Roster Management

This step-by-step guide will explain how to access and use the new Roster Management
Feature of the USA Lacrosse League Management System.

e Accessing Your Program Account:
o Gotousalacrosse.com and click the “My Account” button.
o Enteryour email address and password to access your account portal.
o Selectyour program name to enter your program-specific account.
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‘ SPARKS LACROSSE ‘

e Accessing Roster Management:
o Locate and select the Season/Roster Management tile in your account.

SPARKS LACROSSE ACCOUNT SETTINGS

USER MANAGE PAYMENT ACCOUNT NOTIFICATION
MANAGEMENT ~ MEMBERSHIPS OPTIONS ADDRESSES ~ PREFERENCES

20 O, E -
aa® a4 aes

TRANSACTIONS BULK MEMBERSHIP ROSTER TEAM
HISTORY PURCHASES VALIDATION MANAGEMENT  MANAGEMENT

mE YO

FACILITY EVENT SEASON/ROSTER LEAGUE/TOURN  ACCOUNT
MANAGEMENT ~ MANAGEMENT  MANAGEMENT Y MANAGEMENT  SETTING

® 1‘
WEBSITE RESOURCE
MANAGEMENT LIBRARY

e Create a Season to House your roster:
o Click the “Add Season” button to begin.
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o Then click the “Season” tile to enter details for your season.

Seasons are used for Single & Multi Day Camps,
Paid Clinics, Team Setup
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SEASON

= Season Details:
e Name your season under the “Title” section.

e Enteryour season's start and end dates under the “Date &
Time” section.



SEASON DETAILS
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You don't have an optional merchant account on file. With a merchant account, you can take full advantage of all league management features and
collect registration and event fees.

TITLE & DESCRIPTION DATE & TIME

Title Start Date * End Date *

DIVISIONS

+ Setupg division

e lUnder the “Division” section, click “Setup a division.”
o Name your division. (required)
o Clickthe “Gear” icon to choose additional factors.
= Additional factors for players include Gender,
Age Limit, Grade Limit, and Graduation Limit.
= Additional factors for coaches include
Background checks, Coach Certificates, and
Coach Courses.
= The only factor that must be selected is “Allowed
Involvements.” This option must be selected to
move forward.

Gendler Both /

Age Limit /

Grade Limit /

Graduation Limit /

Coach Background Check /

Coach Certificates /

Coach Courses /

Allowed Involvement(s) Select all that apply /

e When satisfied with your season details, hit “Save.”



e Roster Management:
o Findyour seasonin the “Posted” section of the main Season/Roster
Management screen.
= |fyou do not see your season initially, adjust the date filters to include
your season's start or end date.
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o Whenyour season is located, click the roster icon to upload and manage
your rosters.
Uploading Rosters:

o Toupload rosters to your season, click the “Import Roster” button.
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In the pop-up box, select the appropriate division and involvement

type.
Import Roster L

Please select a division to import into

PLAYERS w

Please select the involvement of lists' members

Player v

Import [comma separated membership ids]

Select file . E

Then select your file.
e Your file must be in Excel CSV format and include 1 column of
member numbers for your players or coaches.

e When you have selected the desired file, click the upload
button.

Import [comma separated membershi

B Sparks Lacrosse Player Roster.csv

In‘lpl:lrt [comma separated membership ids]

I Sparks Lacrosse

010030002320: User imported successfuly
010030002321: User imported successfuly
010030002322: User imported successfuly
010030002323: User imported successfuly
010030002324: User imported successfuly
010030002325: User imported successfuly
010030002326: User imported successfuly
010030002327: User imported successfuly
010030002328: User imported successfuly
010030002330: User imported successfuly
Q10030002331: User imported successfuly

After confirming that your roster has been successfully uploaded,
close the pop-up box.



o Toview the uploaded individuals, click the refresh button.

o
o Ifyou see ared flag next to an individual member, they are missing one or

more of the factors you entered for your season.

@ ADAMJORNSON Coach

o Toremove an individual from your roster, click the “Trash Can” icon next to
their name.

N

ADAM JOHNSON Coach LN |

= |fyou need to remove multiple members, click the toggle next to each
member's name, then click the “Trashcan” icon above your list.
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e Roster Report:
o After successfully uploading all desired rosters, click the “Roster Report”
button to view a detailed report of your roster data.

5 2

ROSTER IMPORT
REPORT ROSTER

o Playerreports willinclude columns for each of the following factors:
= Division, First & Last Name, Involvement, Gender, Date of Birth, Email
Address, Member ID, Membership Status, Membership Expiration
Date, and Age Verification Status.
o Coachreports willinclude the following additional factors.
=  Background Check Status, Background Check Expiration Date, Coach
Certification Status, and Abuse Prevention Course Status.

Division Filter

N
A d Fee First Name Last Name Involvement Gender Dateof Membership  Membership
Exclude Columns ID$  Group % s s s ] Birth ¢ Email $ D& Status &
Mo Filter 874 COACHES ADAM JOHNSON Coach Male 04/1988 email__adammail@lacrosse.com 010030002334 Suspended
886 PLAYERS ALEX JOHMNSON Player Male 0472012 email__alexmail@lacrosse.com 010030002322 Active
Search By: 269 GIRLS AMANDA THOMAS Player Female 04/2012 email__amandamail@lacrosse.com 010030002329 Active
embership ID 892 PLAYERS CHRIS ANDERSON Player Male 0472012 email__chrismail@lacrosse.com 010030002328 Active
Membership Status 878 COACHES DANIEL CLARK Coach Male 04/1988 email__danielcmail @lacrosse.com 010030002338 Suspended
Any Status 893 PLAYERS DANIEL HARRIS Player Male 0472012 email__danielmail@lacrosze.com 010030002330 Active
R ~ 890 PLAYERS DAVID CLARK Player Male 042012 email__davidmail@Ilacrosse.com 010030002326 Active
= 887 PLAYERS EMILY DAvis Player Female 04/2012 email__emilymail@lacrosse.com 010030002323 Active
HASTHAME 885 PLAYERS JANE JAMESON Player Female 04/2012 email__janemail@lacrosse.com 010030002321 Active
pate of girth 876 COACHES JEFF BROWN Coach Male  04/1988 email_jeffmail@lacrosse.com 010030002336  Suspended
879 COACHES JENNIFER. TAYLOR Coach Female 04/1988 email_jennifermail@lacrosse.com 010030002339 Suspended
E:i:t[:;;?e End Date 891 PLAYERS JESSICA TAYLOR Player Female 04/2012 email_jessicamail@lacrosse.com 010030002327 Active
884 PLAYERS JOHN SMITH Player Male 04/2012 email__johnmail@lacrosse.com 010030002320 Active
872 COACHES KEVIN SMITH Coach Male 04/1988 email__kevinmail@lacrosse.com 010030002332  Suspended

“ 294 PLAYERS LAURA MARTIN Player Female 04/2012  email_lauramail@lacrossecom 010030002331 Active

883 COACHES LAUREN MARTIN Coach Female 04/1938 email__laurenmail@lacrosse.com 010030002343  Suspended
as8 PLAYERS MICHAEL BROWN Player Male 04/2012  email__michaelmail@Ilacrosse.com 010030002324 Active

873 COACHES MICHELLE JAMESON Coach Female 04/1988 email_michellemail@lacrossecom = 010030002333 Suspended
882 COACHES  NICHOLAS HARRIS Coach Male 04/1988  email_nichclasmail @lacrosse.com 010030002342 Suspended
875 COACHES NICOLE DAVIS Coach Female 04/1988 email__nicolemail@lacrosse.com 010030002335 Suspended
880 COACHES ROBERT ANDERSON Coach Male  04/1988 email__robertmail@lacrosse.com 010030002340  Suspended
281 COACHES = SAMANTHA THOMAS Coach Female 04/1988 email__samanthamail@lacrosse.com 010030002341 Suspended
889 PLAYERS SARAH WILSON Player Female 04/2012 email__sarahmail@lacrosse.com 010030002325 Active

a77 COACHES SUSAN WILSON Coach Female 04/1988 email__susanmail@lacrosse.com 010030002337 Suspended




o Report Data can be organized based on the following filters.
= Division, Involvement Type, Membership Status, and Birthdate Range.
= Additionally, you can search for specific data using the Membership
ID, First Name, and Last Name filters.
= Columns can be excluded if they don’t meet your specific needs.

Division Filter

Mo Filter

Involvement Filter

Mo Filter

Exclude Columns

Mo Filter

Search By:

Membership ID

Membership Status

Any Status

FIRST NAME

LAST NAME

Date of Birth

mmSyyyy

[optional]
Birthdate End Date

mmSyyyy




e Exporting Rosters:
o Whenyou are satisfied with the data returned in your report, click the “Export
Current List” button to export and download it into an Excel spreadsheet.
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= Exported data will be affected by any filters you have selected.

** |f you have additional questions regarding the Roster Management feature, please
contact leaguemanagement@usalacrosse.com.
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