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I. ADDING/DELETING USERS:   

An email address ƛǎ ǳǎŜŘ ŀǎ ŜŀŎƘ ǳǎŜǊΩǎ ǳƴƛǉǳŜ L5Φ  ²ƘŜƴ ŀ ƴŜǿ ǳǎŜǊΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ƛǎ ŀŘŘŜŘ ǘƻ ǘƘŜ ǎƛǘŜΣ ŀƴ 

email  is sent to the new user with a link to the site where he/she is asked to create a new password and set 

up their family profile. 

A.   Adding NEW USERS ɀ one at a time (see next listing for multiple 

users.  You must be a manager to perform this function. ) 

Navigate to:  Administration|Administer Users 

1. !ŘŘ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ƻŦ ƴŜǿ ǳǎŜǊ ǿƘŜǊŜ ƛƴŘƛŎŀǘŜŘ ǳƴŘŜǊ ǘƘŜ ōƻȄ ά!ŘŘ ŀ ¦ǎŜǊέ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ 

page. 

2. If the new user is a manager (somebody able to add/change/delete content such as the tennis, swim 

or  social chairs), then check the box to the right otherwise leave unchecked (most users will not be 

managers). 

 

 

To manage content on the site, a user 

must be a manager.  To set up a user 

as a site manager, check this box. 



 

 

 

B. Adding Multiple NEW USERS (For single new users, see previous 

listing.  You must be a manager to perform this function.)  
Navigate to:  Administration|Administer Users.   

Á At the bottom of tƘŜ ǇŀƎŜ ƛǎ ŀ ōƻȄ ǘƘŀǘ ǎŀȅǎ ά!ŘŘ ¦ǎŜǊέΦ  .ŜƴŜŀǘƘ ǘƘŀǘ ŎƭƛŎƪ ΨhereΩ to add 

multiple users and that will open the page below.)  The program is designed to extract email 

addresses from text that is pasted into the box so you may copy a word document with names, 

addresses and email addresses for you current members and paste into the box.   

Á /ƭƛŎƪ ΨFind UsersΩ ŀƴŘ ǘƘŜ ǇǊƻƎǊŀƳ ǿƛƭƭ ŜȄǘǊŀŎǘ ŀƭƭ ǳƴǊŜƎƛǎǘŜǊŜŘ ŜƳŀƛƭ ŀŘŘǊŜǎǎŜǎΦ  

Á hƴŎŜ ǘƘŜȅ ƘŀǾŜ ōŜŜƴ ŜȄǘǊŀŎǘŜŘΣ ȅƻǳ Ƴŀȅ ŎƭƛŎƪ ΨAdd Users Ψ ŀƴŘ ǘƘŜȅ ǿƛƭƭ ōŜ ŀŘŘŜŘ ǘƻ ǘƘŜ ǎƛǘe and 

issued an email explaining how to set up their password and personal profile. 

 

Move to bottom of page:   

 

/ƭƛŎƪ ΨƘŜǊŜΩ 



 

 

C. Deleting or Changing Member Accounts  ɀ For User email addresses 

that are no longer valid  either because they are no longer with the 

club or have changed their email address.  Existing addresses 

cannot be changed so new accounts must be set up for members 

that change their email accounts.  
 

Navigate to:  Administration|Administer Users|Name of ƳŜƳōŜǊΦ  /ƭƛŎƪ ΨŜŘƛǘΩ ŀƴŘ ƳƻǾŜ ǘƻ ōƻǘǘƻƳ ƻŦ ǇŀƎŜ ŀƴŘ 

ŎƭƛŎƪ Ψ5ŜŀŎǘƛǾŀǘŜΩΦ  ¢ƘŜ ǳǎŜǊ ǿƛƭƭ ƴƻ ƭƻƴƎŜǊ ōŜ ŀōƭŜ ǘƻ ƭƻƎ ƻƴ ǿƛǘƘ ǘƘŀǘ ŜƳŀƛƭ ŀŘŘǊŜǎǎΦ  ¢ƻ ǊŜǎǘƻǊŜ ǘƘŜ ǳǎŜǊ ŜƳŀƛƭ 

ŀŘŘǊŜǎǎΣ Ŧƻƭƭƻǿ ǘƘŜ ǎŀƳŜ ǇǊƻŎŜŘǳǊŜ ŀƴŘ ŎƭƛŎƪ Ψ!ŎǘƛǾŀǘŜΩΦ 

 

 

.ƻǘǘƻƳ ƻŦ ǇŀƎŜΥ  ŎƭƛŎƪ Ψ5ŜŀŎǘƛǾŀǘŜ ¦ǎŜǊΩ ǘƻ ŎŀƴŎŜƭ ǳǎŜǊ ŀŎŎƻǳƴǘΦ 

 

¢ƻ ǊŜǎǘƻǊŜ ŀ ǳǎŜǊΣ Ŧƻƭƭƻǿ ǎŀƳŜ ǇǊƻŎŜŘǳǊŜ ŀƴŘ ŎƭƛŎƪ Ψ!ŎǘƛǾŀǘŜ ¦ǎŜǊΩ 

 

 



 

 

II.   Tennis Court Set up 
 

Navigate to:  Administration|Court Settings 

 

 

мΦ  /ƭƛŎƪ Ψ!ŘŘ ƻǊ 9Řƛǘ 

/ƻǳǊǘǎΩ ŀƴŘ Ǝƻ ǘƻ ōƻȄ 

below 

 

2.  Add court name and then click 

Ψ!ŘŘ ŎƻǳǊǘΩΦ  hƴŎŜ ŎƻƳǇƭŜǘŜŘ ŎƭƛŎƪ 

Ψ.ŀŎƪ ǘƻ ŎƻǳǊǘ ǎŜǘǘƛƴƎǎΩΦ 

3.  Once courts have been added set up 

open/close times, max reservations and 

Řŀȅǎ ƛƴ ŀŘǾŀƴŎŜ ŀƴŘ ŎƭƛŎƪ ΨǎŀǾŜΩΦ 



 

 

III.  Tabs ɀ Home Page 

Tabs can be used for adding ŎƻƴǘŜƴǘ ǘƻ ǘƘŜ ŦǊƻƴǘ ǇŀƎŜ ƛƴŎƭǳŘƛƴƎ ά!ōƻǳǘ ¦ǎέ ǿƛǘƘ ƎŜƴŜǊŀƭ 

ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ǘƘŜ Ŏƭǳō ƛƴŎƭǳŘƛƴƎ ŀƴ ŀǇǇƭƛŎŀǘƛƻƴ ǘƻ Ƨƻƛƴ ƻǊ ά5ƛǊŜŎǘƛƻƴǎέ ŦƻǊ ƎǳŜǎǘǎ ǘƻ ŦƛƴŘ ǘƘŜ 

club. 

 

 

 

 

3.  {ŜŜ άHow to Create a Web Pageέ 

 

 

 

 

1. /ƭƛŎƪ Ψ9Řƛǘ ¢ŀōǎΩ 

1.  Add name of new 

ǘŀō ǘƘŜƴ ŎƭƛŎƪ Ψ!ŘŘ 

tŀƎŜΩ 

2.  Click Ψ9ŘƛǘΩ ǘƻ 

open new page 



 

 

III.  How to create a New Web Page: 
 

 

 

Note:  Text that is pasted from another document may have some formatting inconsistencies.  This 

is expected and must be manually corrected.  Generally the corrections should not take very long. 

 

 

 

1.  Enter Title 

нΦ  ¢ƻ ǳǇƭƻŀŘ ŀ ǇƛŎǘǳǊŜΣ ŎƭƛŎƪ Ψ.ǊƻǿǎŜΩ ŀƴŘ ŦƛƴŘ ǘƘŜ 

picture on your PC. 

[ŀǘŜǊ ƛŦ ŘƻƴΩǘ ǿŀƴǘ ŀ ǇƛŎǘǳǊŜΣ ŎƘŜŎƪ ƛƴ ά5ƻƴΩt display 

ŀ ǇƛŎǘǳǊŜέ 

оΦ  ¢ȅǇŜ ƛƴ ŀ ŎŀǇǘƛƻƴ ƛŦ ŀƴȅΣ ŜΦƎΦ ά! ǾƛŜǿ ƻŦ ǘƘŜ 

ŎƭǳōƘƻǳǎŜ ŦǊƻƳ ōŜƘƛƴŘ ǘƘŜ ǇƻƻƭΦέ 

пΦ  !ǘǘŀŎƘ ƻƴŜ ƻǊ ƳǳƭǘƛǇƭŜ ŦƛƭŜǎΦ  /ƭƛŎƪ Ψ.ǊƻǿǎŜΩ ŀƴŘ 

ǎŜƭŜŎǘ ǘƘŜ ŦƛƭŜ ǘƻ ŀǘǘŀŎƘ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ Ψ!ŘŘ ŦƛƭŜΩΦ  !ŘŘ 

ƳƻǊŜ ŦƛƭŜǎ ŀǎ ǊŜǉǳƛǊŜŘΦ   9ŀŎƘ ǘƛƳŜ ŎƭƛŎƪ  Ψ!ŘŘ ŦƛƭŜΩ 

Format options 

External and internal site links may be inserted 

using these two icons.  See Links. 

сΦ  /ƭƛŎƪ Ψ¦ǇŘŀǘŜΩ ǿƘŜƴ ŎƻƳǇƭŜǘŜ ǘƻ ŎǊŜŀǘŜ ƴŜǿ ǇŀƎŜΦ 

5. Text may be typed or pasted from another 

document.  The formatting in pasted text does not 

always pick up and may have to be edited. 



 

 

 

a.  Links:  

{ƻƳŜǘƛƳŜǎ ƛǘΩǎ ǳǎŜŦǳƭ ǘƻ ǇƭŀŎŜ ŀ ǿŜōǎƛǘŜ ƭƛƴƪ ƛƴǎƛŘŜ ȅƻǳǊ ǘŜȄǘ ǎƻ ǘƘŜ ǊŜŀŘŜǊ Ŏŀƴ Ŝŀǎƛƭȅ ƴŀǾƛƎŀǘŜ ǘƻ 

the internal club web page or external site being referenced.  However many  web addresses are 

very long and difficult to understand.  Links may be used to name a website reference so that the 

actual address can be hidden. 

 

 

1.  Highlight text that will 

become link 

2. Click chain link icon 

3. Type or paste website address 

ŀƴŘ ŎƭƛŎƪ ΨLƴǎŜǊǘΩ όƛƎƴƻǊŜ ¢ƛǘƭŜύ 



 

 

V.  Announcements  (If related to an Event, see Events.)  

 

 

 

Email Options ς Announcements may be posted on the site and/or emailed to selected site users.  The posting and 

security options are determined in the website storage section.  The email options are self explanatory.  For more 

information on categories and email lists within categories, see Email Lists. 

мΦ ¢ƻ ŎǊŜŀǘŜ ŀ ƴŜǿ ŀƴƴƻǳƴŎŜƳŜƴǘ /ƭƛŎƪ Ψtƻǎǘ ŀƴ 

ŀƴƴƻǳƴŎŜƳŜƴǘΩ 

2.  Type in the subject (this will be what 

others see before opening the message). 

3.  A category must be selected.  See 

Email Lists for more info. 

4. For Formatting, links and File 

attachment see How to create a 

web page. 

5.  If not stored on website, this is an email 

only option.  No record will be kept.             

6. Next decide if it should display on front 

page depending upon importance and 

audience.                                                            

7. Use the third box to set security. 

Use the second option to email the 

announcement to a specific group 

specified under category. 

Use the third option to email the 

announcement to the whole club. 



 

 

6)Ȣ  %ÖÅÎÔÓ ÉÎÃÌÕÄÉÎÇ 2360ȭÓ ÁÎÄ %ÖÅÎÔ !ÎÎÏÕÎÃÅÍÅÎts 
 

 

 

 

 

See next page for further RSVP discussion. 

1.  Click on rectangle and a calendar will 

display to choose date. 

2.  Each must be entered.   

3.  Add description 

here.  See new web 

page for formatting  

and picture info. 

Entry of text in this box 

triggers the set up of an RSVP. 

пΦ /ƭƛŎƪ ΨtƻǎǘΩ ǘƻ ǎŜǘ ǳǇ ǘƘŜ ŜǾŜƴǘΦ 



 

 

VII.  RSVP  

a.  No Invitation emailed to members  
An RSVP is generated when text is typed into the RSVP prompt box.  An RSVP will only show up within an event 

unless an ANNOUNCEMENT is sent FROM the EVENT page. 

 

 

!ƴ Lb±L¢!¢Lhb Ƴŀȅ ōŜ ǎŜƴǘ ōȅ ŜƳŀƛƭ  ōȅ ŎƭƛŎƪƛƴƎ Ψ{ŜƴŘ ŀƴ ŀƴƴƻǳƴŎŜƳŜƴǘΩ ŀōƻǾŜΦ  {ŜŜ ƴŜȄǘ ǇŀƎŜΦ 

 

 

1.  Click on the event in the 

calendar or event listing. 

2.  Members  RSVP by 

navigating to the event and 

clicking a response, write in 

the number attending and 

any comments. 

Comments are useful for  

additional information such 

as the names of children 

attending or what covered 

dish they plan to bring. 



 

 

 

 



 

 

ÂȢ  2360ȭÓ ×ÉÔÈ )ÎÖÉÔÁÔÉÏÎÓ ÅÍÁÉÌÅÄ ÔÏ ÍÅÍÂÅÒÓ 

 

 

 

1. At the bottom of event, click 

Ψ{ŜƴŘ ŀƴ ŀƴƴƻǳƴŎŜƳŜƴǘΦ 

2. Complete as any other 

announcement. 

3.  If the email is NOT stored on the 

website, the message will still be 

sent with a link to the event.  See  

message example below. 

Members receiving  an 

invitation can click on 

either link and be taken 

to  the event to RSVP. 

Invitation can be emailed to Boy Scouts 

or to the whole club 



 

 

SAMPLE  EVENT RSVP 

 

 

 

 

Cumulative totals are given under 

Yes, Maybe and No 

Comments can be used to indicate 

anything.  The name of the child that 

can or cannot attend, what dish a 

member is  bringing, etc. 

Remember, this is the RSVP prompt 

entered when the event was 

created.  It can be used to ask for 

any information, regrets e.g. a swim 

meet 

Each announcement is listed here.  

All event announcements have links 

to the event and RSVP. 



 

 

 



 

 

 

VII.  Social Activities  
Use this page to post information on activities not directly related to swim or tennis.  This could be a 

bridge club, boy or girl scouts, or a garden club.   

 

 

 

 

 

Insert links to other interesting or 

useful sites. 

See create a webpage to add 

a supporting page. 



 

 

VIII.   Baby Sitter Classifieds  
This is available only to logged on members.  This is a great opportunity to match up families with kids looking to 

earn a little babysitting money. 

 

 

 

1.  Click here to post  baby 

sitter ad. 

Name and age is probably best  here. 

This is a good place to indicate hours 

available, special skills, experience, 

contact info, etc. 

This box must be checked 

to post the ad. 



 

 

VIII.  Club Information  
 

General information such as directions and membership information is best posted on the home page in a tab to 

make it easy for new visitors to find.  Club information is a good place for general reference items such as by-

laws,  rules and regs, club house or picnic area reservations information, special projects such as a capital plan 

information, etc. 

For information on the process of posting information see How to create a new webpage. 

 



 

 

X. Pool Home and Swim Team Management  
For most clubs managing the pool and the swim team is the most demanding communication task in the 

club especially for the swim team organizers and coach.  It is also the most challenging communication 

processing, storage and retrieval  task for parents.   

Key information that must be communicated includes:  team formation; registration; swim wear orders; 

coach information; practice schedule including special practices; meet schedule and directions; 

volunteer management;  and miscellaneous items such as messages from the coach and parties. 

There are 3 main sections for swim team information:  1)The Swim Team Home Page, 2) Meet 

Management  and 3) Meet Locations. 



 

 

 

A.  Swim Team Home Page:  Swim|Swim Team is the Swim Team home page.  A 

sample is below.  Security:  The page itself may be viewed by any visitor to the site.   

There are 3 main sections:  1) a general area that may contain text, a picture and attached files; 2) 

recent swim announcements; and 3) a box to the right with a link to meets, swim files, a coaches page, 

additional user created web pages and swim team related links.  Only site managers may make changes 

to the section. 

 

 

1. 

2. 

3. 

Click here to add or 

change this section. 

Go to Create a Web 

Page for instructions. 

Click to go to all swim 

announcements & post 

an announcement. 

Use for links to internal 

pages or other websites. 

Click here to add 

pages for general 

team information 



 

 

B.  Swim Team Email List 

C. A custom swim team email list can be created once sign ups are complete.  Use this list to send emails to the 

team through the announcements section.    See Email Lists for information on how to set up a list.



 

 

 C.  Creating Swim Coaches Bio Page 

Use this page to create a short biography on all key members of the coaching and administrative staff.  

Aside from biographical information, you may wish to include whether or not a coach offers lessons and 

key contact info. 

 

To add or change coach 

information click here Click edit or delete for coaches already 

ŜƴǘŜǊŜŘ ƻǊ ŀŘŘ ŀ ƴŜǿ ƴŀƳŜ ŀƴŘ ŎƭƛŎƪ Ψ!ŘŘ 

ǘƻ [ƛǎǘΩΦ 

The order coaches are listed may be 

changed.  Click here and hold.  Move the 

coach to the desired order and release. 

 

Place name and position 

here. 

¢ƻ ŀŘŘ ǇƛŎǘǳǊŜ ŎƭƛŎƪ Ψ.ǊƻǿǎŜΩ ŀƴŘ ƴŀǾƛƎŀǘŜ ǘƻ 

ǘƘŜ ǇƛŎǘǳǊŜ ƻƴ ȅǊ t/Φ  /ƭƛŎƪ ΨhǇŜƴΩ ŀƴŘ ǘƘŜƴ ǘƘŜ 

picture will be added when Ψ¦ǇŘŀǘŜΩ ƛǎ ŎƭƛŎƪŜŘ 

on the bottom of the page.   

To delete a 

picture, click here. 



 

 

 

D.  Swim Meet Management 

The swim meet management section has three key components:   

1. A page dedicated to the meet including a meet name, location, date, attached files and a 

general description. 

2. Meet location and on-line mapping capability. 

3. Swim Meet Volunteer management . 

 

i .  Add a new meet:  There are two ways to add a new meet: 

1.  From the Swim Team Home Page 

 

 

2.  From the Meet Schedule Page 

 

Navigate to Swim Team 

ƘƻƳŜ ǇŀƎŜ ŀƴŘ ŎƭƛŎƪ Ψ!ŘŘ ŀ 

ƳŜŜǘΩ 

Or Navigate to Meet 

{ŎƘŜŘǳƭŜ ŀƴŘ ŎƭƛŎƪ Ψ!ŘŘ ŀ 

ƳŜŜǘΩ 



 

 

ii.  Initial Meet Set Up Page 

hƴŎŜ ǘƘŜ ƳŜŜǘ ƛǎ ǎŜǘ ǳǇΣ ǘƘŜƴ ŦƛƭŜǎ Ƴŀȅ ōŜ ŀǘǘŀŎƘŜŘ ŀƴŘ ǾƻƭǳƴǘŜŜǊ ƭƛǎǘ ŎǊŜŀǘŜŘΦ  /ƭƛŎƪƛƴƎ ƻƴ Ψ!ŘŘ ŀ ƳŜŜǘΩ ŦǊƻƳ ǘƘŜ {ǿƛƳ 

Team home page or the Meet Schedule page opens the following page: 

 

Files and volunteers may be added after a meet has been set up.    The following page shows how to edit the meet, set 

up an RSVP for swimmers and attach files to the meet.  Navigate to the meet using Swim|Meet Schedule or clicking ΨAll 

MeetsΩ in the Swim Team home page. 

 

 

 

The page below will open.  Using this page, meet details may be edited, an RSVP for the swim meet may be set up, swim 

meet files  added and swim meet volunteers may be managed. 

Enter meet info.  If a location has not been 

ǎŜǘ ǳǇΣ ŎƭƛŎƪ Ω9Řƛǘ [ƻŎŀǘƛƻƴǎΩΦ  {ŜŜ Location 

Setup for directions. 

Click here to edit meet 

description, set up RSVP, 

add files, etc. 



 

 

 

An RSVP for the meet will be set up 

ONLY if an RSVP prompt is added.  

For regular meets it may be easier to 

collect regrets and for special meets 

ask for only those that plan to swim. 

¢ƻ ŀŘŘ ŀ ŦƛƭŜ ŎƭƛŎƪ Ψ.ǊƻǿǎŜΩ ŀƴŘ 

navigate to the file you wish to add.  

/ƭƛŎƪ ΨhǇŜƴΩ ŀƴŘ ǘƘŜƴ ŀŘŘ ŀ ŦƛƭŜ 

description if necessary.  To add file 

ȅƻǳ Ƴǳǎǘ ŎƭƛŎƪ Ψ¦ǇƭƻŀŘΩ Φ  wŜǇŜŀǘ ŦƻǊ 

each file. 

If the file contains meet results, click this 

box before uploading.  After uploading the 

file the prompt below will appear above 

files.  Click the result and then click 

Ψ¦ǇŘŀǘŜΩΦ  ¢ƘŜ ƳŜŜǘ ǇŀƎŜ ǿƛƭƭ ǊŜŦƭŜŎǘ ǿƛƴ 

or loss. 

Formatting 

tool bar. 



 

 

 

iii.  Meet RSVP 

Remember  from event instructions an RSVP will ONLY be generated if text is entered at the RSVP prompt  in the meet 

input screen.   Members may RSVP by navigating to the meet and completing the screen below.  The responses will be 

summarized on the meet page with totals, family name, number yes, maybe, no and comments.  A family cannot click in 

two circles to respond positively and negatively i.e. Janey can swim but Brian cannot.   

ILb¢Υ  w{±tΩǎ Ŏŀƴ ōŜ ǇƻǎƛǘƛǾŜ ƻǊ ƴŜƎŀǘƛǾŜκǊŜƎǊŜǘǎ ƻƴƭȅΦ  {ƻƳŜ Ŏƭǳōǎ ŀǎǎǳƳŜ ǘƘŀǘ ŀƭƭ ŎƘƛƭŘǊŜƴ ǿƛƭƭ ōŜ ǎǿƛƳƳƛƴƎ in regular 

meets unless the families indicate otherwise other clubs require children to positively affirm they are swimming.  Special 

ƳŜŜǘǎ ǎǳŎƘ ŀǎ ŎƘŀǊƛǘȅ ŜǾŜƴǘǎΣ ǇƻǎƛǘƛǾŜ w{±tΩǎ ƳƛƎƘǘ ōŜ ŜŀǎƛŜǊ ǘƻ ƳŀƴŀƎŜΦ  If using REGRETS ONLY make sure it is very 

ŎƭŜŀǊƭȅ ƭŀōŜƭŜŘΦ  LŦ ŦŀƳƛƭƛŜǎ ǇƻǎƛǘƛǾŜƭȅ ǊŜǎǇƻƴŘ ǿƘŜƴ ƛǘΩǎ ƴƻǘ ǊŜǉǳƛǊŜŘΣ ƛǘΩǎ ƴƻǘ ŀ ōƛƎ ŘŜŀƭΦ 

 

The ONLY way to email the 

RSVP request is to send an 

announcement. 



 

 

iv. Email an RSVP 

To email an RSVP to Swim Team members, click Ψ{ŜƴŘ ŀƴ ŀƴƴƻǳƴŎŜƳŜƴǘΩ and choose the email list for your swim team 

ǳƴŘŜǊ Ψ/ategoryΩ.  Below is the subject header line and body of the message that will be received by your swim team 

members. 

 

 

 

 

 

Select Swim Team to 

email to swim team 

members only. 

See Announcements in the help 

section for assistance with this page. 

To email to the Swim Team 

ONLY, choose this option 



 

 

A sample email in box is below and body of the message: 

 

 

 

Clicking either will open meet 

page with RSVP. 



 

 

 

v. Location Set Up 

 

 

Enter the address and any special 

ƴƻǘŜǎΦ  ¢ƘŜƴ ŎƭƛŎƪ Ψ¦ǇŘŀǘŜΩΦ  ¢ƻ ǎŜŜ ǘƘŜ 

actual aerial photo, navigate to meet 

locations.  The aerial photo is nice 

because members can see quirky 

locations such as this one tucked 

behind a house.  Once the location is 

set up, members may type in their 

address and receive driving directions.  



 

 

 

vi.  Location Driving Directions  

The driving directions section is much like other publicly available sites.  Type in a starting address and a route will 

display on the map along with driving directions. 

 

 

 

 

Click + or ς to zoom in or out.  Change the look by 

choosing Road, Aerial or Hybrid.   Click on the 

map and move it left or right or use track wheel 

to zoom in or out. 



 

 

 

vii.  Volunteer Management  

Volunteers can be managed on the site for each meet.  If preseason registration is used for the majority of positions, the 

volunteer manager can very easily enter the names for each meet.  Members can sign up on line and an email will be 

sent to each volunteer before the meet.  A special print page is available as a reference for the meet volunteer manager. 

The meet positions:  lane judge, timers, concessions, etc. must be input as part of the club start up process.  After the 

initial loading of the positions i.e. future meets , select from a list of positions for each meet (home and away being 

different as are special meets -  charity, regional and state meets). 

 

Initial Volunteer Position Set Up                              

 

 

Once the volunteer positions have been set up, return to the meet and click on the volunteer positions tab.   (If you use 

your browser back button, you may not see the changes since your PC will call up a page it store previously.  Click 

refresh to pick up revisions.) 

/ƭƛŎƪ Ψ9Řƛǘ ŘŜǘŀƛƭǎ ŀƴŘ w{±t ƛƴŦƻΩ ŦƻǊ ǘƘŜ ƳŜŜǘ 

and then choose the volunteer positions tab. 

/ƭƛŎƪ Ψ9Řƛǘ ŀǾŀƛƭŀōƭŜ ǇƻǎƛǘƛƻƴǎΩ 

To add a position, enter the name and click 

Ψ!ŘŘ tƻǎƛǘƛƻƴΩΦ  ¸ƻǳ Ƴŀȅ ǿŀƴǘ ǘƻ ŜƴǘŜǊ ŀƭƭ 

home and away positions the first time as 

part of the set up process. 



 

 

 

Set Individual Meet Volunteer Positions 

 

Click in the box for each volunteer 

Ǉƻǎƛǘƛƻƴ ŀƴŘ ǘƘŜ Ψ{ŀǾŜ /ƘŀƴƎŜǎΩΦ  όbƻǘŜ 

since this is an away meet, there are no 

concessions volunteers.) 



 

 

Individual Meet Volunteer Entry:  Once needed meet volunteers have been set for a meet, navigate to the meet and 

ŎƭƛŎƪ ΨƘŜǊŜΩ ƛƴ ǘƘŜ ƎǊŀȅ ōƻȄΦ 

 

 

 

 

 

Managers may assign 

volunteers based upon 

preseason sign ups, etc.   Click 

on the drop down arrow and all 

members will display.  Simply 

choose the member and then 

enter his/her name manually. 

Members may volunteer on 

their own.  Clicking on the 

drop down, they will only see 

their own name. 


