Managing Your Team Online in ActiveMontgomery
ActiveMontgomery has several team management functions available to team managers.
To access these functions, log into your ActiveMontgomery account. You’ll want to go to the Account

Options page, which can be reached from any page by clicking the My Account link at the top right of
the page.
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Welcome to
ActiveMONTGOMERY

We've combined the databases for Montgomery County
Recreation, Montgomery Parks and Community Use of
Public Facilifies and created ActiveMONTGOMERY.
Create your ActiveMONTGOMERY Account now!

The Account Options page allows you to manage your account. As you can see, there are many features
you can use to manage your account, such as updating your address, updating your saved credit card
information, and adding family members. To manage your team, click Manage Teams.
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Account Options for Mary Test

= Account Activity = Account Settings
= Show Your Daily Schedules = Change Your Password
r and Manage your Wish List = Change Account Address or Personal Information
= List Account Credits = Change Information about Family/Friends

= List of Prior Transactions
= List Scholarships * Payment Details
= List Saved Credit Cards = Pay on Account

= Memberships and Usage

= List of Account Payments
= View Account Payment Details
* Online Services = Change Auto-Charge Payments
= Register for Activities
< Make Reservations * Team Management Services
= Purchase or Renew Memberships
= View Your Shopping Cart
= Logoff




You’ll be dropped to a page with a listing of your team. If you manage more than one team, all your
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teams will be listed. To edit your team information, click the Edit button next to your team.
My Wish List | Sign Out

Home Activities Reservations

Select Teams/Groups
Activity Description # On Team/Group # Paid For Held # Registered
3 Members

26 23

Team/Group

The Runners Women's 40+ Soccer —

Access My Account [SUUEIEEITTE )

You’ll be dropped to the Change Team Detail screen where you can change your team name and your

team password.
Welcome, Mary My Account | My WishList | Sign Out

— Zéeﬁoe
MONTGOMERY

Memberships

Home Activities Reservations

Change Team Detail

w Team Details

Team Name IThe Runners

Team Code I

Description I

League/Tournament Seed IU

~w Online Settings
You can optionally set a Password that members must know in order to join this team or group.
Note: If provided, this value will be case-sensitive. Remember to give the Password you set to

any members that you invite to join.
Password (eseses
Re-enter Password |essses

Save |




If you want to manage your team members, go back to the page that lists your team. Click the
Members link.
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Select Teams/Groups

Team/Group Activity Description # On Team/Group # Paid For Held # Registered
The Rurmers Women's 40+ Soccer -- 26 23 3 Echt

Access My Account | ST

This page will allow you to withdraw and send emails to team members. The withdrawal option will be
available to you until the cutoff date for team roster changes.
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Member Roster for The Runners

Send Email

Name Address Phone Email

Test Erin 1234 Test PKY P:(301)301-3013 - Withdraw
Bethesda, MD 20853 P: -

Test, Mary 1234 Test PKY P-(301) 301-3013 mieno@aol com| Withdraw
Bethesda, MD 20853 P: -

Test, Molly 1234 Test PKY P:(301) 301-3013 molly@aocl.com | Withdraw

Bethesda, MD 20853 P: -
Access My Account My Account |




ActiveMontgomery also allows you to send emails to prospective and current team members. However,
team members must have email addresses associated with their account in ActiveMontgomery. Note in
the case below, Erin Test does not have an email listed. You will have to contact her and have her add
an email to her account. You can forward the attached sheet which explains exactly how to add an
email address to an account.

To send an email to team members who have an email address on file, click Send Email.
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Member Roster for The Runners

Send Email

Name Address Phone i
Test, Erin 1234 Test PKY P: (301) 301-3013 |- Withdraw
Bethesda, MD 20853 P:

Test, Mary 1234 TestPKY P: (301) 301-3013 mieno@aol.com Withdraw
Bethesda, MD 20853 P: —
Test, Molly 1234 Test PKY P: (301) 301-3013 molly@aocl.com Withdraw

Bethesda, MD 20833 P: -

Access My Account My Account |




If you want to send out an invitation to join your team to prospective members, enter your email
subject and some introductory text. Then click Append Invitation Message, and the system will autofill
text with a registration link and your team password code. Enter the email addresses in the Message
Recipients field, click Submit, and your email will be sent! If you want to include any current team

members on the message so they can pass it along to interested friends, just check off their names in
the Current Members section, and they will receive the email as well.
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Send Emails

v Team Information
Team: The Funners
Descripiion: —
Activity: Women's 40+ Soccer

w Meszage

Subject |Sign up for socoer
Email from Address

mieno{@aol.com

MMeszaze (It's that time again!

~
Click on thi= link to register for Women's 40+
Jgoccer on the The Bunners team.
http://anprod. active.com/montgomeryocountytrainer/p
ublicFPunction. =di? [¥]

function=guickPegistersaid=1€187atidg

Append Invitation }\-Iessage-l

wp Message Recipients

L Prospective Members

Extiar cornil arddrawses of up to 20 potmtial teemn sedhviber - one per in g, eestar ke for 2. naw e

mary.=smithfoutlook.com [
cathy.jonesBgmail com ~
:allx.dﬂeﬁxﬂhﬂc_cuﬂ

L

-

w Current Members
[ Erin Test [ nufary Test
O ntolty Test

Select all meamberz  Deszelact all members

- Team CoBRCACTs
I tary Test

Zalect all contactz  Dhezalect sll contacts

w Disclaimer

The following will be added to the end of each amail:

e




You can also use this function to email your team members throughout the season. Enter your message

in the Message field, then check off your team members you want to receive the email, click Submit,
and your email will be sent.
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Send Emails

- Team Information
Team: The Runners
Description: —
Activity: Women's 40+ Soccer

- Message

Subject |F'ra-:ti-:e time chang= - §:00pm tonight
Email from Address

mienoi@aol_com

Message |Practice time has been changed to €pm for tomight
only!

w
Append Invitation Meszage

-+ Message Becipients

w Prospective Members

Evar ovoail adrirazses of up oo 20 potential team meam, - one per line ming seter ke fior a new g

w Current Members
B Exin Test B4 nary Test
B Moty Test

Select all members D

it all members

w Team Contacts
I nfary Teat

Zalectall contactz  Desslace all contacts

- Disclaimer

The following will b= added to the end of each smail:
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