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Quick Start Guide 

 
This document gives instructions on the most common tasks you will perform on the Beverly Girls 
Softball Site.  There is a full user guide in the site, which you can download for more information. 
 

Basic Rules for Using the Site 

What can I do with my new login? 

 Add a picture to my team page 

 Add an article to my team page 

 Add and cancel practices 

 Cancel a game 

 Add an event (like your picture time) 

 Add your assistant coaches. 

 Edit Players information 
 
What you can’t do 

 Add a game score.  You’ll still need to send those to your league president. 
 
What we’re asking you not to do 

 Please don’t use player’s last names in the articles or pictures. 

 Add a player.  While you do have the ability to add a player please do not add them.  
Because you do not have view of all the players, the player may already be in the system 
and assigned to the wrong team.  Instead please email webmaster@bgsl.net or league 
president and we’ll take care of it. 

 Post an article to the front page.  When you post an article there are a number of check 
box choices.   Please do not check “Make this a cover story” and please do check to 
have this story only appear on your teams page. 

Logging In  

Click on the “Manager’s Home” button.  A pop up window will ask you for your username and 
password.  Enter the information provided by your league president. 
  

mailto:webmaster@bgsl.net
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Articles 

Posting an article 
In the top Icon Bar click on the “Add” link under the “Articles” section. 
 

 
 
 
You will now write your article in the “Add Articles” form.   

1. Remember to make sure “Make this a cover story” is unchecked 
2. Check the box to make the article only appear on your team’s page. 
3. Check your team’s page. 
4. Please don’t user player’s last name in the article. 
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Edit an existing article 
Click on the “View” link under the “Articles” Section.  This will bring you to a list of all your articles. 

 
 
To edit or delete an article, click on the links under the “Actions” setting for that article.  This will 
bring up the article form and allow you to edit it. 
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Adding a practice 

To add a practice click on the “Add” link under the “Practices” heading of the icon bar. 

 
On the following form you have the option of creation a single practice or a recurring practice.  
Since we have a set Saturday practice for the entire season the best choice is to set a recurring 
practice. 
 

 
 
On the Recurring Practice page, you select your team then set the field, the start time, end time, 
start date and end date.  Then select the “Continue” button.   When you finish, all the practices 
will appear on your team’s calendar.  
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Canceling a Practice or Game 

To cancel a practice on or a game click on the “View” link under the “Practices” or “Games” 
section of the icon bar. 
 

 
This will show you a list of all your practices or games.  You can edit, delete or cancel the game 
or practice.  Please do not delete a game, because that removes it from the system.  Instead you 
want to cancel a game or practice.  That will also post a message on your team page that the 
practice or game has been canceled. 
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After clicking on the cancel link you will be directed to the Cancel page.  On this page you can 
enter a message and then click the “Submit” button. 
 

 

Adding a Picture 
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You can add pictures to your team page or to an article you create for the team.  In order to add 
the picture you will need to have it saved on your computer.  Next you should click on the “Add” 
link under the “Pictures” section. 
 

 
On the Add Pictures form select the “Browse…” button.  This will open a dialog box.  You should 
navigate to the folder that has your picture and select the picture. 
 
Next give the picture a title and caption.  Remember to only use first names in the picture title and 
description.   
 
If you want to attach the picture to an article select the check box next to the article. 
 
Finally click on the “Add Picture” button. 
 

 
 


