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Setting Up Organizations:

If you are a single school decide if you want to create an organization for your you database. You
can create one, but it is not necessary. Single schools, skip to page 4 for adding teams in the ATS
desktop. Page 87??for staff portal

If you are setting up an outreach program, a school district wide database or any other situation
where there will be multiple ATs and schools, you will need to create organizations prior to adding
teams. You maintain data security with organizations as well as making it easier for the athletes to
select the correct team when the register through their portal.

Before athletes self register, you import them via spreadsheet, or manually add to the
system, teams must be created first. Every athlete must be assigned to one active
team minimum. You also need to grant yourself and your staff access to those
teams.

To enter an organization, follow the menu steps below. ADMIN—>ADD/ Update Teams &
Organizations—> Add an Organization. If you are a single school, you can skip to adding teams.

LU Windows Help
i  Site Info

Add/Update All Teams
"l Users ’ Add/Update By Organization
{4 Maintenance b Comhine Two Teams
e ' Add an Organization

+~ Dashboard Statistics Searcn Urganizarnons
Y Data Miner All Organizations
& Injury Analytics Reporting Change an Organization Name

iy BT B anouet

Shown here is the screen used
to enter/update organizations.
The only required information is
the organization name and
“Currently Active”.

Configure Batch Report Printing Schedule
Eun Batch Report Processing

|ﬂ o | ==

Organization Information Actions IB
| [ Currently Active

Name: |

DO NOT include a single quote, comma or apostrophe in the name Datalys NCAA and/or HS Submission Information Q_a
Address. NCAASchoolID: | | HighSchoolD: | | Ved Provider
To get your school ID please contact Datalys
. i Remove
City/S/Z: | | | | | | Sway Medical
Region: - APl Key: -
For Import/Sync Processing -
= APl Key Expires: |/ - c B
Outside Ref ID: | | B

Email Notice: | | Confirm to:

Emergency Protocol Notes Teams

Use the area below to enter the Emergency Protocol for this organization.
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Organization Screen:

On the organization screen, you are able to manage aspects of that school. This allows you to complete
other details for the school as it pertains to your out reach, or larger school system.

To add an organization, add the name of the school/location and check off the Currently Active box. The

other information is optional.

If you are participating in the NCAA or high school
research process and you have multiple organizations;
you will enter the organization’s ID. This is obtained
from Datalys. For complete setup instructions please
see the Datalys Configuration help doc.

= || B ER

l Name: L |
include a single quote, comma or apostrophe in the name

[ Currently Active

Actions IE

Address:

City/Siz: | Il

Reaqinn-

For Import/Sync Processing

Outside Ref ID: | | B

Email Notice: | |

Emergency Protocol Notes Teams

Datalys NCAA and/or HS Submissio

NCAA SchoolID: | | HighSchoolD: | |

aOrmation 17 )

Med Provider

S SR S S

SV Y IviSuUn-al Remo\"re
APl Key:

Save
API Key Expires: o - C iB
Batch
Confirm to: v| i

Use the area below to enter the Emergency Protocol for this organization.

If you use a registration software besides
ATS, and you can get that information
into an excel format, you can configure
ATS to automatically import your
demographic information. For full details
on how that process works, please give
us acall, 1-888-328-2577

If you are using Sway Medical for head injury
evaluation, you can enter your API key for your
organization here. Set the key expiration, and who
will receive the nightly emails of what was
processed. For full Sway set up instructions
review the Sway Setup Help Doc

Emergency Protocol  Notes] Teams

Gender
Coach Name

Organization Sport
Notfication Email To Bypasa NCAA

can do so here.

Email Notice:

Season

Emergency Protofol Notes l&ams
MNete Date IE
Add a note specific for the organization here.

Contract date, new AT, anything you would
like to track for the org specifically.

Emai

Active
Coach Emal

The Team tab, allows you to add, or inactivate teams in a quick fashion. If
you want to include teams for the ATS research or your own Analytics, you

Your Abbrev | NCAA Spart Starl

Coach Text
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Setting Up Teams:

Before adding athletes to the system you must add the team information. To save time, it is also
suggested to setup existing teams before creating users so that users may be given access to
teams during setup.

You may add additional teams or edit existing teams at any time. Users will need access granted to
new teams before viewing or adding athletes for that team. For more details on user security please
see the User Setup help doc. If you edit teams, school cuts a sport or for some other reason it will
no longer be needed, do not delete/remove the entry. Make it inactive to preserve historical details.

LGNS Windows  Help
@ Site Info |

73 Add/Update Teams & Organizations Add/Update All Teams Teams are added or updated
nl Users ’ Add/Update By Organization by cIicking on the menu
#4 Maintenance ’ Combine Two Teams shown here.
e L ’ Add an Organization
- Dashboard Statistics Search Organizations
! Data Miner All Organizations
& Injury Analytics Reporting Change an Organization Name
2 ROIReport {3+ Configure Batch Report Printing Schedule
Athlete Security 4 Run Batch Report Processing
_~» New teams are added ___
8 on the first row of the = =

Organization Filter  (Note: Org filter only applies to organizations with teams) .  Set Email To... Clear All Notifications tab I e

(i)
v [ Show All Specilic Org
Clear Specific User Notifications
Teams (Note: Access to new teams must be set for ALL users after they area added.) Do NOT use special characters in the Organization or Sport nam|

ive Your Abbrev | NCAA Sport Start Date Competition Level ID
Coach Email Coach Text End Date Coach Phone In Research

Organization Sport Gender

Netification Email To Bypass NCAA Coach Name Comments

ATS 0 91

0 94

0 9%

61
joe@kefferdevelopment.com

MH 98

Joe Tech Football Men Fal

<]

FB FB-M 60

O joe@kefferdeveMygent.com
0 Joe Tech Mens Basketball Men Winter 64
JIne Tech M trition Coed Full Year A Mirtr 99
Record: |I4] 4 10f 14 [ b [0l P € 4
Team Actions * Do not use special characters in your organization or team name. Characters such as commas. periods. colon. <emi-colon and slashes ; - \ /
CES Save Remove Copy To Excel Print Close
anization

0

If you have organizations created; Novfication Email To

use the dropdown window to assign
the team to the correct organization.

— - Joe U Nordh

Required fields when adding a new team are: Organization if utilized, Sport, Gender, and Season
and checking the Active box.
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User/Team Access:

Don’t forget, that for security purposes, you are not automatically granted access to the teams you
add to the system. You have to grant appropriate access to yourself and everyone else that needs to
view that team. This can be done in the user area or right from this screen from the grant/revoke
access button.

Check off the team(s) you need to grant access to.

-}
Orga ization Filter (Note: Org filter only lies to izati with ) u Set Email To.. Clear All Notifications
~ | Reset []Show All Specific Org For All
Clear Specific User Notifications

Tean 3 (Note: Access to new teams must be set for ALL users after they area added.) Do NOT use special characters in the Organiz
O Irganization Gender Season Active Your Abbrev | NCAA Sport Start Date Competition Level D Commerts
lotffication Email To Bypass NCAA Coach Name Coach Email Coach Text End Date Coach Phone In Research
juest Teams test Guest 0 0 9%
5
Ioe Tech Baseball Men Spring 61
o O joe@kefferdevelopment.com
Ji 2 Tech Behavioral Health Coed Full Year MH 58
Joe Tech Football Men Fall FB FB-M 60
o O joe@kefferdevelopment.com
Joe Tech Mens Basketbal Men Winter 64
=
I _________-
e/ &% | ' '/ | ' | ¥
- Joe Tech Softball Women Spring 52
Ji= Tech Track Coed Spring 63
Jne Tech Wamens Raskethall  Women Winter [ R5
Record: |4 ] 4 30t 15 [ b | Mk <

Team Actions * Do not use special characters in your organization or team name. Characlers such as commas. periods. colon, semi-colon and slashes ; - \ /

Save Remove Copy 69 Help
[m] StaffName
Admiy, Keffer Check the box next to each staff
Anthfiny Green, Dr. member that you want to grant
] Coadh. Sample access to for the
[] Cox,JFobby organization/team.
Click on the Grant/Revoke Howfler. Dougie
Keffer. Rhett For staff members with access
Access button Krusy, Lonrie already to the organization/team

Lomiflardi, Vince you can remove their access by
Psyciologist. School unchecking their name on the list.
Stredfus, Joe

Then select the User(s) you

want to be able to see the team

or teams.

After the user(s) are selected,

use the update button to grant,

or revoke the access for the

users. —

Update Access
Cancel
Record: |14 | 4 1of 10| b [k
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Adding or Updating Users:
Windows  Help

@y Site Info
&%  AddUpdate Teams & Organizations 3

Add a User...

4 Maintenance b Search Users...Active Only

<> Import Cross-Walk * Search All Users (Active & Inactive)
< Dashboard Statistics Multi User Update

7 Data Miner My User...

@' Injury Analytics Reporting Copy User

£t ROI Report Search Users by Organization...

Search Users by Region

Ll l o [l Lr .

Users in the system are entered and updated and configured with the screen below.

If you did not grant access to teams during the team setup, make sure you give the user you are configuring,
appropriate team access.

8l = [= [ =

Name: |J0e Streckfus | dules Email Groups Email/Opt Partial Admin Secure Msg Notes MSC Forms |* '
First Last =
(Fr=t==) 2 Administrator [] Athietic Trainer ] PRNStaff @ |

[] Coach [ Doc/Phy/Nurse [ Cther Guest Team

[ Student Strength/Condition by ATS
User ID: Joe Streckfus _ Password: #+++ssssssss = Gulst Teams
Disabled On-> Reset | B o : :’:"
Supervisor: | v| _ od Tech
Email Addr: |i0e@keﬂer\:|eve|opment.com | d ;hlel"\:lvlod Health

ion
Text Addr: | R Track
Tile: | | Baseball
PR — Foothl
— ) T Mens Basketball

Seelset private info change on next login - Softball

Use secure messages _ W Basketball
Phone/Location  Email Signature  Home Address  Reset Login Info - of U East

d Underwater Basketweaving

Phome: |(338) 328-2577 Office: z oA U North
S e — Bodmirion
Location: | |
Region: 0 ~ | [] Regional Admin
Signature Generate Upload Clear

Select All Unselect All Expand All Collapse All Region

Actions
Search Reset User Disable User New Remove Save Close

For more info on configuring users: see Configuring Users Accounts help doc.
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Organizations and Teams— Staff Portal:

Organizations:

If you are a single school decide if you want to create an organization for your you database. You can create
one, but it is not necessary. Single schools without organizations, skip to page 8 for  adding teams in the
ATS Staff Portal.

If you are setting up an outreach program, a school district wide database or any other situation where there
will be multiple ATs and schools, you will need to create organizations prior to adding teams. You maintain
data security with organizations as well as making it easier for the athletes to select the correct team when
the register through their portal.

Before athletes self register, you import them via spreadsheet, or manually add to the
system, teams must be created first. Every athlete must be assigned to one active
team minimum. You also need to grant yourself and your staff access to those
teams.

To enter an organization, go to your Admin Tab—> Organizations—> Add Org button. Minimum
requirements to add a new Organization are the Name and to make it Currently Active.

Organizations

dd Org Edit Selected

Utilities
Athletes = Teams Bstum i Orgznzstions / Organization Maintenance
Organization Informatior
njuries > [ -
User Info Looku Address
COVID-19 > . ]
Screening User Utilities iy
State
Zipcode
Region w
If you are participating in the NCAA or high school Curtenlly Acive

research process and you have multiple organizations;
you will enter the organization’s ID. This is obtained
from Datalys. For cqmplet_e setup instructions please ||| scaa schootin byt
see the Datalys Configuration help doc.

— Datalys NCAA and/or High Schoel Submission Information

High School ID

For Import/Sync Processing

If you use a registration software besides ATS, and
you can get that information into an excel format, you ||| ovtsise Reference 1D ]
can configure ATS to automatically import your || emainotrcaon

demographic information. For full details on how that
process works, give us a call 1-888-328-2577

Sway Medical
APl Key

Batch Confirm to A

If you are utilize Sway Medical, and have more that
One organization, put your API key here. For full Sway ﬂ o
set up instructions review the Sway Setup Help Doc

Med Provider i ]
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Before adding athletes to the system you must add the team information. To save time, it is also
suggested to setup existing teams before creating users so that users may be given access to

Setting Up Teams— Staff Portal:

teams during setup.

You may add additional teams or edit existing teams at any time. Users will need access granted to
new teams before viewing or adding athletes for that team. For more details on user security please
see the User Setup help doc. If you edit teams, school cuts a sport or for some other reason it will

no longer be needed, do not delete/remove the entry. Make it inactive to preserve historical details.

Utilities
Athletes
Injuries

COVID-19
Screening

Org-Team-Users [FTN..

Organization Filter:

Organizations

he Reset

Clear Email To
’7 Clear Notifications

) Show All

Set Emaill To ————
> Teams
Specific Org For All
| legare
- Users

User Info Lookup

Refresh

Print

User Utilities the ddd button.

If you have organizations created, select the
appropriate one from the drop down list.

Add pew teams, by using

Esturn to Tesms‘

Organization
Sport
Gender
Season

Your
Abbrev

Notification
Email To
Ctl+Click
for multiple

Active (]

h New

Team Maintenance I

NCAA
Sport

w

Bypass [
NCAA

- Coach
Name

Coach
Email

Coach
Phone

Dougie Howser
Joe Streckfus
Keffer Admin

Key Phrase Master

In Research [

Start
Date

Competition
Level

Required fields when creating a new team. The Organization if you have them. Everyone needs to
include, Sport name, Gender, Season, Abbreviation, and to check as Active.
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Granting Users Team Access:

Don’t forget, that for security purposes, you are not automatically granted access to the teams you
add to the system. You have to grant appropriate access to yourself and everyone else that needs to
view that team. This can be done in the user area.

Org-Team-Users

Organization Filter: v Reset I Show All

Add User Edit Selected Copy Selected Refresh Print

Howser, Dougie
Keffer, Rhett
Streckfus, Jos

print

Choose Add if you need to create a new account, or select the user you need to change, from the
list and select Edit. When the screen loads, select the Team tab, and choose the appropriate team
access for the account you created.

General Info Teams Modules Email Groups Email/Opt H Partial Admin Docs
Phone/Location Signature Email Signature Home Address Emergency Contact

Name (first last) Dougie Howser

a Administrator O Athletic Trainer ) PRN Staff
[J Coach Doc/Phy/Nurse ] Other
) Student Strength/Condition
User ID oo Retumto users ) User Maintenance - Dougie Howser
Password _— e B O Forcs password changs ‘ General Info “ lodules ‘ Email Groups ‘ Email/Opt H Partial Admin H Docs
Disabled On.» Reset Region Filter hd
Email Addr [-1 O (none)

joe@kefferdevelopment.com

[ Coed Guest Team
Text Address 6204813150@vtext.com O Men Sent by ATS
Cell Phone Carrier Domain Info (Ex. 1234587890@domain.com) [-]1 ] Guest Teams
Title [ Guest dema
License # L Guest test
[-1 CJ Joe Tech
See/set private info? Use securs message: Coad Behavioral Health
O Coed Mutrition
E Coed Track
Men Baseball
Men Football
Man Mens Basketball
Women Softball
Wamen Womens Basketball

[-1 [ Joe U East

] Coed Undenwater Basketweaving
-1 CJ Joe U North J
Select All Unselect All Expand All Collapse All
Save New Disable Remove
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