Assigning Players (and Coaches) to Rosters
www.veronalacrosse.com
To log in use the same user name and password you used when you registered your player or registered as a coach. .  If you have forgotten your password, you can recover it by using the "edit my account" option on the website.  You must log in to perform any of the following tasks.
NOTE:  The ? mark in the circle following a field provides additional definition on a field.
OPTION 1:  Creating Team Rosters – ALDs ONLY - (Simple Approach for Players only)
1. On the top bar, click on Admin 
2. Select Members
3. Select Registration System
a. Select the applicable team registration
b. Click Assign to the Right
4. Drag Player Name over to the applicable team
a. To drag, go to the player name and highlight “under” it to get the  
b. Left click and “hold”, drag to just under the “Team”.  
i. If you get a  the cursor is a bit too high.
5. To assign Jersey Numbers, use Option 2 or
a. From the Orange Horizontal Menu Bar, Select the applicable Team
b. Click on Roster
c. On the right, Click on Options
i. Highlight Assign Jersey Numbers
ii. Uncheck “assign jersey numbers from previous team”
iii. Click Submit
d. Assign Jersey Numbers to Players.  Disregard any numbers listed for the Adults (this simply indicates the order in which these names show up under Contacts).


OPTION 2:  Creating Team/Coach Rosters – ALDs, Managers, Parent Reps, and Coaches
1. On the top bar, click on Admin 
2. Select Teams, 
3. Select Assign Rosters
4. Select a Team
a. Should be the current season
b. To the right, select the team you are creating the roster for
5. Select Participants.  Select Currently Unassigned in Season
6. Member Type. Select Players Only (no parents)
7. Registered in.  Select the applicable program.
a. Typically players who have not paid are not excluded.  That is followed-up separately by the Treasurer.
b. For Youth, “Uncheck” jersey numbers from previous team as it is not relevant. 
8. Upon clicking Search, it will bring up additional Registration Criteria that can be utilized.  If none, click submit.
9. Assign Teams by clicking on the “Player Name” under the “Eligible Member” list.  The Eligible Member list is based on the stated criteria, so it may not include players who didn’t pay if they were excluded under 7a.
10. When done, click Save Roster
11. On the Assign Positions page, you will see the eligible players now listed. 
a. For Adults, the “Number” indicates the order in which the entire team is listed on the website Team Page under Contacts
b. For Players, the “Number” represents their Jersey Number and will be listed in that order.  If no Jersey Number, players are listed alphabetically on the Roster
c. NOTE:  Both and Adult and Player can have the same number listed.
12. Upon Complete, click Save Roster to finalize.
13. The same process above can be used for Coach Assignment, by selecting the Coaching Registration from the “Registered In” field.
[bookmark: _GoBack]Remember that until team assignments are done (i.e. all of the players and coaches are assigned to teams), the team email functions will not be sent to anyone since the team has no assignments or roster.  Therefore, all group communications needs to be done through the Admin – Members – Email Members function of the website.  See VLC Preseason Email Instructions for additional details.

Editing Team Rosters
1. After Rosters have been formed, if a change needs to occur and you are unable to access the Player Record, please contact the Webmaster. 
For assistance contact: Derek Novotny, Webmaster at Derek_Novotny@hotmail.com
For assistance contact: Valerie Wood, Webmaster (in training) at WebmasterVeronaLAX@gmail.com

