How to perform Scheduling tasks and Game Score tasks
Team responsibilities (all to be done on the CONNY lacrosse website)
The team coaches and schedulers are required to:
· Enter game times and opponents (enter HOME games only)
· Change game times or cancel – never DELETE games, and contact team and referees or referee assignors if the cancellation is within 2 days of the scheduled game day
· Confirm AWAY games so your opponent knows you know about the game
· Enter scores – usually the home team does this, but feel free to do so after a day or two if your away game has not been updated
Scheduling 

Access 
League Athletics security requires that individuals are now entered into the CONNY database as members and provided access to the CONNY site for scheduling purposes. Individuals registered as “team schedulers” or “schedulers” will be provided scheduling access. This is a manual process, there is no link between the declaration pages and the CONNY site, so if you add or change a scheduler on the declaration pages, or if you would like to add additional schedulers, you need to contact David Pretlove (connywebmaster@gmail.com).
 
Steps to access the site for the first time are as follows: 
1)  Log out of any other League Athletics sites
2)  Go to connylacrosse.org and go to “Sign In” on the upper right
	OR use Yearly registration to set up on the annual contact database – you will either login to an existing user or register a new user 
3)  The first time doing this, hit the “Forgot Password” button and then enter
the same e-mail listed for you in the team declaration page. The system will send you a password reset. Set the password to whatever you want.
4)  Login to the system with your e-mail and new password. This is how you will access the site from now on.
5)  Click on Admin at the top right and you should then be able to access the
Scheduling functionality to add/edit home CONNY games, confirm away games, or enter scores.

Facilities
Facilities cannot be edited by the schedulers, so if you have any additions/deletions
or changes to your facilities, please contact the CONNY webmaster (connywebmaster@gmail.com).



Enter Home Games/Confirm Away Games
Schedulers should enter their home games only and confirm their away games, all on the CONNY site.  Confirming the away games serves both as a check against games entered incorrectly and as a notice to the officials that the games are on as scheduled. Officials will not be scheduled for games unless they are confirmed on the CONNY site.

How to Enter a Home Game
There are a few ways to enter home games on the CONNY site. Start by logging into the CONNY website.

In the first method, click on Admin, and select “Add Game or Practice” under the
Scheduling tab.

[bookmark: _GoBack]Then select the date, time and location for the game. Be sure that the Category is set to “Game” or for Girls Senior Division, choose full checking game or not. Do not change the Status for the game, as the visiting team will confirm the game in the system (see below for instructions). Next scroll down and make
sure that the Season is set for Spring <current year> for example 2018, and select the teams (select your team first as the home team).  Be sure to select the right team from the right division.

You can leave all of the notifications for this checked, as it will notify team managers, players and parents that a game has been scheduled. If done early in the season, you might want to uncheck “notify team members/parents” so they don’t get a lot of
new e-mails when entering the team’s entire schedule for the first time.

Another way to enter a game is to start with the Teams tab on the top (after logging in, of course). Click on the Teams tab, select the appropriate division (i.e. Lightning 12U Boys) and then the team.  Go to the team’s schedule. Under “Options” on the upper right, you can select “Add an Event” and it will bring up the same entry fields as in the previous instructions. Complete the same way.



How to Confirm an Away Game
To confirm an away game, go to the schedule for one of your teams. On the line for




the first away game, click on the edit button on the right:
Once you hit that, it brings up details regarding the game. In the Status dropdown






Select “Confirmed”. Then scroll down and unselect “Reset RSVP responses” and “Notify Team members and parents” so that only Notify Team Members and Notify Officials are checked.














Then hit submit.  Repeat for each away game for each team under your responsibility.

Cancelling Games

Always “Cancel” games in the Status field instead of “Deleting”. DO NOT DELETE any game. Not all games are removed from Arbiter when they are deleted from the CONNY Master Schedule. Cancelling triggers a detailed email for reference in case of a system problem. Deleting games does not trigger the same notice and can result in refereesarriving at an empty field. Also, deleting games removes them from the website completely, while cancelling a game puts a red line through the game on the schedule, which makes it more clear to all parties (players, parents, coaches, referees, etc.).


Entering Scores
Sign on to your account, select division and team, then Results tab
Click on the Orange edit icon, and enter the scores and Submit.
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