
Coaches Procedure for SJB Eagles Site 

1. Visit http://www.SJBEagles.com 

 

2. Log in using your email and password given to you by Charlie Tucci in the top right hand corner 

of the SJB Eagles Website 

 

3. Once Logged in, go to the top right hand corner and hover over the word “Admin” with the gear 

next to it.  Once you hover over this, it will give you a list of options in the drop down list below. 

 

4. You have the following options on the Admin Drop Down List once you are logged in: 

 

a. Configuration 

b. Messaging 

c. Members 

d. Teams 

e. Facilities 

f. Scheduling 

g. Tools 

h. Miscellaneous  

i. Support 

Below are steps on how to use each tab effectively and correctly on the SJB Eagles website. 

 

5. Configuration Tab – You have no options for this tab.  This tab is empty. 

 

6. Messaging Tab  

 

a. Team Bulletin - Allows you to create a “Team Bulletin” which sends out a message to all 

team members that signed up for your specific sport. Will send message through 

website to their email they signed up for the team with. 

b. Email Members – You can “Email Members” by looking up a specific team member that 

signed up for your team and you can individually email each player if they have specific 

information on concerning that team member. 

i. To Use Email Members, first look up the Players Name and choose which sport 

they are associated with (You can only choose the sport you are the coach of). 

ii. Once you search and find the name, the next screen will be the email portion of 

the messaging, where you create the body of your message, add pictures and 

more.  In addition, you can use the Data Fields to get information from your 

players if information is missing or needed. 

 

 

http://www.sjbeagles.com/


 

 

7. Members Tab 

a. Look Up Members – This tab allows you to search for individual members that are 

associated with your team to get stats, information, addresses and more just in case 

that type of information is needed. 

b. Email Members 

i. If a coach has a message or bulletin to send to the members of his team, the 

coach will be able to send out a mass email message to all members of the 

team. 

ii. On the first screen, you will be taken to the Search Members area.  Click your 

sport on the right hand list of sports teams for that school year (you will only be 

able to choose which team you are the coach of) 

iii. Once you pick your team, Click the find members button at the bottom of the 

page 

iv. You will then be taken to the email form where you can create your email that 

you would like to send to all members.  The email form will automatically send it 

to the members of the team, and will show how many people it is being sent to 

on the message area, which will be highlighted in green with a white number in 

the middle. 

c. Export Members 

i. If a coach needs a list of the members and players on the team, the coach can 

go to the Export members tabs. 

ii. On the right hand side, choose the team you are coaching (You are only able to 

choose the team you are coaching.  You are unable to download any other team 

information unless you are the coach or assistant coach on that team) 

iii. Click the “Find Members” button at the bottom of the page 

iv. On the next page, you can choose which information you want to download in 

the report. You can add or remove fields and move the fields up and down 

depending on where and in what order you want your fields to appear on your 

excel spreadsheet 

v. Once that information is chosen and a name has been given to the report, Click 

the Save & Download button to export your players information to your 

computer in an excel spreadsheet. 

 

8. Teams Tab 

a. Post Team Bulletin 

i. Bulletins are a great way to communicate with your team's players and parents. 

Bulletins are displayed on your team's home page with the newer bulletins 

displayed at the top. You can optionally email bulletins to players and parents 

using the "Broadcast Email" feature during the bulletin process. 



ii. Enter your name, information, body of the email and choose if you want to 

broadcast the email and share information on the website about your specific 

team, like a recent win or try out dates. 

b. Enter Game Results 

i. This section will allow you to enter or change a score as well as any other 

information about a game. You can also email results and a brief summary 

directly to your local newspaper, if you have their contact information. 

ii. This form is intended primarily for entering multiple game results at one time. If 

you need to enter a score for a single game and would also like to enter 

commentary, or you would like to change a previously entered score, you 

should instead use the Results page for your team.  

c. Download Player Stats 

i. Player statistics data can be downloaded for an entire season, a league, a team 

or an individual player. Choose only the season to retrieve an entire season. 

ii. Optionally also choose a league or team to download all stats for an entire 

league or an individual team. If you choose a team, you will also be able to 

choose an individual member of that team. 

iii. Click the Download button when you're ready to download the data for your 

selection.  

9. Facilities Tab 

a. Add Facility 

i. Add a Facility where your sports events take place for your team 

b. List/Edit Facilities 

i. This will list the current facilities in your website. To edit the facility information, 

click on the edit icon next to each facility's name. 

c. Close a Facility 

i. Optionally, you may choose to mark a facility as "Closed," "Open," "TBD/CHECK" 

or "N/A." This can be done on the main Facility page 

ii. When a facility is marked as "CLOSED," ALL games at the selected facility will be 

"CANCELLED." If the affected teams' schedules are set to "Live" then an email 

will be generated, alerting all affected members of the schedule change. This 

will only affect games scheduled between the time the facility is closed and the 

remainder of that day. 

d. Facility Manager 

i. The Facility Manager tool will give you a high level overview of all of the events 

that you have scheduled across all of your facilities. It will also show you the 

times that you have marked as being unavailable for your facilities. 

ii. From the facility manager page, you can right click in an open area to schedul an 

event, or check/uncheck the check boxes for the hour blocks to open and close 

availability for this location. 

e. Import Facilities 



i. You can import facility information from a spreadsheet file rather than entering it 

all by hand. 

ii. To do this, you'll need to create a spreadsheet file containing a row for 

each facility and columns across for each piece of information you wish to 

import.  

iii. See Example of How to Import Using a Spreadsheet 

f. Export Facilities 

i. When you click the Export Facilities option under the Facilities Tab, it will 

directly bring you to an export download box where you download the Excel file 

for Facilities. 

ii. There is nothing to input or enter, just click the tab and the download process 

begins so your list of facilities can be downloaded to your computer. 

g. Facility Schedule 

i. This report displays all the events currently scheduled for a particular facility.  

This can be useful for determining if a facility is either over- or under-booked. 

ii. You'll be able to see all the playing times for each date listed in order.  This 

should make it easy to spot conflicts or gaps in the schedule. 

iii. For SJB Eagles, there is one Facility added, named Gerres Building in 

Wilmington.  If you want to see information on this facility and the schedule, 

click the blue clock icon that says “View Facility Schedule” when you hover over 

the button. 

10. Scheduling Tab 

a. Master Calendar 

i. The Master calendar displays a yearly calendar with dates with scheduled 

events highlighted for your reference.  Weekends are highlighted in darker 

colors and are on the right side of each month's calendar.  

b. Add General Event(s) 

i. Use this form to add general events, such as pizza parties or equipment turn-in 

dates to some or all teams' calendars. 

11. Tools Tab 

a. Add Pictures 

i. Use the Browse button to display a file dialog box that you can use to locate 

your picture file (.JPG files only) on your computer. Once you locate the file and 

submit the form, the picture will be uploaded to the web site and added to the 

list along with your description. 

b. Add Documents Page 

i. The "Documents" choice on the Admin menu is used to upload association 

documents to the web site and make them available to the public through the 

"Documents" menu choice on the Association menu 

ii. Documents, like Microsoft Word Docs and PDF Files, are listed there along with 

their descriptions, and users can download them simply by clicking on their 

names 

https://leagueathletics.com/CPanel/FacilityImportTemplate.csv


 

 

12. Miscellaneous Tab 

a. Email Log 

i. The email log will show you all communications sent from your site. It will show 

you what the communication was, who it was sent to, who it was sent from, and 

when it was sent. It will also tell you if the message was bounced by the 

receiving email service. 

b. Email Tips 

i. This document will help you take the necessary steps to help your members 

receive timely emails from your website. 

13. Support Tab 

a. Managers Manual 

i. The Managers Manual will be available to all team managers when logged in 

with their Manager's password . It will have specific information based on their 

access rights and abilities that will help them preform their duties. 

b. Technical Support  

i. If you have a problem with the website or need technical support, you may 

create a ticket that will be sent to the company who developed the website 

program that SJB Eagles runs off of.   

ii. NOTE: If you have questions about the capabilities you have as a coach, do not 

send a technical support ticket.  Please email tucci@itsallaboutme.ws  

14. Sign Out Tab 

a. If you want to sign out of the SJB Eagles website, click this tab.  

 

https://leagueathletics.com/help/webhelp/scr/Divisions_&_Teams.htm#teams_managerpassword
mailto:tucci@itsallaboutme.ws

