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PCHS Athletics Website  

How-To Guide for Coaches and Team Parent Reps 

 

These instructions explain how to log in to the panthercreekathletics.com website as a Coach, 

Asst Coach, or Manager (Team Parent Representative). 

 

Before tryouts, the preferred communication method is through the use of team bulletins. 

These instructions explain how to post these team bulletins to communicate with potential 

athletes prior to tryouts, and how to enter practices and other off-season / pre-tryout events 

on the team calendar. 

 

Instructions for adding members to the database are also provided; however, it is preferred 

that the individuals register their information on the website themselves. 

 

After tryouts have been completed and the team roster is set, communication with the team 

members and their parents/guardians can also include email and/or text messages. These 

instructions explain how to perform these tasks. 

 

Finally, the instructions explain how to lookup members of the team and edit their information 

if necessary. 
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A.  Logging in as a Coach, Asst Coach, or Manager (Team Parent Rep) 

 

1.  Go to panthercreekathletics.com. 

2.  Click the black Sign in button in the upper right corner of the screen. 

 Click Sign in 
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3.  Enter your email address and your personal password that you created when you 

registered, and then click the  Sign in button.  The system will recognize you as blue

having an official team role (Coach, Asst Coach, or Manager) and will give you 

administrative access to certain features for your team(s). 

 

 

 

  

 

 

  

Enter password 

here 

Enter email 

address here 
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4.  After a few seconds, the login area will change to the screen as shown below, with 

your name following the word "Welcome" at the top, as well as showing "Admin" and 

"Sign Out" buttons.  Click the "Admin" button. 

 

 

 

 
 

 

 

 

 

You will then see several Administrative menus across the top of the screen as shown 

below. When you place your mouse pointer over these menus, the administrative 

functions for which you have access will be shown. 

 

 

 

 

5.  You can make this administrative task bar visible at any time by clicking the word 

"Admin" at the top of the screen.   

6.  You can also access the Help Manual any time you see the  button.  Clicking this 

button will open the Help Manual in a separate window, taking you to the section of 

the manual that is applicable for the screen/function you are using at the time.  The 

Help Manual also has search features if you need to find a different topic. 
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B.  Posting Team Bulletins 

 

As mentioned above, team bulletins posted on the individual sport pages will be used to 

communicate with potential athletes during the off-season and before tryouts are completed 

and the roster is set. 

 

1. From the Messaging menu on the Administrative bar, click Team News. 

 

 

 

You should then see the screen shown below. 
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2. Enter your name (or the Coach's name if you are posting this on the Coach's behalf) 

in the Author box. 

3. Enter the Email address to which you want any replies or comments to be sent. This 

is helpful if someone has a question about the information you are posting. 

4. Enter the date you want the information to be posted in the Publish date box. This 

will usually be the date you are creating the bulletin; however, this can be set to a 

future date if necessary. 

5. Enter the date you want the information to no longer be visible to the public in the 

Expiration date box. If this is a message that you might need to re-instate or re-

publish later, click the "Archive thereafter" box. 

6. Enter the Title of your bulletin. 

7. You can change the Background and Text Colors, if desired. 

8. The blue box is where you type the text of your bulletin. You can also copy/paste 

from outside word processing programs such as Microsoft Word. You can insert 

hyperlinks to other websites using the hyperlink button . 

 

 
 

9. At the bottom of the screen (shown above), you will select the Recipient Team(s) 

where the bulletin will be posted. Note that only the Teams for which you have 

administrative rights will be available for selection in this list. 

10. The Broadcast message button will send an email announcing the posting of the 

bulletin; HOWEVER, that email only goes to players and their parents that are on the 

Team Roster, so it is really of minimal value before the final roster is set. 

11. Click Submit to post the bulletin. 
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C.  Entering Events on the Team Calendar 

 

1. From the Scheduling menu on the Administrative bar, click Add Game or Practice. 

 

 

 

You should then see the screen shown on the following page. 
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2. The first tab on this screen is used to enter a Game / Practice. You will use this 

screen to enter off-season workouts, practices, etc. (You will rarely use the General 

Event tab, so that screen is not explained here. Use the Help screens for that section 

if you need to post a General Event.) 

3. Enter the Date and Time of the event. 

4. Enter the Location of the event using the dropdown menu. 

5. Select the Team to which this event applies using the Teams  

box.  Note that you will NOT use the  box, as only the other 

Panther Creek teams are selectable from this box. 



Revised 17 May 2014 by R. Morton Page 9 of 19 

 

6. The Athletic Director usually enters the season game schedule, so you will rarely 

need to use the Outside Opponent box. 

7. If you need to add any additional information to the event, use the Event Note box. 

8. The Notify boxes should not be used for practices or any other event occurring 

before the roster is set. 

9. Click Submit to post the event on the team calendar. 
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D.  Adding members to the database 

 

Ideally, potential athletes and their parents will register themselves on the website; 

however, you have the ability to Add Members if necessary. They will need to provide you 

with their email address, as well as a mobile phone number and their carrier (e.g., AT&T, 

Verizon, etc.) if they want to receive text messages after making a team. 

 

It is easiest to add the potential athlete's parents or guardians first to create their records in 

the system, and then add the potential athlete to create his/her record. The reason for this 

will be evident later in the instructions. 

  

  

1. From the Members menu on the Administrative bar, click Add Member. 

   

 
 

You should then see the screen shown on the following page. 
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2.  This is the Contact tab for the New Member Information page.   

3.  Enter the member's First and Last names in the appropriate fields.   

4.  Enter the member's Address, if provided; however, this is not really necessary.  

5.  Enter the member's phone numbers that they provided to you. 

6.  If the person wants to receive text messages, you must enter their cell number and 

also choose their carrier by clicking the   box, which will then show a 

list of carriers. Choose their carrier by clicking the appropriate one. 

6.  Enter the member's Email address.  

7.  Click the Personal tab.  You should see the screen shown below. 
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8.  This is the Personal tab for the New Member Information page.  

9.  For the field "Type:" use the drop down box to select NA (for coaches and other non-

parent/non-guardian adults), Parent, or Player (for students).  If you are entering a 

Player, use the drop down boxes beside the field "Guardians" to select the student's 

parents that are in the system.  If you enter the parents into the database later, you 

can come back and select them for the student's record by using the Lookup 

Members function and editing the student's record (see last item in this How-to 

Guide).   

10. Choose the appropriate Gender for the Member. 
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11. Complete the "Date of Birth:" field and "Grade:" field, if known.  Note that we do not 

utilize the Birth Certificate storage feature of this website; please DO NOT upload any 

birth certificates or other private information. 

12. Click the Teams tab.  You should see the following screen: 

 

 
 

 

13. This is the Teams tab for the New Member Information page.  

14. If you are entering this person after tryouts and they have made the team for which 

you have administrative rights, you can add them to the Roster on this screen using 

the "Team" and "Position" headers. We only use the Position of Player; please do not 

add specific sport positions such as pitcher, catcher, striker, quarterback, etc.  

15. Click Submit to add the Member. 
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E.  Emailing and/or Texting Members 

 

Emailing and/or texting will be used as the communication tool only after tryouts have been 

completed and the roster has been set and entered on the website. 

 

1. From the Messaging menu on the Administrative bar, click Email Members. 

   

 
 

You should then see the screen shown on the following page. 
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1. In the Report Type box, you can choose to send just an email, just a text, or both by 

selecting the appropriate item from the drop down list. 

2. Select the Team(s) to which you want the email to be sent using the far right list. 

Note that only the Teams for which you have administrative rights will be available 

for selection in this list; to select multiple teams, hold the Shift key and click each 

team (again, only the Teams for which you have administrative rights will be 

available for selection). 

3. Click Find Members. You will then see the following screen: 

 



Revised 17 May 2014 by R. Morton Page 16 of 19 

 

  
 

 

4. Enter your name (or the Coach's name if you are sending this on the Coach's behalf) 

in the "From" box. 

5. Enter the Email address to which you want any replies to be sent in the "Reply to" 

box. This is helpful if someone has a question about the information you are sending 

or if you need a reply to your email. 

6. You can edit the recipients of the email using the Edit Recipients button. This could 

be used if you want to send the email to everyone except the Coaches, such as an 

email requesting donations for the end-of-season coach gifts. You can also confirm 

the Recipients' actual email addresses using the View Addresses button. 

7. You can also add other email addresses if necessary using the Add Addresses box. 

8. Enter a Subject for your email. 

9. You can attach files from your computer using the "Choose File" button beside the 

Attachments field. 

10. Type your Message. You can also copy/paste from outside word processing 

programs such as Microsoft Word. Text can be formatted using the buttons above 
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the large text box. You can insert hyperlinks to other websites using the hyperlink 

button . 

11. At the bottom of the screen (shown below), there are a couple of selection boxes. It 

is recommended NOT to use the "Request read acknowledgement..." option. If you 

want to schedule the email to be sent later, you can check that box; you will then be 

asked to enter a date and time for delivery. 

 

 
 

12.  You can Preview the email if desired, or just click Send. The information will be sent 

to all Players and their associated Guardians on your team(s). (There is really no 

need to use the Send Test email button.)  
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F.  Looking up members to edit their records 

 

1. From the Members menu on the Administrative bar, click Lookup Members. 

   

 
 

You should then see the screen shown on the following page.  
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2. Enter information in any of the fields as search criteria and click Find Members; 

normally, you will just search using the person's Last Name.  You must also select 

your team from the list on the far right of the screen.  Note that only the Teams for 

which you have administrative rights will be available for selection in this list. 

3. Click Find Members, and you will then see a list of all the members that fit the 

search criteria that you entered. 

4. Click the name of the member to open their record and Edit Member Information 

(screens will be exactly like those shown for Adding Members, except the 

information will already be populated).  Edit their information accordingly, and click 

Submit. 

 

 


