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I. Introduction

This guide’s intended purpose is to assist League level users with a step by step
walkthrough of system basics.

Affinity Sports provides numerous features that its users can take advantage of, but
many will use the system to simply add players, teams, and administrators and print
rosters and member passes. This reference guide is divided into several sections dealing
with configurations, player and administrators, teams, and reports. Each screen shot
represents a tab, button, option, and menu the user will use while performing basic
functions.

Where necessary, a TIP, NOTE, or GLOSSARY has been added for additional
information.

II. Affinity System Overview

Welcome to the Affinity Sports System, a web-enabled sports organization
management system. This system will enable users to manage their Leagues, Clubs,
teams, players, parents, coaches and administrators. The following information provides
users with a reference guide outlining the various functions of the Affinity System and
how to use them.

A. Log on to the new Affinity System

. Accesg the system at: http:// [association url name]
. Ente} Your Username and Password in the left navigation menu area shown
below:
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B. Basic Navigation

Once you login, your personal Welcome screen appears in the “Leagues & Teams”
section of the system and you are provided with a left navigation menu bar. From here
users can manage and configure their league and or club.

The system has two areas of navigation

e Top navigation
o My Account: This is used to access the users personal information
= My info
= Message Center
o Leagues and Teams: This is used to access the main system functions
in the Left navigation menu
e Left navigation menu

= Season drop down

» Leagues: Leagues is our system terminology for the ‘corporate
parent of your club’ you will perform few but important functions in
this area

= Clubs: Complete most configurations including those for online
registration

= Teams: Create teams, search for teams, roster players/admins,
and print passes

» Players/Admins: Search for, add, edit players and administrators
and access reports for players and administrators

= ID Cards: Bulk print player and admin passes

= Event Manager: Create and manage tryouts, camps, and clinics

= Reports: Access financial, team, player/admin counts and many
other reports

= Sign Out

= Tech Support Contact: Create a Help Ticket that will be sent to

all of our friendly staff for quick assistance
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TIP: at the top left hand corner of the screen is a drop down box for SEASON. If your
league Is coordinating more than one season at a time, make sure that the correct
season Is selected from the drop down menu in the left navigation menu area

II1. League Level Configurations

There are multiple functions at the league level; but only four that the average club will
need to utilize. The following four tabs/sub tabs are the only ones you will need to
access; Security (creating user profiles), Level of Play (creating play levels), Season
(turning on the season), and Teams (performing Migration copying teams, players, and
administrators from a previous season to the current season). If you have questions on
the other functions at the League level please contact us by clicking on Tech Support
Contact in the left navigation menu.

A. Creating user profiles

v Select “Leagues & Teams” top navigation and

v
v

v

Click

Click

“Leagues” from the left navigation menu
on the “Security” tab to add users to the League (User information can be

edited or deleted from the system at any time)

Complete the blank user form

Assign user permission/capabilities (check the desired box underneath the email
field) by placing a check next to the desired permission level

o

O O O 0O O O O

Permissions:

League Registrar = Full Access

League Registrar — no card printing = High Access few limitations
League Registrar Assistant = High Access few limitations
Treasurer = Med Access several limitations

Director of Coaching = Med Access several limitations

League Board Member = Low Access view only

President = Low Access view only

v Create a username and password for the user

v [click}* Create”
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TIP: Though the permission levels on the system are named after League and
Club roles they have nothing to do with the role of the person within their
organization but control what the user can do on the system. For example a
President with full access would need to have the permission level "League

Registrar” selected
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Note: Seasons, Play Types and Age Groups must be configured and activated at the
Association level before the League/Club can designate their play levels and age
groups for the season.

B. Creating Levels of Play
Before configuring your season it is necessary to create Level of Play.

Tip: This step does not need to be completed each season. If no new levels of play
need to be created please skip this area.

v' From Leagues & Teams, select Leagues from the left navigation menu menu

v |Click Registration

v’ |Click Level of Play

v Select Type of Play from the drop down menu

v Enter the name of the play level — Example: Select Type of Play Competitive
Input Play Level "Comp”, input a play level code of [C].

v “Create”

v Add additional Levels of Play following the steps above until all have been
created
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C. Setting up the Season

Once the Association has opened up the season, the League and Club levels need to
configure the season.

NOTE: Current as well as past seasons will be listed depending on the length of time your
organization has utilized the system. Icons may appear to the right of each season, No icons
represent that no configurations have been done for that season. A check mark represents that
configurations have been selected within that season. An eye icon indicates that the season is
turned on and shown to the public.

v" From Leagues & Teams, select Registration

v Season
This will open the season screen and will list all the active seasons created by the
Association.

v on the [+] next to the season you want to configure for your
league/club.  This step must be done at the League Level and the Club
Level.

v' Check the play type and the ages that you allow to register for a specific play
type.

v" Check “YES" show on public registration to allow players to register online.

v" Check “YES" requires payment.
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v' Automatically Accept Registration — You can check YES if you want to
automatically accept players registering Online or NO if the club wants to
accept the player after they have registered ONLINE.

Tip: If you are new to the system or the play type is competitive it is recommended that you
check "NO” for automatically accept.

v' Activate Pub Reg ON — you can enter a date or leave this field blank

v' Deactivate Pub Reg On — you can enter a date or leave this field blank

v' Charge Reg Late Fee From — enter a date only if you plan to charge a
registration late fee.

v' Show Application Types — check both Coach/Admin and Player.

v Update — when you have completed the above steps for all play types
and age groups.

NOTE: The age groups in the season grid are player seasonal ages not Team Age Groups. You
will need to check any age accepted by your club. Example: U7 is a 6 year old,; however your
club may only have U8 and up Teams but you allow 5, 6 and 7 year olds to be rostered to a U8
team.
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D. Migration

NOTE: Migration is not a necessary step to opening a new season or setting up online
registration. If you are not familiar with the migration process or do not need to migrate teams
please skip this step.

The purpose of this area is to allow users to migrate previous season teams, players,
and administrators to the current season. In order for this to work you must have
teams, players, or administrators in a previous season.

Once a migration has been completed the teams will appear in the current season, and
the age of the team will have moved up one (except in the case of migration from Fall
to Spring of the same seasonal year). Players and/or Administrators will have a new
application created for them in the current season once a migration is completed.

Tip.: Please be aware that you can only migrate information one time. For example, if
you migrate the players from team “kickers” you cannot go back later and migrate the
administrators from the same team.

v Select the season you wish to migrate from in the season drop down
v Select League from the left navigation menu
v Teams from the tabs at the top
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v Define the search criteria using the drop down menus for each field to search for
a set of Teams or enter a team name or ID # to search for a specific Team.
v" Check the boxes on the left hand side of each team(s) to move or migrate and

“Migrate Selected” [Button|.

v Once the Teams are selected the “Migrate Selected Teams” Button|

v Select the season from the drop down menu you want to migrate to.

v' Use the select all to migrate all Administrators, All Players and All Teams or
check the individual columns to migrate any individual or combination of the

three items to the selected Season.
If not satisfied with the selection “Cancel Migration Request” Button|

v' Otherwise “Save Migrate Request” Button|

v' Verify that data has been migrated to the new season by performing a search in
Team Look-up, Admin Look UP or Player Look-UP. Migrating teams to a new
season automatically advances the age group of the Team.
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Tip: T= Team, P = Players, A = Administrators. By checking all three you will migrate the entire
team with players and administrators assigned. By selecting only T you will migrate only the
team without players or administrators. Selecting only P or A will migrate the players or
administrators and they will not be assigned to a team in the season you migrate to.

IV. Club Level configurations

v" From Leagues & Teams, click Clubs from the left navigation menu to access the
club level configurations

The club level is the level where the majority of configurations will be set this is due to
the fact that this is where the URL for the club is configured. Though the system allows
the user to configure settings at the league level, it is always best to have your
configurations at the club level as this is where the applicants will go to register.

A. Club Info

The above screenshot shows the Club Info screen. This screen is where the user will
create the URL (web address) that applicants will go to register. When creating the URL
use the following naming convention: uysa-xxxx.affinitysoccer.com (replace xxxx with
club name or abbreviation)

Other functions available on this screen are the ability to change the “Club Status”,
which will enable or disable the clubs ability to configure new seasons. Editing the “Club
Name” and “Short Name”.
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v From Leagues & Teams, Clubs from the left navigation menu

v “Club Info”
v" Create club URL in the “Domain Name” field
v" Once URL is created and desired data is updated, select the “Update” button.

B. Club level season configuration

v From Leagues & Teams, Clubs from the left navigation menu
v' Select| Registration

v Select| Season
This will open the season screen and will list all the active seasons created by the
Association.

v on the [+] next to the season you want to configure for your
league/club.  This step must be done at the League Level and the
Club Level.

v the play type and the ages that you allow to register for a specific

play type.

v Check| “YES"” show on public registration to allow players to register
online.

v “YES" requires payment.

v' Automatically Accept Registration — You can YES if you want
to automatically accept players registering Online or NO if the club wants
to accept the player after they have registered ONLINE.
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Tip: If you are new to the system or the play type is competitive it is recommended that you
check "NO” for automatically accept.

v" Activate Pub Reg ON — you can le_n—'g| a date or leave this field blank

v Deactivate Pub Reg On — you can @I a date or leave this field blank

v" Charge Reg Late Fee From —| enter| a date only if you plan to charge a
registration late fee.

v" Show Application Types — both Coach/Admin and Player.

v Update — when you have completed the above steps for all play
types and age groups.

NOTE: The age groups in the season grid are player seasonal ages not Team Age Groups. You
will need to check any age accepted by your club. Example: U7 is a 6 year old; however your
club may only have U8 and up Teams but you allow 5, 6 and 7 year olds to be rostered to a U8
team.

Glossary.: “"Show on Public Registration” means that if a user comes to your website
to register, they will be able to complete a registration. If you are not ready to turn this
function on and allow users to register keep this option selected to "No”
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If "Yes” is selected you must have a checkmark in either the "Coach/Admin” or "Player”
check boxes listed to the right of "Show Application Types”. If these are not checked
and "Show on Public Registration” is selected to "Yes” the user will not be able to
proceed through the registration process.

"Requires Payment” js as stated. At the end of this registration a payment is either
required or it is not. Select the appropriate button.

"Automatically Accept Registration” will automatically accept the users application
once it has been submitted. It is recommended that this is selected to "No” as once a
player has been accepted only UYSA state office or Affinity Tech support can un-accept
a player.

The last 3 fields that can be configured are the "Activate Public Reg On:”,
"Deactivate Public Reg On:”, and "Charge Reg Late Fee From:”

By utilizing these fields user can automate when registration opens, closes, and starts
charging late fees. When utilizing these fields please use the small calendar on the right
of each field to enter the dates desired. (*Please note that when a date is entered, the
system will perform said action at 12:00am on said date. Ex. "Deactivate Public Reg On”
01/22/2010, the system will turn registration off at exactly 12:00am 01/22/2010)

Also when utilizing "Activate Public Reg On” the system requires that "Show On Public
Registration” is set to "Yes”. The system will not allow users to proceed until that date
Is reached.

C. Creating Custom Fields

Custom fields allows user to create custom questions that will appear during the
registration process. The user can create as many custom questions as they wish.
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From Leagues & Teams, select Registration
Custom Fields
Enter Field Title
Enter Field Type using the drop down menu
If a Text Box is selected input the field size
If check boxes, radio or drop down menus are selected as the field
type options, enter the option text and ‘Add Option’. Continue until all
options have been entered.
Check the boxes to select how the Custom Field will be applied.
o Show on Application
o Applies to Players
o Applies to Administrators
o This field is required to be input
v “Create”
v Custom Fields that has been created will appear on the opening Custom field
screen and can be edited or deleted at any time.

AN NI NN NN

<

Above is the default custom field page if no custom fields have been created otherwise
user is taken to the above page after selecting the “here” link. On this page the user
will create their custom field by naming the custom field in the “Field Title” text box,
selecting the “Field Type” (the available field types are listed below), “Field Size” (if
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applicable), “"Order”, “Option Text”, “"Display Order”, “"Options (text/order)”, then by
placing checks in the appropriate boxes for whom custom field applies.

Glossary: Field Types are as follows (A visual example is availlable to the left of the
screen when field type is chosen):

Check Boxes. Check boxes require user to name each check box in "Option Text”
field, & give an order for how they are displayed. Once done select "Add Option”
Drop Down List: Drop down list requires user to name each choice in "Option Text
field, & give an order for how they are displayed. Once done select "Add Option”
List Box: List box requires user to name each selectable option in "Option Text” field,
& give an order for how they are displayed. Once done select "Add Option”

Radio Button. Radio button requires user to name each selectable option in "Option
Text” field, & give an order for how they are displayed. Once done select "Add Option”
Text Box: Text Box will require user to input a numeric value in "Field Size” field. The
Field Size is to determine the amount of characters allowed to be input when answering
question.

/4

D. Fees

If the league or club is using Online Registration it is necessary to configure fees for
each play level and age group. Additionally the system provides payment plan options
that can be selected when completing an Online Registration. Follow the steps below
to set up the fees for each play level and age group. Once fees have been created,
payment plans can then be configured.

1. Creating Fees

From Leagues & Teams, click clubs from the left navigation menu
Registration

Fees

Select the Play Level you want to create fees for

From the “"New Fee Type” drop down menu the desired fee type or
create a custom fee type by selecting “Other” from the drop down menu and
then naming the fee in the “Other Fee Type” text box.

v Enter the fees for each age group

AN NN NN

Tip: If all play levels or age groups have the same fees check the priced equally’ boxes.
Enter the fee in the first fee box and the system will automatically populate all the fee
boxes.

v' The system also allows you to define if a fee should be displayed as
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o M mandatory on the registration process
o OS Optional but by default the fee will be selected
o ON Optional but by default the fee will not be selected.

v ‘Create Fee’ when completed.

NOTE: Orice fees are created they can be edited by selecting "Edit Fee Type”. Any
Fees created will appear in the drop down list. Fees must be created before a payment

plan can be created.

2. Setting up Payment Plans
After all fees have been created payment plans can be configured.

NOTE: Payment plans are not a required step in setting up online registration.

v From Leagues & Teams, Clubs

v |Click|Registration
v |Click|Fees
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v Select from “Edit A Fee Type” drop down menu the fee type that was created.
This will display the fees created for that specific fee type.

v To set up payment plans on the Payment Plan at the bottom of

the page

Edit A Fee Type
|Regi5tratiun Fes j

r All play levels are set equally

r All our age groups are set equally

D1 Select

Under 13 IS':IEI'E”:I

[m

Under 14 ISDD'EIEI

[m

Under 15 ISDD'E”:I

[m

Under 16 ISDD'E”:I

[m

Under 17 IEDD'E”:I

[m

Under 18 IEHU'UEI

[m

Under 19 IEHU'UEI

[m

Cancell Deletel Update FmaymentPla@
——

M—Wandatory fee 05—0ptional fee Selected by default ON—Optional fee Not =elected by default

Print"View All Fees |

v' Determine if all of the fees are the same for “All play levels” and/or “All age

groups”.

v/ Based on your requirement you can use the two check boxes to have the system

fill the information in the Fee table.

v Set the amount of days the user will be notified before their credit card will be

charged. System default is 7 days.
v Select:

o Pay Period: Determine how often the payment plan will occur. Ex. Every 1

month, 2 months, three months etc.

o Max# Installments: Number of installments to be used

o Deposit: The deposit amount.

Tip: The deposit amount becomes a fixed amount in the payment plan. It is
recommended to leave the deposit field blank to provide you with greater freedom. The
first installment then becomes the "deposit” and is editable.

© Copyright 2010
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v Enter the Plan Cutoff Date: the system uses this for defining the number of

installments that are allowed for the payment plan.

v" Once the payment plan has been configured for each play level and age group,

Click|Update Payment Plan to save.

v" Once the page is refreshed the system will return a page that shows (+) for each
age group listed.

v’ |Clicklon the (+) sign to further define the payment plan for the particular item.

zposit

[ [100.00

Plan Cutoff Date Detail /
I +

[ [100.00

+

[ [100.00

[ [100.00

I +

+
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v By on the (+) the following window will be displayed.
v" You must apply for customized payment plans to be applied to all age

groups.
Payment Plan Detail
D 1 Select --- Under 13
Pay Period: Every 1 month(s) Deposit: $100.00
Max # Installments + Deposit: 5 Fea: £500.00

Planwith Spayments [V Stownonregistaion
Payment# Type Amount Due Due Date
#1 Deposit =100.00 |-| days after order created
#2 Inztaliment #1 5|1|:-[:._[:.[:. Da:.r#h | of month of the pay period
#3 In=tallment #2 5-|1|}|}_[;.[;. Day’#h LI of month of the pay period
#4 Inztalment #3 5|1|].[;._[;.[;. Dﬂ‘;'#l‘] ;l of month of the pay period
#5 Installment #4 5|1|}[:-_[:-[:- Dﬂ‘ﬁii'] LI of menth of the pay period

Total: $500

|Update | Dnsel
Plan with 4payments [V Stownonregistraion

Payment# Type Amount Due Due Date

# Deposit 2100.00 |-|5— days after order created

#2 Instalment 1 5|133_33 Da:.r#i 15 | of month of the pay period

#3 Instalment #2 5|133_33 Dﬂ:.-#i 15 =| of month of the pay period

#4 nstaliment #3  ${133.34 Day# 15 =] of month of the pay period
Total: $500

|pdate | E'Jnsel

v From this window you can select the number of installments plans available
based on the earlier configuration.

v" You can select the number of days before the system will charge after an order
has been created.

v" You can define the amounts of the installments and the Day of the month that
the installment will be charged.
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v' Based on the configuration for the “Send credit Card Charge Notification” the
system will send an email notification for the Charge.

E. Discounts

Discounts allow league users to create and manage multiple types of discounts both
internally and through online registration.

1. Promo Codes

The promotion code is the most versatile of our discount features. Multiple promotion
code discounts can be created in varying amounts by age group and play type/level.
Promotion codes can be used internally by state, league, and club administrators,
during online registration by parents (players), and from with in the parent’s "my
account”. The discount is only applied if the user has the code.

To configure a promotion code:

Select Clubs from the left navigation menu

Click on the Registration tab

Click on the Discounts sub tab

Click on the desired play level

Select Promo Code Discount from the New Discount drop down

Enter the desired code in letters and/or numbers (must be at least 6 characters)
Enter the expiration date

Enter the desired amount of the discount

create

AN N N N N NN

Affinity Development Group 25 of 109 Confidential
© Copyright 2010 Last Update Fall 2010




Affinity Sports Manual

League Level Users

To apply the promotion code to an order internally:

v' Go to players/admins in the left navigation menu

Go to either player look up or payment management
Search for the desired player

v
v
v [Click on their order number to open the order
v’ |Click on the Add promo code discount button
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|Payment!0rder Detail Reload | Close |‘;
4 Order # 1-1204332
=2 .
% | Order Date: 5/3/2010 5:07:17 P Status Ff';:‘s”:r;. Se”i"m sor
oy Operator: Cust Cust ’
[=] Name: Tonyatestmoem Testmomfam g
= Address1: 5310 test st apt a @« - -
2 |City/State/Zip: city AL 12345 £ | Click Comments Box to view or add more comments.
5 Country: United States of America g
H#: (123) 455-T230 ]
-;":-? Method Type Chk#/CC# Exp. Status Auth. Conv. Fee App. To Order
E Check Deposit #1 05/18/2010 test ! Open 65.00 0.00 0.00 capture update cance
= Check Plan #2 06/15/2010 test ! Open  400.00 0.00 0.00 capture update cance
o Applied Total: 0.00 0.00
Product Promo Code Qty Price
¥ Playerthreefour Testmomfam, Registration Fee, Guest U1l ,Guest 1 500.00
¥ Playerthreefour Testmomfam, Uniforms, Guest U11 ,Guest 1 25.00
3 ¥ Playerthreefour Testmomfam, 3rd Sibling Discount, Guest U11 ,Guest 1 -10.00
T Playerthreefour Testmomfam, promo2|09/01/2010Promote Code R
g 7 Discount, Guest U1l ,Guest promoz2 1 -50.00
g Add Promo Code Discount I
2
Add More Products to Onder |
4 itemn(s) totaling: 465.00
Order Total: 465.00
Total Due: 465.00
% | Payment will be applied to all products checked above.
T | Payment Method*
o] Iawvoose One =]
(=]
e p—
=
@
E
sl
o
o
o
B
< Ly -
1| I »

A new window will open
v Enter the promo code in the box provided

v [Click the Enter to verify button

Enter your promo code:
|sp|:|rts Enter to verify |

Promo Code Discount info

PromoteCode Description Discount
sparts sports|10/10/2010Promote Code Discount, Guest U12 Guest 3-75.00
Add this discount to your order |
Close & Refresh Order/Payment Page |

A promo code can be uze only one time for an order
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v CIicE on the Add this discount to your order button
v CIicE on the Close & Refresh Order/Payment Page button
v" The promo code discount will be applied to the order

To use the promo code during online registration (for parents/players):

v Register online
v' Once the payment page is reached; on the Add promo code discount

button
2 Steps To Go 1: Add Farmnily Mamber == 4. Make Payment >>

Please help support Affinity Soccer League Arnount

Gold Sponsors - Mame on Shirt * 50 © g5 O 510
C 515 © 520 © 525
C 550 © 5100

0 g200 © §250
300 © $500

Product Promo Code Qty Price

Dewey Duck, Registration Fee, Guest

U12 ,Guest 1 500.00
- Dewey Duck, Uniforms, Guest U12 ,Guest 1 25.00

Add Promo Code Discount

Items Ordered

2 itemn(s) totaling: 525.00
QOrder Total: 525.00
Total Due: 525.00

Payment Method®
|Chnuse One j

continue == |

A new window will open
v Enter the promo code in the box provided

v’ [Click the Enter to verify button
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Enter your promo code:
|sp|:|rts Enter to verify |

Promo Code Discount info

PromoteCode Description Discount
sparts sports|10/10/2010Promote Code Discount, Guest U12 Guest 3-75.00
Add this discount to your order |
Close & Refresh Order/Payment Page |

A promo code can be use only one time for an order

v CIicE on the Add this discount to your order button
v CIicE on the Close & Refresh Order/Payment Page button
v" The promo code discount will be applied to the order

2 Steps To Go 1z Add Family Member == | 2 Creatz Registration == I Accept Ee 4. Make Payment >
Make Payment

Please help support Affinity Soccer League Amount

Gold Spansaors - Name on Shirt & g0 g5 510
C 515 C 520 © §25
550 © §100

200 © 5250
5300 © $500

Product Promo Code Qty Price
Dewey Duck, Registration Fee, Guest
v U12 ,Guest 1 500.00
- Dewey Duck, Uniforms, Guest U12 ,Guest 1 25.00
Dewey Duck, sports|10/10/2010Promote sports 1 -75.00

Code Discount, Guest U12 ,Guest
Add Promo Code Discount

Items Ordered

3 item(s) totaling: 450.00
QOrder Total- 450.00
Total Due: 450.00

Payment Method”
ICthse One j

continue == |

v Proceed with registration
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To use the promo code from the "my account” screen (for parents/players):

v Login

v Scroll down to the Registration Applications section
v' Search for and on the Payment Edit link (if an order has not been created
yet, they will first need to click create order then payment edit)

My Account Notices | Instructions |
My Info Family Members
Tonyatestmom Testmomfam Tonyatestmom Testmomfam  Mother Edit
5_3 10 test st apt a Playerthreefour Testmomfam  Player Edit
city, AL 12345 Playeronetwo Testmomfam Player Edit
Hc:i'( 123) 456-7890 Playertwoone Testmomfam Player Edit
Edit Add Mare Family Members
Registration Applications
Youth Fall 2010-2011
Hame Club Playlevel Age Status Date Forms
Playerthreefour Testmomfam Affinity Demo  Guest Uiz Pending 5/3/2010 | E]|
P Mot Accepted
Join Team By Assignment Code:
Submit | Fayment Edit

v on the Add promo code discount button
Make/Edit Application Payment

<< back to my account

Below iz the order for the registration application you choose. Make a payment by choosing a payment type and the pressing the
continue button. To cancel this action click the "=« back to my account™ at the top of the page.

For payment plans: Click the check box next to each =cheduled payment to pay that payment nows.

u Order #: 1-1204332
= rder Status: Open
@ Order Date: S/3/2010 50717 PM Status Reason: New Order
w Operator: Cust Cust ’
i-; Method Type Chk#/CC# Exp. Status Auth. Conv. Fee App. To Order
E Check Deposit #1 05/18/2010 test ! Open 65.00 0.00 0.00
é“? Check Plan #2 06/15/2010 test f Cpen 400.00 0.00 0.00
R | Applied Total: 0.00 0.00
Product Promo Code Qty Price
- Playerthreefour Testmomfam, Registration Fee, Guest 1 s00.00
Ull ,Guest
~ Playerthreefour Testmomfam, Uniforms, Guest U11 ,Guest 1 25.00
- - Playerthreefour Testmomfam, 3rd Sibling Discount, Guest 1 -1i0.00
@ Uil ,Guest
[
- Playerthreefour Testmomfam, B
('j v promo2|09/01/2010Promote Code Discount, Guest Ull ,Guest promo2 L 50.00
E Add Promo Code Discount
@
4 item(s) totaling: 465.00
Order Total: 465.00
Total Due: 465.00

A new window will open
v Enter the promo code in the box provided

v the Enter to verify button
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Enter your promo code:
sports Enter to verify |

Promo Code Discount info
PromoteCode Description Discount

sparts sports|10/10/2010Promote Code Discount, Guest U12  Guest $-75.00

Add this discount to your order |

Close & Refresh Order/Payment Page |

A promo code can be use only one time for an order

v on the Add this discount to your order button
v on the Close & Refresh Order/Payment Page button

The promo code discount will be applied to the order
2. Sibling Discount
Sibling Discounts allow you to configure different discount amounts per sibling.

Go to clubs on the left

Click on the Registration tab

Click on the new Discounts sub tab located next to fees

Select the desired play level

Discounts are entered in the same manner fees are entered; Select the desired
discount type from the New Discount drop down

Enter the desired amount of the discount per age group (to enter the same
amount for all age groups, check the all our age groups are set equally
check box at the upper left)

v the Create Discount button

AN NI NN

<

The following discount types are now available:

i‘Select a Discount Type
Znd Sibling Discount
3rd Sibling Discount
4th Sibling Discount
5th Sibling Discount
Additional Sibling Discount after 5th
Fromo Code Discount

RFeturn Player Discount
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2"9 Sibling Discount — will automatically discount the configured amount from the
second registered sibling in a family

3" Sibling Discount — will automatically discount the configured amount from the
third registered sibling in a family

4 sibling Discount — will automatically discount the configured amount from the
fourth registered sibling in a family

5t" Sibling Discount — will automatically discount the configured amount from the
fourth registered sibling in a family

Additional Sibling Discount after 5" — will automatically discount the configured
amount from the 6" etc. registered sibling in a family not to exceed the amount
entered in the Max Siblings Discount text box. All sibling discounts must not
exceed the amount entered under Max Siblings Discount including the sum total of
the second, third, fourth, and fifth sibling discounts.

3. Returning Player Discount

This discount will automatically discount the configured amount from a player returning
from the selected previous season. User must enter the desired previous season from
the select a season drop down.

From Leagues & Teams, on clubs from the left navigation menu

Click on the Registration tab

Click on the new Discounts sub tab located next to fees

Select the desired play level

Discounts are entered in the same manner fees are entered; Select Return
Player Discount from the New Discount drop down

Enter the desired discount amount (to enter the same amount for all age groups
check All our age groups are set equally)

v Select the desired previous season (The player will have to have played in that
previous season to receive the discount)

v |Click Create Discount

AN NI NI NN

<
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F. Online Registration pages: Fields

The “Fields” area is used to customize the Online Registration process. In this area you
will be able to specify which fields are required, shown, or hidden, as well as add any
informational text to your pages that you choose communicate to your members.

v' From Leagues & Teams, on Clubs from the left navigation menu

v' |Click on Registration

v’ |Click| “Fields”

v’ |Click On the Registration pages configuration link

1. Type of online registration

The first page you will see is where you determine if you are doing a “Club” registration
(normal sign up process) or a “Team” registration, where the applicant will select the
team they are registering to prior to completing the online registration. Team
registration will place user on team once registration is complete.

v" Next to each registration type you will be given the choice to hide, show or make
the registration type required.
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v Please select the appropriate configuration.
v Once done the “Save” button.

Tip: At the top of each page of the online registration process there are three links:

Edit | Previous | Next

The Edit link opens a content editor that allows you to add text to the top of the page.
Text added will be viewable during the online registration process. The Previous link
allows the user to return to a previous page. The Next link takes the user to the

following page of the online registration process.

2. Editing the online registration flow
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The above screenshots show the content editor when the “Edit” link is selected.
v" Once changes have been made, the “Save” button. The page will close and
your text will appear at the top of the page.

The following pages are seen during the registration process unless otherwise noted.

v Edit to adjust or Next to proceed
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v Edit to adjust or Next to proceed

v Edit to adjust or Next to proceed

During an actual registration the below page looks slightly different, it would show
primary contact information and if the account is new or the user accessed the correct
account with their sign on the “Yes, it is my account” and “No, it is hot my account”
button will be replaced with buttons to add players, and parents/guardians. This screen
is also shown when the system matches a person to an existing account. If the account
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holder is missing any information, such as address, phone number, and email address,
it is required that it be updated before user can complete the online registration.

The below screen is for configuration only and is not shown during the registration
process, it shows a list of items that can appear on the application portion of the
registration. All items can be set to either hide, show, or required.

v' Make desired selections
v the “Save” button underneath page fields configuration.
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v Edit to adjust or Next to proceed

During the online registration process, once the user reaches this page they will see the
electronic legal agreements that must be initialed and signed.
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v Edit to adjust or Next to proceed

This page is where users will select their payment method.

v Edit to adjust or close the page if completed

The Thank You page below is the last page the user will see during the registration
process. On this page the user can print forms and/or print their ELA. Once this page is
reached the online registration process has been successfully configured.
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G. Creating user profiles

Add users to the club level only if you do not want them to have access to the League
level.

v Select “Leagues & Teams” top navigation
v “Clubs” from the left navigation menu area.
v on the “Security” tab to add users to the League. User information can
be edlited or deleted from the system at any time.
v' Complete the blank user form
v Assign user permission/capabilities (check the desired box underneath the email
field) by placing a check next to the desired permission level
Permissions:
League Registrar = Full Access
League Registrar — no card printing = High Access few limitations
League Registrar Assistant = High Access few limitations
Treasurer = Med Access several limitations
Director of Coaching = Med Access several limitations
League Board Member = Low Access view only
President = Low Access view only
v Create a username and password for the user

v |click] Create”
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TIP: Though the permission levels on the system are named after League and Club
roles they have nothing to do with the role of the person within their organization but
control what the user can do on the system. For example a President with full access
would need to have the permission level “League Registrar” selected

H. Messaging
The Affinity System provides users with a messaging function. The Messaging function
provides users with the capability to:

e Have the system send email based on certain functional triggers in the system
such as Player submitting applications, payment plan notifications.
o View all of the email messages sent by the user through the system and verify

that they have been sent.
e View all of the email messages sent by the system based on various triggers and

verify that they have been sent.
View unsent emails and have the capability to resend the emails.
¢ View, edit, and activate the email templates for the various triggers.

1. Templates

on Leagues & Teams

v

v CIicE on Clubs from the left navigation menu

v’ |Click on Messaging

v By the Templates sub-tab the system will display the following

page:
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Emails are automatically generated when certain actions are taken such as when a
player or administrator registers online, or when a payment plan payment is due.

There are many templates available many of which you may never need to utilize. It is
recommended that users focus on the following email templates:

Registration Message section:
Administrator Registration Thank You
Player Registration Thank You
General Message section:
CC Charge notify (for credit card payment plans)
CC Charged (for single credit card payment)

Glossary:
Columns displayed:
»  Message Template: This provides the name of the respective
Template.
= Media: This shows the number of Medlia type attached to the
Template.
»  Modlfied: This represents the Last Modlfied date of the Template.
= Active: Shows if the Template is currently active. If the Check Box is
checked that means that the Template is active.
= Owner/Type: Shows If the Template is the same as the:
o Default: Represents the original Template
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e Parent: Represents the Template for the Organization
o Self: Means that the Template has been modified at the
respective level.

v" From the Configuration section on the Messaging Tab

v’ By |Clickinglthe Templates sub-tab the system will display the Templates available
to be edited.

v By an Individual Template line the system will display the respective Edit
Template page

v" On the left hand side the system displays Macros available to the user to customize
the Message area.

v On the Right hand side the system provides:

o Template: This is the Template name

o Template Code: Code name for the Template

o Message Group: Displays the Template Group that the template belongs to.

o From Address: This is an Editable field and should be the “From” email
address.

o From Name: This is an Editable field and should be the “From” User Name.

o Subject: This is an Editable field and should be the “Subject” of the message.

o Message: This is the area where the user can insert a message for the
Template.
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= User can include in any area of the body of the message the Macros
on the left hand side.

* To include the Macros the user needs have the cursor at the point in
the message where the Macro needs to be included and then right
mouse This will introduce the Macro in the message.

o Hide Sender: This provides the option to “Hide"” the sender information.
o Delay Time: This allows the user to set a delayed time before the message
will be sent. The fields accept minutes for the input.

v Once the information has been completed |Click|Save and Continue [Button| to save
the changes.

v To restore the original Template Restore Default Template

v Use the Back Button| to return to the Template List.

2. Messaging/Route Request

v By the “Route Request” sub-tab the system will display the
following page:

Sent(339)  unsent (5)

Sonfigure the message routes which control what messages get sent out to the users.

Msgs Template Recipient Name Status [ Error Date

1 Player Registration Thank You Successful (1) 4/6 09:132
1 Player Registration Thank You Successful (1) 4/6 09:12
i Player Registration Thank You Successful (1) 4/6 09:12
| Player Registration Thank You Successful (1) 4/2 13:16
1 Player Registration Thank You Successful (1) 4/3 132:16
1 Player Registration Thank You Successful (1) 4/3 13:15
1 Flayer Registration Thank You Successful (1) 4/3 13:14
445 Admin Message Successful (1) 2/320 15:14
433 Admin Message Successful (1) 2/20 15:05

v The page provides two sub-tabs on the right hand side:
o Sent Messages
o Unsent Messages
v the “Sent” sub-tab the system displays:
o The list of Batches of messages that were sent.
o Columns Displayed:
= Msgs: The number of Messages that were sent in the batch
= Templates: The Template that was used to send the email
= Recipient name: From this page since the system displays a
batch it does not show the name of the recipient.
= Status/Error: Status of the batch sent.
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= Date: The Date and Time that the Batch was sent.

v By on an individual line, which represents a batch the system
displays the following page:

Shown below are the individual messages which were part of thiz mes=sage route.

Media Subject Sender Recipient Error Date Action
Thank You for Affinity Mothar
Email Registering, Mother Soccer Message Suppressed Would Cause Duplicate n/a resend
Adgs
Adgs Support

[ < < Back to Route List ]

o Columns Displayed:
= Media: represents the media type that was used to send the
message
= Subject: Is the subject of the email
= Sender: Displays the sender of the email
= Recipient: Is the recipient of the email
= Error: Provides any information about the email sent.
= Date: Displays the date and Time that the email was processed.
= Action: provides the action that can be performed on the email.

v By |Clickinglon an individual line, which represents a message the system
displays the following page which shows the specific message sent.

Message Route Detail

Showwn below are the individual messages which were part of this message route.

Media Subject Sender Recipient Status f Error Date Action
Email Zarlsbad Kathy Stanton Aaron Martines Message Sent 3 resend

The Carlsbad Cup Soccer Tournament cordially inwites your team and club to participate in our Inaugural Tournament.
This is a Class I Tournament, open to USYSA and FIFA affiliated teams and AYSO registered teams. All teams are
guaranteed = games, 1st and 2nd place team awards will be awarded in a special presentation and 1st and Znd Place
Zlub Trophies will be presented to Clubs with 2 designated teams entered in the Club Cup Age Groups. We will also
Turf to Surf Friendlies for a tune up to Surf Cup. The tournament will be played in the beautiful beach community of
Zarlsbad on fabulous fields, most of which are Turf. Play Dates are July Z21-22 We enjoy a mild 70 degree climate and
are only 20 minutes away from downtown San Diegeo, the world famous San Diego Too, Sea World, Wild Animal Park and
Legeoland. For more information and registration wisit lightningsoccerclub.com and click on the Tournament Loge on the
left hand Mawigator.

[ = < Back to Route Detail ]

v the “Unsent” sub-tab on the right hand side the system displays:
o A list of messages that was unsent.
o Columns displayed:
= Msgs: The number of Messages that were sent in the batch. If
the column shows a zero that means that there was no
message to be sent.
= Templates: The Template that was used to send the email
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= Recipient name: From this page since the system displays a
batch it does not show the name of the recipient.
= Status/Error: Status of the batch sent.
= Date: The Date and Time that the Batch was sent.
= Action: The action can be to:
e Resend the message
e Delete the message

Sent (6] Un=sent (2]

Configure the message routes which control what messages get sent out to the users.

M=sgs Template Recipient Mame Status 7 Error Date ActHon

[n] FRegistration Thank vYou Coachl Test Mo Ervor - Processing [0 3/15 13:10 resend delete
(n] Registration Thank vYou Melissa Lynn Mo Ervor - Processing [0 3/15 11:44 resend delete
[n] Registration Thank vaou Matalie Coach Mo Ervor - Processing [0 3/15 11:17 resend delete

a Registration Thank vou Russall Purnpkin Mo Ermvor - Processing (0] 2715 11:11 resaend delate
[n] Registration Thank Yaou FAAF Aaaaa Mo Ervor - Processing (0] 3714 15:40 resend delete
(n] Registration Thank You Parent Snetaest Mo Ervor - Processing [0 3/13 12:19 resend delete
[n] Registration Thank vou Stephanie Lawery Mo Ermor - Processing [(0) 2/2 20: 24 resend delate

Note: Users can view all their messages sent through the system under "My Account -
Message Center. Message will be listed by From, Subject and Received Date. User can click on
subject title to view the message.

I. Content

Under the content tab you will find four sub tabs that allow users to customize the look
and feel of the site.

1. Look N Feel Tab

Change the color scheme of the site. Color selections are provided in the drop
down menu.

v" Upload site banner — using jpg or gif images. |Click|the header box to open a

browse screen to add a banner graphic and then |Click|upload to add the
graphic.

v Upload color and black and white logos by the logo boxes to open a
browse screen. Upload to add the logo graphic

v Add text to the bottom of the left navigation menu area using HTML formatting.

Enter the text and |Click|Update| Button).

Note: This section is not required in order to successfully set up online registration. It is solely
for aesthetic purposes.
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Below are a selected few of the many color options available.
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2. Content Tab
The Affinity System provides tools to add edit and delete content that appears on

specific screens. Content is listed with a tag name and grouped by Events, General,
Registration, and Tournament and list the owner type.

Owner/Type displays the owner of the content — Default indicates the system is the
owner. When content is added or edited by a user the Owner/Type changes to self
and these changes are only visible to your organization.

v To edit content, locate the group and |Click|on the content Tag Name. The
description column will provide a brief description of where the content appears

in the Affinity System.

Tip: To easily filter through each section utilize the drop down menu located in the upper right
hand corner of the screen.

Though there are many pages where content can be adjusted most organizations will

need to update only two:
Welcome
Hotsheet (reg_assoc_hotsheet)

The welcome screen and hotsheet appear on the opening page of online registration.
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Creating or Editing Content

v From Leagues & Teams, Clubs from the left navigation menu

v Content
v Content (a sub tab under content)

v’ To edit content, [click|on the Content Tag to open the editing screen.

v' Once a tag is selected for editing, the user will be taken into the content editor.
This editor will allow the user to post content such as web links, photos, media,
flash, tables, html, and text in various fonts.

v Once editing has been completed|Click|update

3. Documents and Forms
Users can upload required documents and forms that can be printed during
online registration and from the My Account area. Forms can be added to

Affinity Development Group 49 of 109 Confidential
© Copyright 2010 Last Update Fall 2010




Affinity Sports Manual League Level Users

specific areas of online registration by checking the boxes where the form is
required.

v To upload a document of PDF form |Click|upload [Button]. This will open a
browse screen and the form can be uploaded to the system

v" When the form has been added to Documents you can enter description text
associated with the form /7 desired.

v Place a check mark next to the type of document being uploaded, for online
registration documents select either “Registration Thank You Page
Download” and/or “Registration PDF Popup”.

v “Save Changes” button.

v If the form is no longer needed |Click|delete link.
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4. ELA (Electronic Legal Agreements)

The Affinity System provides the ability to create Electronic Agreements for use
with Online Registration for Players, Administrators, Teams and Event
registrations. A record of the electronic agreement is saved to an ELA log that is
attached to the Player, Administrator and Parent records.

v" From Leagues & Teams select Clubs from the left navigation menu
Select Content — ELA

< X

Existing ELA’s will be listed by title and modification date. These can be
edited or deleted at any time.

To create a new ELA — Enter a Document Title

Enter Document Text

Check the boxes where this ELA is to be applied

Add Document

AN NN

5. Assigning Documents and ELA's

Once ELA’s have been created user will need to assign them to the season. Assigning
an ELA will allow it to appear during the Registration process as well as forms such as
player registration PDF’s to print at the end of registration.
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v' Under Leagues & Teams select Clubs from the left navigation menu menu.
v’ Select the Registration tab, and Season sub tab
v on the “Assign PDF/ELA button near the bottom of the screen

User will be taken to the assign PDF/ELA screen. This will list all current and previous
seasons. Your season may be listed at the far right of the screen. If so please scroll
right to view current season.

v" Select the ELA and/or PDF options that you want to appear during the
registration process by placing a check mark in the boxes that correspond with
the ELA and/or PDF and the desired play level and season.

v “Save Changes”

Tip.: There will be one grid for players and one grid for administrators. Users can assign
documents and ELA’s by play type, season, and user role (coach/admin and player).

Affinity Development Group 52 of 109 Confidential
© Copyright 2010 Last Update Fall 2010




‘ Affinity Sports Manual League Level Users

V. Players

A. Adding New Players Internally

As a league administrator you can add entire families on a single data entry screen for
the entry of new players.

v Player/Admin on the left hand side navigation
v on Add New Player/Admin

v Enter the required parent data as signified by the (*) next to the data field. To
add another parent, |Click|the Add Next Family Member [Button| and proceed
as above for the second parent.

At this point you can either proceed immediately to adding the player, or make the
parent an administrator (coach, manager, asst. coach).

To proceed immediately with adding a player:

v Save & Add Players

Affinity Development Group 53 of 109 Confidential
© Copyright 2010 Last Update Fall 2010




Affinity Sports Manual League Level Users

Affinity Development Group 54 of 109 Confidential
© Copyright 2010 Last Update Fall 2010




Affinity Sports Manual

League Level Users

Add Players/Admins cont’d

If a parent is also applying as a team administrator

v |Clicklon the Admin/Coach Information tab at the top of the form and
complete information box including their email address and driver’s license.

O

Once all of the parental and/or administrator information has been entered, you
have two choices to proceed further.

a. |Click|Save and Add Players if the individual enter is a parent will
then search the database and find any players associated with the

parents.

b. [Click]Save and Don’t Add Players if the individual entered is

Only an Administrator.

v To add a player Save and Add Players

v A blank form will be presented to enter the necessary player information.
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v Add next family member Button] to enter additional players to the

family

Note: The system will attempt to match any parents, administrators, and players that
are added. If a match is found the persons associated with the family will appear in text
box to the left of the entry form. Click on the name in the text box to fill in the entry
form with the existing information and complete the application.

Remove From Family |

Step 2

Uze thiz =ection to add all players to
the account yvou are creating or editing.

If any children have been found in this
family, their name(z} wil appear in the
box abowve. Click on the name of each
chid to view and then update their
information. When vou have completed
updating the information on the first
child, click the "Update" button and
move onto the next child.

If you are entering information for a
new famiby, enter the information for
the firzt child and then click the "Add
Mext Family Member" button and enter
the data for the next family member.

When vou have completed adding the
information for all memberzs of this
family, =imphly click the "Sawve and
Centinue" button to move onto the next

First Name* i, Last Name* Suffix
|Kidnne | |Test |_j
Gender® DOB st i DD yyyE Rank Seasons
| Female =l |11z fagee | |
Height Weight  School Name* Grade
I ft. I in. I bz IS':h':'Ul I
League”

| Affinity Demo - 0199 =l
Club*

| Affinity Demo |
Play Level

|D 1 Select =l

Application Options

[T PaymentReceived [ Accepted [T Legal Waivers
Team (requires all above oplicns are checked)

|--Ee|e-:t Team- j

Shirts Shorts Socks
Emergency Contact #1° Phone*
|Dad Test |i123) 455-7390
Emergency Contact #2 Phone

© Copyright 2010
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NOTE: =

If vou have received payment for this |
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Tip.: If teams have been created, the players and/or administrators can be rostered
directly to the team during the add player/admin process. To add the players to a team
you will have to “clear” them by checking the "payment received”, ‘accepted’, and
“fegal waivers” check boxes.

B. Player Lookup

The Affinity System provides users with the ability to search for players by name,
season, gender, play type, age group, club, status, or disciplinary action. Users have
the option to perform a full or limited search depending on the criteria and search
parameters you establish.

1. Searching for players

Establish your search criteria from the various pull down menus.

Click|Search and a list of all players matching the search criteria will
appear.

v From Leagues & Teams, on Clubs in the left navigation menu
v [Click on Players/Admins

v on Player Lookup

v

v

2. Clearing Players
Players need to be “cleared” in order to be rostered to a team.

v Player/Admin from the left navigation menu

v Player Look up
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v Search for players by setting the Application Status to Pending All

Applications.

v' The search results are displayed with check boxes Accepted & Age Legal.

Checking these boxes clears the player and makes them available for rostering.

v Save Application Changes

Glossary:

v

<

DN NI N NN

Accepted — confirmation that the player will be playing with your club, triggers
player to appear in billing reports. One of two steps necessary in order for player
to be rostered to a team.

Age Legal — confirmation that the vital data (name, gender, date of birth)
entered into the system for the player matches the information on their birth
certificate. One of two steps necessary in order for player to be rostered to a
team.

Cleared — player has been marked accepted and age legal, grants the ability to
roster the player to a team.

Pending — player has an application but is not assigned to a team.
Assigned - player is rostered and assigned to a team.

Activated - player is on an activated team.

Cancelled - player’s application has been cancelled.

Rejected - player’s application has been rejected.
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v' Pending Release or Transfer - player’s application is pending approved
release or transfer.

v' Approved Release or Transfer - player’s application has been approved for
release or transfer.

v Rejected Release or Transfer - player’s applications has been rejected for
release or transfer.
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C. Player Reports

Player reports are generated from Player Look-Up search results. Use the drop down
filters in player look up to customize the information in the reports.

1. Exporting and Printing player reports

AN NN

©)
©)

0 O O O

v [Click on the export icon )

From Leagues & Teams, on Players/Admins on the left

on Player Look up

Search for desired players

Select a report from the drop down menu located in the player lookup screen
[Clicklthe printer icon to download the report.

Reports:

Labels with Team Name
Labels 1 per Household
Player Detail

Application Forms (PDF)
Player Detail with All Fields

All Player Applications Detall
6 2 to export the report to the desired format

v' Exportable formats:

o

Adobe Acrobat (PDF)
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Microsoft Excel 97-2000 (XLS)
Microsoft Excel 97-2000 — Data Only (XLS)
Microsoft Word (RTF)
Microsoft Word — Editable (RTF)
o Rich Text Format (RTF)
v’ Select the desired format
v |click 0K
v" The report will be opened in the format selected, use the settings in the selected
program to print the report.

0 O O O

TIP: Settings on Acrobat Reader will affect label printing. It is advised that you upload
the most current version of Acrobat Reader and delete any previous versions that are
on your computer.

2. Exporting the Player (or Admin) Detail All Fields report

The Player (Admin) Detail All Fields report is the most commonly used play report as it
Is the most versatile. This report must be exported into excel where the user can then
add or delete columns, filter and sort information as desired.

From Leagues & Teams, on Players/Admins on the left

on Player Look up (Admin look up for the same report on Administrators)
Select both a League and a Club from the player look up drop down filters
Search for desired players

Select the “Player Detail All Fields” (or Admin Detail All Fields if searching for
administrators) report from the drop down menu located in the player lookup
screen

[Clicklthe printer icon to download the report.

on the export icon'djl =

Select Microsoft Excel 97-2000 - Data Only (XLS) from the file format drop down
Select All for your page range

Click OK

% Save, name the report and save to your desktop or documents folder on
your computer

Open the report and on column A to highlight the whole column

Data from the menu at the top of the page

Select Text to Columns

Uncheck Fixed Width

Check Delimited

Next

Uncheck Tab

Check Comma

Next

AN NI NN

AN N N NN

AN N NN N N SN
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v Finish

v

v
v

If asked “Do you want to replace the contents of the destination cells?”
OK

CIicE File from the menu at the top
Click Save

You can also place a filter on the columns to more easily utilize the report

AN NI N NI

CIicE on Row 1 so that the whole row is highlighted

Clicﬂ Data
Clicﬁ Filter

CIicE Auto Filter
CIicE File
CIicE Save

Columns can now be deleted, added or sorted as needed.

D. Editing a Player’s Information

AN N N N RN

From Leagues & Teams on Players/Admins from the left navigation menu
on Player Lookup

From Player Lookup, search for the desired player(s)

[Click]on the Player Name to open the players record.

Select the tab where you need to add or update information.

Click|Update save your changes.
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There are multiple tabs under the players record that perform different functions and
allow different information to be updated.

Player Information  preferences  Applications  Transfer Parents  Disciplinary

Player Information — Player name, date of birth,

o Preferences — an optional tab used for entering the players preferences

o Applications — shows the details of current and historical applications for
the player, provides the ability to edit and/or cancel the application

o Transfer — shows release/transfer history and provides the ability to
perform or initiate a release/transfer

o Parents — lists parents/guardians and provides an edit link to open and
edit the parent/guardian information

o Disciplinary — provides the ability to track disciplinary items on the

player

The three main tabs are Player Information, Applications, and Transfer

1. Player Information:

This page is fairly self explanatory you can view and update player details such as
school, emergency contact, uniform information, and custom fields information.
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TIP: For most organizations vital information such as the players name, gender, and
date of birth can only be changed by the state association personnel.

2. Applications:

The applications tab page shows current and past seasonal history for the player
including the following:
o Club player is registered with
o Season player is registered for
o Any order number associated with the application or a link to create an
order
o How the player was registered (ie. Internally, Web or online, Migration,
and Upload)
Any fees associated with the application
Name of the person who created the application
Date the application was created
Play level of the application
If the application has been accepted
Name of the person who accepted the application
Date the application was accepted
If the player is Age Legal (Legal/Age verified)
Amount paid
Name of the person who last modified the record
Date the record was last modified
Application status (ie. Pending, Assigned, Activated)
Any fees due
Team ID number if the player is on a team

O O O O O O O O O O o o 0 o

CIicE edit to update the play level of the application
CIicE cancel to cancel the application
CIicE view ELA log to view/print any Electronic Legal Agreements for the player

A NEANERN
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Xisting Applications

F =orderwith payment plan. Current 52ason | Other Seasons

: Dadone Testspringtenya  Tonya Schlegel Martha Diske - _
Affinity Demo 4/20/2010 12:17 BM 2/20/2010 6/29/2010 07:43 AM _IE":WL R oy
Youth Fall 2010-2011 Web - Registration D1 Select Legal/Age Verified Pending
1-1195969 $1,505.00 $0.00 $1,505.00

- Dadone Testspringtonya Teonya Schlegel _
Affinity Demo 4/19/2010 12:32 PM [z EEaEE 4/20/2010 11:47 AM s E oy
Youth Fall 2010-2011 Web - Registration Guest Legal/AgeVerified Canceled
1-1195313 51,43000 $0.00 $1,43000

i Dadone Testspringtenya Tonya Schlegel _
Affinity Demo 4/19/2010 11:09 AM Mot Acceprad 4/19/2010 11:11 AM LA
Youth Fall 2010-2011 Web - Reqgistration Guest Canceled
1-1195261 594000 50.00 594000

‘Only Mew or Pending Applications that are UnPaid can be edited/cancelled.)

Create New Season Application

3. Transfer (Release/Transfer)

The player must be assigned to an activated team in order to begin the release/transfer
process. There are two options on the transfer page, the player can be released or
transferred. The release/transfer process can be initiated by the parent, coach/admin,
or League and club personnel. There are three steps in the approval process of a
release/transfer; Releasing Team Administrator (which can be done by the
coach/admin, user at the club level, or user at the league level) Releasing League
Registrar (which can be done by a user at the League level) and the final approval is
the Releasing District Commissioner.

Tip: The user with access to finalize the release/transfer (Releasing District
Commissioner step) varies according to the rules of the state association. If you are
unsure who has the ability to complete the final approvals please contact your state
association.

Releasing a player
4 "I am requesting to be released, and am unsure of which league or club I
want to transfer to.”
Transferring a player
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v I am requesting to be released, and I am unsure of which league or club I
want to transfer to.”

For either a release or transfer

v" Fill out the release/transfer form

v Submit

v Approve as the Releasing Team Administrator (unless this has already been
completed)

v' Approve as the Releasing League Registrar

v' Release/Transfer is then in pending until it is approved by the user with access
to finalize the release/transfer by completing the Releasing District Commissioner
(DC) approval. This user may be at the League, District, or State level, if you are
not prompted to complete the DC portion then you do not have the permissions.
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VI. Administrators

A. Add New Administrators Internally

The first portion of the process described earlier for entering the
Parent/coaching information in [Section VII — A] is used to enter
information for team administrators.

v" From Leagues & Teams, select Player/Admin from the left navigation menu
area

v Add Players/Admins
v’ Enter the required information on the first screen

Clicklthe Additional Information tab and enter required Administrator
information.

v If the administrator has no children to register, Save & Don’t Add
Players
v’ If the administrator does have children, Save & Add Players

<
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First Name* Middle [ Initial Last Name*

[Dad | Test =l

Relation® Title Alias

|Father j | |

Address 1* |7 werify address

[1234 Somewhere St

Address 2

|

Address 3

|

Country

|United States of America j

City* State* Zip | Postal Code*

[Anytown |AL x| |12345

Home Phone™ Work Phone™ Cell Phone™

[1234567890 | |

Fax Email

| |dadtest@noemai|.com

Gender DOB (MM/DDIYYYY)

ae = [ 1

“required = at least one is a required fields.
Clear Info | Add Next Family Memberl

Save & Add Players |

Admin Type**
Il Aszsiztant Coach

Il Team Assistant

- Head Coach Il Referee

Il Team Manager Il Team Parent

Parent Type**
[~ Referee [~ TeamParent [~ Board Member
[~ Clerical [~ Commitse [~ Concessions
Il Donor (Il Field Prep Il Fund Raising
|- Newrsletter |- Publicity |- Special Projects
League”
| Affinity Demo - 0199 =]
Club®
| ~select Club— =l
Play Level
|—Sele|:’[ Play Level- j
Age Group
|—Sele|:’[.l\ge Group— j
Team
|—Se|ec’[Team— j
Team Coach Type
|—Se|ec’[Coach Type— j
Select Play Type Years Coaching
[ CompDf1 [ CompONI
[ GuestPlay [~ RecOn
[T RecOW N [ TOPSoccer

Nriverz | irenss*

State®

Fruniratinni mmmidd o

Tip: See the Players section to learn how to add a player

B. Administrator Lookup

v |Clicklthe Player/Admin - Admin Lookup in the left navigation menu area to
perform a search for administrators.

v' Administrator Lookup screen (below), contains drop down menus allowing
you to search the database by various search criteria selections criteria

v’ Select your search criteria and Search

v To edit your Administrator’s account information, [click|his/her name.
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C. Editing Administrator Records

v From the Administrator Lookup screen on the Administrator name
v Enter any changes to the Administrator’s account. Update Button|
There are several tabs in the Administrator record that provide additional information
and functions
o Applications tab will display the Club(s) name, season, status and ELA log
v" To cancel an Administrator’s application, Cancel Application
o The Disciplinary tab will display any soccer disciplinary sanctions applicable to
the Administrator

o The Children tab will list the players linked to the Administrator.

TIP: The risk management status and coaching education cannot be modified by the league or
the club and can only be done by State Level Administrators.
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D. Risk Management / Background Checks / Kidsafe

One of the features available on the Affinity Sports system is Risk Management or the
ability to manage background check info (also known as kidsafe info) on administrators.
We provide the flexibility for this to be as manual or automated a process as is
preferred by the association. The system provides all text fields necessary to run
automatic background checks and has the capability to return updated results
immediately to the administrator record.

v' The system links risk management with registration data and all information is
stored in the administrator profile.

v' Based on the security clearance, users will only be able to access the data that they
are authorized to view. Additionally all of the vital information is protected and
encrypted. Only the following information is displayed to the League Administrator:
risk status, risk expire date, risk submit date, and risk return date. All additional risk
history and background details are encrypted in tables limited to the security profiles
as designated.

Risk Status: Risk submit to state on
Approved v| [6/18/2008 ]
Risk expire on Rizsk return from state on
6/18/2009 3 6/18/2008 3
Birth Month* Day* Year®

June w |6 |v|1986 ||  Background Checking |

v' The system flags all disqualified administrators and prevents registrars from issuing
them credentials. For example, if the Risk Management status is not approved, it will
not allow the team to be activated and/or print a card. Additionally, the
Administrator lookup includes a risk filter, which allows League Registrar and Risk
Management Committee to search by risk status.

Teams f Find, Edit, Delete a Team Lockup Team

Affinity Dem - BUS
0195-01GBUS-0163

Team Details  Roster Admin  Roster Player = Activation | Team Roster Travel Roster  Toumname

Team Activate Rule Vilalions
1 administrator(s) have failed to have proper risk management status.

Administrators

® 60978-778051 Head Coach Testspringtenys, Dadone A Mane
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‘Ind, Edit, Delete a Team  Lockup Team << Previcus Team 28 of 48

2mo - GU13
3-0172

- Roster Admin ~ Roster Player = 12am Roster | frayel Roster  Tournament

‘ators

Windows Internet Explorer

él Some of the ID cards you selected to print are not walid For printing.
jnme ! They have been unchecked For vou,
s Click the "Print Select Cards" button again to print the remaining ID cards.

QK |

0 88800-125744 Test, Kidone 11/12/1999 10/1/2010
jnment Codes

If you have questions regarding risk management please contact your state association
or on the Tech Support Contact in the left navigation menu to create a Help

Ticket.
VII. Teams

A. Create Individual Teams

v" From Leagues & Teams, Teams from the left navigation menu

v Create

v" From the pull down menus — select District, League, and Club
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Select Season
Select Team Level, Gender and Age
Enter Team Name

AN N NN

The system will automatically create a Team Number — the last four digits of this
number are editable.

Add Team

<

Note: Once a team has been created you can create duplicate teams for the same age group.

B. How to Create Multiple Teams
Create several teams for different age groups at one time.

From Leagues & Teams, Teams from the left navigation menu
Team Creation Matrix

Select Club from the drop down menu

Select Season from the drop down menu

Continue

D D NI N NN

Club Registrar
Affinity Demo

Youth Fall 2010-2011 A
Teams / Team Creation Matrix
Use thi= tool to add multiple teams Select District*
for different age groups and
North |
genders. I
v Team Select League”
" Create | Affinity Demo - 0199 =l
+ Team Creation Matrix Selec.‘t Club’
|Aﬁ'|n|ty Demo j
+ Find / Edit | Delete
+ Travel Requests Cancel | Continue |
embgst Travel Change
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Tip: If you do not wish to create teams for a particular play level simply click continue
or finish without entering any numeric values for that play level.

v' System will default to the first available play level

v' Enter number of teams to be created per age group and gender
v Continue

v [Click]Finish when you have entered your information.

Note: The system automatically generates a Team ID number for every team created.
The ID number helps identify the team in the system and tells us information about the
team. This example: 0167-01CB12-1234 tells us the following:

District # 01

League # 67

Club # 01

Level of Play - C (Competitive)
Gender - B (Boys)

Age - Under 12

Last four digits are editable
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C. How Edit a Team

v From Leagues & Teams, on Teams from the left navigation menu

v' Select a search criteria from the various pull down menus.(Example: Select a
Club — All Cubs in Selected League, Play Level, Gender, etc.)

v on the Team Name or any of the column headings to access the team
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v |Clicklon the Team Details tab to edit the team name, gender, play level, age
group etc.

v’ |Click|Update after making changes or additions to save.

VTIP: After the team has been activated, the team ID number cannot be changed.“

Tip: Please note, state level rules and policies govern your ability to edit teams once
activated and or declared for scheduling. If you have questions, please contact the
Georgia Soccer administrative offices.

D. Rostering Your Players

Before player(s) can be rostered to a team and a USYSA member pass printed, the
League/Club Administrator must validate that all Association requirements have been
met and player(s) has been cleared. Once the player(s) has been cleared, use the
following process to roster Player(s) to Teams within your League.

v Teams from the left navigation menu.
v Find/Edit/Delete under Teams on the left side navigation
v |Click|on the Team Namae to access the team

v the Roster Player tab
Under Roster Player users will have access to two boxes:
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a. Available Players (listing of Players that have been cleared and can be
assigned to this Team)
b. Assigned to This Team

v |Clicklon a Player’s Name located in the available player’s box on the left. /fa
specific player does appear set the gender and age filters to All.

v Upon highlighting the player’'s name, account data will appear in
the lower portion of the screen enabling you to verify player information.

v the yellow Add Player arrow, player will move to the Assigned to This
Team box.

v Continue with the above steps until all players for the Team are
listed in the “Assigned to This Team” box.

v’ |Click|Save Players to complete rostering.

TIP: You can select multiple players to roster by holding the shift key to highlight a
group of player’s names.

To remove a player that is listed in the Assigned to This Team box
v highlight the player’s name

Affinity Development Group 77 of 109 Confidential
© Copyright 2010 Last Update Fall 2010




‘ Affinity Sports Manual League Level Users

v’ |Clicklthe remove player arrow.

Note: Once the team has been activated (see below), players cannot be removed. It will be
necessary to initiate a release and transfer process.

Girls can be rostered onto a boy’s team by selecting girl from the gender dropdown
box. Also, you may have players that are playing up in age. In this case, they can be
found by selecting the Age Group or All from the dropdown menu to get a list of
available players.

E. Multi Rostering Players

For those Associations who permit multi rostering of players the Affinity System
provides a function to roster players to more than one team.

v" From the Roster Player screen, [Clicklon Multi Roster Player. This will open a
search window for you to search for player(s).

v’ Enter the player’s last name and Search
v" Double on the player’s name to roster them to the team

Note: Multi Rostered players will show up on their primary team with ® = Multi-Roster
Primary Team and ® = Multi-Roster Alternate Team for the players secondary team.

F. Rostering Administrators

The process for rostering Administrators to teams is similar to that for rostering Players.
You will use the same Teams Find/Edit/Delete screen.

v From Leagues & Teams, Team from the left navigation menu
v Search for the desired team
v on the Team Name to access the Team tabs.
v the Roster Admin tab
v" From the Roster Admin screen you will access two boxes:
a. Available Administrators (listing of Administrators available to be
assigned to this Team)
b. Assigned to This Team (existing assigned Administrators to this
team)
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You can search for a specific administrator or view all available administrators.

To search for a specific administrator:
v' Type the first few letters of the Administrators last name in the Search Text box.

v Search

To view all available administrators:
v Show All

Rostering

v Available administrators will appear in the left hand box. Upon his/her
name account data will appear in the lower portion of the screen to verify the
individual’s information.

v’ By the appropriate “role” arrow in the middle of the screen the
Administrator will move to the Assigned to This Team box for the
administrator role selected.

Role arrows:
Head Coach
Asst. Coach
Team Mgr
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Team Asst.
Team Parent

v Click Save Administrators to complete rostering.

G. Activating Teams

Once the rostering process has been completed and all administrator licensing and risk
management requirements have been met the Team can be activated.

Note: Some state associations are configured to allow only specific person(s) to activate
teams, If you do not have the Activation tab the team Is either already activated or you
do not have the permissions to activate teams. If you are unsure about whether you
should be able to activate teams please contact your state association.

v Teams from the left side navigation
v" From the Team Lookup screen perform a search for the Team that you are

ready to activate.

v on the Team that you want to Activate.

Tip: Activated teams will appear in the lookup screen with an (A)
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Teams / Find, Edit, Delete a Team Lockup Team 1af1

Affinity Dem - BUS
0199-01GBUS-0163

Team Details  Roster Admin  Roster Player = Activation = Team Roster Travel Roster  Tournament

Team Activate Rule Violations
1 administrator(s) have failed to have proper risk management status.

Activate Team |

Administrators

@ C'—) 60978-778051 Head Coach Testspringtanya, Dadanz A Mene

The screen below is the Team Activation screen. No Team can be activated until all
Association governing rules and by laws have been met. The system will provide a Red
[X] when rules have not been met. If the system provides a Green [+ ] you can then

activate the team by the activate team [Button.

If the team has passed all the activation rules, Activate Team.
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Teams / Find, Edit, Delete a Team

Affinity Dem - BUS
0199-01GBUS-0163

Lockup Team

Team Details = Roster Admin  Roster Player = Activation | Team Ro

o This team has passed all team activation rules.

Activate Team

After a team has been successfully activated the Activation tab no longer appear.

The Team roster screen includes a legend that details various alerts that may appear

next to an Administrator or player name.

E = pisk Managerment Failure
= Required License Missing
= Disciplinary Problem
@ = Needs Photo To Print Card
S = Locked: To many Cards Printed

Paid

Mot Paid

Prirary Team

Multi-Raster Prirmary Team
Multi-Roster Alternate Team

= Transferred
= Webh Reqgistration

v
®
®
W

3 o I = Added By Registrar
él = Record Mot Locked From Printing § = Seasonal Migration
0 = Has Qrder
A = Used Assignment Code
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VIII. Member Cards and Passes

A. Printing Your Cards

Cards (Player and Admin Passes) can be printed from either the Team Roster screen or
from ID Cards in the left navigation menu. There are two printing options, the
recommended option is “Print Selected Cards” which uses a program called Mead Co
that you will be prompted to download the first time you print. Mead Co is not
compatible with some operating systems and browsers so to use the recommended
option you will need to use a PC and the browser Internet Explorer. The second option
is called “Print/Preview Selected Cards” and is compatible with MAC.

Tip.: All printers operate differently and you may need to adjust your print settings in
order for the print to align with your Passes. We recommend that you first print a test
page and then proceed with adjusting the settings. Only change the setting in small
increments 0.0 to 0.01, etc. Save and then print another test page. When you are
satisfied save the final settings. If you use several different printers you will need to do
this on each printer.

1. Recommended Option: “"Print Selected Cards”

v From Leagues & Teams,| clickeither Teams or ID Cards from the left navigation
menu (for the first time printing teams is recommended)
From Teams
v Search for and click on desired activated team (team must be activated to print
cards)
v Click on the Team Roster tab
From ID Cards
v Search for desired person(s)
From either the ID Cards or Team roster pages
v Select the card to be printed by checking the box to the left of the name(s)
v on the Print Selected Cards button
v If you have not printed before you will be prompted to download the printer
software Mead Co which will have you update your Active X settings to prompt or
enable, make sure you agree to all during the download.
v" Once you have downloaded the printer software the cards will print.
v' When asked if the cards printed correctly yes if you were printing an actual
card on real card stock and it lined up correctly, no if you did not print on
real card stock or were just testing the function

Trouble Shooting Tips:
v" Make sure you are using a PC and the browser Internet Explorer
v' Make sure your pop up blockers are turned off
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v If you are not prompted to install Mead Co the link can also be located on the
Help Ticket page by on the Tech Support Contact link in the left hand
margin.

English
=== Chick to SUBMIT A HELP TICKET ===

Please contact your respective Administrator if you have any issues or questions with the following:
Registration datez

Levelz of Play

Fees

Refunds

Gaming or Tournament Rule and Regulations

Gaming or Tournament Dates

Gaming or Tournament Scheduling izsues

Team Acceptance policies

Any State, League, Club business rules

Download Card/Pass Printing Software:

Card Printing software: In order to print cards the Meadco software must be downloaded to your PC, click on the
followeing link to downlead the software.
hitp://dewnload.sportsaffinity. comfinc/printismsx. exe

v If you still experience difficulty see the tip below or contact us by
on the Tech Support Contact link in the left hand margin, then to
create a Help Ticket

Tip: Pop-Up Blocker settings can be accessed under tools on your browser, but any tool
bar you download to your browser (ie. google search bar) can have its own pop up
blocker settings that are independent of your browser settings. These can all interfere
with printing cards. If you are unsure whether or not you have a pop-up blocker
installed, one way to test is to go to. htip.//www.popuptest.com and click on the Multi
Pop-Up Test link. The test will open 10 pop-up windows, if all 10 do not open then you
may have a pop up blocker installed. Doing a google search for "How to turn off
common pop up blockers” can be helpful.

2. Secondary Option: “Print/Preview Selected Cards”

v From Leagues & Teams, either Teams or ID Cards on the left (for first time
printing teams is recommended)
From Teams
v’ Search for and on desired activated team (team must be activated to print
cards)
v on the Team Roster tab
From ID Cards
v Search for desired person(s)
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From either the ID Cards or Team roster pages
v Select the card to be printed by checking the box to the left of the name(s)
Players

= MEDLA

¥ 0 13207-010210 Andrade, Jack James 12/20/1993 9/7/2010 Q@

v" Select the “Preview/Print ID Cards” button

v’ After selecting the “Preview/Print ID Cards” button you will receive a pop up
asking if the card has printed correctly. Do not make a selection on this until
after you verify it has or hasn't printed correctly.

v" The system will have also opened 2 more windows. Your printer general Options
as well as the preview of the card selected for printing.
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v Select to print and verify that the card was printed correctly.
Once the card is printed on plain paper hold it up against the card to make sure it is
aligned properly. If the card is properly aligned, you can begin printing your cards. If
adjustments are needed, please follow the steps below.

Adjustment/Alignment Instructions:

First you will need to make adjustments within the system. This is where you will make
large adjustments. For fined tuned adjustments you will need to use the print preview
on the preview screen, which is shown later in this document.

v" First go to “Printer Setup”

* |DCards

+ Print Cards
v Verify Cards

v Printer Setup
Under ID cards in the left navigation menu menu.

As a button on the team roster page.

In Printer Setup you can adjust the Horizontal and vertical offset.

ID Cards / Printer Setup

Pleaze =zelect the printer you wizh to 2etup. Thiz printer will be uzed when you print cards. All
settings on this page apply only to card printing.

Each printer varies a lithe when lining up the card stock for card printing.

1. Pre=az the "Print Te=t Page” or "Preview/Print Test Page” button.

2. Adjust the vertical (up/down) position, and the horizontal (left/right) position. For best results use
increments of (0.02). Negative numbers can be uged to move the output up or left.

3. Repeat steps 1 & 2 until you have the test data lined up en the card stock.

4. Pre=s the =ave button to remember these settings for when you print cards.

Printer

|1‘.adcpsﬂExecCanun2550 j
Vertical Offset

o
Horizontal Offset
o
r Blank Card Stock Used

(Card stock has no field titles on it)

Print Test Page | Save Settings | Preview/Print Test Page |

To move cards to the left or up further on a page use negatives -. For best results use
offsets in the values of either -0.02 or 0.02 and raise the value by 2 each time. Ex. -
0.02, -0.04, -0.06, -0.08, -0.10, etc.

Affinity Development Group 86 of 109 Confidential
© Copyright 2010 Last Update Fall 2010




Affinity Sports Manual

League Level Users

v’ Save your settings.
v/ Attempt to reprint your card using your changes.

v If more fine tuned adjustments are needed please follow the below steps.
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v Proceed with the card printing process until you are taken to the preview page.
Select to cancel the print job so you are only viewing the preview page.
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v" Select “File” and then “Print Preview".

Affinity Development Group 89 of 109 Confidential
© Copyright 2010 Last Update Fall 2010




‘ Affinity Sports Manual League Level Users |

v" You will now be taken to the print preview page. If not already on view full page
select the “View Full Page (Alt+1)” button at the top. You will have adjustable
margin sliders on the top of the page and the left side of the page the controls
the vertical and horizontal placement. Once you make your changes, you can
select to print using the first icon at the top of the page.

/\
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v Selecting print will take you back to the general print
page.

v Print cards and verify cards printed correctly.

Page Setup

An alternative to using the margin sliders is to adjust the margins in inches through
Page Setup.
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v Select “File” while on the preview page. Then select “Page
Setup”.

After selecting “Page Setup” a window will open displaying the following.
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You can make minor as well as large scale adjusts. For best results please go in
increments of 0.05. Ex. 0.75 to 0.80, 0.85, etc. There is no need to use negative in this
area as there are margins for top, bottom, left, and right.

The “Page Setup” can also be accessed from within the Print Preview, by on
the “Page Setup (Alt+U)" button.

v After making adjustments select "OK” to save changes and then select to print.

IX. Payment Management

The payment management area allows the user to easily track the applications that
contain payments.
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H Tip.: Only players with orders created will show up in payment management. H

In the Order No column the order number will be listed as a link, by on the
order number the user will be able to open and edit the order.

League users will be able to capture, update, or refund payments as well as enter
discounts, scholarships, or comments.
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Payment ! Order Detail

Reload | Close |

i Order# 1-1450477
=3 .
%  OrderDate: 10/1/2010 3:44:14 Pl Status ;;:ts“;. gg:l"m der
7l Operator: Cust Cust !
o Name: Dad Test ‘E
= Address1: 1234 Somewhere 5t @« ) )
. City/State/Zip: Anytown AL 12345 £ | Click Comments Box te view or add more comments.
:f} Country: United States of America g
H#: (123) 455-7250 )
-"'C-? Method Type Chk#/CcCc# Exp. Status Auth. App. To Order
g Applied Total: 0.00
=
@
o
Product Promo Code Qty Price
-~ Kidone Test, Registration Fee, Under 13 ,D 1 Select 1 500.00 cancel
-~ Kidone Test, Uniform Fee, Under 13 ,D 1 Select 1 50.00 cancel
3 -~ Kidone Test, Play up fee, Under 13 ,D 1 Select 1 25.00 cancel
[
2 Add Promo Code Discount I
o
[
E Add More Products to Order I
2
3 item(s) totaling: 575.00
Order Total: 575.00
Total Due: 575.00
s Payment will be applied to all products checked above.
T Payment Method®
O |Choose One =]
=]
=
=
o
E
s
o
o
=]
-
=

% Trustwave

Trusted Commerce

SECURED BY H
Gedlrust
elick to verify

The Pay Avail column will display either a red x == , a green check ~ , or be blank.

The red x indicates that there is a problem with the payment (ie. no payment has been
entered or if paying by credit card or e-check that the payment has been declined).

The green check indicates that there are funds waiting to be captured.

If the pay avail column is blank the funds have been received and the player is paid.

Tip.: Credit Cards will not be charged until the player has been marked accepted. Once
the player has been marked accepted the system will automatically charge their card or

"capture” the payment.

The following process is the most basic recommended process for those organizations
that use the Affinity System to take Credit Card and or e-check and manual payments.
Keep in mind that you can narrow or broaden any search with the use of date ranges
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and other search filter drop downs than described below. If you need additional
assistance with payment management please on the Tech Support Contact link in
the left navigation menu and create a Help Ticket.

v From Leagues & Teams, on Players / Admins
v on Payment Management
For Credit Card Payments

v Set the Payment Type filter to Credit Card

v Search

v" Check the Accepted boxes for all players with a green check mark in the pay
avail column (this will automatically charge their cards)

v Investigate and follow up with any players that have a red x in the pay avalil
column (click on the order number to view the order, you can also email the
players (parents) by clicking on the check boxes under the envelope icon)

For Check, Cashiers Check, Money order and Cash payments

v Set the Payment Type filter to Check/Money order

v [Click Search

v @ on the order numbers for the players that you have received manual
payments for

v" Once the order is open either capture or enter the payment received

v' Mark the players whose manual payments have been received as accepted

v Investigate and follow up with any players that have a red x in the pay avall
column

For e-check payments

v Set the Payment Type filter to e-check

v" Once the pay avail column is blank mark the players accepted (it takes 7-10
business days for an e-check to clear)

X. Reports

A. Reports Navigation

The Affinity System groups valuable information according to Leagues, Teams,
Players and Administrators. In each of these categories you can select the data you
wish to view on screen, or access numerous reports. You may print the Reports, or
export them in common formats that can be imported into such programs as Excel and
Word.
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* Reports

* Registrations
+ Events
+  New Financial Reports

+ New Reports (Beta)

B. Accessing Reports

v Reports in the left navigation menu

The following Report categories are available:

o Registrations:

= Team Report: Team rosters, uniform reports, admin by team

» Financial Report: credit card and non credit card detail payment

detail reports, transaction detail reports

= Counts Report: Billing reports

= Player Report*: Takes user to Player Look up screen

= Administrator Report*: Takes user to Admin Look up screen

= Misc Reports
o Events:
o New Financial Reports**: Remittance Reports, credit card and non

credit card payment detail reports, transaction detail reports

o New Reports (Beta)**: Additional reports in the newer format
*See the Player and Admin look up sections for information on these reports
**We are in the process of moving from a crystal reports based reporting
system to an ssrs based reporting system. New reports are in ssrs and will be
found under new financial reports or new reports as they are made available.
Both versions will be accessible until the all reports are available in the new
format.

v Select the desired report category and sub category
v Select the desired search criteria
v
v

generate report

The report will open in a new window and can then be printed or exported

When you generate a report, the format will include a tree structure on the left-hand
side of the report page. This tree structure allows you to expand the tree by
on the [+] and go directly to a team, zip code, etc. You can close the tree by
the tree icon at the top left hand side of the report. Once the tree is closed the report
will left justify.
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Shown below is the tool bar that appears at the top of the reports

diﬂ ﬂ _I:ll 4 M I]- /10 IMEIiI'I H.Epl:lr'tll I ﬂﬁ I]'DDD"E'LI

The main icons are:

P

Export
Print =

Tree i3
Search

C. Printing/Exporting Your Reports

1. Print your report

=

Click| on the small printer icon on the top left edge of the screen
Click| on the page number to print (usually select ALL) and

Click| the Print

Another page will open, select all or a specific page from the page range options

CIiCE Ok

CIick|Open to open up the report in Acrobat or save and save to your
desktop.
v You can then print the report in Acrobat

DV NI NI NI N N

Note: Printing is done from the report window using the print icon -

Tool Bar

not from your Browser

2. Export your report
v" Open desired report

v on the small export icon o to the left of the printer icon at the top of the
report

v" A screen will appear requesting the export file type; presently the available file
export types include: Crystal Reports, Acrobat, Word,

v' Excel, and Rich Text Format; select the desired file type
v Select the page(s) to export and Export
v A file will be created that can either be stored on your computer or opened in the
appropriate software program
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3. Reformatting a Comma Delimited Report

<

AN NI N N N N N N Y VRN AN NN

AN

Open desired report

on the small export icon i to the left of the printer icon at the top of
the report

Select Microsoft Excel 97-2000 - Data Only (XLS) from the file format drop down
Select All for your page range

Click OK

@ Save, name the report and save to your desktop or documents folder on
your computer

Open the report and [click on column A to highlight the whole column

Data from the menu at the top of the page

Select Text to Columns

Uncheck Fixed Width

Check Delimited

Next

Uncheck Tab

Check Comma

Click Next

Click Finish

If asked “Do you want to replace the contents of the destination cells?”
OK

ClicK File from the menu at the top

CIicE Save

You can also place a filter on the columns to more easily utilize the report

AN NI N NI

CIicE on Row 1 so that the whole row is highlighted

CIicE Data
CIicE Filter

CIicB Auto Filter
Clicit} File
Clic@ Save

Columns can now be deleted, added or sorted as needed.
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XI. Email Broadcasting

The ability to email your membership is available in the player, administrator,
parent and payment management lookup functions. Additionally emails can be
set from the Team Roster screens. When you perform a lookup for a particular subset
of your members, you will notice an icon in the shape of an envelope at the top far left
of the search results and a column under this icon next to each name. This is the icon
for broadcasting emails.

Leagues & Teams

Player Lookup Fage Si16:| = 7] El Report] Chooss Report- ;|\.Eg
Select League Select Play Type Application Status
| Affinity Demo - 0199 || [[anPiay Types x| || A1 Application Status =~
Select Club Select Gender Accepted Paid Order Media Type
| Affinity Demo || || an Genders I3 (B TR | R | TR | X |
Select Age Group Application Date:
| select Age Group = [From | o | E
Disciplinary Filter By Disciplinary Status Search By Search For:
|N0 Filter j |L.II j |Lastname, First Name ﬂ | Search |
M-2)of2
£ Player Name W
7 Test Kidone 1224 Somewhers St 0199011G130172 88800-129744 11/12/1999 10/1/2010 3:44:00 PM D 1 Select
p Testspringtonya, Playerfour 121008 Test Street Apt A 50281-144383 10/10/19984/20/2010 12:17:00 PM D 1 Select
p Testspringtonya, Playerthree 121008 Test Street Apt A 500132-154955 10/10/19984/20/2010 4:45:00 PM D 1 Select

A. Email by Team

From Leagues & Teams, |click on Team from the left navigation menu
Search for and |click on the desired team
Click on the Team Roster tab
@ on the envelope icon to select all players and administrators for the team
or check just the individuals you wish to email
v [Click the Email Selected button
You will be taken to a content editor screen where you can compose your email

DN

B. Email Players and Administrators

v From Leagues & Teams, on Players / Admins from the left navigation
menu
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v
v
v

v

either Player Look up, Admin look up, or Payment Management
Search for desired persons

Click on the envelope icon to select all names or check specific individuals
Click the Email Selected button

You will be taken to a content editor screen where you can compose your email

C. Email Content Editor

Once you have selected the persons you wish to email you will be taken to an emalil
content editor. This editor will allow the user to create a basic email with various font
size, type and color and some other basic features. The user is also able to cc additional
individuals and upload an attachment.

v' See email by team or email players and administrators above to reach the
content editor

v Enter the From Name, From Address and Subject (*users may also enter a cc
email and/or upload an attachment if they wish)

v' Using the content editor create the desired message (macros are listed to the
left of the email body for easy personalization)

v Send
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XII. Additional Features

A. Assighment Codes:

Assignment Codes are used to place players and/or administrators directly on a team
during the online registration process. The system creates a list of assignment codes by
default for each team created. Assignment codes are an optional feature available to
the club to help simplify the team rostering process.

Note: To be used Team Assignment codes must be 'turned on’ (set to show or required)
under Registration/Fields.

v' The teams must be created first

v' The system automatically creates the assignment codes when the team is
created. Each team has their own unique assignment codes.

v" The assignment codes are listed on the team roster page and can be accessed
by on the Print Assignment Codes button.

Teams / Find, Edit, Delete a Team Loockup Team << Previous Team 2 of 32 Next Team »>

Affinity Demo - BU14
0198-011814-0174

Team Details
Administrators

Team Roster

Ro: ter Admin = Roster Player  Activation Travel Roster  Tournament

[*Team Assignment Codes
0 administrators

Players A FEE
g3
o
g E 95
23883
2 o 4 g
[#Team Asz=ignment Codes
0 players
Email Selected | Printr\ssignmentCUdesl Sawve Application Changel Edit Player Team Info I
Frint Team Roster | F'rintTeamF'aymentsl Frint Uniform Report |PrintTeamRosterfEmaiI|

v' The registrar and any administrator assigned to the team has access to the
assignment codes

v' The registrar can provide the assignment codes to the team administrators and
players or can assign the administrators to the teams and allow the
administrators to provide the assignment codes to the players

v" The player enters the assignment code when prompted during online
registration and is immediately placed on the corresponding team
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Very Important
v" Do not confuse Team ID numbers with Assignment Codes

o The Team ID number identifies your team in the system and ends in four
numbers

o Assignment Codes place players and administrators on the corresponding
team and end in two letters and two numbers

Administrator Assignment Codes
9044-57531-HC01 (Head Coach)
9044-57531-AC02 (Assistant Coach)
8544-57531-TM03 (Team Manager)

Player Assignment Codes
4644.57531-PLIM

1044-57531-PLO2

T444-57531-PLO3

Tip.: Assignment codes are 15 digits including the letters and dashes.
Assignment Codes for Administrators look like this:
0000-00000-HCOO0 (assignment code for Head Coach)
0000-00000-TMOO (assignment code for Team Manager)
0000-00000-AC0O0 (assignment code for Assistant Coach)
Assignment codes for players look like this:
0000-00000-PLOO
Always enter the dashes and capitalize the letters on assignment codes, they
must be entered exactly as they appear.

The Head Coach code and Player codes can be used only once. The Team Manager and
Assistant Coach codes can be used multiple times.
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B. Add New Product to Order

<

menu

Search for desired player

AN NN

Payment / Order Detail

on payment management

CIicE on the players order number to open the order
CIicE on the Add More Products to Order button

From Leagues & Teams, on Players / Admins from the left navigation

Reload | Cloge |

s Order # 1-1450477
=3 .
©  OrderDate: 10/1/2010 3:44:14 P Status ;;z‘s”;. ﬁe":l"m der
o Operator: Cust Cust '
o Hame: Dad Test %
= Address1: 1234 Somewhere 5t @ ) )
& City/StateiZip: Anytown AL 12345 £  Click Comments Box to view or add more comments.
E?} Country: United States of America g
He: (123) 456-T850 ]
-53 Method Type Chk#tfCC# Exp. Status Auth. App. To Order
g Applied Total: 0.00
e
[
o
Product Promo Code Qty Price
-~ Kidone Test, Reqgistration Fee, Under 13 ,0 1 Select 1 500.00 cancel
~ Kidone Test, Uniform Fee, Under 13 ,0 1 Select 1 50.00 cancel
g ~" Kidone Test, Play up fee, Under 13 ,D 1 Select 1 25.00 cancel
:lﬂ_} Add Promo Code Discount |
o
o
£ Add More Productsto Order |
2
3 item(s) totaling: 575.00
Order Total: 575.00
Total Due: 57500
% Payment will be applied to all preducts checked above.
T Payment Method®
O |Choose One =]
=]
'_

Select any pre-created fee (option 1)
v Check the desired fee

v CIicE Add Selected Products to the Order
v CIicE Close & Refresh Order/Payment Page button

Create a new fee (option 2)
v Enter an item description
Enter an item price

v
v
v
v

Select the player the item applies to
CIicE the Create and Add Item to the Order button
CIicE the Close & Refresh Order/Payment Page
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Option 1: select pre-config fees/products and add to the order:
I Kidone Test 2nd Sibling Dizcount, Under 13 D 1 Select 3-10.00

™ Kidone Test 3rd Sibling Dizcount, Under 13 0 1 Select 3-10.00
™ Kidone Test 4th Sibling Dizcount, Under 13 0 1 Select 3-5.00

™ Kidone Test 5th Sibling Dizcount, Under 13 0 1 Select 3-5.00
Add Selected Products to the Order

Close & Refresh Order/Payment Page

Option 2: Create your own order Item with price and add to the order:

[tem Descriptinn:|

£

[termn Price: $|

Add itemn to selected Player(s):*
|_ Kidone Test

Create and Add tem to the Order

Close & Refresh Order/Payment Page

* — required

C. Age Group Coordinator Role

The Age Group Coordinator Role has been implemented in the Affinity System to allow
Age Group Coordinators to have access to the system to create teams and roster
players to teams, without giving access to other critical areas and information within the
system. The idea behind this role is to provide a user with a limited view of specified
age groups and only those age groups.

The configuration for this role is located at the League & Club level in the League or
Club Configurations.
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Creating an Age Group Coordinator

v" From Leagues & Teams, click Leagues in the left navigation menu

v Security

v Select the User Type of "Age Group Coordinator” from the dropdown at the top
of the screen and fill out the blank form. This user will then show up under the
Age Coordinator tab for age group assignment. Existing Users can be updated or
new Users created

v’ After entering the information for the User a permission level needs to be
selected

v' Save changes and select the Age Coordinator button at the top of the page

Tip.: The basic permission levels available are League Registrar, League Registrar no
card printing, League Registrar Assistant and League Board Member. Since the idea
behind the Age Group Coordinator Role is to limit the users access you ideally would not
want to provide them with full access (league registrar). Medium level access such as
League Registrar Assistant or League Registrar no card printing Is ideal.

You will now be taken to the age group coordinator age group selection page. You will
see all Play Types in created in the system. The age groups shown are based off team
ages. This allows the user to access teams within the age group that they have
assigned to them and still allows them to roster players that may be playing up. The
roster player tab will still show all age groups available to be rostered to this team.

v" Once the coordinator has been selected, select the age groups that you want to
be assigned to the coordinator by placing a check in the desired age groups.
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v/ Once you have made your selections, select update and you will have
successfully created an age group coordinator role.

Note: Giving someone access to all age groups Is available though if you are providing
access to all age groups there is no need to make them an age group coordinator, the
normal league registrar role will work for that purpose.

XIII. Glossary

By necessity, there are a number of terms that are used to define the various actions
and status of players and administrators within the registration process. These terms
are defined below:

Leagues: ‘Corporate parent’ of the club, same as a Club for most organizations

Accepted: Confirming that the player will be playing with your club, acceptance
triggers the player to appear in billing reports. Acceptance is one of two steps necessary
in order for player to be rostered to a team.

Age Legal: Confirming that the vital data (name, gender, date of birth) entered into
the system for the player matches the information on their birth certificate. Age Legal is
one of two steps necessary in order for player to be rostered to a team.

Cleared: Indicates the player has been marked accepted and age legal, clearing the
player grants the ability to roster the player to a team.

Application Status: the status of a player within the registration process; each time a
player is entered into SAO either through online registration, registrar entry, or seasonal
migration, an electronic application is created to this player. The application status of
players is categorized as:

Pending — player has an application but is not assigned to a team.
Assigned - player is rostered and assigned to a team.

Activated - player is on an activated team.

Cancelled - player’s application has been cancelled.

Rejected - player’s application has been rejected.

Pending Release or Transfer - player’s application is pending approved
release or transfer.

Approved Release or Transfer - player’s application has been approved for
release or transfer.

Rejected Release or Transfer - player’s applications has been rejected for
release or transfer.
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Show on Public Registration - means that if a user comes to your website to
register, they will be able to complete a registration. If you are not ready to turn this
function on and allow users to register keep this option selected to “No”

Automatically Accept Registration - will automatically accept the users application
once it has been submitted. It is recommended that this is selected to “"No” as once a
player has been accepted only UYSA state office or Affinity Tech support can un-accept
a player.

Capture: To charge a credit card or mark a manual payment as paid.

Manual Payment: Any payment type that is not a credit card or e-check (check,
cashiers check, money order, scholarship etc.)

Player Release: the process of releasing a player from an activated team;
accomplished through the requirements as set forth in the Soccer Association Rules;
until a player is transferred to another activated team, said player shall remain in the
District pool of the District where the player was rostered.

Player Release and Transfer: The process of transferring a player from one
activated team to another activated team which is accomplished through the
requirements set forth in the Soccer Association Rules.

Risk Management Status: the current status of an administrator’s risk management
clearance.

e Approved or Eligible: no negative report record received from the back ground
checking company or Criminal Justice Department.

e Sent: risk management has been sent for processing but a report has not yet
been received.

¢ Failed or Ineligible: a report has been received with negative information.
Administrator is labeled failed or ineligible. This can only be overridden by the
State Risk Management. Cannot be rostered to a team.
None: administrator has not undergone risk management processing.
Sent to State Association: administrator has provided all necessary risk
management paperwork and such paperwork is awaiting transmission to the
background checking company or Criminal Department of Justice.

Media Type: a search filter on the Player Lookup function that provides information of
the method by which a player was entered into a League’s registration.
e Web: player registration was received via online parental
registration
o System: player registration was received via migration from one
season to another
e Internal: player registration was entered directly by a league
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registrar

Team Activation: the process of completing the player and administrator rostering to
a team; accomplished by the activation tab on the Team page subject to the

meeting of Soccer Association’s rostering business rules; member passes can only be
printed for an activated team.
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