CYSA Blue Sombrero Team Configuration Process
This process will show how to set up the Team Pages including adding the appropriate CYSA Calendar, Key team links like Field Map and Directions, a brief team description and the CYSA Logo.

· Login as an Admin 

· This process assumes you have created all the teams for your specific program
· Click Team Central (  Team Directory

· Use Filters to pick program and division (see highlighted below)
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· Click Manage Teams – see red arrow above
· For each team Click the Edit Button (pencil at the far right of each row) – see below
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· Here you need to add the Team Calendar which is based on the fields the team will use for the season – see the ‘CYSA Team Pages Links and Calendar Code.doc’ document for the code.
· The process for Team Calendar is required for all programs except U5/U6 clinic.  U5/U6 clinic will have all the practice/games schedule set up as a Blue Sombrero Team Schedule and will not require a Team Calendar since there are NO sessions that are practice only.

· Paste in the Google calendar code in the Calendar Line

· Type in a team description in the team info area – be consistent from team to team.

· Make sure the Enable Team Page I check off at the top of the page

· See picture below as a reference

· Click Update to save all changes

· Repeat for each team.
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· Update the News section to provide Field Map and Directions link and any other key links
· Click on each team’s name link – see highlight in picture below
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· Click on News section – see arrow below
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· Click Add New Entry (News is used for Field Map Links and for Travel Links to MYSL schedule and standings)  Other links can be added as you see fit – see highlighted area below
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· Fill out the current date, and the title, short description and details area.  All three areas should have the exact same text since we are using the news section as links.
· In both the detail and short description area highlight all the text and push the button above the box top left where the arrow shows below.
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· Add the Field Map and Directions Link or whatever link you are adding in the top line - URL. 

· Change the Target from None to New Windows

· Click OK

· This must be done for both the Short Description and Details area.

· See the ‘CYSA Team Pages Links and Calendar Code.doc’ document for all the field Map and Direction Links.
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· Click Save at the bottom of the page when all links are completed


· Repeat for each link required

· For Travel there must be a minimum of 3 links

· MYSL Schedule

· MYSL Standings

· Field Map and Directions

· For U8/U10 in town and U5/U6 clinic there must be a minimum of 1 link
· Field Map and Directions

· Click Calendar to ensure the correct Calendar is installed for each team.  A calendar should be visible and you can click the Agenda Drop Down to validate the correct fields as well as the CYSA General Calendar View is loaded. (see below)
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Add CYSA Logo

For each team page the Graphics will not look good unless we add at least one picture.  Add the CYSA logo at a minimum

· Click Rotator Settings – top right corner
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· Click Add New Content
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· Add  Title  -   Chelmsford Youth Soccer Association

· Add Sort Order – 10

· Get CYSA logo using browse button (CYSA_Logo_2007_one_piece.png)

· Upload it

· Click Save Content to complete (see below)
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· Click Save Sort Order

· Click Back to Home (see below)
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The Team Home Page should look something like this:
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You have now completed the set up for the CYSA Team Pages.

This will provide teams with everything they need in there team pages

· CYSA Calendar

· Field Map and Direction Links
· For Travel – MYSL schedule and standings

Any questions or Help contact Chuck Babcock

