Web Site Instructions for VYI
Parents
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1.0

Introduction

Vienna Youth lnc. (VYI) has deployed a web site with many new features. This
document was created to aid all VYI parents in navigating and using the site.
This document applies to all sports. Though it generically refers to VYI, you may
replace the “VYI” with whichever sport you are viewing. For example, if the
document says, “Each VYI parent…”, and you are a Lacrosse parent, you may
read this as “Each Lacrosse parent...”
Some of the new site features include:
•

Team page for each team, which includes
o detailed roster and contact information
o practice and game schedules (including multi-schedule view)
o game results and write-ups
o bulletins
o email broadcasts
o pictures
o team documents

•

Events Calendar

•

Swap Shop Exchange

This document provides general instructions for parents as well as some
guidance on how to access the above web site functions.
Where diagrams or pictures were needed, they were taken from the Lacrosse
site; however, they apply to all sports.
Some sports will only use a subset of the features available.

2.0

Keep Contact Information Updated

It is very important that all VYI members have accurate contact information
(home address, phone number and email address). This contact information is
used by the head coaches, team parents, and board members to communicate
important VYI news and information throughout the season.
There are 2 ways to maintain your contact information.
1. Each parent has the responsibility to notify their team parent when their
contact information has changed. Each head coach and team parent has
the ability to login to the web site and update their team’s contact
information. Parents risk missing important league news and schedule
changes if this information is not kept accurate on the web site.
2. Parents may login directly to the website, where permitted by their
individual sport, and update their information directly. If this method is
used, it is still important for parents to notify their team parents and
coaches of any changes.
IMPORTANT NOTE:
The various VYI sports rely heavily on email to deliver news and information to
their memberships. Although very reliable, email is not 100% reliable. With that
in mind, be sure to visit the web site often, especially to view practice and game
schedules (where applicable) which may change at any time.

3.0

Accessing Your Team Page

Each team will have its own web page. The web page is administered by the
team’s head coach and/or team parent.
To access your team page, click the Teams and Schedules tab at the top of the
home page.

Select your team’s League (examples: Travel, House, Instructional, U9,
American, Central, National) and Team:

Your team page has the following features:

1. Coach and team parent contact information
2. Bulletins
3. Schedules (list or calendar view)
4. Roster (including detailed contact information)
5. Game results and write-ups
6. Pictures
7. Documents
8. Multi-Schedule view
IMPORTANT NOTE:
Each team will receive a team password which will allow the parents of that
team to login to their team web page and view detailed contact information
when viewing their team roster. See additional information below on viewing the
roster.

3.1

Coach and Team Parent Contact Information

When you first access your team page, your head coach, assistant coaches,
and team parent(s) contact information will be displayed at the top of the team
page.
Note: The coach listed with the label “Coach” is the head coach. “Team
Manager” may be used to represent your team parent.

Team Bulletins are communications posted to your team page. Bulletins can be
posted by your head coach, team director, or a VYI board member.
Bulletins are always relevant to your team if it appears on your team page, but
the same bulletin may be posted on other team pages as well.
You may also receive an email when a bulletin is posted. The sender of the
bulletin has the option of just posting a bulletin or posting a bulletin and
broadcasting an email at the same time.
Bulletins are listed on your team page under coaching contact information. If a
team has more than one bulletin listed, the bulletins will contain a “Headlines”
banner which summarizes all the bulletins.

3.2

Schedules

Practice and game schedules can be viewed in a list or calendar format.
To view the schedule in a list format, select the “Schedule” tab on the left side of
the team page.

To view the schedule in a calendar format, click the “Calendar” tab on the left
side of the team page.
To view a month which is not the current month, select the month you wish to
view using the drop down list in the middle of the page.
For a printable version of the calendar, select the “Printable Version” link
towards the top of the page.

3.3

Roster

To view your team roster, select the “Roster” tab on the left side of the team
page.

To view a detailed roster with contact information, you will need to login to team
roster page.
Scroll to the bottom of your roster page and enter your team password and
select the Log In button.

After successfully logging in to the roster page, your team roster will display
detailed contact information. Clicking the links on players and parents names
will display detailed contact information.
To send an email to your entire team, scroll to the bottom of your detailed roster
and click the “Email the whole team” link.

3.4

Game Results and Write-ups

To view your team’s game results, click on the “Results” tab on the left side of
the team page. Games which have been played and where scores have been
entered by your coach or team director will be displayed.

3.5

Pictures

To view team pictures which have been uploaded to your team page, click on
the “Pictures” tab on the left side of your team page.

3.6

Documents

To view any team documents which have been uploaded to your team page,
click on the “Documents” tab on the left side of your team page. Click on the
document link to view the document.

3.7

Multi-Schedule

The multi-schedule feature of the web site enables you to view the schedules of
more than one team which is perfect for those families with more than one child
in the VYI program.
To access the multi-schedule feature, select the “Multi-Schedule” tab on the left
side of any team page.
Select the Schedule Type (List or Calendar) and the teams you want and click
the Submit button at the bottom of the page.

3.8

Swap Shop Exchange

The Swap Shop Exchange feature of the web site offers the ability for members
to post information about used equipment that you would like to sell and/or
exchange with other members.
This area can also be used to post Lost & Found items.

Take note of the "Expires After" field when adding your Exchange item. Your
item will automatically be deleted from the Exchange area after this date. Edit
this date if you would like your posting listed for a longer period of time.
Please note that the exchange should only be used for listing your own used
equipment; it is not to be used for advertising or any for-profit ventures.
Inappropriate listings will be immediately removed.
Also, please delete your Exchange posting if your item is traded or sold before
the posting's expiration date.
To access the Exchange area, select the “Exchange” tab on the left side of the
home page or select an exchange item directly on the right side of the home
page.

4.0

Conclusion

Remember that your sport or team may only use a subset of the features
available. In some cases, coaches may use a different method of
communicating with their teams. Please contact your individual coach or
complete the “Feedback” form by selecting the link on your sport’s homepage.

