IMPORTANT: Any member on your board last year is already in the OABO ADMIN system this year.  Last year Associates have been moved to ACTIVE.

Your board members can only see information pertaining to your board.  They cannot change any information.  Only the Secretary or Secretary/Treasurer can change info.

Your executive members can see the list of Ontario Presidents, Secretaries, Interpreters. This will come in handy if you need to contact another board.

1) Go to www.oaboadmin.ca
2) Select “Login”

Enter  ID = your email address (all small letters)
Enter your password. If you don’t know your password hit the “forgot your password” .  The system will email it to the email address you have entered.  Remember passwords are case sensitive.  If yours has capitals you must enter capitals  eg  X1X 2X2.  Remember the space if you have one too.  Once you’ve logged you will be able to change your password.

If you are an ordinary member you will now be able to see your board members.

3) If you are a Secretary you have added options.

Your members come up in a block style format.  This is the system default.  To see your roster hit the word “Roster” (it may take a minute to upload).  What you will see is a chart.  We’ll go through the Heading first from left to right.
HB = Home board.  This is your OABO board number.  When you add members your home board is automatically entered. (We’ll get to that)

DB1, DB2 are Dual Boards

Local Exec = your executive

G= obviously Male or Female

Last Name

First Name

Address

City

Postal Code

Phone = Main contact

Other Phone = only one or none please

Email address

YJ = Year joined OABO

Membership


A=Active


P=Prospective


Ass. = Associate


Non= Non-officiating


Hon = OABO Honorary (Not Local Board Honorary)

C= CABO member


I = IAABO member


IBN = IAABO Home Board

Add-Edit-Delete

When you hit the “Add/Edit/Delete Ref”  you will get three options and we’ll go through them

1) Add (Before you start,  ask your new officials if they belong to another OABO board.  If they do contact me via email with their name and email address and I’ll save you some time.  We only want them entered into one HOME Board)
a. As soon as you hit add a fill in the blank screen comes up

b. Fill in the blanks.  Look at examples given.  If there is no example use ordinary case eg for first name =  Bob   not BOB  same thing for city
c. Year joined.  Hit the down arrow and a selection box pops up.  Scroll down and select year.  I’ll get into special situations regarding year joined in a bit.

d. Select one of the membership categories.  Refer to OABO Constitution Article 5.1 for definitions of membership.  Constitution can be found at www.oabo.org.

e. Next box will be set at your home board number.

f. If you have an official who is a dual member to another board (we’ve allowed for 4 dual boards) select one at a time.  Hit the down arrow and all the boards in Ontario will come up. Just select one.  Go to next Dual board line if required.  If your member is not a dual to any other board skip this section.

g. CABO member.  Check the box if your official is an Active or OABO honorary member only.

h. If your member is an IAABO official check the “IAABO member?” box

i. Enter in IAABO HOME board by hitting the down arrow.  All IAABO boards in Ontario will come up.  

j. If your member is an IAABO dual member to another IAABO board we’ve allowed for 2 dual memberships.

k. Enter in NOCP level.  Local Boards will decide if the official is Level 1 or 2.   OABO will decide if the official is Level 3.  CABO and FIBA look after 4 and 5.

l. Enter in the year the official acquired NOCP level ( this will be helpful in future when officials move up from one level to another (or down)).
m. If your official holds an Executive Position select the drop down menu and select from the options.  Some boards have multiple assignors and other positions.  We’ve allowed for the main ones so if you do have multiple assignors save this option for your main one.  Same thing for boards who have people holding multiple positions eg President and Interpreter. Pick the highest position, in this case pick President.  You may get an error code that the Exec position is already occupied.
n. DO NOT ENTER OABO EXEC BOX.  I’LL TAKE CARE OF THIS.

o. You select a password for your official. We’ve been using Postal Codes or “trial”.  An email goes to your official and he can change his/her own password in future.

p. Now hit the “ADD Official to OABO ADMIN” button.  If you made a mistake the system will not accept and you have to do it all over. (sorry… be careful)  A mistake like checking off the member is an IAABO official but you don’t enter a board.  IF you get an error “email address is already in system”  Contact me via email with the officials name and email address.  It means they belong to another home board somewhere.

q. If you want to get out of this screen and go back to menu, go to top and hit “Add/Edit/Delete Ref” Button

2) Edit

a. When you select this option a drop down menu appears. Hit the down arrow and a list of all your officials come up.  Select the one you want and hit “Edit official’s info”

b. Now you can change any field you want.  
c. Once changes are done hit “Submit Changes”.  One thing you will not see is that if you make a change an email automatically goes to the officials stating that a change has been made to his info on the OABO Admin site. 

d. If you don’t want to make any change and you want to get out of this screen just go back up and hit “Add/Edit/Delete Ref”.

3) Delete

a. Select “Delete Official” again a drop down menu appears.  Select a ref and don’t worry you will get a warning before delete becomes effective.

b. Once you have deleted a ref they will get an email saying they’ve been deleted from the OABO ADMIN system.  

Now when you are all complete you can go back to “Roster” button and you can print out a copy “Printer friendly version”  It will be small because it all has to fit landscape on a letter size page.  
For you computer geeks, you can drag your mouse across your entire roster (including header lines), right click your mouse and copy.  You can then go to Excel and Paste into a blank Excel sheet.  Your columns may need adjusting and/or deleting info you don’t need and you can save or print as you want.

IMPORTANT:

You will be able to add officials at any time.  You will be able to edit an official at any time.  You will only be able to delete an official from August 1 to October 31.  After that you have to contact me.  Your membership as to fees owing OABO will be taken from your board lists on the system as of NOVEMBER 1. 

Years of Service:  By June 1, 2010 we would like you to enter in the year the official joined OABO.  Now, if your member joined say in 2000 for 2 years and quit for 2 years but came back simply adjust the start date to 2002.  All we are doing is using this for our years of service certificates so you don’t have to figure it out any more.  It will also be very useful for officials transferring to other boards.

NOCP:  We would like all boards to complete NOCP level 1 or 2 by June 1, 2010.

Naturally I will expect questions.  I am here to help.  Send me an email with your problem and I’ll respond by email or phone.

Once you get used to this system it is easy to use.

Last thing.  If you are using a Mark Steven’s assigning program this system does not affect your assigning program neither is the info transferable from one to the other.

Don Thorne

OABO/Sec Treas.

