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How to use the Team Admin function on the Palmyra Rugby Website - Juniors 

Introduction 

As a Team Administrator of your team you have a number of features available for you to publish 

information on the Palmyra Rugby Club website. This will allow you to communicate with your team. 

The junior teams are set up in age groups, so you will need to distinguish your team if there is more 

than one Palmyra team in your age group. eg. Gold, Swan, Blue or White in any information you 

post.   

You can  

 Add players and coaches for emailing or recording player game statistics 

 Record your own welcome message and include a team photo on the age group page 

 Publish training days and times 

 Publish team news items 

 Upload team fixtures for the season, then include results, game statistics and match reports. 

 Include information about upcoming matches 

 Send emails to your  players and parents from the website 

 

Any registered website members can upload photos that can be linked to a game. Once the photos 

are loaded and shared, the webmaster will review the album before publishing. Photos of junior age 

groups will be locked so they can only be viewed by the Palmyra Rugby website members. 

Once you do the initial set up for your team and become familiar with how the Team Admin function 

works, there is minimal work to do each week and it creates a great community focus for the club. 

Instructions 

1. You need to be a member of the website first and set as a Team Admin, then you can login  

 

 
 

 

  

2. Login to website 

 

1. Sign up to become a member 
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2. Once you have logged in, click on  ‘Team Admin Panel’ link on your members toolbar 

 

 

 

3. You are now in the Team Admin section of your profile on the website. Click on the ‘Team 

Information’  link. 

 

 

 

  

Click on ‘Team Admin Panel’ 
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4. There are many functions available within the Team Information page. Please note for teams 

with more than one team per age group you will be sharing the Team Admin area and will 

need to distinguish your team from the others teams by using your team name. Eg 8 White 

 
 

5. Suggested Set Up 

a. Set ‘Training Times and Welcome’ and press ‘Save’ 
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b. Include a photo – This is optional and only one can be included per age group 

 
 

c. Record your players and coaches – this will not be viewable o the website, but can 

be used to invite team members to join the website, send emails and record match 

statistics. This is optional, it depends how you want to use the website. Click the 

‘Add a new player’ link. 
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d. Complete First Name, Last Name and Email and press the ‘Save’ button.  

Position is useful for the coaches and managers, but not for players as the profiles 

aren’t published.  

Don’t worry about Selection Squads or Extra Details for juniors.  

 

 
 

e. Load Fixtures 

This is a really useful feature. Once the fixtures are loaded, you can record the 

result, match statistics, match reports and link photos to the game. The weekly 

fixtures and results will appear on the home page in the bottom right corner. 

There are a number of ways to make the fixtures appear. 

i. Join a competition 

ii. Load them one at a time 

iii. Load more than one at a time 

iv. Import multiple fixtures from a spreadsheet. 

The seniors have joined a competition which was loaded onto Pitchero by 

Associates. A member of Associates also maintains the results, which allows the 

table to be viewed. Due to the size of the junior competition and the fact that the 

10s and under don’t have official results, I don’t think this is practical. I suggest 

loading multiple fixtures is the best option which I will detail below. 
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Click ‘Add multiple fixtures’ 

 
 

Compete the form below and press the ‘Continue’ button 
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Add each week’s fixture for your team ensuring the date and time is correct. Press 

the ‘Add Fixtures’ button 

 

 
 

Once the Fixtures are saved, you are able to edit or delete them if necessary. Once 

the Fixture has been played, you have the ability to add results, statistics and match 

reports. 
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f. Communication – sending emails 

This feature allows you to send emails to your team. The main advantage over 

normal email from your computer is that the registered members have the ability to 

update their own email address. The downside is that all you team members and 

parents need to be registered on the website for you to be able to include them as 

email recipients. You adding them as players is not enough. 

 

Type in the Subject and Message. Select recipients for the list on the right. I suggest 

you choose the ‘Privately’ option for the email replies.  

 

When you are ready click on ‘Send Message’ 
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6. Team News 

You can add news items for your team using this function. Please note that the news item 

will appear in the activity feed on the left of the home page and also in the weekly update 

sent out to all registered website members. For this reason include your team age group in 

the title of the news item. 

Click on ‘Add a new item’ 

 

Fill out the form with Title, Tagline and Article and press the ‘Save’ button at the bottom of the form. 
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You can optionally add and image to your news item. You need to upload the image to your online 

Album, then select the uploaded photo to  connect it to the news article and press OK. 

 


