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Note:

This is version 2.2 of the Eligibility Center Help
Document, published on April 1, 2007.

This document will be updated as necessary to
include new and/or changed features. The most
current version is always available for download
from the link at the top of the Eligibility Center
mainpage.




INTRODUCTION

This document is designed to assist member school athletic department personnel with
the use of the CIAC online eligibility system.

The Online Eligibility Center is the primary method of communication between the CIAC
and member school athletic departments. All eligibility lists, tournament entry forms,
game schedules and results and other paperwork required of member schools must be
submitted via the online system.

The system also provides a number of benefits to member schools in terms of
accessing a realtime picture of their filing status for all forms, immediate verification that
data entered is within CIAC rules and policies.

Schedule and results data entered into the system is provided directly to officials
schedulers, media members, parents and other members of the general public; is made
accessible for seamless direct incorporation into school, league and media websites;
and is available for export in formats that will allow direct import into nearly any
scheduling or database program.

We believe that most questions member schools will have regarding the use of

the system can be found in this help document. We encourage you to explore the
information provided carefully and to keep this document handy when using the system
in case any questions arise.

If school personnel have support issues that cannot be resolved via this document,
they should feel free to contact the Central Office, either by submitting a “support ticket”
via the online eligibility center main page, by e-mailing <elighelp@casciac.org>, or via
phone at (203) 250-1111.



LoGGING IN

To use the eligibility center you must have the username and password assigned to
your school by the Central Office. This information is provided to the building principal,
and should be given only to personnel who specifically need it. Information submitted
using a school’s username and password is deemed to have been approved by the
principal.

To sign in to the eligibility center, click on

m This in ot the ot i the “Member Login” button on the left side

T il bk of any page on the CAS-CIAC web site
N 2 e form S5 login to te member ehoos aren. | (www.casciac.org), then click on the link for
necticut | i the appropriate level Eligibility Center (High
A e Eligibility Center: School or Middle Level)
1 School High Schools || Middle Schools )
ivision =
le School rEEE . . .
ivision Member Schools Area: b When you click on the link you will be
m Enter your school number and login id below,
ivision then click the "continue..." button. prompted tO enter yOUI' username and
fr—— 4
aDevelopmen|  School Number: — password. Be sure to enter them exactly as
% Lognt: — o they were given to you - both the username
S (o N and password are case-sensitive.
it Activities) e ——

ing Area

Maintaining the security of
the school’s username and
password is of the utmost

To view this page, you need to log in to area
“CIAC Eligibility Center” on www.casciac.org.

importance Your password will be sent in the clear.
L Mame: MyUserMName
Your web browser will give you
the option to save or remember Password: [sesessssess
your username and password .
Do not choose this option || Remember this password in my keychain
unless you are 100% certain Sy
I - ]
that no one else has access to i

your computer.

You can request a change of password at any time, and will want to do so if your school
has had a change in personnel that has access to the login information.

To request a password change you must submit a “Support Ticket” via the eligibility
center (instructions on submitting support tickets can be found in this document).



ELiciBILITY CENTER MAINPAGE

After successfully logging into the Eligibility Center you will see a number sections on the
mainpage. There are areas that provide you with immediate notification of information,
such as important news from the central office, upcoming deadlines and your current day’s
scheduled events.

There are also a number of options that are used to view and/or enter information. Each of
those options will be described in the pages which follow in this document.

www casclac org

Schools + ic Athletic Conference

[ o] [ o coenaar | bty e

Online i
Page loaded at: 2007-03-30 21:49:55 Login Name: NorwichFreeAcacermy
Help Document (v. 2.1 revised 1/22/07 - 5.3mb .pdf): [Click here to cownload

IMPORTANT INFORMATION

ELIGIBILITY CENTER SET TO ACCEPT FALL-WINTER SCHEDULES FOR 2007-01
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‘The fall schedule entry deadlines are May 10 {Initial entry) and May 17 (Final confirmation). League master schedules for 2007-08 recelved to

e e s e o B e e i e s e e
avallable here.

CIAC WINTER TOURNEY WRAP-UPS.
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= Win-Loss Records For All Sports: 06-07 | 05-06 | 04-05

= DQ/Penalty Reports For All Teams: 06-07 | 05-06

= Tab-Delimited Athlete Report: 06-07 | 05-06 | 04-05 | 03-04

Results/Eligibility List Totals:

= Athlete Counts for NorwichFreeAcademy:
830 Names (681 uni
= Team-8y-Team Eligibility List Counts: View

Miscellaneous Downloads

= 2006-07 CIAC Handbool
= 2006-07 Eligibllity Rules:
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= Cooperative Team Policies and Application: Downloac
= Disqualification Policy: Downloac
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Policy on Recruiting: Downlo:
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IMPORTANT NEWs/KEY DATES/DEADLINES

At the top of the screen you will see a section with important news from the central
office and a listing of important dates and deadlines which are coming soon. You will
want to look at this information regularly to avoid missing any tournament deadlines
which could affect your athletes’ ability to participate in state tournament competitions.

CIAC Online Eligibility Center
Page loaded at: 2006-08-12 12:43:07 Login Name: Ridgefield
Help Document {(currently being revised): [Click here to download]

IMPORTANT INFORMATION

FALL SPORTS TOURNAMENT PACKETS

Tournament packets for 2006 fall sports are avallable for Immediate download from the CIAC online eligibllity center (by selecting the
tournament packet option under any sport's pulldown menu) or via the direct links below:

« Football

» Girls Volleyball

» Boys/Glrls Soccer

» Boys/Girls X-Country

» Fleld Hockey

» Girls Swimming

UPCOMING ELIGIBILITY FORM DEADLINES /KEY DATES

Mon., 08/21 - Football -- First Date for Conditioning Practice
‘Wed., 08/23, 8:00am-3:30pm - New Athletic Directors Workshop
Thu., 08/24, B:00am-3:30pm - New Athletic Directors Workshop
Sat., 08/26 - First Practice Date - All Fall Sports

GAmMES WiTH PENDING CHANGES

Submitted
S|.|I|m Opponent Time By

DS voorner s SR SRR § T SRS, sanes
gg?gﬂ?fsbs S =oys Sooen Harding ‘P: igoéhggngis ‘P:: :loagr;'arrge ‘P: :nnnéf\ange ‘P: Wakeman Fleld Slanic
Toraiss FRFootbal  araing  BEROECE O N chenge E No Change Pt Wakeman Fleld Staples
el e e e e D
IS 3 eVl Pt Wore 208 & S0R Y B gt 1 Sk e e

Below the news and key dates you will see a listing of games on your schedules with
pending changes. These could be changes your opponents have submitted to you, or
changes you have submitted to your opponents. If the change is waiting for action by
you there will be a link you can click on to deal with it (see the details on processing
change requests later in this document).

Note -- you will not see this section on you mainpage if you do not have any pending
changes.
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On the lefthand side of the mainpage you will see a series

Boys Sports

S of headings with a link to “show options”. There will be one
e heading for each CIAC sport your school sponsors.
[Show Boys Basketball Options]

S o oo e Sl
: F°§"" If your school sponsors a sport that you do not see a menu
: f"[:“::m” for you can add one by using the “Add Sport” link above the
et ey ey menus. Conversely, if you have a menu listed for a sport you
- Lacrosse (Boys) no longer sponsor you can remove it using the “Delete Sport”
- outtoor Track By link. It is important that you keep this sports listing accurate, so
: :w[mm‘:‘::” that we know which sports teams to expect information will be
: :, [ﬂ,(:” submitted for.

e S IMPORTANT -- All forms for coop teams must be submitted
- Baskethall (Gre) by the host school. You should not have a heading for a sport
" L e L if you are part of a coop and not the host school. Games your
: :I'ff‘(';l")' host school enters for your coops will automatically show on
. i o ao your schedules. If you have a “team of one” that practices with

- e Trnd Ay and follows the schedule of another team you need to have a
[Show Girls or Track Options] . . . . e

) heading for that team and submit all relevant eligibility and entry

= Qutdoor Track (Girls)

el akes ARG forms (you do not need to submit schedules for teams of one).

= Soccer (Girls)

: Swimming (Giri) Under each sports’ “show options” link you will see a number
s (Girls) of options for submitting and viewing information. There is
an option to download the sports’ tournament packet, a .pdf

coud acticas _J ' document that contains the tournament regulations and
O s i) requirements for the sport, along with a listing of forms required

and worksheets for collecting the necessary info from coaches
to submit the info online.
_ _ ] » Swimming (Girls)
Options for each sport are different, depending on [Hide Girls Swimming Options]
the info required. All sports require submission of
eligibility list and game schedules. Each sport also

= Tournament Packet: 2006-07

= Eligibility List:

has the option for submitting an out-of-state game Create/Edit: Go
. Import From Last Year: Go
form (required for every out-of-state opponent) and View: Current Year | '05-06 | '04-05
. . e Export Tab-Delimited: Current Year | '05-06 | '04-05
forfeit form (if you are forfeiting to an opponent or
. . . = Schedul Its:
receiving a forfeit win from one). St e
:’ie:dtg va;sg-,- |I_I\-l Il:AI!.I Levels
ractice scnegdule: £Oi
In addition to those options you will see things O G S R
such as team and or individual tournament entry Bl stk g
forms, site forms. There are also options to view < Diving Fonm: Subnit | Vit
. « Selection of Diving Officials: Submit | View
any of the forms you can submit, so you can » Tournament Invoice: Generate
) . « DNQ/WIIl Mot Participate Form: Submit
always see exactly what information we have on » Disqualification Report: Submit | View
. « Forfeiture Form: Submit
file for you. « Out-of-State Game Form: Submit



ELiciBILITY LiSTS

Each school must submit an eligibility list for each CIAC sponsored sport no later then
two days after the first allowed competition date for the sport.

Athletes not certified eligible by their appearance on your eligibility list may not
participate in any events during the season. You can add or delete names from your
lists during the season as appropriate. All such changes are logged.

You will not be able to enter any athlete not on your eligibility list on a tournament
roster for post-season competition, as the names available for you to submit are drawn
directly from your eligibility form.

Name If transfer student: If coop player:
Last, First Birthdate name of previous school name of school
Not All Caps MM/DIVYY Grade | and date last attended attended

For each athlete on your form you must enter their name (Last, First - not in all caps),
sex (M or F), their birthdate (MM/DD/YY) and grade (numeric - 9, 10, 11 or 12). If the
athlete is a transfer student you must list the school they transferred from and the date
they last attended. If the team is a COOP team and the athlete does not attend the host
school you must list the school attended in the COOP column.

The eligibility list editor allows entry of up to 40 names at one time. If you have more
then 40 athletes on a team, save the first 40 then return to the eligibility center and
return to he editing form. Each time you return to the form you will have 40 additional
lines for entering new athletes.

If you have not entered any athletes for a team, there are two options for importing your
initial listing. At the bottom of the eligibility list editor you is a “batch import” box.
To batch import your athletes, copy and past their information from your file into the box below. The athletes should be

entered one per line in the format "LastName, FirstName[tab]Sex M/F[tab]Birthdate MM/DD/Y Y [tab]Grade (9, 10, 11 or
12)[return]. After entering your athletes, click the "batch import” button at the bottom.

e s
[_Batch Import ) [ Clear )

To use this batch import feature, export your athletes information from your school
database or other file, one per line, into the format “LastName, FirstName[tab]Sex M/
F[tab]Birthdate MM/DD/YY[tab]Grade (9, 10, 11 or 12)[return]. Copy and paste that info
into the batch import box, then click the batch import button.

Once you have athletes in the system for a team you can no longer use the batch
import process. You can edit the athletes you imported and/or add additional athletes
using the regular eligibility form editor.



The other way to import athletes is to use the “Import Athletes From Last Year” option
on the sports’ options. This will provide you with a form that lists all the athletes on your
previous year’s eligibility list for that team.

CIAC Eligibility Form Importer

The names listed below are those of the 60 athletes included on your last season's Girls Swimming Eligibility List.

To import athletes onto this year's list, enter the correct current grade and check the "Import This Athlete” box next to the
name of each athlete you wish to import.

When you are ready to import your athletes, click the "Import Athletes” button at the bottom of the form. If there are no
errors in your data you will be taken to the regular editor screen where you can then add new team members.

IMPORTANT:
This form is only to be used for importing athletes from last year.

Click here if you wanted to add athletes that were not on your list last year.

Import Last Ifecoop player:
This Name Current Year's name of school
Athlete Lastname,Firstname M/F Birthdate Grade Grade attended

| Accardi, Andrea F | 12/04/1987 12

) | [Ames, Maddie F |04725/11988 | [ | | 12

[ | [aroder, Stephanie F |ow139s8g| [ | | 12

O | ‘Demetres, Kim F (037151988 [ | | 12

0 | [Lally, Meghan F (101311988 [ | | 12

= P T = nimnAnnee 1 17

To import athletes onto this year’s list, check the “import this athlete” box for each
athlete you want and correct their “current grade” if necessary (the system assumes
that each athlete advances a grade per year, so if they were in 10th grade last year
they’ll be listed as an 11th grader on the form).

After you successfully import the past year’s athletes you will be taken to the regular
eligibility list editor where you can then add new team members.



TourRNAMENT ROSTERS AND ENTRY FORMS

o Schools participating in CIAC tournament competition
I_

as teams and/or individuals need to submit tournament

Bouras, George

5 e — » rosters listing the team members who will be

o ] Colaninno,Frank [ | [ 12 Competing.

O [ Kormas,Dan T M 1 12

- |mmy 2 Requirements for each sport vary and can be found in

£ S

the tournament packet. For most sports the tournament
roster form will give you a list of the names on your eligibility list with checkboxes to
mark the athletes who will be included on your roster, and fields for additional info the
sport requires such as heights, uniform numbers, etc.

Some important points to keep in mind when submitting rosters or entry forms:

1) You can only submit a roster for a sport one time. Be sure that you include all the
names you wish to include. After your roster has been submitted, change requests
(additions, deletions, substitutions) must be submitted via a support ticket and require
approval of central office personnel.

2) Some sports (such as track, swimming and gymnastics) require the submission of
both a tournament roster and a qualifying marks form. The roster must be submitted
first, then the qualifying marks can be submitted for the athletes on your roster.

Changes to event entries and qualifying marks can be made at any time up to the entry
deadline by returning to the qualifying marks form and making the necessary changes.
Additions or deletions to the names of athletes competing can only be made via
submission of a support ticket.

3) Be sure to check your entries carefully and correct them as necessary prior to the
deadline. All forms have a field at the bottom which will allow you to e-mail a copy
of what’s being submitted to one or more

addresses (such as your coach). You can also T i

view the entries and/or rosters you have on file '

Coaches Name: Dick Hawks

at any time by using the view link on the sports’ ™ ™
expanded options. T ]
400 Free Relay:
Individual Event Entries:
Schools have the responsibility for submitting NS Qualitying Marks: _[Date Atained:

. . . . eath, Reira 200Free: 1:55.73 200Free: 11/5/05
their entries correctly prior to the established 200 2000
deadlines. Do not put your athletes where they e ——1| D ————
cannot compete in an event they have qualified — .
for because they were not entered correctly. oo e o

-10 -



DNQ/WiLL Not PARTICIPATE FORM

Under each sports’ expanded options there is an option to submit a “DNQ/Will Not
Participate” form. You should submit this form if you do not wish to participate in that
sports CIAC tournament even if you do qualify. You should also submit the form in
sports such as track and swimming if you are not going to have any individuals or relay
teams qualify for the CIAC tournament. This informs the tournament staff to not be
concerned that they do not have an entry form for your school.

TOURNAMENT INVOICE

Some schools require an invoice before generating payment for tournament entry fees.
If you need an invoice you can create and print one using the “Generate Tournament
Invoice” option on a sports’ expanded options.

DisQUALIFICATION REPORT

CIAC rules require the submission of a disqualification report any time a coach or
athlete is ejected from an event. In addition, at the end of a team’s season you must
file a report stating you had no ejections if that is the case. Both of these reports can be
handled using the “Submit Disqualification Report” option.

ForrEIT FORM

Whenever a game is forfeited both teams involved (the one forfeiting the game and

the one receiving the forfeit win) need to submit a form attesting to the fact. You can
submit this form using the “Submit Forfeiture Form” option under the appropriate sports’
options.

OuTt-0oF-STATE GAME FORM

You are required to submit an out of state game form for any contest you will be playing
against a non-Connecticut school in any sport. The form requires the date of the game,
name and address of the school, and the boys or girls 10-12 enroliment of the school
(boys for boys sports, girls for girls sports). The enroliment is used for sports such as
football and basketball so the out of state school can be assigned a division for playoff
point purposes.

Whenever we receive an out of state game form for a school not already in the options
on the schedule form pulldown menus we add the school to that listing immediately.

-11 -



ScHEDULES/RESULTS
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To begin entering your schedule data, choose

the “Submit” link under the schedule/results . S-Eh'-‘ﬂlm'?f' Results:

choice under the expanded options menu for the AR VirsiLy | 1Y ’
B that you choose the option for the e VRetly 1 0 LA Lt

sport. Be sure y Y Edit Practice Schedule

correct level - under most sports menus there are Edit Bus Times and Notes

options for Varsity, Junior Varsity and Freshman

teams.

The schedule/results entry screen has sections to enter all the information required for
an “Event”. An event is a single game, scrimmage or league tournament contest. If you
are playing two games on the same day (i.e. a baseball or softball doubleheader) or a
two-day tournament each game should be entered as a separate event.

The schedule/results screen has event spaces to accommodate the maximum number
of regular season contests allowed for the sport plus eight additional (for scrimmages

Date: 12/06/06 Day: wWed Time: | 7:00 p.m. Event Type: Game ) Ha: | Home 3]
Opponent: Result Score
Maloney + OwOL

Facility: ) tnceled " Clear Result

w

w

| Clear facility for this event
[Facility required if you are home team, optional if away )

Optional Flelds:

Tournament/
Event Name:
Alternate directions | .|
link to show:

Transportation: Bus Needed?: _| Bus Time:

Public Note:

Private Note:
] Delete Event #1

and/or league or CIAC post-season tournaments.

Each event area is divided into three main sections. The sections are color-coded.
Fields or menus with a yellow background are required at the time your initial schedule
is submitted. Items in the green section are required at the time results are submitted.
Items in the blue section are optional and you need to enter them only if you want

them to appear when your schedule/results data is viewed via the password-protected
eligibility center, the public areas of the CIAC website, and/or your school or league site
(via links you set up using the link generation tool).
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Following is a detailed explanation of each field:

Date - The date of the event. Must be entered in the format MM/DD/YY (i.e. 09/05/05
or 12/14/06). You can also type them in as 1-1-05 or 1/1/05 and they will be
converted to the correct format. The day of week is entered automatically based
on the date.

Time - The start time of the event. Must be entered in the format H:MM a.m. or HH:
MM p.m. (i.e. 10:30 a.m., 12:00 p.m., 3:30 p.m.). You could also type the
three examples as 10:30a, 12p and 3:30p and they would be converted to the
correct format. If the event time has not been set you may enter “TBA”. For
doubleheaders, enter the same start time for both games.

Event Type - Select the appropriate type from the pulldown menu: “Game” means a
regular season game that counts against your CIAC maximum contests
limit; “Scrimmage” is a practice contest that does not count in your record
or against your contests limit; “Postseason” means a league or CIAC
post-season tournament (that is not included in your record for CIAC
tournament qualification purposes). If your league has a tournament
during the season in which the games count in your regular season
record, use the “Game” event type.

Home/Away - The site of the event. If the event is at a neutral site, choose “Home” if
your team will be the home team.

Opponent - The school or schools you will be facing in the event. Depending on
the sport, you will have menus allowing you to enter either one or four
opponents per event (sports such as golf, gymnastics, cross country, track,
etc. allow for multiple opponents in an event).

To set the opponent, choose the Select FCIAC Opponent...

appropriate “Se|ect” option from the Select Non-League CIAC School Opponent...
menu. When you choose that option | 5015 T HE ST o™
you will be presented with a menu Select Tournament/Unknown Opponent...
allowing you to select the appropriate Remove This Opponent

opponent:

The “Out of State Schools” menu includes any non-Connecticut school for
which a member school has submitted an out-of-state game form. If the
out-of-state opponent you are going to face is not in the list, we will add
them as soon as you submit your out-of-state form.

Use the tournament/unknown opponent option if the event is a tournament
game and your opponent has not yet been determined, or if the event is
an invitational or league tournament. Enter an event name (i.e. Hartford
Invitational or CCC Semifinals), the event name will show in the opponent
column on your printed/linked schedules.

-14 -



Result - Click the button indicating your team’s result. The choices you will have will
vary, depending on the sport.

Only use the cancelled button if the event is not going to be played at all. Do
not mark a game “cancelled” if it is merely being postponed or changed to a
different date and/or time.

Score - The final score of the event (i.e. 3-2 or 15-2,15-3,15-5)

Miscellaneous Result Info - Certain sports require additional info to be submitted with
the score, such as penalty cards for soccer and course
rating information for golf.

Facility - The name of the facility where the event will be held (i.e. Main Gym, Town
Park, Memorial Stadium, etc.). If possible use a specific facility name and not
just the name of the school. Required if event is a home event for your school.

Tournament/Event Name - Name of tournament or invitational event. Will be used on
schedules in opponent column when opponent is set to
“Tournament Game - Opponent Not Known”.

Transportation - Check the box and enter bus time if a bus is required for the event.

Alternate Directions Link To Show - This allows you to override the default choice
for which school’s directions information shows
when click on the directions link for this game
on a viewed schedule. The defaults are your
school for a home game, the opponent for an
away game (first opponent for a multi-opponent
away event) and no link for an event set as
“Tournament - Opponent Not Known”.

Public Note - Miscellaneous information of your choice (i.e. “Senior Night”,

“‘Homecoming”, “Admission will be charged”). Can be shown on publicly-
viewable schedules.

Private Note - Miscellaneous information of your choice (i.e. note for staff). Viewable
only on admin version of schedules when logged in with username and
password.

Delete/Clear Event - The wording on this field will vary depending on whether or not
the event has ever been saved in the system. Checking the box
will clear all fields for the event. If it has been saved previously it
will be deleted when your event information is saved.
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Miscellaneous Information Fields

Total Total Total
Wins: Lossas: Ties:
Season W-L Record 2 =) 1 %) 1 =)
{Regular Season games only): . " e

Division: = M

Loetdy our Coach

Coach School Phone: (203) 123-4567

Coach Home Phone: (203) 765-4321

Coach Cell Phone: (203) 432-3456

Coach E-Mall | T cheschool . com

Field Length: 110

Fiald Width: 20

Field Condition: Excellent |2 i

List any fields you deem unsafe or unplayable:

To receive a copy of the information you are submitting

via e-mail for your records, enter your address: ad#school  Gom, coach@school con

I_ Save Changes ‘

After you fill in your event information, you must also complete the miscellaneous
information fields at the bottom of the schedule/results screen. These fields will vary
from sport to sport, depending on the information required for that sport.

These fields use the same color-coding system as the event fields (yellow required at
time of schedule submission; green required when submitting results; blue requested
but optional).

Win-Loss Record - When submitting any results you must verify your record using the
pulldown menus.

This record should only include regular season games (not
scrimmages, league tournaments or CIAC tournament contests).
You may enter results for these contests, but do not include them
in your record.

Coaches Name/Contact Info - These fields are very important. We must have
accurate contact info for your coaches so that
tournament directors, media members, etc. can get in
touch with them if necessary.

Confirmation E-Mail Address - You can enter one or more e-mail addresses that
you would like to have receive e-mailed confirmation
copies of the info you are submitting. Multiple
addresses should be separated by commas.

-16 -



ADDING CIAC AND/OR NEw ENGLAND TOURNAMENT DATES

On sports where appropriate you will see a link in the lefthand column to add CIAC
tournament dates to the schedule. Clicking this link will automatically add all CIAC
tournament dates for the sport. For example in swimming the diving championship,
qualifying meet, divisional championship and open will be added with the correct dates,
times and sites for your specific division. In sports that have New England meets, those
will be added as well.

CHANGING INFORMATION FOR A GROUP OF EVENTS

By using the links on the lefthand column of the schedule entry

. MNaorth Haven
screen, you can quickly enter or change data for some or all of the Varsity
events on your schedule. Boys Soccer

Field Color Kay:

Clicking on the links will either perform the action noted (i.e. set all
game dates ahead one day) or give you a pop-up window to enter Requirad at

. . . schedule submission
the info to set (i.e. time for all home games).
Required at
result submission

Javascript Optional

Change Information
For A Group of

: Games:

3:30p « Time for all games
[HE&A)

+ Time for all home

g 3 games
i J { o } + Facility for all home

Set Times For All Home Games To:

games
+ Bus time for all away
games
. , . . . + Bus timas for all
These links use each event’s setting in its H/A pulldown to determine  games (Hax)

if the game is home or away and if it should be included in the group ~ * Swap heme/away

. . . for all games
being changed. Be sure that the H/A option is set correctly for each + Set all game dates
event before using the change group information links. Swasoreday

+ Set all game dates
back one day

Using these links only updates the info in the fields/menus on the
form (just as if you had gone to each field and typed in the information). Nothing is
saved to the server until you click the “Save Changes” button at the bottom of the form.

These links, when used in conjunction with some of the data import options, allow you
to enter schedules quickly.
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SYNCING OF SCHEDULES

There are two schedule entry deadlines each season. The first one is the date when
schedules need to be posted to the website (for the 2006-07 school year, that date was
May 18, 2006 for fall sports, and will be October 2, 2006 for winter sports and February
1, 2007 for spring sports). The second deadline is for resolving conflicts (discrepancies
in information between your schedules and those of your opponents. For 2006-07
sports, those dates are May 25, 2006 for fall, October 9, 2006 for winter and February
8, 2007 for spring.

On the final deadline date for a season, your schedules will be “synced” with your
opponents. At that point games that do not match up in times and/or facilities will be
set to use the info entered by the home team for both schools. These “final” schedules
will be provided to officials assignors and media and posted on the CIAC website for
viewing by the general public.

Prior to the deadline date you can make changes on your own schedules to gamedates,
game times, sites (home/away) and facilities.

Changes can be made to schedules after the second deadline as long as they are

in accordance with CIAC rules for the sport (i.e. last date a game can be added to
count for tournament qualification). The difference is that following the “final” schedule
deadline there is a confirmation process that schools participating in a change must
complete to show that they are both in accordance with the change.

MAKING CHANGES AFTER THE DEADLINE

after the deadline, start by
.. « Date: Tues., 0912/06 Time: 3:45 p.m. Event Type: Game  HiA: Home
C||Ck|ng on the Change date, Change date, time, site andfor facility || Delete/Cancel This Event

time, site or facility” link for the

event on the schedule editing page. This will bring up a schedule change request form

you can use to submit your requested change to your opponent. Fill in your requested
change(s), then click the “submit

request” button to send the request to
Changes to game times, dates or sites following the schedule deadline must be agreed upen by both participating
it s o s e e o o SR T o o i | yOUT OppoONENt.
o ]
Sport: Girls Volleyball (V) . . .
Partcipanta:  Sapies va, Harding Your opponent will receive an e-mail
Date: | 10/04/36] 3 Postpos ourknown dae detailing your requested changes with an
Time: [ 3:45 p.m.| CJpostpons o unkooun tme “action link” they can click on to process
Homeiaway: [ Staples vome %) their response to your request.

Facility: Staples Gym

This comment is meant to explain your request(s) above, if necessary
Do not just submit a comment without a change request.

Comment:

’ Submit Reguest ) J Reset Form |
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Schedule Change Request
‘Your opponent has requested the following changes be made to this game. To accept this request and have both your schedule and your opponents updated
immediately, click the "accept changes” button below. To suggest an alternate change, click the "suggest alternate change® button. To completely clear the change
request for this game, click the "delete change request” button. Your opponent will be notified of whatever action you take, if you accept the change your officials
assigner wil be notified as well if they have registered to receive such informaticn from us.

Request Initiated: 2006-08-11 10.02:26
SN
Sport: Girls Volleyball (V)
Participants: Staples vs. Fairfield Warde
Date: From 10/08/06 to 10/05/06
Time: 400 p.m. (No change)
Home/Away: Nochange
Facility: Fairfield Warde High Schoel Gymnasium (No change)

Comment:

¢ Accept Above Change(s)_\‘ r Suggest Alternate Change(s)\

(‘Delete Change Request _\'

You have three choices when dealing with a schedule change request from an
opponent.

1) Accept The Change - by clicking this button the requested change(s) will be made
immediately to both schedules (yours and your opponents) and e-mail notifications
will be sent to the appropriate officials assignor(s) and the members of the media
and general public who signed up to receive updates on the involved sport and/or
schools.

2) Suggest an Alternative Change - this will send a message to your opponent with
your alternative suggestion. The opponent’s message will contain an action link
which they can click on to process your request.

3) Delete The Pending Change - this will remove the pending change from the system
and send your opponent a message notifying them of your action.

Important things to keep in mind regarding change requests:

1) Either the home or the away school can initiate a change request - it does not
matter which school initiates the original request, the other school must act upon it.

2) There can only be one pending change request for an event at any time - once
a request is initiated, no new request can be initiated for that event until the receiving
school acts on the first request (by accepting it, suggesting an alternative or deleting
it). You can request to change multiple things regarding an event on a single request
(date, time, site and/or facility).

3) It is important to deal with requests you receive promptly - this is especially
true for requests made on game days due to weather. Schedules are changed and
officials assignors, the general public and media are notified only when a change has
been accepted.
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When a change is pending for an event involving your school you will see it in a number
of places. Besides being notified by e-mail you will also see pending changes on your
eligibility center mainpage and on the schedule editing page for the team involved.

Events With Changes Pending (10)
Only the first 5 of your 10 are displayed below.
Click here to view the complete list

C: = Current / P: = Pending

Use the "process” links to accept or decline changes, or submit an alternative change.
You will only have a "process” link in the "Submitted By" column for events where your opponent initiated the pending change(s).

Request Submitted
Submitted| Opponent Facility By

el e e e —
Doisorts | v Bovsseccsr Haang B R B B No Change P Wakeman Fild scaples
Tortass . MRFetal  Hadng B B e B No Change P Wakeman Fild Scasles
igogéogéu V Girls Volleyball  Fairfleld Warde C: %g})g;gébs g: ;nngr?a:inge :: ?lowacyhange : ;:Irél:;ﬁ;arﬂe High School Gymnasium Fgrl"l;ftlslstz]warde
AL e vl et i T0EI00 SEOR, S L e i ey Ftl e

Date: 04/05/08  Time: 3:45pm.  Event Type: Game  HIA: Aw: Date: 04/07/06  Time: 3:45p.m.  Event Type: Game  HIA: Awa
Act on your opponent's pending change request (detailed below) || Delete/Canc cl Tms Event A change request submitted by you is pending, your opponent must act on it || Delete/! Canccl'ﬂ'rs Event
Date/Time | Change | Change | Change| Change Date/Time | Change | Change Change| Change
Submitted | Date To: | Time To: | Site To: | Facility To: Submitted | Date To: | Time Te: | Site Te: | Faclity To:
2006-04-06 | o, 0 2006-04-071 44108406 | 1:00 p.m
10:55:18 12.50:12 00 p.m.
Opponent: Result Score ©pponent: Result Score
T | y i o ——— | iy
Haddam-Killingwerth ' % OwOL Old Lyme & OwOL
Facllity: ) cancalied e _ FacHity L Cmated Clear Result )
Haddam Killingworth HS ' & — Old Lyme HS & —

Note that in all cases you will only have the option to act on a change if it (or the last
update to it) was submitted by your opponent.

DELETING/CANCELLING EVENTS AFTER THE DEADLINE

game as cancelled will not always

H H H Date: Tues., 0912/08 Time: 3:45pm. Event T : G H/A: H
|mmed|ate|y delete it. Cance”ed uci.sur!ge date, time, sr::andiorpf;;il'm,' ] D{.‘TDII}IEF;?!:H%F:;S Event o
events are only deleted after both

teams involved mark them cancelled, and only if they are marked cancelled prior to the

first allowable competition date. This is important because a game on your schedule will
still count against your maximum allowed contests even if it is marked “cancelled”.

To find out exactly what will happen if you mark a game cancelled, click on the link

that says “Delete/Cancel” this event. You will be presented with a window that will

tell you if your opponent has marked the game cancelled yet. Whenever you mark

a game cancelled after the deadline notifications are sent to your opponent, your
assignor and the appropriate mailing

lists immediately, the game is just

To cancel this game click the "cancelled” button or checkbox in the results area for this event.

‘When you submit your changes, your opponent, officials assignor (if registered) and anyone who has requested n Ot re moved fro m yo u r SCh ed u | e
schedule updates on this team will be notified of the cancellation II . f | t t b
Your opponent has not marked this event "cancelled” on their schedule. If you mark this event "cancelled™ your (a OWIng Or a rep acemen O e

opponent will be notified. If they then mark it "cancelled™ on their schedule prior to the first date to count for this sport it . .
will be immediately deleted (after notifications are sent) from both your schedule and your opponents when they save e nte red ) u ntl I yo u r O p po n e nt CO nfl rms
their changes. Games cancelled during the season wil remain on your schedule but show as cancelled.

Goose This Window the cancellation by marking it on their
schedule.
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NorTiFicaTioNs oN ADDITIONS, DELETIONS, TIME OR SITE CHANGES

Once the final schedule deadline for a season has arrived and the schedules are
synced, e-mail notifications will be sent to certain parties every time a change is made
to a schedule. Notifications are sent to officials assignors and to anyone who has
signed up for updates on the school or sport via the ciacsports.com e-mail lists.

Officials assignors are notified if they have registered with us to receive updates on
their schools. When processing a change request the response message you receive
will tell you if an assignor was notified. When editing a schedule you can if an assignor
will be notified on changes by looking in the lefthand column of the editing screen,
where you will see a note telling you if an assignor is registered to receive updates on
this team.

Mote == MNote --

Your officlals Your officials
assignor for Girls assignor for Girls
Soccer has Soccer has not
registered to receive registered to recelve
automatic updates updates on your

on your schedule. schedule. Be sure to
Any games added or infarm them
changed will be yourself of any
automatically schedule changes.

emailled to him or
her.

If you have assignors that are not registered, feel free to direct them to our office so
they may do so.

Updates are sent immediately whenever any of the following actions occur after the
final schedule deadline:

* You add a new event to a schedule;

* You cancel an event on a schedule (on cancellations, your opponent will receive a
notification that you have marked the event cancelled as well);

* You change the date, time, site or facility on a tournament event or an event vs. an
out of state opponent or in state non-member school (those changes do not require
the confirmation process that games with member schools do);

* A change request is accepted by a school changing the date, time, site or facility for
an event.
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ScHeDULES/REsuLTS HEADING

To the right of the sports specific headings you will see the “Schedules/Results heading.
Under this heading are a number of options for viewing and working with your schedule
data.

Today's Events (7)

J
VIEwWING TobAY’sS EVENTS [ sport | Opponent | H/A-Facility [Time|sus]
— — — e — Boys Cross  Brien McMahon, Danbury, Fairfleld Home - RHS Upper 3.45
Country Ludlowe, Harding Grass Fleld
. . . JSVGIrIs Wilton mﬂ- Allen's 4:00 2:20
The first item under the schedules/results heading s« —_— —
. I t f all th t t Girls Soccer  Wilten fonied Y 400 E=
IS a liIsting Of a e evenis (games, practices, i -
t t t h d | f th S coar Wilton School 4:15
ournaments, etc.) on your scheduies 1or the
Girls Cross Brien McMahon, Danbury, Falrfleld Home - RHS Upper 4:45
cu rrent date Country Ludlowe, Harding Grass Fleld
ﬂ‘;;l:? Falrfleld Ludlowe o oerHolow) 57
Fleld Hockey Fairfield Ludlowe gnmeisliger-Holovl 5en8

Stadium

VIEWING SCHEDULES

The system offers you a host of options for viewing your data and providing it to
others. You can print schedules either as monthly calendars or in list view, create links
to provide the information via your school’s or league’s website and/or download the
information into your scheduling program (Outlook, iCal, etc.) or PDA.

To quickly view the schedule for any team or sport, you can select the option from the
sport’s menu in the eligibility center.

Glastonbury 2005-06 Varsity Boys Soccer Schedule

18 Events Listed
|| Change Criteria || Go Back ||

we—[spert | Opponart——nracity —[ime Rt o

Fri., 2 Boys Soccer | Hotchkiss Away 4:00 p.m. Scrimmage
Sat., 910 Boys Soccer  Loomis Chaffee School  Away 10:00 a.m. Scrimmage
Tue., 313 Boys Soccer Bristol Central Home - Soccer Field #3  4:00 p.m.
[Directions]
Sat., 9117 Boys Soccer | E.O. Smith Away 1:00 p.m.
[Directions]
Tue., W20 | Boys Soccer  Wethersfield Away - Cottone Field 3:00 p.m. Game at Cottone Field
[Directions]
Firi., 23 Boys Soccer  MNewington Away 6:00 p.m.
[Directions]
Mon., 9126 Beys Soccer Hall Home - Soccer Field #3  4:00 p.m.
[Directions]
Wed,, /28 Boys Soccer  Southington Away 4:00 p.m.
[Directions]
Sat., 1041 Boys Seccer Fermi Home - Soccer Field #3  2:00 p.m.
[Directions]
Wed., 105 Boys Soccer East Hartford Home - Soccer Field #3  4:00 p.m.
[Directions]
Sat., 10i8 Boys Soccer Simsbury Home - Soccer Field #3  12:00 p.m.
[Directions]
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You can also view schedules for all your sports by using the links under the Schedules/
Results heading on the main eligibility center page.

Glastonbury 2005-06 Athletic Events Schedule

265 Events Listed
+ Spori(s): All

« Lovel(s): Al

|l Ghange Criteria || Go Back ||

Wed., 8/31 Football Norwich Froe Academy Homo - Football Fiald 330pm.  Scrimmage
[Directions]
Fi, 92 Boys Soccer Hotchkiss Avay 400pm.  Scrimmage
Sal, 913 | Girs Seccer Conard 800am | Scrimmage
Tue, 906  Giris Volloyball  Hall 400pm.  Scrimmage ry
Tue., 976 | JV Girls Volleyball | Hall 400pm.  Scrimmage
Tue. 916  FR Girls Volleyball Hall 4:00 p.om. Scrimmage A0
Wod., 97 | FR Girls Soccor  Bloomfield 330pm.  Scrimmage
Thu, @8 | Giis Voleybal  Bloomfield 330pm.  Scrimmage
Thu, 98 | JV Girs Voleyball | Conard 330pm  Scrmmage
Thu,8/8  FRGiris Voloybal | Conard 330pm  Scrmmage

On the calendar view schedule home events are shown in one color and away events in
another. The home events are also in bold. You can also control the showing or hiding
of various types of information by using the pulldown menus at the top. Clicking on a
date in the calendar view will bring up the detailed list view for that day. Clicking on an
event in the calendar view will bring up the season schedule for that sport in list view.

On any detailed list view schedule, you can customize the information shown by clicking

on the “Change Criteria” link near the top. pange Schece Grri
Doing so will give you a number of options (honty Cranges) (Fide Grivera Chorees)

to customize the criteria for what is shown :

School: = Southington =
On the SChedUIe Sport(s): Game Date On Or After:
’ ] Any Date
. . Eused'gcwtnmymf?cs'rpg[?key (Windows) or or (MDrY): [ 08 151 27 141 2006 %)
Change the options as desired, then Command key (the one wih the Apple on It on a Mac)
. « » while clicking each sport you wish to include. Game Date On Or Before:
click on the “Apply Changes” button to — () Any Date
. | ports rd { n al .
regenerate your schedule using the new Band 3 orwor): {11 13)( 24 [+)( 2006 3
criteria. The following is an explanation of i A ' B ek
what each option does: Seys Bacian () Hide Resus Column
. . :T\-’: g;\:s Country P:u'h:;: ::;.c Notes Column
Sport - Determines which sport(s) are B Fecing - e
|nC|uded You can Select a" Sports, or any | Exclude miscellaneous events and holidays [_| Show Private Notes Column
combination of the sports in the menu. To  Homeiaway: _ _ Only show events where priv, note contains:
. .*) Either Home or Away (_) Only Home (_) Only Away
select multiple sports from the menu, hold s
. 1H Facility:
down your CTRL key (W|ndows) or App|e # Any Level IV v FRCIMS Only S i A Sy i ‘
. . . Any Facili =
key (mac) while clicking on each sport you  penent . T
Want to Se|ect Any Opponent . Directions Links:
. |_| Hide Directions Links
Event Type(s): o
'zAny Type Cancelled Games:
Exclude miscellaneous events EifmEtimrmnart o Tnn Siiese = e
- . ‘'ersion For Printing: Bus Information:
and holidays - Hides events on your ek B  Srow Bus Tine Coun
“MISCG”GHGOUS Eventsu adn “SChOOI :ﬁ?;;nt :;w;{:f:éhwem _| Only show events where a bus is reguired
Holidays and Closings” schedules, even if  epon roresce: eyl (LR
“All Sports” is selected. il ader Color
[ Current =
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Home/Away - You may choose to show both home and away contests, or limit display
to only home or only away.

Level - Check the boxes for the level(s) you wish to include.
Opponent - Limits display to events vs. one specific opponent.
Event Types - Check the boxes for the type(s) of events you wish to include.

Version For Printing - You can hide the criteria info and links (such as return to
eligibility center, change criteria) that generally show at the top
of the page. You can also choose to add a blank row after each
event (creating a double-spaced schedule).

Export For Excel - This will use the selected criteria and create a .csv file of your data
which will open in Microsoft Excel.

Start Date/End Date - You can show all dates, or limit the start date, end date or both.
If you select a start date or end date, you must choose a month
and a year. The day menu is optional. If you don’t select a day
under the start menu it will assume you wanted the first day of
the month. If you don’t use a day under the end menu, it will
assume you wanted the last day of the month.

Results - Checking the “combine times and results columns” box will give you on
column with the heading “Time/Result”. That column will show the score if
one has been entered for a game, and the time if no score has been entered.
The “hide results” box will make it so the results do not show.

Public Note - Determines if the “public” note column shows (does by default).

Private Note - Determines if the “private” note column shows (does not by default).
The “only show events where priv. note contains:” field will allow you to
selectively filter data. For example, you could enter “Admission Fee” for
the private note on games where admission is charged, then use this
criteria field to create a schedule showing only those games.

Facility - Limits display to events at one specific facility.
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Directions Links - Determines if a link that say “show directions” appears by each
game site on the list (if visible, clicking on a directions link will bring
up the “directions to sports sites” entered by the home school via
the eligibility center).

Cancelled Games - Hides events marked “cancelled”.

Bus Information - Determines if the “bus time” column shows. You may also choose to
limit the events displayed to only ones where a bus is required.

Show Record - Adds a line in the criteria display section with the current W-L record for
regular season games.

Header Color - Change the header and link colors from the default (red).

ViEwING Bus ScHEDULE (HS & MS ComBINED)

The “View Bus Schedule (HS & MS Combined)” link will allow you to quickly generate
a schedule to provide to your bus company. The link creates a list view schedule of
events for your school and any middle schools you have access to, showing only the
events where you have indicated a bus is required.

2006-07 Athletic Events Schedule

99 Events Listed

+ School(s): East Haven, Melilo MS

« Sport(s): Al

+ Lavel(s): All

+ Game Date On Or After: 08-27-2008
+ Game Date On Or Before: 11-24-2008
+ Bus Required: Yes

|| Change Criteria || Go Back ||

B
e e v N [ S

Sat., %2 | Girls Volleybal (East Haven) Naugatuck Away - Naugatuck HS 10:00 a.m. B:15am Scrimmage
[Directions]

Tue., 95  Girls Volleybal (East Haven) Seymour Away - Seymour High School 6:00 p.m. 2:10pm Scrimmage
[Directicns]

Wed., 8/6 | Girls Soccer (East Haven) Hamden Away - HHS Turf Field 6:00 p.m. 4:30pm Scrimmage
[Directicns]

Thu., %7  Girls Volleybal (East Haven) Wolcott Pay 400 p.m. Zpm Scrimmage
[Directions]

Sat., 8  Girls Soccer (East Haven) Westbrook Mway 10:30 a.m. 8:15am Scrimmage
[Directions]

Tue., Boys Socccer (East Haven) MNotre Dame-West Haven Away - WH Veterans Field 3:45 p.m. 2:10pm

a1z [Directions]

Tue., Girle Swimming (East Haven) | Hamden Away - HHS Pool 4:00 p.m. 2:15pm

812 [Directicns]

Wed., JV Boys Soccer (East Haven) = Notre Dame-West Haven Away - WH Veterans Field 3:45 p.m. 2:10pm

8913 [Directions]

Thu., FR Football (East Haven) Lyman Hall MAway - Lyman Hall 3:45 p.m. 2:15pm

o/14 [Directions]

Thu, Girls Soccer (East Haven) North Haven Away - Memorial Field 7:00 p.m. 5:30pm

9114 [Directicns]

Fri, 815 | JV Girls Soccer (East Haven)  North Haven Away - Memorial Field 3:30 p.m. 2:15pm
[Directicns]

Fri, 815 Girls Volleyball (East Haven) Career Magnet Away - Career Magnet 5:30 p.m. 2:20pm
[Directions]

Tue., Boys Soccer (East Haven) Derby Mway - Derby -Ryan Athletic Complex 6:00 p.m. 4:30pm

919 [Directions]

Tue., Girls Swimming (East Haven)  Shelton MAway - Shelton Community Center Pool 3:30 p.m. 2:00pm

918 [Directions]

Wed., MS Boys Cross Country Strong MS, Ediscn MS, RHAM MS, Adams MS = Away - Strong MS 3:30 p.m. 2:15pm wiacad

9/20 (Melilo MS) (Serim.)
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CoNFLICT REPORT

The conflict report lists conflicts between the fall schedule information on file in the
CIAC website for you and your opponents. You can choose to view the report for a
season (fall, winter or spring) or for one sport. You will also have your conflict report e-
mailed to you when the final schedule deadline for a season . .. ... .

|S approaChlng Season: Boys Sports: Girls Sports:

Fall Sports Baseball Basketball
Winter Sports Basketball Cross Country
. Spring Sports Cross Country t_J:cIr
The events which appear on the report are those where Fodtasl " Do
there is not an exact match between your schedule and that Indoor Track  Outdoor
. . . . . S0 r
of your opponent. Conflicts may exist in the date, time, site, Softoall _

ou
Opponent(S) or event type Sx-cummur': Tennis

or Track

If you see a contest preceded by [Y] and one preceded by [O] it means that there is
some difference between the events on your schedule and your opponents (game time,
site and/or date). A contest preceded by [Y] without a corresponding contest preceded
by [O] means that the contest is not listed on your opponent’s schedule. A contest
preceded by [O] without a corresponding contest preceded by [Y] means the contest is
on your opponent’s schedule but not on yours.

Whose Schedule,Your Opponent,Date,Time,Sport/Level,Southington Home/Away
[Y] = Denotes event listed on your schedule
[0] — Denotes event listed on opponent's schedule

[0],v.Avon,2006-10-19,3:30 p.m.,B SOC-FR,Socuthington is Away
[Y],v.Avon,2006-10-19,3:45 p.m.,B S0OC-FR,Southington is Home

Multi-opponent events will not show in the main conflict report. A complete listing of
multi-opponent events involving your school follows the main conflict report. If you
see an event in the conflict report without the proper corresponding entry, check the
multi-opponents event listing to see if you (or your opponents) have listed additional
opponents which you (or they) have not.

MULTI-OFPPONENT EVENTS

— Events with multiple opponents are listed below. All multiple opponent
events are listed, not just those with conflicts. Multi-ocpponent listings
will not show in the regular conflict report (above). If you see an event
without the proper corresponding entries, it may mean that you or your
opponent has the event on their schedule but with only one opponent.

— If you are involved in an event with more then five schools
participating you should enter that event as a tournament (set first
opponent to "Tournament or Invitational Event"”", leave all other opponents
menus blank, put the name of the tournament and/or the list of
participating teams in the box for entering the tournament name).

[0] B XC-V, 2006-09-=12, 3:45 p.m., Platt (Away) vs. Weaver, Southington
[0] B XC-V, 2006-09-12, 3:45 p.m., Weaver (Home) vs. Platt, Southington
[¥Y] B ¥XC-V, 2006-=09=12, 3:45 p.m., Southington (Away) vs. Weaver, Platt, Fermi
[0] B XC-V, 2006-09-12, 3:45 p.m., Fermi {(Away) vs. Weaver, Platt, Southington
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CoNFIRMING GAME _ScHEDULES WiTH OPPONENTS

To print a school-by-school confirmation report, and/or e-mail confirmation information
to some or all of your opponents, click on the “Confirm Game Schedules With
Opponents” link. You will then have the option of choosing the time period (season or
date range) you wish to confirm info for.

Send Confirmation Reports To Opponents

There are 18 distinct opponents listed in the fall schedule information you have submitted. To generate printable confirmation reports for
and/or send confirmation messages to opponents, enter your introductory message, select which opponents you wish to send to and click
the appropriate button at the bottom of the page.

Introductory Message (you may edit as desired):

Below please find a listing of all games on New Britainl fall athletic
schedules against your scheool.

Please review this information carefully and contact me as soOn as
possible either by phone or e-mail with either any discrepencies you may
hawve or to confirm that you are in agreement.

Thanks.

Include:
# All Opponents (67 events)

or selected opponents:
"I Bloomfield (3 events)
| Bristol Central (1 event}

The confirmation window allows you to enter a customized introductory message which
will be sent with the schedule data to each opponent you select in the “Include” group.

If you wish, you can just create a report to print without e-mailing the data to your
opponents (if you do choose the option to send e-mails, you will still be presented with
the report for printing so you can have a copy of what you sent for your own records).

The confirmation report will give you one page for each opponent.

If you picked the option to send e-mails, the i
, . . Notre Dame-West Haven Events vs. Branford
opponent’s page will also show the e-mail A Faciy
A i . Wed., 10/5 | Varsity Boys Cross Country | Career Magnet, Branford, Derby | Away @ Edgewood Park | 4:00 p.m.
address the info was sent to, or if we did not have
. . . Confirmation Report
an address on file for the opponent (in which case L -
you cou Id fax a copy of the report page to the Wed. 1015 Varly Boys Goss Gounty | Gareor Magnet, Braniord, Dorby | Avay @ Edgwaod Pars 400 p m
opponent). r——
Created at 2005-05-16 12:24:22
Notre Dame-West Haven Events vs. Cheshire
Opponent H/A-Facility
Fri., 923 Freshman Boys Soccer | Cheshire | Away @ Bartlem Field 3:30 p.m.
Fri., @23  |Varsity Boys Soccer Cheshire | Home @ Veterans Park (WH) | 6:30 p.m.
Sat, 9/24 | JV Boys Soccer Cheshire | Home @ Veterans Park (WH) | 10:00 a.m.
Fri., 10/14 |Freshman Boys Soccer | Cheshire |Home @ Veterans Park (WH) | 3:30 p.m.
Fri, 10114 |Varsity Boys Soccer  |Cheshire |Away @ Gheshire HS 3:45 p.m.
Sat, 10115 | JV Boys Soccer Cheshire | Away @ Cheshire HS 10:00 a.m.
Thu., 11/10 [ Freshman Football Cheshire | Away @ Cheshire HS 3:30 p.m.
Fri., 1111 | Varsity Football Cheshire |Home @ Veterans Park (WH) | 7:00 p.m.
Sat., 11/12 |JV Football Cheshire | Home @ Veterans Park (WH) | 10:00 a.m.
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UPDATE ScHEDULE DATA vs. ONE OPPONENT

Many schools have determined that the best way to confirm schedule data is with one
opponent at a time. Using the “Update Schedule Data vs. One Opponent” link you can
bring up one page with all your events vs. a specific opponent, then work with the other
school either via the confirmation or conflict reports or directly on the phone to matchup
your data.

Update Schedule Data From A Confirmation Srent e

Sport: Girls Soccer Level: Varsity
Opponent(s): Bristol Central

To bring up all games vs. an opponent for editing, click on the buttc

Date: 09/13/05 Time: 3:45 p.m. EventType: GCame I-%] HIA: | Away FH

) Amity (1 event)

Facility: 4
)
_ Avan (3 events) [T Clear faciiity for this event
,: Bloomfield [2 eve nts} {Facility required if you are home team, optional if away)
P - Optional Fields:
(_ Bristol Central (6 events) ks ait!
) Bristol Eastern (3 events) Bvent Name:

oo Transportation: Bus Meeded?. [ Bus Time.
) Bulkeley (1 event)

() Canton (2 events)
) Conard {11 events)
— i

[_ E.O. Smith (13 events) Eiri

& East Hartford [25 ewents} Sport: Boys Soccer Level: Varsity

:’ Opponent(s): Bristol Central

[_Enfield (2 events}

: Farmington (5 events) Date: ~ 09/13/05 Time: 4:00 p.m. EventType: GCame [%) HiA: | Home [¥])

— ;
_ Fermi (8 events) Facility: | Soccer Field #3 )

A Mall (17 owvontel [_| Clear faciity for this event

Public Note:

Private Note:

(Facility required if you are home team, optional if away)

Optional Fields:

Tournament/
H H H H H Event Name:

Note_ -- this option is only available prior to S
the final schedule deadline for a season pubiic Note:
(i.e., after the fall deadline winter events Fitbels sloke

vs. an opponent will show here but not
fall). After the deadline changes must be made using the change request process.
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GAMES WiTH PENDING CHANGES REPORT

This report will show you all events involving your school that have pending changes
which have not been processed. It shows requests submitted by you and your
opponents. For events where you need to perform the processing action there is a link
for you to do so. The first five pending changes will also show on your eligibility center
mainpage, however if you have more then five you can view them all on this report.

GAMES OrPPONENTS HAVE MARKED CANCELLED REPORT

This report will show you all games which opponents have marked cancelled against
you where you have not marked the corresponding game cancelled on your schedule.
Once both schools have marked a game cancelled it will be removed from their
schedules (if the cancellation happens prior to the first competition date for that sport).
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E-MAILING ScHEDULE/REsuLTsS DATA

You can e-mail schedules in calendar or list format directly from the eligibility center.
You can choose exactly what data you want to include (sports, date ranges, levels, etc.)
in the same way you control what’s shown on your links. You also have the option of

including a message to go before the schedule.

The messages are sent from your own e-mail address, so people can reply to you just
like they could with any normal e-mail you send.

To send a schedule, start by clicking the link
for the format you want under the “E-Mail A
Schedule” bullet.

Then select the options for the data you wish
to include, enter the addresses to send from
and send to, the subject and, optionally, the

message you want to precede the schedule.

e

School:  East Catholic

Game Types To Show:

* Either Home or Away (_ Only Home Color #1 (Headers and Home Events):

Starting Month:

Current Month | 3!

Color #2 (Away Events):
Limit Sport Te:
Any (Don't Limit)

Click Here To View Data Which Will Be Sent Based On Setftings Above

From Address:

mfischer@casciac.org

To Address (separate multiple addresses with commas):
somebody@somedomain.com, someoneelse@somewhereelse.com, person@domain.com

Subject:

This month's schedule

Message to go before schedule (optional):
Here's our complete athletic schedule for the menth.

“Send Messages )

Sport(s):
z Any Sport

[_| Baseball

| Boys Basketball

" Boys Cross Country
_| Football

| Boys Golf

llce Hockey

| Boys Indoor Track
[ Boys Lacrosse

| Boys Outdoor Track
"1 Boys Soccer

" Boys Swimming

| Boys Tennis

"1 Boys Volleyball

I Wrestling

| Girls Basketball

] Girls Cross Country
| Field Hockey

T Girls Golf

" Girls Gymnastics
[ Girls Indoor Track
[ Girls Lacrosse

1 Girls Dutdoor Track
" Girls Soccer

[ Softball

[ Girls Swimming

1 Girls Tennis

" Girls Velieyball

HomelAway:

SBchool: | Select ——=

2
-

_|Band

" Bowling

" Boys Alpine Skiing
| Boys Badminton

"I Boys Crew

[_1Boys Fencing

| Boys Rugby

[ Boys Sailing

| Boys Water Polo

"I Cheerleading

"l Chess Team

| Chorus

[l Co-ed Alpine Skiing
| Co-ed Crew

"l Co-ed Cross Country Skiing
[ Co-ed Fencing

[l Co-ed Rifle

] Co-ed Wrestling

"l Color Guard

| Dance Team

| Debate Team

| Drumiing

" Girls Alpine Skiing

] Girls Badminton

| Girls Crew

1 Girls Fencing

" Girls lee Hockey

[ Girls Water Polo

"I Math Team
[_IMiscellaneous Events
| Pom-Pom

[l Unified Sports Basketball
| Unified Sports Soccer
| Unified Sports Track
" Unified Sports Volleybal

E Either Home or Away :, Only Home :Only Away

Level(s):

# Any Level v IV FRCIMS

Game Date On Or After:

'?_‘Any Date

L R #
Game Date On Or Before:

'?_‘Any Date

L R #

Event Type(s):
™ Any Type
I Game _| Scrimmage || Lg. Tourn.

Results:
| Combine Time and Results Columns
| Hide Results Column

Directions:
_| Hide Directions Links

Public Note:
| Hide Public Notes Column

Bus Information:
" Show Bus Time Column
| Only show events where a bus is required

[T——

Click here to preview data to be sent based on settings above

From Address:

To Address (separate multiple addresses with commas):

Message Subject:

Message to go before schedule (optional):

T
(‘send Messages |



ScHEDULES FOR NoN-CIAC SpoRrTs

You can enter schedules for non-CIAC sports (i.e. girl’s ice hockey, badminton, bowling)
and activities (such as cheerleading, band, etc.). This is especially helpful if you need to
show these events on your facility and/or bus schedules.

To enter or view schedules for non-CIAC sports or events, use the “Edit/View Schedules
For Non-CIAC Sports” link. You will then be presented with a page showing all the
available sports options and links to edit or view their schedules. The editing process

is basically the same as with CIAC sports, except there is no confirmation process or
notification process for changes.

Edit/View Schedules/Results for Non-CIAC Sports/Activities
2006-07 School Year

Miscellaneous Events (1 events on file)

Submit/Edit Events || View Event Schedule

School Holidays and Closings

Submit/Edit Events || View Event Schedule

Non-CIAC Sports/Activities With 2006-07 Events On File Non-CIAC Sports/Activities Without 2006-07 Events On File

Cheerleading (5 events on file) Band

= Submit/Edit Schedule/Results (Varsity) = Submit/Edit Schedule/Results (Varsity)

= Submit/Edit Schedule/Results (V) = Submit/Edit Schedule/Results (V)

= Submit/Edit Schedule/Results (FR) = Submit/Edit Schedule/Results (FR)

= Submit/Edit Practice Schedule (All Levels) = Submit/Edit Practice Schedule (All Levels)
= View Schedule/Results (All Levels) = View Schedule/Results (All Levels)

= View Schedule/Results (Varsity) = View Schedule/Results (Varsity)

= View Schedule/Results (IV) = View Schedule/Results (IV)

= View Schedule/Results (FR) = View Schedule/Results (FR)

Bowling

= Submit/Edit Schedule/Results (Varsity)

MisceLLANEOUS EVENTS SCHEDULE

The miscellaneous events schedule, accessible from either the eligibility center
mainpage or the Non-CIAC sports and activities page, is designed for entry of
miscellaneous school events so they can be included in your bus and/or facility
schedules. You can enter any type of events you want - schools have used this to show
pep rallies, dances, captains lunches, etc.

ScHooL HoLiDAYs AND CLOSINGS SCHEDULE

The school holidays and closings schedule allows you to enter these events on your
master schedule. The difference between the school holidays and closings schedule
and the miscellaneous events one is that the holidays and closings schedule does not
require entry of a time.
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ENTERING PRACTICE SCHEDULES

You can enter practices into the system so that they show on your calendar, list view
and facility schedules. You can enter practices for one sport at a time (by selecting the
“Edit Practice Schedule” option under the sports’ heading) or for a season (using the
links on the eligibility center mainpage.

Ridgefield
Fall Spnrh Prev Date Delete
Practice Line Day Time Team Level(s) Facility Line
Schedule # 08/21/06 5 pm | Football [ 21 [ Tiger Hollow Stadium = 8
&;ﬁz’fﬁ?@%ﬁ Mon Bus Time: Public Note: Private Note:
are required, the bus Ho f re o = e
and notes fields are bl hd b -
optional.
. : Bus Time: Public Note: Private Note:
Unlike game
schedules, there are #3 re | ra | re| =l
no restrictions on the d al i -
time format so you . [r—
may enter things such = Bus Time: Public Note: Private Note:
as "2-4 p.m.” if you ; ;
want to show the end # 2} 4] = [N
tirne,_ or "following
Yesilys O Bus Time: Public Note: Private Note:

When entering practices, the date, time, team, level and facility fields are required. The
bus and notes fields are optional.

Unlike game schedules, there are no restrictions on the time format so you may enter
things such as “2-4 p.m.” if you want to show the end time, or “following varsity”.

The “copy prev line” checkbox will help you enter multiple practices for the same team
quickly, checking it will copy all fields except the date from the line immediately above.

VIEWING PREVIOUS YEAR SCHEDULES AND RESULTS

You can view and e-mail your schedule and results data from last year via the “View
2005-06 Schedule/Results Data” link under the “Schedules/Results” heading.
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IMPORTING DATA

The system will also do importing for you in appropriate situations:

1) In sports that have multiple levels
(Varsity, JV, FR), if you have a varsity

schedule on file and you go to submit
your JV or Freshman schedule, your

varsity opponents, dates and sites will
be prefilled into the form as a starting

point.

JavaScript

Because you have not entered your Junior Varsity
schedule yet, your Varsity schedule info has been

entered as a starting point.

2) In sports such as cross country and track

where the boys and girls schedules are
generally identical, if you have entered
your boys schedule and go to submit
your girls, your boys info will be prefilled
into the form as a starting point (you can

JavaScript

Because you have not entered your girls schedule
vet, your boys schedule info has been entered as a

starting point.

also enter the girls first and then go to
the boys, as it will work the same way).

Morth Haven

Varsity
Boys Soccer

Field Color Koy:

Required at
schedule submission

Required at
result submissicn

Opticnal

Change Information
For A Group of
Games:

« Time for all games
[H&A)

+ Time for all home
games

» Facility for all home
games

+ Bus time for all away
games

+ Bus times for all
games {H&A)

+ Swap home/away
for all gamas

+ Set all game dates
ahead one day

+ Set all game dates
back one day

This type of importing, in conjunction with the “change information for
a group of games” links discussed on the previous page, allows for
schedules to be entered with a minimum of effort.

For example, say your league plays varsity football games on Fridays
at 3:30, and freshman games on Saturdays at 10:30 a.m. at the
opposite site from the varsity.

Once your varsity schedule is in you could bring up your freshman
schedule via the import, then click on the options to “set all game
dates ahead one day”, “swap home/away for all games”, “set time for
all games (H&A)”, “set facility for all home games” and “set bus times
for all away games”. Then you would click on the “save changes”

button and your schedule would be saved.

With six mouse clicks your schedule would be entered.
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The system also provides some additional options for importing data:

1) Leagues can provide their master schedules in Excel spreadsheets for import. Any
leagues wishing to provide this for their member schools should contact the central
office for information on the required format and deadlines.

2) By using the menus under the “Import Schedule Data” heading on the main eligibility
center page, you can import data (one team at a time) from an Excel spreadsheet, a
LeagueMinder export file or a ScheduleStar export file.

Import Schedule Data:

= | Import Schedule Data From Excel .‘-1'

L] Import Schedule Data From LeagueMinder +]

= | Import Schedule Data From ScheduleStar <)

For detailed help on importing from Excel, LeagueMinder or ScheduleStar, choose
the appropriate option in the eligibility center for the type of import you wish to
perform. The first screen on the import option gives detailed step-by-step directions.

800 North Haven Freshman Boys Soccer Schedule/Results

E @ hup:/ fwww.casciac.org/elig/import_from_excel.cgi?filename=NorthHaven 1) ~ ‘Qr Coogle
Northiaven Import Schedule Data
Freshman
Boys Soccer

This interface can be used to import game dates, times, sites, facilities and bus times
Field Color Kay: from an Excel file. Opponents can not be imported, you will need to select them for each

event after importing your information.
Required at

schedule submission
To import, format your Excel data following the directions below, copy and paste it into
miﬁﬂﬁs‘gm the "Data To Import" box below the formatting directions, then click the "Import Data"
button to continue:
Optional

Formatting Your Excel Data
Change Information
For A Group of " P =
: Your Excel file must list each event on a separate row, with the following columns:
« Time for all games

(H&A) )

« Time for all home

games 3 i Z 3 i 5 3 7 8 ]
OF = 1 20050313  GO0OPM S A Seymour Field 230 PM
s 2| 20050316 JA5PM A Wateriown 230 PM
g e 3 20051025  GOOPM H Torrington Park

gar 4 2005-10-27 600 PM L H Torrington Park

. all "

gam

« Swap wa Column #1 - Game Date (Required)
for all ga

« Set 2l game dates Date of event, formatted as YYYY-MM-DD. To change format, select column, in the
ahead one da menus at the top of your screen go to Format --> Cells, click on "Custom"” in the
« Set all game dates "Category" list, then type "YYYY-MM-DD" (without the quotes) in the "Type" field and
bl iy click the "OK" button to save.

Column #2 - Game Time (Required)

Time of event, in "H:MM AM/PM" format. To change format, select column, in the menus
at the top of your screen go te Format --> Cells, click on "Time" in the "Category" list,
click on the option that says "1:30 PM" in the "Type" list and click the "OK" butten to
save.

Column #3 - Event Type (Required if scrimmage or lg. tourn.)
Acceptable entries (all without quotes) are "G" for regular season game, "S" for
scrimmage or "L" for post-season league tournament game that does not count towards
your record for tournament qualification. If this column is blank, it will be treated as a
reaular SeASON AAMA
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ENTERING MiDDLE LEVEL DATA

Schedule and results data can also be entered for middle schools. Usernames and
passwords have been created for all middle schools and will be sent to the building
principals. In addition, high school A.D.s responsible for scheduling for one or more
middle schools have been granted access to those schools in the Middle Level
Schedules/Results section. If you do not have access for a middle school for which you
are responsible, submit a support ticket requesting that access and we will add it.

To view/edit middle level data:

1) Sign into the main eligibility center page. If you sign in with a username created for
a middle level school, you will be taken directly to the Middle Level Schedules/Results
section. If you sign in with a high school username/password, you can click on the link
in the Schedules/Results section to go to the Middle Level area.

2) After signing into the middle level schedules/results area, you will see menus and
links similar to the main eligibility center. If you are signed in as a high school that has
access to more then one middle school, select the middle school you wish to view or
edit data for from the menu near the top of the page.

The procedures for entering, confirming and viewing data are similar to those for high
school data with the exception of the confirmation process required for making changes
to high school schedules after the seasonal deadline. Refer to the various parts of this
document for detailed instructions.

CIAC Middle School Schedules/Results

ghttp [ fwww.casciac.org/mlelig/eligibility.cgi @ 51 Q- Coogle
78

www casclac org

The C ion of Schools + Athletic Conference

5
homepage ciac mainpage sportscenter

CIAC Middle School Schedules/Results Center

Page loaded at: 2005-05-16 15:36:31

School To View/Edll ¥ Amity M5 - Bethany
Amity M5 - Orange

—
Boys Sports Game Schedules/Results:
Cross Country (B : i
RS ) = View Schedules (2005-06 Data)
Football ! :] [Calendar Format] [List Format]
Soccer (Boys) ,:] = Confirm Game Schedules With Opponents
= Update Schedule Data vs. One Opponent
. = Generate Links to Game Schedules/Results
Girls S.pnrts - [Calendar Format] [List Format]
CrassiEountng|Girls) ! '] Import Schedule Data From Excel | :]
Field Hockey "+ = Download Schedules to Outlook, iCal and/or PDA

Soccer (Girls) s ]

= Return to High School Eligibility Center

Cinsimmmninn (i el
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[ ADMINISTRATIVE ACTIONS ]
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SupPPORT TICKETS

A “support ticket” is the official way in which a school requests changes be made to
forms and data which they cannot make on their own. Some examples of changes
requiring the submission of a support ticket are:

» Adding or deleting athletes on a tournament roster after the initial submission.

* Making changes after the schedule entry deadline to games on schedules that do
not have a corresponding opponents entry.

* Requesting a change to the school’s eligibility center password.

These types of requests may only be submitted via support ticket. This is so your
request and our actions are logged in the system, so they can be referred back to if
need be.

Support tickets can also be used to request technical support on the use of the online
eligibility center. To open a support ticket, click on the “Open New” link under the
Support Tickets bullet on the eligibility center mainpage.

Open New Support Ticket

Use this form to submit tournament roster changes, request assistance and/or report problems with the use of the CIAC
Eligibility System. All requests will be replied to within one business day.

Please be as descriptive as possible so we can rectify the situation as quickly as possible. If you are requesting to have players
added to a tournament roster be sure to include all required information for the sport (i.e., height, uniform number, etc.).

Type of Request: Select... )

Request/Question:

When submitting your request include all the information necessary for us to
understand and process it. For example, if you are requesting to have an athlete added
to a tournament roster include their height and uniform number if required for the sport.

After you submit your request you will receive a copy of it via e-mail. When the request
is handled in the office you will receive another e-mail explaining the action taken. You
can also see the status of all of your support tickets at any time by using the “View
Existing” link under the Support Ticket bullet:

(01969 |2006-05-30 13:35:29%2{}06-05-30 143120 FR Field Hockey Schedule Change View
[01950 |2006-05-30 07:35:37|2006-05-30 07:50:39|V Softball Schedule Change |View
|01785 |2006-05-19 13:39:12{2006-05-19 13:59:43| Tournament Roster Change |View
IN1733 12006052172 12401 01 1NRen Srhadnls Thanas Vi
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EDITING GENERAL ScHOOL INFORMATION

It is imperative that you keep the information under the “Edit General School
Information” link up to date. The e-mail addresses listed in this section are used for the
central office to contact you regarding information due and other official notifications,
and for the sending of change requests from your opponents. Other information in this
category is used to fill form fields on various entry and tournament forms.

Edit General Information for user Test

Address: 4321 Test Street
Town: Testville

Zip Code 43210

Main School Phone: (203) 272-1111
Main School Fax: (BOO) 203-5817
Principal: TestPrincipal
Principal School Phone: (B60) PrinSchool
Principal Home Phone: (B60) PrinHome
Principal E-Mail: principal@test.com
Athletic Director Test AD

Athletic Director School Phone: (860) ADSchool
Athletic Director Home Phone: (B60) ADHome
Athletic Director Cell Phone: 18001234567
Athletic Director Primary E-Mail: ad@test.com
A.D. Additional E-Mail #1: adshome@aol.com
A.D. Additional E-Mail #2: adsecretary@test.com

Most of the headings on this form should be self-explanatory. You can change this info
at any time, please be sure to update it whenever necessary.

It is most important you have a valid e-mail address entered in the “Athletic Director
Primary E-Mail” field. You can also fill in the two additional A.D. e-mail fields to get
copied at another address on important communications (such as change requests,
support ticket responses, etc.). Many A.D.’s list their home e-mail in one of the fields
and their secretary’s address in the other.

EDITING ATHLETIC INFORMATION FOR MEMBERSHIP DIRECTORY

Athletic Directors can now make changes directly to their school’s coaching information
displayed on the website and in the membership directory (previously this info could
only be changed using the principal’s school number and login id).

To edit your coaches names, click on the “Edit Athletic Information for CAS-CIAC
Membership Database” link in the “Administrative Actions” section.
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EDITING DIRECTIONS TO SPORTS SITES

You can enter or change the driving directions to your school’s athletic facilities using
the link which says “Edit Directions to Sports Sites”.

You can enter as much information as you wish in the form. If you already have a
document with your directions in it you can just copy and paste it into the form.

You can include one or more web addresses in your directions and they will be made
into live links on the pages where your directions are displayed. This means you can
put URLs to GoogleMaps or MapQuest pages for your sites that viewers can click on to
get directions. The best way to do this is go to the map site you want, get to the page
that has the map to your facility then copy the entire URL from your browser’s address
bar. When entering URLS, be sure to include the http:// at the beginning.

Directions to Ridgefield Sports Sites

Boys and Girls Basketball, Wrestling, Cheerleading L
Spring Sports v
Boys and Girls Lacrosse, Boys and Girls Outdoor Track, Boys Volleyball, V' Boys and

Girls Tennis, Softball

Ridgefield High School [ 1
700 Morth 5alem Road

Ridgefield, CT 06877

Tiger Hollow Stadium, RHS Upper Grass Field, RHS Lower Grass Field, RHS ¥V Tannis
Courts, Softball fields, RHS Main Gyrm, RHS Aux. Gym

http:/ fmaps.google.com/?7q=700+MNorth+5alem +Road +Ridgefield+CT+06877

Scotland School Fields (Boys and Girls Freshman Soccer)

111 Barlow Mountain Road

Ridgefield, CT 06877

http:/ fmaps.google.com/?g=111+Barlow+Mountain+Road+Ridgefield+CT+06877 a
Barlow Mountain Elementary School (Bovs and Girls Swimb b

The information you enter is available to the general public via directions links on
games schedules (yours and opponents), the directions page in the CIAC website and
through automatic links when a school is listed as a site in a tournament bracket.

Keeping your information up-to-date will give you a centralized place to direct people
looking for directions to any of your sports sites.

-39-



Access CopEs FOR REsuLTs ENTRY By CoACHES

To create or change access codes for results entry for one or more of your coaches,
use the “Manage Access Codes” link.

Sport  fAccesCode
By entering access codes for one or more  Baseball
sports below, you will be able to have Boys Basketball
people enter results for games without Boys Cross Country
having to give them your eligibility center Boys Golf
username and password. These access
codes will only allow people to enter results on schedules created with your eligibility
center password, they will not work for access to the eligibility center or for submitting or
editing any other online forms.

Your access codes must consist of only letters and/or numbers, no spaces or other
characters. lllegal characters will be removed when your codes are updated.

For security purposes, you may not use your eligibility center username or password
as an access code for any sport. Do not use codes which would be easy to guess,
such as your school name, your team nickname, the name of your town, etc. Random
combinations of letters and numbers are the safest. You may have multiple access
codes for a sport by separating them with commas.

CiAc ‘ After you create the access code for your coach, they can enter results

‘ {Athletics Division)

CIAC Hainpage by using the “Submit Game Results” link at www.ciacsports.com, or
S the “Submit Game Results” button under the CIAC (Athletics Division)

« Online Eligibility Center

- Scheduies & Results category on any page of the casciac.org website.

View Schedules &
Results

E-Mail Lists

Submit Game Results

Divisions By Sport

CERTIFICATION OF RECRUITING CoMPLIANCE FORM

You can create a printable “Certification of Recruiting Compliance” form prefilled with
your coaches names by using the “Submit Certification of Recruiting Compliance” link.

This form cannot be submitted directly online because it requires the signature of the

principal, the AD and each head coach, however you can save time by downloading the
form with the names filled in under this link.
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SeEnND A MEssAGE To ONE oR MORE ScHoOLS

To send a message to the athletic director of one or more member schools, select the group of recipients, enter the message
subject and the message body you wish to send in the fields below, then click the "Send Message(s)" button.

[If your email address is not, please edit your information use the "Edit General School Information” option on the main e ligibilitly
center page before sending any messages via this system].

Send One AD... -
Message _—
1o |AII Opponents In A Sport... =]
or
[~ A1l SCC Schools

Your e-mail
address:

Message |
subject:

Message
body:

[ Check this box if you would like to receive a copy of the message in your e-mail:

Send Message

You can use the eligibility center to send a message directly to one or more athletic
directors. Click on the “Send A Message To Another School” link and you will be taken
to a form that will let you send a message to one specific school, all the schools in your
league, or all of your opponents in a specific sport.

The messages are sent to the addresses the schools have entered in the system and

use the address you have on file under the “General School Information” section for the
from and reply-to address.
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ORM STATU

R

PORT

Tournament Form Status Report For Fairfield Ludlowe

Report Generated On 2006/08/11 at 12:53:33

Sport

Division

Eligibility List

Schedule/Result

Other Forms Status

Cross Country (Boys)

L

List Mot Submitted
{Due two days after first contest)

S events on varsity schedule

(5 games, 0 scrimmages, 0 league or CIAC tourns)
Results on file for 0 reg. seas. games

(Filing results for this sport is optional)

# Entry List: Tournament Roster Not Submitted (Due Oct. 20)

(Due two days after first contest)

(18 games, 0 scrimmages, 0 league or CIAC tourns)
Results on file for 0 reg. seas. games
1st reg. seas. game with no result: 09/13

Cross Country (Girls) L List Mot Submitted 5 events on varsity schedule # Entry List: Tournament Roster Not Submitted (Due Oct. 20)
{Due two days after first contest) | (5 games, 0 scrimmages, 0 league or CIAC tourns)
Results on file for 0 reg. seas. games
(Filing results for this sport is optional)
Field Hockey M List Not Submitted 17 events on varsity schedule + Officials Form Not Filed (Due Oct. 23)
(Due two days after first contest) | (16 games, 1 scrimmages, 0 league or CIAC tourns) | # Optional Change of Division Form Not Filed (Due Oct. 1)
Results on file for 0 reg. seas. games # Site Information Form Not Filed (Due Oct. 1)
1st reg. seas. game with no result: 09/12 # Head Injury Surveillance Report Not Filed (Due Dec. 1)
* Tournament Roster Not Submitted (Due Oct. 26)
Football MM List Mot Submitted 13 events on varsity schedule # Tournament Roster Not Submitted (Due Nov. 20)
{Due two days after first contest) | (10 games, 3 scrimmages, 0 league or CIAC tourns)
Results entered by central office
Soccer (Boys) L List Mot Submitted 17 events on varsity schedule + Officials Form Not Filed (Due Oct. 20)
{Due twa days after first contest} | (16 games, 1 scrimmages, 0 league or CIAC tourns) | # Optional Change of Division Form Not Filed (Due Jan. 1)
Results on file for 0 reg. seas. games # Varsity Penalty Report Not Filed (Due Oct. 27)
1st reg. seas. game with no result: 09/13 # Sub-Varsity Penalty Report Not Filed (Due Oct. 27)
# Frosh Penalty Report Not Filed (Due Oct. 27}
# Tournament Roster Not Submitted (Due Oct. 27)
Soccer [Girls) L List Mot Submitted 20 events on varsity schedule + Officials Form Not Filed {Due Oct. 20)
(Due twa days after first contest) | (16 games, 4 scrimmages, 0 league or CIAC tourns} | # Cptianal Change of Division Form Not Filed (Due Jan. 1)
Results on file for 0 reg. seas. games # Varsity Penalty Report Not Filed (Due Oct. 27)
1st reg. seas. game with no result: 09/13 # Sub-Varsity Penalty Report Not Filed (Due Oct. 27)
# Frosh Penalty Report Mot Filed (Due Oct. 27)
+ Tournament Roster Not Submitted (Due Oct. 27)
Swimming (Girls) L List Mot Submitted 10 events on varsity schedule # Entry List Not Submitted (Due Nov. 6)
{Due two days after first contest) | (10 games, O scrimmages, 0 league or CIAC tourns) | # Seeding Sheet Not Submitted (Due Nov. 6)
Results on file for 0 reg. seas. games # Mo diving scoresheets filed (Due Nov. 6)
(Filing results for this sport is optional)
Volleyball (Girls) L List Not Submitted 18 events on varsity schedule Officials Form Not Filed (Due Oct. 13)

-
* Optional Change of Division Form Not Filed (Due Oct. 2}
* Site Information Form Nat Filed (Due Oct. 2}
+ Tournament Roster Not Submitted (Due Oct. 27)

The tournament form status report is a realtime snapshot of your form submission
status for a season.

Accessible via a link for each season (Fall, Winter and Spring) under the Reports
heading on the eligibility center mainpage, the report lists each CIAC sport for the
season, if you sponsor a team in that sport, the number of athletes on your eligibility
list, your schedule status (number of events by type, number of results, first missing
result) and your submission status for each other form required for the sport (and the
submission deadline for forms not yet submitted).
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FaciLiTy REPORT/FACILITY CALENDAR

The “Facilty Report” shows all

your home events for a date range,
- 106 Events Listed
grouped by facility. « Sport(s): Al
« Lewvel{s): Al

» Homel/Away: Home

; H H « Game Date On Or After: 03-30-2006
To view the report, click on the link i Tike ey B Bl G720

for a season (Fall, Winter or Spring).
Initially the report shows data for a
selected season, however you can
further customize the data by using
the “Change Criteria” link to choose

|| Change Criteria || Go Back ||

BAILEY MIDDLE SCHOOL
Fri., 4/28 FR Baseball va, Xavier 3:45 p.m.

any date range, sport(s) and facilities
yOU want included. Thu.,, 46 Boys Tennis vs. Morth Haven 3:30 p.m,
Mon., 410 Girls Tennis vs., Sheehan 3:30 p.m,
There is also an option on to the Wed., 412 Boys Tennis vs. Career Magnet 3:30 p.m.
calendar-view schedule report to Mon., 417 Boys Tennis vs. Hillhouse 3:30 p.m.
filter by facility, so you can create a Wed., 419 Girls Tennis vs. Mercy 3:30 p.m.
Ca|endar fOf' the aCtiVitieS at a faC|||ty Mon., 424 Boys Tennis vs, Notre Dame-West Haven 3:30 p.m.
in a month. Wed., 4/26 Girls Tennis vs. East Haven 3:30 p.m.
Fri., 4/28 Girls Tennis vs. Jonathan Law 3:30 p.m.
Man., 511  Girls Tennis vs, Lyman Hall 3:30 p.m.
Wed., 53  Girls Tennis s, Foran 4:00 p.m.
Fri., 5/5 Boys Tennis vs. Lyman Hall 3:45 p.m.
Mon., 5/8  Girls Tennis vs, Sacred Heart Academy 3:30 p.m.
Wed., 510 Girls Tennis vs. Hamden 3:30 p.m.
Fri., 512 Boys Tennis vs. Hamden 3:30 p.m.
Man., 5115 Boys Tennis Vs, Xavier 3:30 p.m.
Wed., 517 Boys Tennis vs. Sheehan 3:30 p.m.
Tue., 523 Boys Tennis vs., Fairfield Prep 3:30 p.m.

Thu.,, 46  JV Baseball vs. East Haven 3:30 p.m,
Man., 410 FR Baseball vs. MNotre Dame-West Haven 3:30 p.m.
Tue.. 4111 JV Baseball vs. Notre Dame-West Haven 3:30 p.m.

West Haven Athletic Event Calendar

April | :] 2006 | C] Home Games I :] All Sports | :]
All Levels SR B A e R e Sl [ Hide Bus Times %) (Update )
All Facilities r
T TR ] e Vi scho T T T
Bailey MS

Bennett Rink-WHHS
{ Hamden Rink |
2 3 Ken Strong Stadium, West Haven 6 7 8
Painter Park
| Painter Park - Noyes Field
9 10 Painter Park-Noyes Field 13 14 15
-B OTCH Warley Field
3:30pm  west Haven H.S.

16 17 ‘West Haven High School | 20 21 22
WHHS
WHHS Gym
| WHHS-Elliot Marnell Track |
23 24 WHHS-Frank Biondi Softball Field 27 28 29

WHHS-Ken Strong Stadium
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GENERATE LINKS TO GAME ScHEDULES/RESULTS

You can generate links to customized versions of your calendar or list view schedules.
After generating your link, you can provide it to whomever does your school or league
website, e-mail it to anyone, or save it as a favorite (bookmark) so you can return to it
whenever you want.

Generate Links to Game Schedules/Results 800
[Calendar Fermat] [List Farmat] EES 3 3 G

800 Generate Calendar Link
PR g + | @ http://www.casciac.org/elig/generate_cal_link.cgi @ 5/Q- Coc

Raturn to Eligibiity Genter

Generate Calendar Link
School: | Avon =
Game Types To Show:

[ e PO C o/or 1 (Headers and Home Events): (RN

Starting Month:

Current Month )
Limit Sport To:

Any (Don't Limit) )

Golor 12 (Away Events)

‘You can copy and pasta your i
ple

http.{ [wwv.casciac.org/scripts/ game _cal.cgi7school=Avon&honly=

You can select options for what to display in the public links in essentially the same
manner as you did for the private versions (discussed on page 23).

In addition you can also format the colors to match your school colors or those being
used in your website*.

As you change the options on the link tool, you’ll see the URL (address) change in the
box at the bottom. Clicking on the “Click Here To Test It” link will open a new window
displaying the currently selected options. When you have your options set the way you
want, you can copy the link out of the text box.

The advantage of using links generated here in your website is that they will always
show the most current information you have on file. So updating your schedules,

scores, etc. in the CIAC site also takes care of updating them for anyone using these
links.

*Web developers - you can substitute any valid three or six character HEXADECIMEL
value for any color option in the generated URLs (i.e. C00, 359, DD4, DD42GG). When
specifying a value, do not include a leading hash symbol (#).
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DowNLOADING ScHEDULES To OuTtLooK orR PDA

You can generate a .csv, .vcs or .ics file from your data which can be imported directly
into Outlook, iCal or many PDAs.

Click on the link in the “View/Create Reports” section which says “Download Schedules
to Outlook, iCal and/or PDA”. Select the options you want then click on the button to
generate the import file. The page you get back with the link to your import file has
detailed instructions on how to get the data into your scheduling program.

Generate .vcs File

School: | New Canaan =)
Sport(s): Game Date On Or After:
& any sport & ary ate
- . or (MIDIY) = = [
i ZhEE 2 Download Schedule To Your Desktop or PDA Calendar Program
[ Boys Basketball (1 Girls Cross Country Game Date On Or Before:
5 e Any Date
(JBoys Cross Country (] Fisld Hockey s :
= = -~ = ry elect your program: Outlook | Palm | iCal | Intro
O Footval Ol Girls GoF or (WDIY) B 5 l.
EBoyz G Elahe Gymotes Event Type(s): To import your data, click on the link above for the program you are using, then follow the directions provided.
[ Ice Hockay () Gins Indoor Track @ Any Type
(I Boys Indoor Track [ Girls Lacrosse [ Game [_] Scrimmage ] Lg. Tourn. Note: Do not import the same file twice. In many calendar tools, importing the file twice will result in duplicates of the events being
) Boys Lacrosse ) Girls Outdoor Track created. If you wish to re-import the file to update information, delete the old events first.
()Boys Outdoor Track (] Girls Soccer
[ Boys Soccer (O softball Return to Eligibility Center
(JBoys Swimming () Girs Swimming
[ Boys Tennis [ Girls Tennis
() Boys Volleybal (] Girs Volleyball
[Jwresting

Home/Away:
@ Etther Homa or Away O Only Home ) Only Away

Level(s):
& Any Level v IV IFRIMS

Set your criteria for the events you wish to include, then click on the "G enerate” button below to create the report for download.

(Generate)

Download Schedule Information Into Microsoft Outlook

Select your program: Outlook | Palm | ICal | Intro

1. Right-click your mouse on this link and select "Save as" or "Save target as" to download the file to your desktop. Be sure you right-
click and download the whole file, if you just click on the link the file will open in Excel.

2. Open Microsoft Outlock.

3. To ensure times are set correctly, go to the "Tocls" menu and select "Options". Click on the button that says "Calendar Options...",
then click on the button that says "Time Zone...". Be sure you have the correct time zone selected (if you are in Connecticut it should
be GMT -0500 Eastern Time U.5. & Canada) and that the option which says "Adjust for daylight savings time" is checked. Then click OK
on each of the dialog boxes to save the settings and get back to the main outlook window.

4. Select the menu "File -> Import and Export”.

5. Select "Import from another program or file", then click "next".

6. Select "Comma Separated Values (Windows)", then click "next".

7. Click on the "Browse..." button to find the .csv file that you downloaded. In the "options"” section select "Do not import duplicate
items". Then click "next".

8. Click on "Calendar” under the "Select destination folder:" prompt, then click "next".

8. Click on "finish" and the games within the .csv file will be imported into your Outlook calendar (you can use the "Map Custom Fields"
button to customize which fields go where, but you probably do not need to).

9. If you sync your PDA with Outlook, the next time you perform a sync, the game schedule will be transferred to your PDA.

Return to Eligibility Center

VIEWING OTHER TEAMS ScHEDULES/RESULTS

Clicking on the “View Other Teams Schedules/Results” link will take you to the
www.ciacsports.com website, where you can view schedule and results information for
any school or team, as well as rankings, standings and more.
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WIN-LOSS RECORDS BY TEAM 2005-06 Team Records Status Report For Amity

Report Generated On 2006/08/11 at 13:03:1%

Sport Record For 2005-06 Scores Submitted

This report will show you the won-loss records T e
. Football 6-3-1 (0)
for each of your teams for the selected yearin -
) leld Hockey 6-9-0-1 (0)
a team-by-team list. TR FF Y
Girls Soccer 14-2-0 (0}
Girls Volleyball 9-9 (0)
DQ/PENALTY REPORT FORALL [ [
Girls Basketball | &-14 (0)
M Boys lce Hockey | 14-5-1 (0)
Baseball 18-2 (0)
This report shows you a realtime team-by- Softoall 182 (0)
team listing of your disqualification and penalty |sostacosse 87000
report filings for the current school year. EhGApg | S50
Boys Tennis 14-1-0 (0}
Girls Tennis 5-7-0 (0)

TAB-DELIMITED ATHLETE REPORT  [sorveiensi [1s2000

This report gives a listing of each of your athletes (sport, name, sex, birthdate and
grade) for the year chosen in a tab-delimited format that can be imported directly into
any text, spreadsheet or database program for further manipulation.

You can create a similar report for one team by choosing the appropriate option under
the sports’ expanded options.

ResuLts/ELiGIBILITY LisT COUNTS
Sport "o Eligiblty List
F::t,,a” — ;., On the mainpage of the eligibility center you will see two
Gis Outgoor Track 60 “athlete counts” for your school.
Boys Indoor Track 50
Boys Outdoor Track 45 The fII’St |S the total number Total Count For 21 2005-06 Eligibility Lists
s = of names listed on all your Grade [ wales | Femaes | Totol
- = eligibility lists. The second is the ?:t“h i’: 1:? i‘i
boys Soccer 5 total number of unique athletes ~ - e
Girs Indoor Track 3 (if the same student is listed on pevs - ey
oo == multiple eligibility lists they are Totals | 378 322| 700
— ~|  only counted once for this total). [ Totaiuaue atmiete count ror 2005-05
Saoftball 29 Grade | Males | Females | Total
Wrestling = The link for team-by-team ot 7 66| 141
Girls Golf 22 eligibility list counts shows your 1oth &7 72| 180
Soys ook 12 numbers for each year dating | = i Ml
P e 7| back to 2001-02, broken down =0 ] = o
Girls Tennis 15 Totals 262 244 536
s = by team, sex and grade.
Boys Cross Country 13
Girls Cross Country 12
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[ MisceLLANEous DoOWNLOADS |
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CIACSPORTS.COM FLYER FOR PARENTS MEETINGS

ciacsports.com is the leading source for information on Connecticut High School sports.
Directing your parents to this site, with its schedule links, e-mail lists, PDA downloads
and more will help you keep them informed regarding up to the minute changes with a
minimum of effort on your part.

The flyer link goes to a two-page .pdf file that you can print out and copy for distribution

(just the first page, or both pages if you choose) at your parents meetings or anywhere
there will be groups of people interested in staying informed about your events.

OTHER Forms/HANDOUTS AVAILABLE ForR DIRECT DOWNLOAD

* CIAC Handbook

* CIAC Eligibility Rules

» Cooperative Team Policies and Application
* Disqualification Policy

» National Federation Sanctioning Forms

* National HS Recognition Application

* Policy on Recruiting

* Protest Form

* Transfer Form

-49 -



[ APPENDICES - NEw ADDITIONS |
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DAY oF GAME WoRKERS AND OFFICIALS

You can use the system to keep track of information on your day of game workers and
officials, to record the events they work, print payment vouchers and generate detailed
reports on the data. All the options for working with game worker and official information
are in the “View/Create Reports” on the eligibility center mainpage.

ADDING WORKERS/OFFICIALS TO YOUR MASTER LisT

Berlin Game Workers

Before you can use associate a person with

Show Only Last Namos Starting With: Any Letter
AIBICIDI|E[FIG|HII[JIKILIMIN|O|P|Q|R|S|TIUIVIWIX|Y|Z

an event in the system, they need to be
added to your master list of game workers. T P it ey
When adding or editing people only the first cheshice < |l

Home Phone: 123=456=7890  Work Phone: 222-2222 Cell Phone: 555=1212

and last name fields are required, however

you can enter the other info (address, phones, SSN) if you want them to show on
reports and payment vouchers. You can enter names manually, or you can import
names from a tab-delimited list using the import box at the bottom of the editing screen.
Unlike eligibility lists, you can always use the import feature even if you already have
names in the system. The names you import will just be added on to your existing list.

Once you have names in the system, you can use the “view report by person” option to

get a list view report of all your workers, and to view a detailed breakdown of the events
they have worked and the amounts they have been paid.

AT11ACHING WORKERS/OFFICIALS TO EVENTS

Once names are on your master list you can then add them to individual events on your
game schedules. Use the links for one of the seasons under “View/Edit Event-By-Event
Listings-Print Vouchers” to see an overview of your event workers/officials entered for
that time period.

Tue., 89/12 JV Boys Soccer vs. Middletown [Edit Event Werkers/Officials] [Print Payment Vouchers]
3:45 p.m. at Sage Park

Position Name Amount

Announcer Jones, Joe $40.00

Clock Operator Anderson, Nancy  $40.00

Crowd Control Hall, Jeff $40.00

Game Official Smith, James $49.83

Game Official Miller, John $49.83

Scoreboard Operator Johnson, Sam $40.00

Event Total $259.66

For each event you will see a listing of the workers/officials entered with their positions
and payment amounts. You will also see a total payment amount for that event. At

the top of the report you will see a summary by position and by person, along with a
“change criteria” link to fine tune the choice of data to show on the report.
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To make changes to the workers/officials for a specific event, use the “Edit Event

Workers/Officials” link on that event’s line. You will be taken to a screen where you can
add, delete or edit workers for an
event. Each person listed for an s ses

event needs to have a position, .

name and a payment amount. Use o om b 1 ot ver wakor o 1 vert. N eforo o can b vsad s an ventworker i ysio hy st baonyour masir st of
When entering payment amounts

do not include the dollar sign. If _““E

the person is not being paid, enter e
“O” for the payment amount Clock Operator

(et Crmtrnl R B SRR & = B R an an =

Jones, joe s 40.00

+) [ Anderson, Nancy %) s 40.00

You can print payment vouchers for workers and officials by using the “Print Payment
Vouchers” link on an event’s line on the listing of events. The print voucher screen will
print a voucher for each worker/official assigned to an event.

ATHLETIC OFFICIALS AND GAME HELP PAYMENT VOUCHER

Nancy Anderson
123 Some Street
Cheshire CT 06410

Clock Operator

Junior Varsity Boys Soccer vs. Middletown
09/12/06 at Sage Park

Total Fee Due - $40.00

Note: You will not see a “Print Payment Vouchers” link on an event'’s line unless there
are workers associated with that event.

-52-



TRACKING, MONITORING AND CONTACTING COACHES

You can use the system to keep track of information coacres
On your CoaChes and Other Staﬂ: members AII the ;::ﬁg;ztulleb‘!?r;ik?r-\:aé:a;ar‘%c'a.'{.’:::eesr-:rmat | Condensed Format
options for working with coaches are under the

Generate Course Sign-In Sheet | Update Group/E-Mall Participant List
“Coaches/Game Workers/Officials” heading on the eligibility center mainpage.

ADDING CoAcHES TO YOUR MASTER LisT
The list of coaches included in the monitoring

and contact section needs to be entered by you. e e e T e e e

«changes" button at the botiom of the form.

This is done under the “Add/Edit/Delete/Import 50 6uro to chock the pra-Tled nformation carafuly and maka any necassary corractions prior (o

saving the date. You will especially want to check for.

Names” link. The first time you go to that link . Dutstrames it s Ty v s who conches e her e s
and edit the position field on the coaches® other section to indicate both positions.

the system will prefill in data for all your head 2 Nares a0 rorimon oy Decauo s systams ssprat st g st roms
coaches. You will probably need to make some e e o o e e i
corrections and changes to the imported info, o —————.

such as removing duplicates when people coach (GenEiEmpora o)

more than one sport, adding missing e-mail
addresses, and phone numbers, etc. ot L S i R 03

.
You will probably alSO want to add Last Name: First Name: Sport(s)Position(s): Last 4 of S5N:

your assistant coaches and coaches M o m?m ?‘w"
of non-CIAC sports so they can )

be Included |n your ContaCtlng and Mod1: Mod1Rev.: Mod2: Mod2Rev.: Mod3: Mod3Rev.: Moda: Mods.: Mod6:
monitoring. You can add to, delete Sommeniaiasaloreous.

from and make changes to your work

. . 203-123-4567 203-123-4567 coachétrumbullps.or:
coaches info at any time. o

[ Permanently Delete Nick Banks

WoRrkING WiTH NAMES ON YOuR LisT

Once names are on your master list you can work
with them in a variety of ways. You can print a
contact list, or e-mail one or more of your coaches.

Last Name First Name Position

Banks Nick B. Outdeor Track Head Coach | H: 203-123-4567 | coach@trumbullps.org

W: 203-123-4567

Send Coaches E-Mails

|| PermitiModule Tracking Report: Wide Format - Condensed Format ||
|| Gontact List || Generate Sign-In Shest || Update Group/E-Mai Participant List ||
|| Add/EditDelete Coaches Namesiinfo || Send E-Mail to Coaches || Eligibilty Center Mainpage ||

Message Frem: | herbstm@trumbullps.org  +
Subject:
Message Text:

To send a massage to one or more of the people In the ist balow, entar your e-mall address, message
subject and message text above, then click on the "mark” box next to one or more of the names
below. When you are ready to send your messages, click the “Send Messages To Marked People™
button below.

(Check All)  ((Uncheck All )
P
("Send Messages To Marked People |

Last Name First Name Position E-Mail Mark

Banks Nick B. Outdoor Track Head Goach | coach@trumbulips.org a
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First

Coaching Coaching CPR Aid Mod1 Mod2 Mod3
Permit Permit Date Date Mod1 Rev Mod2 Rev Mod3 Rev Mod4 Mod5 Modé Comments/
Position Type Expires (3Yrs) (1¥r) Date Date Date Date Date Date Date Date Date Misc
Banks, Nick B. Outdoor Track Head Coach | 5-Year 0/0/00 0/0/00 | O/O/OD | 3/2/07 33/05
| Bray, Budey | B Basketbal Head Coach | | | | | | | [ | | 3vzmior | | [ | |

You can use the system to keep track of coaching permit types and expiration dates,
CPR and first aid renewal dates and coaching module completion dates. You can
generate reports on the information you enter.

School: Trumbull " o -
Update Group/E-Mail Participant List
Module/Event:
Data: || Permit/Medule Tracking Report: Wide Format - Condensed Format ||
2 || Contact List || Generate Sign-In Sheet || Update Group/E-Mail Participant List ||
Tiecaias: || Add/Edit/Delete Coaches Names/info || Send E-Mail to Coaches || Eligibiity Center Mainpage ||
Instructor: Category To Update: [ Mod2Rev =
88N
Date For Cat 2
Last Name First Name Position Last4 Signature R0y,
Banks Nick B. Outdoor Track Head Coach | 8711
To update the value in a category for multiple people in the list below, select the category you want to
Bray Buddy B. Basketball Head Goach 0001 update and enter the new value for that category above, then click on the “mark” box next to the
names of the people below you want to update that category for. When you are ready 1o process,
Bresiow Abs B. Tennis Head Coach 6678 olick the "Updaie” butian below,

( Check All Uncheck All

.

(‘Update Category for Marked People |

The following options are only available if the "Category To Update” menu is setto a coaching module

You can also use the System to generate Slgn_ln ;ﬁ_rm’;::camnand instructor fiekds must be filled in if you are sending your information to the central
lists for your staff members when holding a first e S sories e o arem o

Location

aid, CPR or coaching module course. b

Last Name First Name Position

£

From: Michael Herbst <herbstm@trumbullps.org=>

Subject: Trumbull Coaching Module Attendance Report When updat“’]g the dates Banks Nick B. Outdoor Track Head Coach
Date: March 30, 2007 10:56:44 AM EDT . = = T

for a coaching module .

e et for a group of coaches —

Lessin: Tt i s you can choose to also e
Name e send the list directly to
L the central office for

T m., processing of certificates
Cubeh M (if you submit your list in

Gangemi, Sebastian 6352

Brian B. Cross Country Head Coach

B. Golf Head Coach

o|lo|jo|o|a

Hustrer, A 1 this way you do not need
S e to submit a hard copy.
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