Activity Name: Websites Technical Assistant (Web Tech)
Activity Leader: 
2011, 2012:  Scott Zwierzynski  scott@terriz.com  363-4507

Activity Description:

· This role can be optional, if all the incoming committee members can be trained by the outgoing members sufficiently to use the websites features. This role is for a support person for all things technical about the websites.

· Be a Team Liaison to communicate with the company who built our website and is managing (for $119/yr, payable by Treasurer) our wellsleywave.com web site and hosting service:  
Leigh Silverstein

TWTH Consulting

919.816.7788

leigh@twthconsulting.com 
· Along with CoChair, meet with TWTH in August or September to request a cost estimate for new features (if any fixes or enhancements are necessary). Do this before the team’s annual budget is set in late Fall, so these work items could be requested in the budget. Work with TWTH to test the features, and ensure they are set up and used effectively by the team members during the season.

· Assist CoChairs with the WellsleyWave.com website content management, surveys, and with setting appropriate membership permissions for new committee members to work in the back end (the administrator functions including File System management, Member management, calendar management, etc): http://www.wellsleywave.com/administrator/adminDefault.aspx 
· Assist Treasurer with the understanding and payment of fees (approx $11/yr) to GoDaddy.com (Domain Name Server that is hosting both our domains wellsleywave.com and wellsleywaves.com).  NOTE:  Is this still necessary, now that we are using TWTH in 2011+ to host?
https://mya.godaddy.com/Default.aspx?idpinfo=none&myaurl=%2fdefault.aspx&ci=9086
Here are more details from Matt Dymek, who took care of acquiring the domain names… The web site "wellsleywaves.com" (and also wellsleywave.com) is registered with GoDaddy.com.  The domain was initially registered for two years starting March 17, 2010. The information required to update this account is here:
Customer number: 34811731
Login name: 34811731
Password: gowavesgo
You can log into the dashboard for the domain here: 

 HYPERLINK "https://idp.godaddy.com/login.aspx" https://idp.godaddy.com/login.aspx
GoDaddy customer service can be reached at: (480) 505-8877
Site registration information is kept private through Domains by Proxy.  Domains by proxy uses the user id 
34814041 with the same password as above.
· Team Liaison to the company who built and is managing (for free) our Registration website http://www.tsaswimteam.com/admin/seasonSetup.do  designs and features:

Qing Gong
919.363.9731

gongqin@yahoo.com , dev@tsaswimteam.com
· Email or talk with Qing Gong any time between seasons to request new features or any fixes. Get added to his blog receiver list. Work with him to test the features and ensure they are set up and used effectively by the team members during the season.

· Assist CoChairs with the registration website content, the setup for the season and volunteers and meet schedule, and with setting appropriate membership permissions for new committee members to work on the Admin sections of the site:  http://www.tsaswimteam.com/sa/manageRole.do 

· Assist Secretary with the use of the registration website

· Assist Retail Sales Coordinator with the use of the registration website for the store ordering system and forms.
· Assist Volunteer Coordinator with using the site to make all the volunteer assignments for all six meets for the season.

· If assigned by CoChair, become a list owner of the yahoo group, and approve/deny requests for joining the group from neighborhood families and others, and ensure (block some senders if necessary) that the group email list is used appropriately, for swim team messages only.
· Assist committee members with getting information about the swim team topics to/from the HOA website http://wellsley.net (Contact Dave Schmidt, or use the Contact links on the HOA website itself.)
· Answer questions from committee members and all team members about the websites. Keep a list of issues and enhancement ideas.

· Surveys can be created right on the website.

· Survey Monkey is another site for making external surveys; our 2010 end of season surveys were done here. Note:  TWTH Consulting company has provided a feature for us to write our own surveys on WellsleyWave.com, with links to a site that would help us do it and link into our page directly. This might be better than using SurveyMonkey.com; we should probably just drop this item.  We have the free version of a SurveyMonkey account. It would be easier to use it if we upgraded (and paid) for the better version. Right now there are limitations to the number of questions (10) per survey, the data analysis tools, and creation tools. (To create each surveys, one must start from scratch rather than copy another survey and edit it). 
http://www.surveymonkey.com/MySurveys.aspx
username:  wellsley wave
password:  wave1
Preparing Websites For A New Season:

Each year, we must do the following items on http://www.wellsleywave.com/administrator :

1. update the list of Swim Team Committee Board members on website tab Volunteers/BoardPositions

2. Add new Board members as Users of the Administrator side of wellsleywave.com (September)
3. Set those committee members on the ContactUs page; currently we must ask Leigh at TWTH (September) 
4. Update list of Activity Leaders on tab Volunteers/HowYouCanHelp (September and May)
5. update the coaches names on tab About/Team&Coaches after they are hired (March-May)

6. update tab EventsCalendar/Registration with the new season Registration information (provided by Board or Secretary); someone should send a simple email to yahoo group with a link to this announcement, and post it on HOA site, and also post signs near neighborhood entrances (March)
7. update tab EventsCalendar – go to administrator page and click on “Team Calendar Management” to add all social events dates, practice schedule, clinics, etc. Modify dates from last season’s events, or create new ones. (March-May, after CoChair provides information)
8. CoChairs should go to administrator page and click “Board Calendar Management” to make updates on committee’s To Do list (any time)

9. Add new survey if directed by CoChairs - go to administrator page and click on “Survey Tool” (any time)
Each year, we must do the following items on TSA Registration site http://www.tsaswimteam.com/admin/seasonSetup.do :
1. Close the Season database from prior year, after all swimmer times have been entered.
2. Setup Season and open the database for registration:
a. edit the "Setup Season" page Admin area to update with any new fees and contact persons
b. import the meet schedule into the TSA Registration site database once it is available. Our TSA Rep (e.g. Mike Nobles) usually sends out the meet dates by January, but here we are talking about the actual swim meet schedule with opponents and Home/Visitor designations. (April)
c. Volunteer Assignment Coordinator can modify any volunteer roles and priorities
3. Two weeks before first meet, set the volunteer assignments (after pre-assign key roles to certain people, with input from Meet Directors). Then allow Meet Directors to fine tune the assignments. Finally, in the Setup Season menu, LOCK the database. Meet Directors can then announce the volunteer assignments for the year.
