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Overview 
This document is intended for use solely by the current coaches of Duxbury Youth 
Softball (DYS).  Any use by other than this intended audience is strictly prohibited. 

This document is intended to provide instruction on the features of the Duxbury Youth 
Softball website for coaches.  It only focuses on those features and functions that 
coaches have access to.  Features and information beyond this scope can be found in 
other Duxbury Youth Softball guides.  Not every aspect of the site will be described in 
this document, so feel free to read the online help available on the website 
(specifically, the Manager’s Manual under the Admin Menu) for any details that are not 
covered here. 

Each DYS team will receive a Team Manager password for their team.  This password 
allows the Coach, and Assistant Coaches to perform web site functions for their team 
only.  The following is a list of available functions: 

• Post Messages (News Items) on the team news page 

• Send emails to the team 

• Upload documents to the team page 

• Create picture albums and upload pictures to the team page 

• Add General Events to the Events Calendar (like team parties & get togethers) 

• Create new Team pages for any additional team needs (not described here) 

• Edit Player Statistics (not described here) 

Please note that, at this time, only Division Coordinators and enter Game Results, and 
only Division Coordinators can enter and make changes to the schedules.  You must 
follow their instructions on how to communicate game results to them after each game 
has completed.  Additionally, if you need to make a change to the scheduling of a 
game, or to set up a practice, you must do that through your coordinator.  The 
coordinator will make these changes on the web site and will be visible to you once 
complete. 
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Important Security Policy 
Only the Team Coach and Assistant Coaches should posses their team password.  
Parents and players should NOT be given the password under ANY circumstances.  Any 
team found to be in violation of this security policy will have their Team Manager 
password disabled. 

Browser Support 
You can access the DYS website from any browser, however to perform administrative 
functions (as discussed in this document) you should be using Microsoft Internet Explorer 
version 5.5 or higher.  Certain features may not be available or work properly in any 
other browser.  

Page caching and popup blockers should also be disabled for the web site.  If your 
browser is caching pages, you may not see current content without hitting the REFRESH 
button.  Also, certain pages in the website are displayed in pop-up windows, such as 
help pages.  Further information on this topic can be found on the web site in the FAQ 
section. 

Logging on to the Website as a Coach 
The DYS website is easily accessed by navigating to our URL, 
http://www.duxburyyouthsoftball.org.  Across the top of the page, you should see a list 
of Menu Headers (the exact list may change from time to time): DYS Home, Teams, and 
Admin.  To identify yourself to the website as a coach with security access permissions, 
click on the Admin menu header.  This will bring up a page where you can log in. 

As in the screen shot below, you will see a box labeled with “Restricted Area”.  To log in 
use the following information: 

Your Full Name:  {simply type in your first and last name} 

Password:   {the password should have been emailed to you separately} 

Then, click the submit button.  If you get any errors, you may try again, just be sure your 
“Caps Lock” key is not on.  The password is case sensitive. 

 

 

http://www.duxburyyouthsoftball.org/


Duxbury Youth Softball  2009 
 

5 3/11/2009

 

Once you have successfully logged in, you should see a page similar to the one below.  
The main body of the page shows you a list of New Features that League Athletics has 
added.  Along the left side, you will also notice new menu options that allow you to 
perform limited administrative tasks.  These will be discussed through the rest of this 
document. 
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Online Manager’s Manual 
In the above screen shot, the first menu item in the left hand menu is labeled 
“Manager’s Manual”.  This Is a terrific resource, and provides you with up to date 
instructions from League Athletics on the Team Manager functions.  Please refer to this 
manual as a first place to help resolve any problems you run into. 

Finding Your Team Pages 
After logging in, look across the top of the page and find the “Teams” menu option.  
This is a drop down menu, but you can simply click on the word “Teams” at the top, as 
shown in the screen shot below. 
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This should take you directly to your team’s News (or Home) page, which should look 
like the screen shot below.  If the page does not look quite right first, ensure the correct 
League and Team are selected in the drop down boxes along the top of the team 
page area.  These are circled in this screenshot to help you locate them.  The left hand 
menu (under the dragon logo) is your team menu and how you navigate to your 
various team pages – you should try each one and get a feel for all the information 
available. 

 

Posting News Bulletins to your Team’s News Page 
Team news bulletins should be the primary way to communicate with your team's 
players and parents. Bulletins are displayed on your team's home page with the newer 
bulletins displayed at the top of the page. As you create new bulletins, you can 
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optionally email the new bulletins to players and parents using the "Broadcast Email" 
feature.   This serves the dual benefit of posting the news bulletin to the team page 
where your team can come and find it, as well as getting it out to everyone without 
worrying about whether they will come to the site and find it on their own.  Use 
common sense when broadcasting email to your team so as not to overwhelm them 
with emails. 

In the above screen shot, notice that the button labeled “Add New Bulletin” is circled.  
Click this button to create a new bulletin to be posted on this page.  Bulletins can be to 
welcome the team at the start of the season, discuss coaching philosophy, instruct 
families on how to inform you if they cannot make a game, communicate what will be 
done at the next practice, send out a happy birthday message, or even to post game 
write-ups!  It is up to you.  Just make sure that what you post is appropriate and fits 
within the DYS League guidelines and philosophy. 

After clicking the “Add New Bulletin” button, you should see a form titled “New – 
Bulletin” as shown in the screen shot below. 
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Notice that just to the left of each field is a blue question mark.  Clicking on a question 
mark will always pop up a help message for the field in question.  Do not be afraid to 
use this (requires pop-ups to be allowed by your browser). 

Your name should be listed as the Author.  Same thing goes for the Respond To email 
address.  Make sure these are correct.  Take note of the Publish On and Expires After 
dates.  These control the visibility of the message to the world.  You can create a 
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message to display at a date in the future, and it will disappear automatically after the 
expiration date.  But, this only causes it to stop displaying.  It will still exist, and can 
always be re-edited later, if needed. 

Give the News Item a Title, something short and to the point, like “Great Game Last 
Night”.  Below the Title is where you create the message.  If you want, you can paste 
text into here from another source (like Microsoft Word), just follow the warning 
messages that might pop up asking you if you are sure this is what you intend.  The 
editor allows you to play with fonts, colors, create links, insert pictures, etc.  Have all the 
fun you want.  Below the edit box is a place to upload a Picture File, which will be 
displayed at the top of the message, along with an optional caption for the picture you 
uploaded. 

Below that, the fields labeled “Season” and “Recipient Team(s):” should indicate that 
your team is chosen.  Since your password only allows you to manage information for 
your team, you should not have to touch this area. 

A powerful item is the checkbox at the bottom labeled Email Broadcast.  If you check 
this, you will see some additional choices as to who you want to receive the broadcast.  
Including the text message addresses will cause the message to be sent to your team’s 
cell phones as a text message (if they have enabled this option in their profiles).  This 
can be handy if you are trying to communicate that tonight’s game has been rained 
out – but please use this option only for emergencies, such as a rainout. 

To edit a news item that you have already created, you will need to navigate 
differently.  You need to go to the top menu, and click on DYS.  You will see the home 
page display, but since you are logged in, you will see that each news item has a red X 
and an edit symbol on them.  Clicking the red X will delete the news item.  Clicking the 
edit symbol will allow you to edit the item, including changing the dates, and re-
broadcasting it.  You may also see messages that exist, but have expired.  This can he 
handy as it gives us the ability to reuse old messages in the future. 

After hitting the Submit button, your message will be posted, as in the following screen 
shot.  Since you are still logged in as the Coach, you will see two icons at the beginning 
of the message (circled in the screenshot).  Clicking the red “X” will delete the 
message, while clicking the other icon will let you edit the message to make any 
changes you see fit, including changing the dates that the message is set to be 
displayed.  Messages that have expired will be visible to you if you are logged in and 
should show a watermark saying “Expired” across them.  To re-display them, simply edit 
them and extend the dates.  To clean up, you can delete expired messages as well. 
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Emailing Your Team 
You can email news bulletins to your team, but sometimes you may want to send them 
a message that is not posted on the web site.  Emailing your team is simple.  From any 
of your team pages, Click on the “Roster” menu item either on the left hand menu, OR 
from the Teams drop down menu at the top of the web page.  This will bring up your 
team’s roster.  You’ll see in the sample screen shot below, that there is a link above AND 
below the roster to email the team. 
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When you click the link, you’ll see a form to fill in to send the email.  It should look similar 
to the screen shot below.  By default, the email should be from you, and will contain the 
email addresses of all the players and parents and coaches for the team.  Just fill in a 
subject, type your message, and click the “Submit” button.  You will be sure to reach 
your team at the current addresses on file in our system.  Please not that, as of this 
writing, the web site does not allow email attachments.  As a work-around, you can 
load files into your team’s Documents area (described later in this guide) and send an 
email telling your team to come to back and see the document. 
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Upload Documents to Team Pages 
To upload documents to your team pages, you must do so from the Admin Menu.  If 
you are on your team pages, look for the Admin menu at the top of the page.  If you 
put your cursor over it, a menu will appear.  In that menu, go to “Add New:”, and then 
to “Documents”.  Alternately, you can click on the “Admin” button and it will take you 
back to the page you arrived at when you first logged in.  Now, the Admin menu will be 
on the left hand side, and Documents will be one of the items in the menu. 

After clicking “Documents” from the Admin Menu, you should see a screen like the 
following. 
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Type in the name of the document (for example: “Proper Batting Technique”).  This 
name will be used for people to identify the document you upload.  You can optionally 
include a description of the document for people to see.  Then, use the Browse button 
to locate the document on your computer.  The “Available To” section should already 
have your team selected.  Then, just hit Submit.  Now, your team pages will include a 
“Documents” menu item on the team menu.  Whenever anyone goes there, they will 
find a list of the documents you have uploaded. 

Adding Pictures To Your Team Pages 
Please Note that during registration, all parents were asked if they would allow photos 
that their daughters appeared in to be posted on the web site – even to the team 
pages.  The default is to allow it, so parents must “Opt Out” to indicate their preference 
NOT to have such pictures posted.  Your Division Coordinator should supply you with a 
full list of your team, along with all of their registration information, which includes 
Emergency Contact information, etc.  One of these items from registration is called 
“OptOut”.  If a player has “No Photos” indicated here, then YOU ARE NOT ALLOWED TO 
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POST PHOTOS THAT INCLUDE THIS PLAYER ON THE WEB SITE.  This includes group photos.  
Please contact your coordinator if there are any questions on this issue. 

 

 

Adding pictures to your team pages is easy.  First, you should (optionally) create one or 
more photo albums.  To do so, (as in the above steps for uploading documents) go to 
the Admin menu at the top of the page.  One of the Admin items is “Add New:”, and 
under that you will see “Picture Album” and “Pictures”.  If you click Admin, you’ll be 
taken to the same page you arrived at when you logged in, and the Admin menu 
options will be on the left hand menu (as in the screen shot below).  After clicking 
“Picture Album”, you will see a form as in the screen shot below. 

 

To create a new picture album, just enter a Name, then select your team from the 
“Team” drop down list and click Submit. 

To add a picture, just click the “Pictures” menu option circled above.  Please note that 
the tool to upload pictures is a plug in to the browser.  You may be asked to install it.  If 
you see a message below (it may appear more than once), just click “Install”.  It will not 
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harm your PC, but (for some reason) every time you upload pictures it does this all over 
again, I’m not sure why. 

 

After getting past the Install step, you should see a form to upload pictures like the one 
below. 

 

 



Duxbury Youth Softball  2009 
 

17 3/11/2009

 

Notice the COPPA compliance message – READ IT.  Finished?  Okay, now you know, 
whenever uploading pictures NEVER include anything that would identify any of the 
players in the photo.  In other words, do not include captions that list the names of the 
girls.  If you upload a picture of a girl pitching, put a caption that says “Our Star Pitcher 
At Work”, or something like that – but NEVER name the player!  Got it? 

Using the form above, simply click the Browse button to locate pictures you want to 
upload.  You can do many pictures in one step – they will appear in the list.  When 
finished, click the “Upload” button. 
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Adding Events to the Team Calendar 
Your Coach password will allow you to create Events on your team’s calendar only.  
These Events are not Games or Practices.  If you need to create a game or a practice, 
you must do that through your Division Coordinator.  These events should be used to 
schedule non-game related activities, such as, a team cookout at the end of the 
season, a team outing, a reminder to watch a college playoff softball game on TV, a 
team outing to watch a Duxbury High School Varsity game together, etc. 

To add an event to the calendar, click on the General Event menu button on the left 
hand menu (under Admin, as in uploading pictures).  You will need to supply a start and 
end date and time for the event (include “am” and “pm” to the time), a Title, and a 
description.  The description is optional, but can be used to provide lots of details, and 
even links and directions.  Below the description, is a box labeled “Applies To”.  This 
should have your team selected by default.  The form is shown in the screen shot below. 
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Exiting the System 
Simply click Log out at the very bottom of the left hand menu.  This is good practice, 
and ensure that when you return to the site, there is no confusion that you are already 
logged in as a coach. 
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Further Help 
If you are in need of using any additional features, or wish to learn more about features 
not explored in this document, please contact the webmaster.  The webmaster 
contact information is easy to find.  Simply use the Members page to look up who the 
webmaster(s) are! 
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