TEAM MANAGER CHECKLIST
Monday
· Confirm with coach(es) the practice schedule for the week
Thursday
· If games on Saturday/Sunday are being played HOME (Cinnaminson/Delran), send an email to opposing coach(es), our coach(es), and ref(s) for introductions.  
· Contact information for the above coach(es) and ref(s) can be found on Zebraweb.org
· Login
· Click on Sports Officials Assigning System
· Hover over “Games” in Green Bar
· Hover over “Released Game Schedule” in drop-down menu
· Click on “Full Game Search”
· Highlight the team you want – ex. CLAX Black G10UAB
· Scroll down and Click “Submit”
· A menu should pop up with hyperlinks to the schedule, list of refs, location of games, etc.  Click on teams, refs, etc. for more detail like emails and phone numbers.
· Send an email to parents giving them the following information:
· Location of games
· Times of games
· When everyone needs to arrive at the field
· Volunteer for juice/oranges
· Volunteer for score table (it’s easy and only requires one parent)
Friday
· If you are playing AWAY in another town, and you have not heard from the opposing coaches and/or ref(s), initiate the email above as if you were the HOME team.  It is important to make contact and start an email chain.  For example, if something comes up (like weather), you already have an open line of communication to postpone games, if needed.
Emailing via League Athletics
Log into www.cinnaminsonlacrosse.com
Hover over “Team”, then hover over “Choose a Team”, then click on CLAX Black G10UAB
1. Email via Roster
a. In menu to the left side of screen, click on “Roster”
b. On the red bar, to the right side of screen, click on “Options”
c. Click on “Email Team”
d. A system generated email, with the team parent/player addresses is automatically populated, and you can email everyone
2. Email/Text via Team Bulletin
a. Click on Options
b. Click “Add Bulletin”
c. Fill out the field “Title”
d. Write a message to the team
e. Check the box at the bottom “Broadcast Message”
f. Click on “Submit”
g. [bookmark: _GoBack]OF NOTE – this will send an email and a text message to parents.  If you keep the text short (160 characters) the message won’t get truncated.  Make sure you put “G10U A/B” in the text so parents know the team.  
