
How To Email Your Team 
When you log in you should see a page that looks like this.  If not you can also click on the red Admin link 

on the upper left hand side of the page.   

 
 

STEP 1: Click on the Team News link and you will get a screen that looks like this with your name and 

email address filled in. 

Enter in a Title in the Title box 

 
  



STEP 2: Scroll down and enter your message 

 
STEP 3: Optionally check your spelling by clicking on the ABC with the green check and click on Enable 

SCAYT (Spell Check As You Type). 

 
STEP 4: Scroll down and pick the team you are creating a message for and then click on the Submit 

button to Save/Post the message on the website. 

 
  



STEP 5: To send the message out to all your team’s players & parents check the Broadcast Message 

check box.  You have the option to pick the date and time the message will be sent.  You can also Include 

the message via text by checking the Include text messages check box. 

 
 

Your Message will then be under your Team and you can edit the message by clicking on the orange is 

edit button on the top of the message window.  You can also delete the message by clicking on the Red 

X or you can add a message by clicking on the Green + 

 

  



How to Link Documents and Websites to Your Message: 
STEP 1: Highlight the words you want to use to make the link 

 
 

STEP 2: Click the Hyperlink button at the top of the toolbar 

 

This box should open up…  

 

STEP 3: Click on the “Target” tab. From the dropdown menu choose “New Window”. This makes it so the 

Thunder website does not completely close while they look at the document or other website 

 
 



STEP 4: Click the “Link Info” tab… 

If you are linking to a website, copy the URL into the URL box. Then click OK and you’re done! 

 
 If you are linking to a document, click the browse server button… 

 
This box should open up… Then click “Link to a file”

 
  



This window should pop up… Click “Choose File” 

 
Then choose the file you are trying to upload. You should see the title of your document under “Choose 

File”. Then click the “Upload” button. 

 
 

STEP FIVE: The link or document should have filled in the URL box, like this… 

 
Then click “OK”. Now the letters you highlighted should be blue like below! Then follow any steps above 

to finish broadcasting your message. 

 


