Instructions for Starting Your Off the Blocks Website

Welcome to Off the Blocks! When you first arrived at your swim team website, you found that
the homepage was empty except for this manual and some navigation buttons. This manual
was provided to help get started.

To begin the process of setting up your website, press (or select) the login button. Complete
your login and you will see a control panel for your website that looks something like this:
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Note that Communication Tools and Team Tools are available to all the members of your
website. Once you are ready, you will need either to ask parents, coaches, and others to sign
up to become members or if you have this information in Hytek Team Manager (or other Hytek
software), Quickbooks, or a spreadsheet, you can upload members and keep your members in
sync with this other software.

The Website Tools and People Management Tools are only seen by you and those people to
whom you give permission (i.e., you make them administrators of the website too). These tools
give you a lot of control over your website and organizing how the website will serve the
members of your swim team. Also note the boxes on the left. New websites do not yet have a
poll, but you can see some information about your website.

To start, log in and go to Site Info. There are four sections to the site info. These concern very
general settings for your website.

Organization Information. This is straightforward — it is the contact info for the club.



Website Title. This is the name of the Swim Team. It appears on every page. ltis not
the URL or website name.

Special Settings Concerning People. There are two settings.

First, if you are allowing guardians to make requests online (indicating who they are guardians
for), then you need to indicate who will process these requests.

Second, you need to decide who can become a member. If you want to limit members to the
swim team, coaches, parents, and other known individuals, you should set this to “no” and plan
to either enter or upload member info. If you want to allow grandparents, aunts, uncles, and
others who may not live in the area, you should indicate “yes.” This will allow people who visit
the website to set up their own membership account. The default is “no.”

Meet Signup Settings. Do you want a notes field so that swimmers and guardians can
provide notes about swim meets? Some coaches and team managers don't like to make this
option available, but others find it very useful.

Save if you make changes!

Where you head now depends on your goals. It you want to start setting up webpages, check
out the help for website tools. If you want to start setting up members and swim groups, check
out the people management tools.

If you have questions, check the FAQs on www.offtheblocks.org or contact us.




