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TRUSTED COACHES 2.0 STEP BY STEP GUIDE

Introduction

Trusted Coaches 2.0 is the first significant update to the Trusted Coaches Platform since its
launch in 2014. The update offers multiple new features intended to provide the following:

e Increased Administrative Control for Organizations

e Smart Certification to Avoid Duplicate Training and Costs
e Tiered Background Checks

e Enhanced User Experience

This document provides step by step instructions to do everything you’ll need to have trusted
coaches in your organization or to become a trusted coach. If you ever have any questions do
not hesitate to reach out to us at info@trustedcoaches.org or through our website at
https://www.trustedcoaches.org/.

Welcome

From the welcome page you can create a personal account if you do not have one already and /
or create an organization account. (https://www.trustedcoaches.org/welcome)

TRUSTED

COACHES®

SUPPORT | MY ACCOUNT Q

Welkome

COACHES ORGANIZATIONS

REGISTER / LOGIN REGISTER / LOGIN
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Log In or Register
When you select the coach option you can either log in or create your new account.

‘C
YRUSTEO_

COACHES

SUPPORT | MY ACCOUNT Q

W (rve

?—

TRUSTED

Pasvword
Weicome to Trusted Coaches

Remamber me  Forgos Password?

OoR

Don't have an account? Reghter

Enter Your Information

To create an account you will add your personal information, create a password and agree to
Trusted Coaches’ policies and procedures.

TRUSTED

COACHES

SUPPORT | MY ACCOUNT Q

© Persenat inormation

First Name Last Narre
Trustes Coach
Cmal Addrew L

Weicome to Trusted Coaches
WoRtrustedcoaches org 107152598
Ascren
1011 Oshowrre Road NE

@ City State Zio Code

Sering Labe Park Muveescla 55432

Already han sunt?

Login to your Tru hes Account
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/ SUPPORT | MY ACCOUNT Q
TRUSTED

COACHES"

Wl (rve

Persenyl Information © Account Pavsword

Account Password

Pasyweed

Corfirm Pasrwaed

—
TRUSTED

COACHE S

Perscnyl Informration Accownt Password © reoen
First Name Last Name
Trusted Comch
[rmail Addres Pacoe

nfo@trestedcosches.org

Address

1011 Osborne Road NE

Chy State 29 Code

Already have an account?

gin 1o ye hes Account

| understand and acknowledge Trusted Cosches Backgrowmd Check Policies and Procedures

Back
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Your Dashboard

Once you have completed creating your account you will be taken to your personal dashboard.

/ SUPPORT | MY ACCOUNT Q
TRUSTED

COACHES*

My Account

Dashboard Hello info@trustedcoaches.org (not info@trustedcoaches.org? Log out)

Account details
Welcome to your Trusted Coaches account!

My Connections You can either click any of the buttons below or use the left-hand menu to navigate to your account.

Logout COACH LINKS

Collapse Menu

= MY
=)  coumsts

D
ACCOUNT

Creating Your Organization
From the welcome page you will selection the option to create an organization account.
(https://www.trustedcoaches.org/welcome)

TRUSTED

COACHES®

SUPPORT | MY ACCOUNT Q

Welkome

COACHES ORGANIZATIONS

REGISTER / LOGIN REGISTER / LOGIN
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Fill in your organization’s information and create the organization account.

'C

COACHES

SUPPORT | MY ACCOUNT Q

Welcome

Ovganization Name

Trusted Conches AT Adsaciation

Ovganization Address

Welcome to Trusted Coaches

1011 Osborre Rd NE

Cay

Spring Lake Park
-

e _}—".)

Nirnewots
M, irdo@trustedcoaches org

2ip Code

LwsouT GO BACK TO WELCOME 5412

Editing and Updating Information
Once your organization is created you will see that your dashboard is now a bit different. You
will be able to update your organization’s information as needed.
This includes:
*  Your Logo
* Your Address
*  Your Payment Information
* Administrators
* Sub Associations
'C

TRUSTED

COACHES

SUPPORT | MY ACCOUNT Q

# My Account  Organization

Dashboard
urrent
ORGANIZATION ¢ Trusted Coches Atietic Amociation - Welp

Account details Organization
Organization © You Nave successiully reated a new SOgairation
Seasons
Acthmts Conthas Organization ID: 1835
Coaches ASSOCanon Nawwe / Logy Address Address Line 2
r - 1011 Osdborne Rd NE

eports

+Upload )

My Connecticns City Stane Dgeode
Legout Spring Lake Park Mmewts sax

Collapse Menu
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SUPPORT | MY ACCOUNT Q

'C

COACHES*

# My Account - Organization

Dashboard
Current
ORGANIZATION Trussed Cosches Athetic Asociation -~ Help
Account detalls Organization
Organlzation © You have successiully (reated a hew orgaization
Seasons A ATION INFORMATION
—— . Ede £

Activate Coaches Organization 1D 1835
e Association Name / Logo Ascress Address Line 2

3031 Osborne Rd NE b
Reports /c Trusted Coaches Athvietc Assocution
My Connecticns Ty State Digeede

Spring Lake Park  MN 554N

Legout

Collapse Menu

10113 Osborne R NE radl

Reports

My Connections City State Zipeode
Soring Lake Park MN 55432

Logout

Collapse Mena

save 3 Credit Card for payment, Al

You currently do not have amy saved payment mathods. You are ot r

defoun

organzations will receive monthly invoices by

NA N R ad R

Accepted Trusted Coach Info@trestedcoachesorg
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Add New Association Admisistraters

Matt Feyen ey r @Al Gt S Sebect Usar A

Add New Association Adminktr stors

Matt Feyen e AL a0

MATT POV

@ »
e —
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Add New Sub Amocistion

© Aocaton Name - Aseren Addrew Une 2

Sy - e * Docode

{

Add New Sub Amccistion

Trasted Cos by Barsetust 1077 Ovhrree bt

- O * Sne * Dgode

i
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Sub Associations

Using sub —associations is optional and allows allows for administrators to view all
organizations under their purview individually. This example: Trusted Coaches Athletic
Association has the following sports; baseball, football, basketball, hockey, wrestling, pickle
ball, etc.

SUB ASSOCIATIONS Add 98
Name 3 Coaches Seasons Actions
Trusted Coaches Baseball 0 0 SwitchTo (3
Trusted Coaches Football 0 0 SwitchTo (3
Trusted Coaches Basketball 0 0 SwitchTo
Trusted Coaches Hockey 0 0 SwitchTo (3
Trusted Coaches Wrestling 0 0 SwitchTo (O

m 2 > 5/page

Sub Sub Associations

In this example we have added the baseball team levels as sub associations of Trusted Coaches
Baseball. As with the creation of any sub association this is completely optional and can be
managed by the organization administrators as they wish.

SUB ASSOCIATIONS Add 8
Coaches Seasons Actions
Trusted Coaches 12U Baseball 0 0 SwitchTo 3
Trusted Coaches 13U Baseball 0 Y SwitchTo ()
Trusted Coaches 14U Baseball 0 0 SwitchTo (3
Trusted Coaches 15U Baseball 0 0 SwitchTo (3
Trusted Coaches 9U Baseball 0 0 SwitchTo )

m 5/ page
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Seasons
Once your organization has been created along with any sub associations you choose to add,
you need to create the season for your coaches to be assigned to.

'C

COACMHES"

SUPPORT | MY ACCOUNT Q

R My Account  Seasom

Dashboard

SEASONS Current Trested Coaches Athletic Association .~ Help Cen

Account detalls Organization

Organization MY SEASON Add New Seancn %8

Seasons

Activate Coaches

Coaches

You currently do not have any seasons

Reports
My Conmections

Logout

Collapse Menu

General Information
Your season needs to have an assigned name, start date, end date and access key that you
create. The access key will be used for coaches to gain access to the training you assign them.

Add New Season

© oot etormaion

Seanon Nave Seart / End Date Seanon Access Key

coe

Page 12 of 21
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User Roles

User roles allow you to set up your training requirements by roles such as; head coach,
assistant coach, team manager, communications manager, etc. This allows you to assign
different courses by role and the frequency at which those courses need to be completed.

Summer 2021 | 03/01/2021 - 08/31/2021

TC Card - $5.00 feescard

* Title * Max Per Role ) 0
each

Head Coach 1
+Course * Smaret Certification O

$5.00 First-Aid Training Enable this course for arry coach that has not completed in 1 year ©
*Course O * Smaet Certification O

$5.00 Concussion Education Enable this course for any coach that has not completed in 1 year ©
«Course (O * Smaet Certification O

$5.00 Child Safety Training Enable this course for ary coach that has not completed in 1 year ©
* Backgpround Check O * Smaet Certification O

$15.00 National Criminal Background Check - Essential Enable this course for any coach that has not completed in 2 years ©

My Seasons

From your dashboard the Seasons view will allow you to see all the seasons created within your
organization, along with some basic information. From this view you can edit the season and /
or activate coaches for the season.

'C

COACHES"

SUPPORT | MY ACCOUNT Q

N My Accownt < Sessons

Dashdoard
Account details SEASONS Z::':'“ L. Trusted Coaches Ashiatic Association Help Corter ©
Organization 284 New Semnvor 1§
Seasom
Activate Coaches Sumemer 2023 000172021 04312021 Rolex: 2 Coach Count: 0 Lo/ View & Activats Coaches
Coaches
1 sage

Reports
My Connections

Logout

Collapre Menu
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Activating Coaches

In order to activate (assign) coaches to a season you can send them an email directly from the
Trusted Coaches platform or if you have an email list that you already use for the group you can
copy and paste the invitation into your own email client.

'C

COACHES

SUPPORT | MY ACCOUNT Q

A My Accawnt  Activate Comhes

Dashsoard
ACTIVATE COACHES Currest Trutted Cosches Athietic Amcciation Melp Corter ©
Account detall Organization
Organization Semvrar 2001
Seasonm There are three diterent options 10 ACTIVATE yeur coathes.

Activate Coaches &*

- “‘Q': < @

My Connecticns

Logowt

Collagie Menu

COMMUNICATE

Simply direct your coaches
10 40 1o the Trusted
Coaches website and Claim
A Role/)oin a Seaion They

will need 10 know your

SEND EMAIL INVITE

Click the betton below to

send an invite 10 coaches

Set v

COPY INVITE
Copy and Past an lnvite
Terrplate to send in your

own email

View / Copy Temglate

Season Accews Key.

The Invitation

The invitation provides your coaches all the information that they will need to claim their role
and access their training for the season. Most important, it provides our contact information for
support should they encounter any issues or have any questions related to completing their
training.

Hello Coach,

Greetings from Trusted Coaches Athletic Association. We have created a new season in Trusted Coaches - Summer 2021 - and we'd love for you join.

« Go to www.trustedcoaches.org

e Loginor Register

¢ Click ‘Claim a Role/Join a Season’ button
¢ Enter information below

State: Minnesota

Organization: Trusted Coaches Athletic Association
Season Name: Summer 2021

Season Access Key: TCSummer2021

Please do not forward this message.

For technical support, please email adam@trustedcoaches.org or call 763-746-1719 (Mon-Fri - $am-5pm)
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Completing Certification
Coaches Claiming Their Role
Once their account is created, coaches start the process of claiming their role from their
dashboard.

* Click on ”Claim a Role / Join a Season”

* Fillin the information that was provided in the invitation you sent

* Accept their role

'C

TRUSTED
COACHES®

SUPPORT | MY ACCOUNT Q

Dashboard

Hello Matt Feyen (not Matt Feyen’ Log out)

Account details
Welcome to your Trusted Coaches account!

Organization You can elther click any of the buttons below or use the left-hand menu to navigate to your account,

Sesicns ORGANIZATION LIN COACH LINXS

7 e 2 ey
Y orcanzanion JOIN A SEASON

Activate Coaches

S+ A MY @ MY
(= COACHES ¥ CONNECTIONS ACCOUNT

My Connections
Logout

Collapse Menu

Edit

SUPPORT | MY ACCOUNT Q

TRUSTED
COACHES®

Wekome

Reset Form
State
Minnessta

Organiration

Welcome to Trusted Coaches
Trested Coaches Athletic Aswociation

Seawon

Summer 2021

Seron Accens Ky
LTI b

Hi, Matt Feyen

Role

Locout GO BACK TO WELCOME Heod Coschi2)
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Reviewing Courses

If coaches have previously used Trusted Coaches for training they may already meet the
requirements put in place for your season. This means a cost savings is recognized
automatically for your organization through our “Smart Certification” settings.

Courses 4 3 3

My Connections

Logout
Collapse Menu
YOUR coURsEs Search Q v Expand Al
First-Aid Training °
@ Concussion Training D ©
@ child Safety Training [ comprere N -]

Completing Courses
Once coaches access the training they will see the requirements for completion which include
the training module(s) and a quiz.
In order to complete a course:
* View the training module
*  Complete the quiz with the required score
* Review any questions that were answered incorrectly
* Receive their completion certificate
* See completion of 100% on their dashboard
'C

TRUSTED
COACHES

SUPPORT | MY ACCOUNT Q

My Cowrses - First-Aid Training

FIRST-AID TRAINING

OX COMPLETE  O/2 Sheps

COURSE CONTENT

First-Ald Trainiog Module

E] First Al Quiz V2

Return to My Courses
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FIRST-AID TRAINING MODULE

el Tradeing - Eleai-AM Traleing Maduie m

:’(- Heather Bartz, MAT, LAT, ATC

Cwmd Athietic Trainer - Institute for Athletic Medicine

ElestAM Trakobng - Bt A Owle V2

.d 5 6 7 8 % 1011

O Current W Review M Answered Bl Correct ll lacorrect

()

Start each peactice session with a dynamic wirm-up, strengthening exercises and flexibility exercives.
True

False

Return to My Courses

TOLL FREE: 763-746-1719 | 1011 OSBORNE ROAD, SPRING LAKE PARK, MN 55432 in f . J
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= () €) ) SUPPORT | MYACCOUNT Q
i
FIRST AID QUIZ V2

RESULTS

10 of 11 questions asswered correctly

Your thme: 000241

You have reached 10 of 11 polat(s), (90.91%)

() €0 ) SUPPORT | MY ACCOUNT Q
c
foacnes PRODUCTS | ABOUT v | FINDACOACH | NEWS | CONTACT

R My Courses - Fiest Nd Training

FIRST-AID TRAINING

@ o a=»

00% COMPLITE  Last sty o March 3, 2021 532 pon

COURSE CONTENT

QM-MMM

[E) First Ak Quiz v2
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Trusted Coaches
Better Coaches Safer Kids

CERTIFICATE

of Completion

This certificate is hereby presented to:

&

For the successful completion of

FIRST AID TRAINING

Courses 4 4 4

My Connections

mg ed er

Logout

Collapse Menu YOUR COURSES Search Q
@ First-Ald Training E <D ©
o Concussion Training B compuere (-]
@ Child Safety Training G <D ©
@ Nationwide Criminal Background Check [ES comuere W -]
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Monitoring Progress

Administrators can review the coaches in their organization, see an overview of seasons, and
run real time reporting to ensure training compliance.

/ SUPPORT | MY ACCOUNT Q

TRUSTED

COACME

R My Account < Coaches

Dashboard

Account detalls COACHES :’1‘:;:—’.‘;»(..'". Trunted Coaches Alhetic Association Melp Certer O
Organization
Seasons Saarch
Activate Coaches
Coaches
Matt F W@ ATEICSCNes (v g 4 o
1 page
/ SUPPORT | MY ACCOUNT Q
TRUSTED
SOACMES
R My ACcount  Seasons
SEASONS Currant 0 aches Athletic Associat Mol Conter O
Account detalls
Organlzation
Seasans
Activate Coaches Sernmer 2021 030172021 083172021 Rolex: 2 Conch Con o/ View & Acthvate Cosches
Coaches
1 page
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/ L | SUPPORT | MY ACCOUNT Q

TRUSTED

COACHES* P PRODUCTS | JUT

N My Acceunt - Reports

Dashboard

Current Trusted Coaches Athetic Associanion Ve €
rusted Coaches AThbetic Associani

Account details Organization

Organtzation

Sessons

Activate Coaches

Coaches

L

micyenditrestedconchesorg a/4

Courses

[1] 25/ page
My Connecticns

Logout

Collapse Menu

Edit

Support

If you have any questions or would like more information, visit trustedcoaches.org or email us
at info@trustedcoaches.org.
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