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Introduction
The purpose of this document is to provide step-by-step instructions for performing the most
common District Administrative tasks on the Wisconsin High School Bowling Club website.
Most of the functions described in this manual assume you have already been assigned a user
name and password from either the Bowling Centers of Wisconsin or another Administrator in
your District. If this is not the case, please see the Contact Us page on the main website
(http://www.wihsbowlclub.com/contactPage.php) for the appropriate contact person.
Each section is composed of a detailed explanation of the steps involved to perform a task and
along with appropriate screen captures pointing to the relative location of elements reference
in the explanation. The section also includes a step-by-step listing of the steps to be performed
and the exact order to perform them in. Taken together, each section is then a comprehensive
description of each task on the Wisconsin High school Bowling Club site.

Adding/Creating Accounts
The first step for District Administrators is to create or add User Accounts. A User Account is required
for each District Administrator as well as for each unique Coach for every team within the district. It is
not necessary to create separate accounts for those Coaches who are responsible for more than one
team. When Teams are added, it will be possible to associate the same coach with multiple teams.
To Add/Create a New Account:
1. From the main WiHS Bowl Club home page, choose District
Pages. You will be taken to the Main District Page with a
listing of all the districts and a map showing where each
district is located.
2. From the Main District Page, choose the Quick link associated
Figure 1: Choose "District Pages"
with your District at the left or click the area on the map
associated with your District. Either action will take you to the Home Page for the chosen
District.
3. Once you are on the District
Home Page, choose the Login link
from the Menu Bar. You will then
see the Login prompt. From here,
you can either login yourself (in
which case you will be returned
directly to the same page) or you
can begin entering New Account
information. Note that you DO
NOT have to be logged in to enter
Figure 2: Choose District
New Account Information. Simply
click the Create Account link
underneath the Login prompt.
For each New Account that you wish to
create, enter a Username, Password, and
E-Mail Address.
Username = First Last (Firstname space
Lastname)
Password = choose any default pw
Figure 3: Choose Login Link
E-mail = the users e-mail address
Note that you will also be prompted to enter
the answer to a simple math problem. We use this mechanism to prevent automated web programs
from creating their own accounts on our system.

Repeat this process for each account you need to create. Each User will receive a Welcome E-mail giving
their Username and Password. They will be able to change their password by clicking on the Forgot
Password link under the Login prompt. It is not allowed for two Usernames to share the same e-mail
address. Each Username must have a unique e-mail address.
The accounts will be created automatically; however, we need to go through a two-part activation
process to make sure each User has access to only the teams and information that they should.
Section 1 – Creating User Accounts
1. Go to www.wihsbowlclub.com
2. Click District Pages
3. Click your District from the list of Links
4. Click the Login tab on the Menu Bar
5. Below the Login form click the Create Account link
6. Enter the name of the person you want to create an account for
HINT: Format of Usernames should be Firstname Lastname
7.
8.
9.
10.

Enter a default password for the User
Enter the users E-mail address
Type the answer to the simple math problem
Click Register
HINT: You will see a success message when the account is accepted

11. Press the F5 key on your keyboard to Refresh your browser
12. Repeat steps 6-11 for each User account you need to create

Activating Accounts
In order to activate accounts, you must be logged in. You will not be able to access the Coaches Page
link until you are logged in. If you see the prompt at right, enter your Username and Password before
clicking Login. You will either see a brief success message (green box) or an error message (red box).
The green success message will disappear after a couple seconds while the red error box will stay on the
screen.

Step 1: Higher Level Authorization
The first step in Activating Accounts is to obtain higher level authorization from BCAW for the Users you
created. Simply send an e-mail to bcaw@bowlwi.com with the names of the Users you created. The
BCAW Admin staff will then update those Accounts with the proper District Code.

Section 2 – Authorizing User Accounts
1. Send an e-mail to bcaw@bowlwi.com with a list of the User Accounts you created
2. In the e-mail, ask the Bcaw Staff to authorize the User Accounts you created to your District
3. Wait for a return e-mail from the Bcaw Staff indicating that they have authorized your User
Accounts

Step 2: Adding Coaches Code to New Accounts
Once your Users have been activated, the District Admins must update their Account with a Coaches
Code. The Coaches Code is used to associate a User with one or more Teams. You must be logged in to
update User Accounts, so follow the directions above for logging in and then simply click the Coaches
Page link again to display the Coaches Page.

Figure 4: Login Prompt

Clicking on the Coaches Page once logged in as a District Admin will display all of the options. You will
see both the Team Options and the District Admin Options. The District Admin Options are District
Account Admin and District Team Admin. Coaches will only see the Team Options when they are logged
in.
To complete the Account
Authorization process, click
the District Account Admin
link in the lower left corner.
This will take you to the
Account Admin Screen. You
will see all of the Accounts
from your District. The
District field will match your
District number.
For each Account, the
District Admin must fill in

Figure 5: Coaches Page

the Coach/Admin Code. This is the code that determines which teams an Account has access to.
For Coaches, the Coach/Admin Code should match their Id (the first field in the table). For District
Admins, the Coach/Admin Code should be the District Number followed by the letter A. In the example
below, Gary Hartel is a Coach while bcawAdmin is setup to be a District 1 Admin account. The rest of
the Accounts have not been fully authorized yet. To change an Account, click the Edit icon on the far
right of the row you want to change.

Section 3 – Assigning Admin/Coach Codes to the New User Accounts
1. Go to www.wihsbowlclub.com
2. Click District Pages
3. Click your District from the list of Links
4. Click the Login tab on the Menu Bar
5. Login with your Username and Password
6. Click the Coaches Page tab on the Menu Bar
7. Click the District Account Admin link in the lower left corner of the page
8. Edit the Coach/Admin field for each User Account you created
a. Click the Edit button on the right side of the row you want to edit
b. On the Edit Account screen, enter the appropriate Coach/Admin Code
HINT: for a Coach start with the letter “C” followed by your District followed by a sequential
character (for example C1A would be a Coach in District 1)
HINT: for a Statistician start with the letter “S” followed by your District followed by a
sequential character (for example S1A would be a Statistician in District 1)

HINT: for a District Admin start with the letter “A” followed by your District followed by a
sequential character (for example A1A would be a District Admin in District 1)
c. Click Update
d. Repeat steps a-c for each new account
9. Print the Account Listing
10. Click the link to Go Back To The Coaches Page

Adding Teams
After all of the District Admins and Coaches have been setup and authorized, Teams can be created.
Teams are created by navigating back to the Coaches Page and clicking on the District Team Admin link
in the lower left corner (must be logged in as District Admin).
Clicking the link will open the District Team Admin screen. To add a new team, click on the Add button.
District = District that team is assigned to.
Type = level of competition (valid choices are BV = Boys Varsity, GV = Girls Varsity, BJV = Boys
Junior Varsity, and GJV = Girls Junior Varsity).
Division = division team is assigned to (can be anything but all teams in same division must be
the same).
Name = Name of the Team.
School = School(s) Team is associated with.
Coach1Code = Fill in Coaches Code assigned to Coaches User Account.
Coach2Code = Space for a second Coaches Code if team has more than one coach.
Website = Team or School website address if they have one (not currently used)
Section 4 – Adding Teams To Your District
1. On the Coaches Page, click the District Team Admin link in the lower left corner of the page
2. Click the Add button
3. Enter the information for the teams in your district
a. Enter District
b. Enter Type
HINT: Enter

BV for Boys Varsity
GV for Girls Varsity
BJV for Boys Junior Varsity
GJV for Girls Junior Varsity

c.
d.
e.
f.
g.

Enter Division (not required – only if your District uses them)
Enter the Name of the team
Enter the School the team is associated with
Enter the Primary Coaches Code (that you assigned in Step 3 above)
Enter a second Coaches Code if the team has more than one coach

HINT: District Admin and Statistician codes can also be used as Coaches codes
h. Enter the team or school website if they have one
i. Click Add
j. Repeat steps 12-13 for each team
4. Click the link to Go Back To The Coaches Page
HINT: If everything was entered properly, you should see the newly entered teams on the Coaches
Page

Adding Players
Coming Soon

Editing Schedules
Coming Soon

Entering Match Scores
Coming Soon

Initial Account Authorization
When an e-mail is received from a District Coordinator indicating that new accounts have been
created, the Bcaw Staff must provide first level authorization for those accounts. The reason
behind this is that the accounts are initially created with no permissions and the Bcaw Staff
login is the only account authorized to see accounts with no permissions. This prevents anyone
from creating an account and assigning their own permissions to another District.
To initially authorize an Account:
1. Go to www.wihsbowlclub.com
2. Click the District Pages tab on the Menu Bar
3. Click the District 1 link
4. Click the Login tab on the Menu Bar
5. Login using the Bcaw Staff Account
6. Click the Coaches Page link on the Menu Bar
7. Click the Bcaw Account Admin link in the lower left corner of the page
8. Edit the District field for each new account in the listing from your District Coordinator
a. Click the Edit button on the right side of the row you want to edit
HINT: New accounts will generally be on the last page of the Account Listing
so you can choose the last page from the drop-down list and then scroll to the
bottom to find the new accounts quickly
b. On the Edit Account screen, enter the appropriate District
c. Click Update
d. Repeat steps a-c for each new account
9. Reply back to the District Coordinator that their new accounts have been authorized

