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Copyright

Copyright © 2004-2009 by The Active Network, Inc. All rights reserved. No part of this
publication may be reproduced, transmitted, transcribed, stored in a retrieval system, or translated
into any computer language, in any form or by any means, electronic, mechanical, magnetic,
optical, chemical, manual, or otherwise, without prior written permission. You have limited
permission to make hardcopy or other reproductions of any machine-readable documentation for
your own use, provided that each such reproduction shall carry this copyright notice. No other
rights under copyright are granted without prior written permission. The document is not intended
for production and is furnished "as is" without warranty of any kind. All warranties on this
document are hereby disclaimed including the warranties of merchantability and fitness for a
particular purpose.

Trademarks
LeagueOne™ and ClubReg™ are trademarked by The Active Network, Inc.

eCertification Utilities User Guide © 2004-2009 The Active Network, Inc. Page 4 of 15



Introduction

The LeagueOne e-Certification Utilities are designed to help you manage your coaching or
referee certifications for your organization. This document explains how to use the features of the
system.

How to use this document

This document is intended to be both a Guide and a Reference. The Guide will help you to solve
your particular scheduling situation and the Reference will help you understand how to use
particular screens.

For a general introduction, please see ‘Getting Started With Your First * on page 4. This will give
you an introduction to the basics.

Terminology

It is helpful to understand the terminology that is used.

Certification These are the types of certifications or licenses that
Types your organization currently offers.

Certification Each Certification Type must have an associated

Level level. This is what is used to assign to the coaches.
Evaluation An unbiased form that can be sent to the attendees to
Form review a clinic they attended.

Certificate A customized certificate will be generated for each

attendee once they meet the respective clinic
requirements.
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User Guide

Getting Started With Your First Coaching Clinic

To get started we recommend that you proceed with the following steps:

1) Please provide your Active Technical Account Manager/Support Associate with the
following information.

a. Clinic Start Date - This is the start date of the clinic

b. Certification Type — This is type of clinic you want to host (E License, Youth
Module)

c. Clinic Location - This is the location of the clinic

d. Clinic Instructor — This is the main instructor for the clinic. They should be a
registered coach within your organization.

e. Description - A brief description of the clinic, best practice is to include the cost
and the clinic start time.

f. Registration Fee — The fee to attend the clinic.
Pre-Course Documentation — If you have specific documentation that you would
like the attendees to review and have it hosted on your server. You can send that
link to the associate. Active does not host pre-course documents.

Active Professional Services will create your clinics within the LeagueOne System.
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Overview

The Reference section of this document describes how to manage a coaching clinic. The new
coaching/certification utilities will allow your organization to effectively manage coaching
education courses within their state that are essentially open to any coach under your hierarchy.
The coaching features are fully integrated into the current LeagueOne online registration interface
which creates a consistent look and feel for coaches that are already familiar with this feature.

From an administrative perspective, Active Professional Services will work hand in hand with the
coaching education department assisting in the management of the certification offerings and the
creation/editing of the coaching courses available. Your organization will have full access to
manage these coaching clinics which includes the ability to mark attendance, pass/fail attendees,
distribute certificates and evaluations, review evaluations and utilize email communications
features.

Additionally, the LeagueOne Certification/Coaching functionality is completely integrated with
the data that already exists within your database. As coaches pass coaching education courses
and are granted new licenses these are automatically updated within their records. This updated
information about your coaches is displayed on their respective team rosters and any other
applicable area displaying their information.
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The LeagueOne Certification Utilities Process Flow

Organization Administrative Process (some items involve Professional Services assistance):
Step 1: Create/Edit Certification Types (Active Professional Services)

Step 2: Create/Edit Certification Levels to Certification Types (Active Professional Services)
Step 3: Create Coaching Programs/Course (Active Professional Services)

Step 4: Manage attendees (Email, Grade, Mark Attendance, and Assign License Level)

Step 5: Distribute Certification Specific Evaluation

Step 6: Distribute Certificate to course attendees

User Process:

Step 1. View available courses from external programs page

Step 2: Log into your Club to register for course (follows current L1 club registration process)
Step 3: Attend (and pass) course

Step 4: Complete Evaluation (if applicable)

Step 5. Receive Certificate via email
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LeagueOne Certification Utilities — Roles & Responsibilities
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How to Manage a Clinic in 8 Steps

The Clinic Management feature allows you to manage the clinic attendees, communicate via
email, assign licenses and review evaluation information (if applicable).

Step 1: To access the Clinic Management feature from the Club menu. Click on the Clinic
Management Menu item.

) LeagueOne Administration - Mozilla Firefox

E&[ J | httpefisystest.leagueone.com/admin/Gnl 1 LoadFrames.htm

(2 3 () . =
© @ ®w Players i Teams ; Staff ! Club ‘ Admin @
» Maintain Club Information
REGISTRATION FIND » Configure Merged Age Groups
» Configure Online Registration
Last Name: First Mame: Merber Id: > CETTTICATon Type anageman Find
» Clinic Management
Register Prior Reg Last Name First Name WMiddle InitName AR Player Id
“You Can Mot Register & Player At This Level Of The Crganization. Press the CHANGE button at the botto L an
+ Dnision Maintenance
» Import
SYSTEST | MNew Player Help Session: 2008 - 2009 State: Derno GB| Change
http:fjsystest.leagueone.com/admin/ClinicManagement. aspx @

Figure 1 - Accessing Clinic Management Page

Step 2: You will be taken to a display listing of your coaching education programs that were
created on your behalf. From this display you can perform a variety of functions that include
managing the attendees, email the participants or instructors and review evaluations received.

¥) LeagueOne Administration - Mozilla Firefox

Ej | http://systest leagueone.com/adminGnlL 1LoadFrames. bt
(e 3 T =
© 6 @ Players i Teams ‘ Staff ‘ Club : Admin @
CLINIC MANAGEMENT
_Date Clinic Type Clinic Location Clinic Instructor Attendees Email Participants _Email Instructors ‘EvalReport
1000112008 E License Mariemant i Email Email Wiewy
06/01/2008 F Licenze Mairemont o Ermail Email Wiy
0B/01/2008 B License Madeira o Ermnail Ernail Wiew
02/01/2007 D License Goshen 1} Ernail Ermnail Wiy
SYSTEST | Help Session: 2008- 2009 Local GB Programs | Change
Done 3

Figure 2 - Clinic Management Listing of Clinics

Step 3: From the Clinic Management Listing of Clinics Display, by clicking on the Clinic Type
you can view the attendees that have registered for a respective clinic. This display allows you to
complete a variety of functions. Specific information about each function is listed in the
reference section at the end of this user guide.
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) LeagueOne Administration - Mozilla Firefox

L L 4d | btpilfsystesk magueces.comjaduin/Gnl 1LoadFrames bt
< (=) (W Players Teams Staff Club Admin {3
CLINIC PARTICIPANT MANAGEMENT
iClindc: 10/172009-E License-Marlemont
Larst Hame First Mune  Pald? A ded 7 a7 Sent Er License Certificate Send
] WVANWINCKEL  RODNEY  No Wes ¥| | Yes ¥ DWOIO09 0547 AM E License » 0022009 D545 AM
| SUPPORT JOAN Ma ‘Was M Yias M DQD22000 0546 AM E Licanse &
0  MARQUEZ RAY Na > - = =
[0  suPPORT JANE Na Yes ™ Yes OWOB/Z00G 1243 FM E License »
(] TESTER JOAN ves |Yes ™ Yes s DWOEZO0S 1244 PM E License » 09082009 17427 PM
SVSTEST | Mark Clinic | | Email Evalustions | | Emeil Cerificasions. | | Help iession 2008-2008  Local 68 Programs |_Chenge

Figure 3 - Clinic Attendee Listing

Step 4: Once a clinic has been completed use the display above to mark class attendance by
selecting the drop-down menu ATTENDED and change to a YES or NO based on your records.
To save your changes at anytime, press the MARK CLINIC button.

Step 5: If the coaching course has an evaluation required, it is a best practice to send these before
grading and sending course certificates.

To send the evaluations:
1) Check the record row check box next to the course attendees or use the SELECT
ALL button at the top of the table to mark all of the attendees listed.
2) Press the EMAIL EVALUATIONS button.

This will automatically send a simple predefined email with a link to the evaluation form to all
selected attendees. Results can be viewed on the Clinic Listing Page (see figure 2 in this user
guide). All results are unbiased and not disclose the user’s identity within the evaluation report.
Please note, that the receipt date of the evaluation is marked on the Clinic Attendee Listing page.

Step 6: Follow the same process used to mark attendance to mark PASS/FAIL for each course
attendee. To save your changes at anytime, press the MARK CLINIC button.

Step 7: After you have marked attendance and their passing status, you can now assign their
license type.

To assign a license to a coach:
1) Pull the drop-down ASSIGNED LICENSE for each course attendee and change to
the license you would like them to receive.
2) Click the MARK CLINIC button to save the changes to the coach.

The record row check box should automatically check when you assign the license type. If you
have a clinic with more than one license level you will see the additional levels in the drop-down
for assignment. To save your changes at anytime, press the MARK CLINIC button.

Step 8: You are now ready to send your newly passed coaches their certificates. To send, select
the check boxes for each coach or use SELECT ALL feature and press the EMAIL
CERTIFICATES button. This will send a pre-defined email to each coach with a link to their new
coaching certificate.
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Reference Guide

Clinic Management Listing Page Details

View Clinic Date

This is the start of the clinic for the clinic/program that was created by the Active Staff Member.
Manage Attendees

When you click on the clinic type for the respective clinic you will be taken to the Clinic
Attendee Listing page.

Clinic Location

This is the location for the clinic/program that was created by the Active Staff Member.
Clinic Instructor

This is the coach/instructor assigned to conduct the clinic.

Attendees

This is a count of all attendees that have registered for the respective course. Paid and Unpaid
attendees are counted

Email Participants

) LeagueOne Administration - Mozilla Firefox

e ——— e
:_fj L L | hipefsystest leaguecne coonfadmind Gnl. 1 LoadSrames. him
€« = W Players Teams Staff Club Admin @
CLINIC MANAGEMENT - EMAIL PARTICIPANTS
To: 10/1/2009-E License-Masemont - Clinic Participants
From: DEMO LEAGUEONE [L1.Email Systemi@acivenatwark com |
Subject:
Message: & a | N A Y . - HdEFROEI RS

‘-" B 7 U AN EBNSE|=iS MG O3 F-0-

; A - - [FomtName - | Sie - | Apply CSS Cla = | Custom Links = | Normal | oF -

x

=,

i)

3

L]

FaE 1] B -d S Wiords: 0 Characters: 0
CJexpand Report Pane | Select Dochypes: | #HTML 1,0 Strct ~ | Yalidate SHTML
Attachments: You may attsch up to five files, Total size im# iz 250KE
| Browse_ |

8YSTEST | Seand Help Session: 70048 - 2008 Local GB Programs | Change
Done &

Figure 4 — Email Participants View

You can email all class participants with this feature. This email will go to all registered users for
the clinic.
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To - Your email will be sent to all clinic participants who have a valid email address in the
system. If a player or younger coach (non-guardian) has registered for a clinic the email will be
sent to either the guardian or family email address.

From - This is your email address. If your email address is not in the system, you will see a link
that will take you to your Staff record where you can update your email address. Your email
address must be present to send an email.

Subject - The subject of the email message.

Message - The body of your email message.

Attachments - You may include up to 5 attachments as long as the combined size is less than
2MB. To select an attachment, press the Browse button and locate the file on your computer

Email Instructor

£ LeagueOne Administration - Mozilla Firefox

T e — g
o | (| hitpsilisystest leagueone.comlademiniGnl 1LoadFrames, Hm
GRH) Players Teams Staff Club Admin @
CLINIC MANAGEMENT - EMAIL INSTRUCTORS
To: 10A2002E License-Manemant - Clinic Instructors
From: DEMO LEAGUEONE [L1.Email Systemi@acimanatwark.com |
Subject:
Message: L'?Jh. A a2-c- dEAEGOHS AR
L, BIUAEFIEEFEIES vieda BE-0-8-80-
;' A <+ M5+ FoniName = Soe= ApplyCSE Cla = Custom Links = | Mormal LA )
o
X,
5]
= 1
w L
F oo 0 B For b Words: 0 Charscters: 0
DlerpandReport Pane | Select Doctype: [ BATML 1.0 Strict || Veldate XHTHL
Options: [ Include List of Clinic Participants
LY T T v Winer rmaw ottoch un bn fie filae Total civa hmst e IENKR b
SYSTEST | Send Healp Session: 2008 - 2008 Local GB Programs | Change
Dore &

Figure 5 — Email Instructors View

You can email the instructor assigned to the clinic from this page. You can also include a list if
the clinic participants with this feature.
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Evaluation Summary Report

U1 Leaguelloe Aiminkrration  Marilla Fireles
o oo g oot oovem i
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1 T E L e bl et

b Fueinl
e

wrlend

i O sl Lo Cmmility et all ol Fome Caiferd Fobe Facilies Fodle nshiucion Sigdove Skl R CL Lo i
Smrmnary o Evalifion:

FITL Lo o it | e Y Pl g f 4 a el vl i e s S Wm O | T .iﬂ
Figure 6 — Evaluation Summary

This display will show all of the data received from the evaluation forms.

Clinic Attendee Listing Page

Mark Attendance

After the clinic has been completed, you can mark the class attendance. When you mark the
attendance, the associated checkbox on the record row will be automatically checked. To execute
and save changes click the “Mark Clinic” button.

Pass/Fail

After the clinic has been completed, you can mark the class Pass/Fail. When you mark the
Pass/Fail, the associated checkbox on the record row will be automatically checked. To execute
and save changes click the “Mark Clinic” button.

Evaluations (Send, Sent, Received)

To send an evaluation to class attendees check their associated record row check box (or use
SELECT ALL button to select all attendees) and press the “Email Evaluations” button. This will
send an auto generated email that will include a link to the clinic evaluation form. The system
will time stamp the date you sent an evaluation to each attendee. When an attendees submits the
evaluation the system will also time stamp this.

Assigning a License

After the clinic has been completed, you can assign licenses to the attendees. When you assign
their respective license types, the associated checkbox on the record row will be automatically
checked. To save your changes, click the MARK CLINIC button.

Certificates (Send, Sent, Received)

To send certificates to class attendees check their associated record row check box (or use
SELECT ALL button to select all attendees) and press the “Email Certifications” button. This
will send an auto generated email that will include a link to their coaching certificate. The system
will time stamp the date you sent a certificate to each attendee.
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Action Buttons on Clinic Attendee Listing Page

Select All
Allows you to select all attendees at once. This button will check all boxes at once

Select All Unmarked

This feature will automatically find and mark attendance and a passing grade for any coach
record that has not been edited. You will still need to assign license type.

Mark Clinic
This button records all data to the database. This button should be used after every change.

Email Certificates & Email Evaluations
These buttons will automatically send emails and links to any selected coach record.
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