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Quick Guides

Quick Guide – Create a Web Page
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How to create a web page:
· Choose Create Webpage from the Master Menu.
· Add a Title, this will show in the left-hand menu on your site.

· In the Description box add the information you would like to see on the page.

· Choose where you would like the page to be placed in the Placement dropdown.

· Click the Save button.

How to add document links:

· In the Master Menu under Communication Tools choose Add-Edit-Delete File.

· Add a Title; this will be needed to search for the article in a list of files.

· Browse your computer for the file you would like to add.

· Click the Upload button.

· Choose Create Webpage from the Master Menu.
· In the Description box type the text you would like the viewer to click to download the file.

· Highlight the text and choose the icon of a world with a chain link in front of it, Insert/Edit Link.

· In the new window choose [Local File] under the Protocol dropdown.

· Choose the file from the dropdown.

· Click the Ok button.
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How to add links:

· In the Description box type the text you would like the viewer to click to go to the link.

· Highlight the text and choose the icon of a world with a chain link in front of it, Insert/Edit Link.

· Add the webpage to the URL field.

· If you would like the link to open in a new window choose the Target tab.

· Under the Target dropdown choose New Window (_blank).
· Click the Ok button.
How to add images:

· Click the icon of a picture of mountains with a sun, Insert/Edit Image.

· Click the Browse Server button.

· Choose which image you would like to add by clicking it. 

· If your image is not here click the Browse button by Upload a new file in this folder and add the image from your computer then click the Upload button. Select the image.

· Make any changes necessary and click the Ok button.
How to add YouTube videos:

· Click the icon of a film strip, Insert/Edit YouTube.

· Copy and paste the URL within the URL field.

· Click the Ok button.
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Quick Guide – Create an Advertisement
How to create an ad:
· Choose Add-Edit-Delete Ads from the Master Menu.
· Add a Title so you will be able to search for this advertisement in a list.

· Within the Description box add the information you would like to appear in the advertisement.

· If you want the ad to remain static on one page add all of your sponsors and information into one advertisement, otherwise the viewer will see a different advertisement each time they view the site.

· Click the Save button.

How to add images to an ad:

· Click the icon of a picture of mountains with a sun, Insert/Edit Image.

· Click the Browse Server button.

· Choose which image you would like to add by clicking it. 

· If your image is not here click the Browse button by Upload a new file in this folder and add the image from your computer then click the Upload button. Select the image.

· Make any changes necessary and click the Ok button.

How to add links to an ad:

· In the Description box type the text or select the image you would like the viewer to click to go to the link.

· Highlight the text and choose the icon of a world with a chain link in front of it, Insert/Edit Link.

· Add the webpage to the URL field.

· If you would like the link to open in a new window choose the Target tab.

· Under the Target dropdown choose New Window (_blank).
· Click the Ok button.
How to add YouTube videos to an ad:

· Click the icon of a film strip, Insert/Edit YouTube.

· Copy and paste the URL within the URL field.

· Click the Ok button.
How to place the ad on a page:

· Choose Edit list of pages with Ads from the Master Menu.
· Select your advertisement from the dropdown and click Continue.

· Check off the boxes of where you would like the ad placed.

· Click the Enter button.
Quick Guide – Adding a Schedule

Setting up to add games:

· To create a game you will need to make sure the following information has been added:
· Venues

· Teams

· To add a Venue you can either do this from the Master Menu or a Team Menu.
· Choose Add-Edit-Delete Venues.
· Create a Venue by adding the information under Add a Venue.
· Click the Enter button.

· To add a Team you need to do this from the Team Menu.

· Under Schedule Tools choose Add-Edit Games for: [schedule].

· At the right of the page choose the Click here to add new team button.

· Type in the name of the team.

· Click the Enter button.

· For teams from previous seasons to show go to Edit Details for: [schedule] under Schedule Tools in the Team Menu.

· Scroll to the bottom and check off the teams that will be playing in this schedule.

· Click the Click here to edit the schedule details button.

How to add an individual game:

· Choose the team menu from the dropdown menu.

· Under Schedule Tools choose Add-Edit Games for: [schedule].

· Choose the team, venue, date, time and duration.

· Optional: You can add details within Game Details.

· Click the Enter button.

How to add an individual practice:

· Choose the team menu from the dropdown menu.

· Under Schedule Tools choose Add-Edit-Delete Practices.

· Choose the venue, date, start time and end time.

· Optional: You can add practice details and practice type. You can also send an email about the practice to the team subscription list, parents and/or players.

· Click the Enter Practice button.

How to upload a schedule:

· Request the Upload Schedule Template from support@goalline.ca.

· You can add practice and games with this template.

· Once the template is filled out in Excel remove the headers and save the file as a .csv file.

· To upload a schedule you can either do this from the Master Menu or a Team Menu.
· Under Schedule Tools choose Upload Schedule File.

· Click Browse and browse your computer for the .csv file.

· Click the Upload button.

· Follow the steps to match the columns, teams, ice types, venues and schedules.

· At the end of the upload the system will tell you how many records have been inserted and if there were any issues.

Quick Guide – Adding a Roster
How to create an individual player:

· To add a player you can either do this from the Master Menu or a Team Menu.
· In the Master Menu under People Management choose Create Association Player OR in the Team Menu under Team Admin Tool choose Add-Edit-Release Player. If you are adding a player directly on to a specific team you should do this through the Team Menu so they will already be assigned to that team otherwise they are in the organization database unassigned.
· Enter the player information then click Create Player
How to add multiple players:

· Request the Import Player Template from support@goalline.ca.
· Do NOT delete a column or add a new column, fill out columns as is. Once the template is filled out in Excel remove the headers and save the file as a .csv file.

· In the Master Menu under People Management choose Import Players.

· Select the Time Stamp you used for Date of Birth.

· Click Browse and browse your computer for the .csv file.

· Click the Upload button.
How to assign an individual player to a team:

· In the Master Menu under People Management choose View – Edit Players.
· Search for the player within the Player Details Search.
· Choose Edit by the player’s name.

· Click Assign to a Team and choose the team this player should be assigned to.

· Click Enter.
· If you added the player through the Team Menu then this step is unnecessary as they are already assigned to a team.

How to assign multiple players to a team:
· In the Master Menu under People Management choose Assign Multiple Players to a Team.
· Choose the range of birth dates in which you would like the players displayed.

· Check of the players from the list on the left and select a team from the team list on the right.

· Click Assign Players.

· To search through the list of players click Previous 20 Players or Next 20 Players.

How to release an individual player from a team:
· In the Team Menu under Team Admin Tools choose Add-Edit-Release Player.
· Beside the player name click Release.

· Choose the team you would like the player released from, add a release date and any details that may be necessary for the release.

· Click Release Player.
How to release a multiple players from a team:
· In the Master Menu under People Management choose Release Multiple Players from a Team.
· Select the team you would like to release players from and click Show Players.

· Check the players you would like to release.

· Select a release date and add any details that may be necessary for the release.

· Click Release Players.
