coach’s Contact Information
‘This information if for the Coach's page.
‘This information if for the Coach's page.
‘This information if for the Coach's page.

Your Varsity Coach

is in his 10th

| This can be used to write a brief background of the coach

: [yourvarsitycoach@your

‘This information if for the Coach's page.






Purpose of this Manual
The purpose of this manual is to guide users through the process of setting up and maintaining a Sports-HS webpage.  Our goal is to promote open and positive communication between high school athletics, recreation leagues, and the community.  Sports-HS provides a simple, user-friendly interface to change and deal with all of your sporting needs.  
Getting Started 

Step 1

We will provide you with your own custom web address.  For example, http://yourschoolname.sports-hs.info. After receiving your own domain name, open your internet browser and insert your web address in the address bar.
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Here's what you entered:

Organization Information:

Organization Name:  Your Organization
Athletic Directors Name: TYour id
Atnletic Directors Email:  youradiyoursite.com
Principal Wame: Your Principal
Principal Email:  yourprincipal@yoursite.com
Address: 123 Hain St.

Hillsville

Vi

24343

(555) 555-5555
(555) 555-5556

Category / Team Information Information:

category: Bassball
Team Name: Varstiy Boys Bassball
Game Locatoin: Tommy Thompson Field
100 Cavs Lane
Hillsville

Vi

24343

Coach's Contact Information:

Coach Name:  Your Varsity Coach
Coach Phone Number: (555 555-5555

Coach Address: 123 HMain Street

Coach Information: This is Your Varsity Coach's tenth season. He has led Your Organization to 5 state titles.
Coach Email:  yourvarsitycoach@yoursite.com

Start Again Back to Sports
a Giocarirae:
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Step 2

You will see your Sports-HS page.  On this page you will enter the requested information.  After filling out the fields on this page, click the next button at the bottom of the page.
Step 3
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Your Organization 2006

PHOTO
NOT
AVAILABLE

ADDRESS: 123 Main St
CITY: Hillsville

ZIP: 24343

PHONE: (553) 555-5555
FAX: (555) 555:5555

ATHLETIC DIRECTOR: Your Ad
PRINCIPAL: Your Principal

Please Selecta Sport v

Baseball

Links

Submit

sports-hs
‘i

B«

Links >
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You will need to fill in the category/team information on this page.  You will begin by choosing one sport or activity that is offered by your school.  You will add appropriate information for this sport or activity.  Later, you will use the administrative section of the site to add, remove, and/or edit more teams/activities. Click the next button at the bottom of the screen. 
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Step 4

You will fill in the contact information for the Coach of the sport selected in Step 4.  Click the finish button at the bottom of the screen.  
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Step 5

After clicking finish, a confirmation page will appear.  If you are not satisfied with the stated information, click the start again key.  If you are ready to see your page, click the Back to Sports link. 
Step 6
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You will be directed to your homepage.  At this time, please view the page for any inaccurate information.  If any information needs to be edited or if you are ready to add more information, scroll to the bottom of your page and click the link, admin-login. 
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Step 7
Once you have clicked on the admin-login link, you will be prompted to enter the username and password information.  You will enter level1 for the username and pass for the password. 
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Step 8
On the Sports-HS Administrative Page, you can edit the database, make a backup of your database, change the colors and fonts of your webpage, upload a picture, and restore the database from a backup.
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Step 9
We suggest you begin by selecting to edit the database.  Once the edit the database page has loaded, you will need to choose the Administrators/Users link under the Setup Tables heading.

Step 10
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The data for the Administrators/Users is now in your view.  Here, you will be able to view, edit, copy, delete, and add Administrative users.  You will click on Edit now to change the username and password to something unique.  Initially, everyone uses the same username and password to begin the webpage set-up.  Now, click the Edit key at the bottom to save your changes.

Step 11
We will now walk you through the steps to customizing your webpage.  You will click on Organization under the Most Often Used Tables heading.  This page functions as the database for your organization.  You will only be able to view and edit information here.  The most frequently changed fields are News and Events and the Organization Picture.
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By clicking on the Edit key, you will be able to design and customize the front page of your website (the area beside the links box) using a user-friendly text editor.  You will also be able to make changes to the initial information recorded in Steps 1 – 4.  
You will also be able to select a picture of your choice in the Organization Picture’s section of your administrative page.  To select your picture, you will need to click on the Select an Image link beside of the Organization Picture’s field.  Here, you will select the image from the pop-up window that you wish to display on your homepage. (Note: Before you select an image you must first upload images to your website.  This will be described later in the manual.)
Step 12

Once you have finished making changes on the Organization page, you will need to click the Edit key to save the information to the database.  To see your changes, open Internet Explorer and enter your web address. This is the web address that you received when you initially signed up for the service.
Step 13
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You can click on the Website Links’ key under Setup Tables to add links to your page.  You will automatically have one link already in your links’ table.  This link is to the Registration Page.  This page allows for athletes to sign up and verify critical information that is needed to participate in extra curricular activities. The administrator will be able to customize the terms of participation.  This step will be discussed in Step 18 of the manual. 

To add additional links to your site, click the New button located above the table.  You will be able to add the link name as it will appear on your homepage. For example, if you wanted to link to our company’s main page, you would name the link – Sports Highly Simplified.  Under Link Addy, you would type the exact web address, including the prefix http://.  For example, under Sports Highly Simplified, you would type:  http://www.sports-hs.info into the Link Addy field.  You will then click the ADD button located at the bottom of the page.

Repeat Step 13 to add additional links to your page.
Step 14

Now that we have customized your site; it is time to add more teams, coaches, and events to your database.  
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Under the Most Often Used Tables, select the Events/Sports Offered tab.  You will see the original team that you entered in Steps 2 – 5.  You will be able to edit, add, and view the sports offered by your organization. 
To add sports, click the NEW button located above the table.  You will type in the name of one sport in the category field.  For example, if you offer baseball, you would type in Baseball in the field.  Now, you will click the ADD to record your entry.  

Repeat the above instructions, to add additional sports.  If you click the NEW button and then decide not to add another sport, you can click the Back to List link and you will be redirected to the Events/Sports Offered homepage.
Step 15

Once you have added the sport(s) to the Events/Sports Offered, you will need to click on the Team Names tab under the Most Often Used Tables.  Here, you will add your home teams first.  For example, if your organization offers both Varsity and J.V. Baseball, these teams will be listed separately in the table. 
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Then, you will click the NEW button located above the table.  You will list the team in the Team Name field as you wish it to be identified as; for example, Varsity Baseball or Cavs Varsity Baseball.  Now, you will select the sport’s category that the current sport falls under.  In the Game Location field, you will enter where your home team plays their home games.  You will choose “yes” because this is your home team.  In the next three fields, you will enter your team’s address information.  These three fields will be used to automatically generate directions from your home field to your opponent’s site.  

You will now click the ADD button on the bottom of the page. 

Continue Step 15 until you have all the home teams added to the database.  Now repeat step 15 to add the opposing teams you will be competing against.
Step 16
After you have completed Step 15, you will need to click on the Coaches Information tab under the Most Often Used Tables.  

You will click on the New button to add your coaches and coaches information to the database.  You will first need to choose a sport from the Home Teams drop down menu.  You will now need to fill out the following fields based on the team that you chose in the drop down menu.  For example, if you chose Varsity Baseball, you will need to record the Varsity Baseball Coach’s name, the Coach’s phone number, the Coach’s address, Coach’s info, and Coach’s email address.  You will add an image for both the coach and the team.  You will click on the Select an Image link and locate the appropriate image(s).  After you have made the selection for the coach’s photo and the team’s photo, click the submit button. [image: image18.png]2 SPORTS-HS ADMIN SELECTION - Microsoft Internet Explorer presented by Comcast
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After clicking the submit button, you will now confirm the sport from the drop down category box.  Finally, click the ADD button to save your work.
Step 17
Choose Events/Games under the Most Often Used Tables heading.  You will select the home team from the drop down menu in which you wish to schedule events/games for.  Once you have selected your team, you will click the Submit button.  

[image: image19.png]


Click the NEW button above the table to schedule a new event/game.  Click on the calendar beside of the Date field, to choose the date that your event/game will be played on or manually type it in using the following format:  mm/dd/yyyy.  In the Game Time field, you will enter the time in which your event/game will be played.  Use the following format in the Game Time field:  06:30 PM. 
From the drop down box in the Versus field, you will select your home team’s opponent for the game/event on that date.

By default, the Cancelled field choice will be No.  You will only change the Cancelled field choice to Yes if the game/event has been cancelled.  You would then change this selection from No to Yes during an edit of an already scheduled game/event.  All cancelled game will appear in RED on your homepage. [image: image2.png]osoft Internet Explorer, presented by Comcast
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By choosing Yes in the Game field, you will be adding this game to your home team’s Game Scheduling Page.  By choosing No in the Game field, this event will not be added to your schedule.  

By choosing Yes in the Practice/Scrimmage field, you will be adding this game to your home team’s Practice Scheduling Page.  By choosing No in the Practice/Scrimmage field, this event will not be added to the practice schedule.

After the game has been played you will need to record the score under Team 1 Score (home team) and Team 2 Score (opponent) in the Team 1 and Team 2 fields.  These scores will appear on the Game Schedule Page or the Practice/Scrimmage Schedule Page. 

If the game being recorded is a district game, you will check the Yes box in the District field.  If you choose yes, the game will appear in red on your team schedule.

The Bus and Referee fields serve as a reminder service for the Athletic Director.  If the yes fields are checked, then transportation and a referee have been scheduled.  If the no fields are checked, then the Athletic Director will be able to see that he/she needs to make arrangements for that particular game/event.

Continue to repeat Step 17 until you have added all of your games/events to the database.
Step 18
Now, click on the Player Contract Link under Set-Up Tables.  Here is where the user will customize the player’s contract.  This contract will appear at the bottom of the registration page.  In order to begin creating your contract, you must click the Edit link on the left side of the page.  If you already have the contract typed out in another document, you can copy and past in this section also.  If not, you will need to type in the text box provided.  A user-friendly word processing application is available for your use. 
Step 19
Click on the Registered Players link under the Player Information heading.  This link will allow you to view all of the players who have registered through the Registration Page link located on the homepage of your home webpage.  

*Hint* 
You can use the table headings on this page to sort information in ascending and descending order.  For example, by clicking on the Physical table heading once, the students who have not had their physicals will be listed first.  By clicking on the Physical table heading twice, the students who have had their physicals will be listed first.

Step 20
Click on the Player Rosters link under the Player Information heading.  This link will allow you to manage rosters for the different sports’ categories that are in your database.  

You will click on the ADD button to get started.  Now, choose the team that you will be adding players to.  You will now add the players of that team.  You will enter the player’s name, phone number, parent name, address, position, and jersey number.  The player’s eligibility will be designated with a yes or no on the last step of the page.  To save the player’s information, click the EDIT button on the bottom of the page. 
*Hint*
If you have an athlete that plays more than one sport, you can click on the Copy link beside of the players name.  This will automatically upload the players information to a new form.  You will need to change the team name, position, and jersey number.
Repeat Step 20 until you have completed the rosters for all of your teams.

This information will be displayed on your webpage under each individual team’s roster page.
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Sports HS is a web based utility that allows athletic directors and recreational league managers to easily keep their schedules online, communicate, and maintain a professional web site with little or no knowledge of web design.
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