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Website Introduction 

Thank you for volunteering to be such a vital part of the New Providence Soccer Club. The 
NPSC website is a great resource that will help you to manage your team more efficiently and 
effectively. Hopefully, the information in this packet will answer any questions that you may 
have and help you carry out your duties with ease.   

This document provides instructions on how to perform the website functions available with a 
team manager password. If at any time you have a question or need additional help, you can 
email the NPSC Webmaster at website@npsoccerclub.org. 

Each team is responsible for keeping their team’s information current on the NPSC 
website.  Attached to this manual, you will find directions to help you: 

 Add or Edit a team bulletin
 Edit game results
 Edit player statistics
 Edit member contact information
 Post a general event on calendar
 Post a message on team page
 Upload document to team page
 Upload photos and create albums
 Make roster assignments
 Send email message to team

Logging In 

In order to for you to perform team management tasks, you'll 
need to make sure that you are logged in.  Coaches and Team 
Managers simply login with their email address and personal 
password. This will allow you to perform website functions for 
your team only.    

Important! If you do not login in the top right corner of the website, you will not have access to 
the admin capabilities as a coach or manager. 

If you do not know your password, hover over ‘Parents’ in the horizontal menu 
and click on ‘Edit My Account’.  Enter the email address and click ‘forgot?’.  An 
email will be sent to you with a link to reset your password. 

If you would like to change your password, click My Account at the top of the 
screen. Click on your name and you will be able to change your password here.   

IMPORTANT SECURITY POLICY: Parents should never be given your password under any 
circumstances. They must use their own username and password. 
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Parent Log In 

There are restricted areas to the website that only members can access. In order for parents to 
utilize the full benefits of the website, they must be logged in. Parents will use their email 
address as their username and their personal password.  If they don’t know their password, they 
can follow the directions on the previous page. 

Main Menu: Administrative Features 

As an FYI, many of the tasks that 
you need to do are accessible 
through the Main Menu.  Once you 
have logged in, simply click ‘Admin’ 
next to your name on the top right 
hand side of the screen, and chosse 
Home. You will see a page that 
looks like the one below. 

Accessing Your Team's Pages 

Each NPSC team has their own page. To access your team 
page, hover over ‘Teams’ in the horizontal menu, choose 
Select or Travel and then choose your team.   Once you 
get on the team page, you will notice that the options on the 
vertical menu that is located on the left side of the screen 
are now different (Example is on the right). Many of the 
features shown below are accessable from this menu.
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Add, Edit, and Delete Games, Practices, and General Events 

Games and Practices are events which take place at a facility and involve a team or multiple 
teams. When scheduled, these events show up on the team's Schedule and can be used to 
capture RSVPs.  Games and Practices also have the ability to send out notifications 
automatically about changes and can also remind people about an upcoming event. 

General Events are events that your team is involved in off the field. These are not events such 
as practices or games. A good example of a General Event would be a parent meeting or a 
pizza party. These events, when added, are shown on the Team's Calendar page. They do not 
send reminders and they cannot be used to collect RSVPs. If you choose to add this event to 
the team calendar, it is highly recommended that you also add a bulletin and broadcast it, so 
that an email is also sent out to all the members.   

To schedule an event: 

1. Navigate to your team's Schedule page.

2. Click options.

3. Click ‘Add new event’.

4. You will see a screen allowing you to enter game/practice or general event.

5. Click on the kind of event that you would like to schedule.

6. Complete the event details, and then click submit to save.

Delete or Edit a Game/Practice 

Navigate to the team's schedule page and click  to delete or to edit. 

Delete or Edit an Event 
Navigate to the team's calendar page, click directly on the event title, 

and then click  to delete or to edit. 
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Add or Edit a Facility 

Add a Facility 

When adding a new event, carefully look through the drop down list of existing locations.  If the 
location that you need is there, all you have to do is click on it.  Please note: You will never need 
to add a home facility, they are already listed.  If you do not see the location that you need, then 
click . A new window will open.  Fill as much information that you know about the 
facility.  It is important that you enter the correct address, as well any and all of the information 
that you know about the faculty.  Once you add and address to your facility, it will also integrate 
with Google Maps for members to access directions quickly.  This will be how parents will get 
their directions that will automatically be sent to their email and phone if set it up to do so. This 
is why it is important that this information is correct.  If everyone does this step efficiently, 
eventually the NPSC database will have most playing fields listed.  In the long run, this will be a 
huge timesaver for team managers. 

Edit a Facility 

This feature will allow you to change information about a location. This should be used if there 
are additional directions that need be added or if the original directions need to be changed. You 
may also add comments about the facility including drive time, website, telephone numbers, etc. 

1. Hover over ‘Admin’ at the top of the page.

2. Hover over ‘Facilities’.

3. Click on the ‘List/Edit Facility’.

4. Click the edit button next to the facility that
you would like to update.

5. Update/Edit facility information and click
‘Submit’ to save.
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Post, Edit, or Delete News Bulletins on Team Page 

Posting messages on the team page is a tool for the team manager or head coach to 
communicate with the team. Messages can be added to the team page and the same message 
can be sent as a broadcast (email) to the entire team at the same time. 

In order to post a bulletin, go to the Admin Menu at the top of the screen, hover over 
‘Messaging’, then click on ‘Team Bulletin’. An alternative way to send a message is to go to the 
team’s home page and click on green plus sign (see below).   

Once you click on the green plus, you will be brought to a new page.  Fill out the information. 
1. Confirm your name and email address is correct.  You only need the email address if you

are going to broadcast this message in addition to posting.
2. Enter expiration date for message. Message will automatically be removed from team

page after this date.
3. Enter message title.
4. Enter message.
5. If you want the message to be emailed to the team, click on the box that says, ‘Broadcast

message’.  If not checked, no email will be sent and the message will only be posted on
the team home page.

6. Click ‘Submit’ to send or ‘Reset’ to start over.

NOTE:  Messages and Bulletins are the same thing. 

To edit an existing team bulletin, click on the edit icon that is on the top right of the bulletin.  
Note: You will only see the edit button if you are logged in. 

To manually delete a team bulletin message, click the red delete icon that is on the top right of 
the bulletin.  Note: You will only see the delete button if you are logged in. 
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Add Game Results/Statistics 

The NPSC website provides the ability for teams to maintain their own W-L-T record and 

add small write ups for each game if they would like.  

2. Go to the team page, click on ‘Results’, click  (‘Edit’ button), enter in the result details, 
and click submit to save. This will record your results on your team page for your parents 
and players to see.  The results will also show up on the main NPSC page under recent 
results.

Any games for the current day or any that have not been entered up to that day will be available 
for scoring.  Any event that had “Game” or “Tournament” in the event description will show up in 
the Results list.   
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Edit or Add Member Information 

If you have rights to edit member information for 
your players, you will be able to find an edit icon on 
your team's roster page to do this. 

Edit Member Information 

1. Go to your team's Roster page.

2. On the right, click the  button to edit a 
member.

3. Edit the information on each tab and click
‘Submit’ to save.

Helpful Hints: 

Contact Tab: Make sure to enter email address, cell phone information and cell phone provider 
for anyone that would like to receive automatic updates (emails and texts).   

Member privacy is very important and the website has an 
override setting to prevent member information from 
becoming public.   

The 3 settings used for member data are: 

1. Public: Available to the general public on rosters,
team home pages and the Team Contacts page (for
Coaches & Team Managers)

2. Roster: This information will only be displayed on
rosters according to the viewing policy (password
protected) set for that team.

3. Private: No one other than club administrators can
view the information.

Email addresses are never shown to the public even with a 
public setting.  A public setting creates a link on the Team 
Contact page and on the Team Home page that allows the 

general public to send an email to that contact.  The contact’s email address is not shown and 
provides a safe way to be contacted by other teams or associations. 

Personal Tab: The player’s pass number can be put in the ID box, if you’d like.  Make sure that 
you choose ‘player’ for players and ‘parent’ for parents. This is where you will link the parent(s) 
to their child.  It seems to be easier to add parents first, then when you add their child as a  
player, you can look through the drop down menu to choose the correct parent. 
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Teams: This is where you will link the players and the parents to your team.  

Add a Member 

1. Hover over ‘Admin’ at the top of the page.

2. Hover over ‘Members’.

3. Click on the ‘Add Member’.

4. Fill out as much information as possible and
click ‘Submit’.  See previous page for more
details.

Email Team, Print Roster, etc. 

You can access your Roster from your Team Page.  This is an example of what a completed 
roster looks like.  On the top right hand side of the page there is an ‘Options’ button, which 
allows you to do several things such as email the team, print the roster, etc.   
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RSVP Feature 

There are many benefits to the RSVP feature. You should encourage members to use it.  This 
feature will allow coaches and managers to poll the players on their team for attendance at 
future games and other events. Members will receive an email about their event 48 hours prior 
in an email. The email will 
include two buttons (“Yes, 
I can make it” and “No, I 
cannot make it”) asking if 
the person will be at the 
event or not. If someone 
declines to attend an 
event, the coach(es) and 
the manager will be 
notified automatically via 
email. 

The coach and team 
manager can view the 
RSVPs, by going to the 
team page, clicking on 
‘Schedule’, and clicking 
on the thumbs-up icon. 

When a coach or manager checks the RSVPs, it will look like this.  On this screen, they have 
the ability to ‘Resend RSVP’, ‘Email Not Attending’, and ‘Email Attending’ by clicking on the 
appropriate envelope icon for each category.  
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Documents 

Upload Documents 

This tool allows you to upload downloadable documents that your team members can view and 
print from your website. These can include documents such as team policies, parents’ code of 
conduct, and other documents that need to be saved by each user.  These documents will only 
be seen by your team members. If you have something that you think will benefit the entire club, 
email it to Linda Lampert at LindenYSA@gmail.com. 

1. Hover over ‘Admin’ at the top of the page.

2. Hover over ‘Tools’.

3. Click ‘Add Documents’.

4. Enter the details for the document and upload a document from your computer.

5. Once uploaded, this will appear on your team Documents page.

Editing or Deleting a Document 

Go to your team Document page and click the edit or delete icon to modify this document's 
settings. 

Photos 

Upload Photos 

Team photos can only be uploaded by the coach, team managers, team contacts, or 
administrators that have these rights. They cannot be uploaded by players or parents of players 
on the team. 

1. Hover over ‘Admin’ at the top of the page.

2. Hover over ‘Tools’.

3. Click ‘Add Pictures’.

4. Enter in the picture information and upload the file. (You can upload up to 10 files at a
time, not exceeding 50MB total per upload process.)

5. Once uploaded, you can find the pictures on your team's Pictures page.

Moving or Deleting Pictures 

1. Go to your team's Pictures page.

2. Select (an) image(s) by checking the check box in the top left corner of a picture.

3. Use the action items in the top right corner of the page to make changes.
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Text Notification & Directions 

Members will receive an automatic text notification 2 hours 
before each game and practice. In order for this to work the 
member’s cell phone number and service provider must be 
entered in their account information.  The website does not 
charge for these text messages, but the member will incur 
any applicable charges from their cell phone provider (unless 
they have unlimited).   

As you can see, if the address for the facility is entered into 
the website, it becomes a clickable address in the text 
message. This address is integrated with Google Maps for 
members to access directions quickly.  This is a great feature 
because it is a time saver for team managers since it 
eliminates the need to distribute directions to the team. 

League Athletics App 

Look for the 'LeagueAthletics’ app, which allows you to: 

For Coaches & Managers: 

 Add games and practices to team schedules.
 Open and close facilities immediately. When closed, an optional notice can be sent to all

affected members.
 Communicate with your teams. Send emails and text messages from your mobile device to

each of your rosters.
 Access roster information and player contact details.
 View RSVPs for upcoming events to see if all of your players can make it to the big game.
 Enter game results and track stats in real-time.

For Parents & Players: 

 View your team's schedule to track practice and
game changes.

 View league and club news to keep up-to-date
with new events.

 Get directions to facilities and see nearby
amenities like coffee shops and pizza.

 View pictures uploaded to your club's website.
 Access contact information for coaches and

team managers.
 Check game results and scores, as well as

team stats.
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Add App Icon to Home Screen on iPhone 

Doing this step will create an app icon on your iPhone that will bring you directly to your team’s 
page. Adding this to your iPhone can save you a lot of time.  The picture will be the NPSC 
patch.  The name under the icon is customizable, you can name it whatever you would like.   

To add this icon, following these steps: 

1. Use the Safari app and go to npsoccerclub.org.
2. Go to your team page.
3. Click on the arrow on the bottom bar to open up the menu.
4. Click ‘Add to Home Screen’.
5. Choose what you would like the icon to be called and click ‘Add’.

Media: Public Relations 

If you ever have anything that you want put on the main page on the NPSC website or 
Facebook, just send a picture or two along with a little explanation to Michael Landsittel, 
president@npsoccerclub.org  




