
Post Season Roster
Quick Start How-To Guide



Quick Start How-To Guide
Post Season Roster

As an Athletic Director, Head 

Coach, Sports Information Director 

or Assistant Sports Information 

Director I am able to create a 

Postseason Roster from an existing 

ECP Roster.  

You can navigate to the 

appropriate Varsity ECP roster 1 of 

2 ways:  (1) by clicking the 

navigation box outlined in RED or   

(2)  by clicking the ECP menu item 

and selecting ROSTERS.
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First you must select the appropriate ECP 

Roster.  Make sure that it is a VARSITY 

roster as indicated in the far right

column. Then, click on the corresponding 

Roster Name in the column indicated on 

the left side.
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As an Athletic Director, Head 

Coach, Sports Information Director 

or Assistant Sports Information 

Director I am able to create a 

Postseason Roster from an existing 

ECP Roster by clicking on the 

Create Postseason Roster red 

button.

Consider that only ONE Postseason 

Roster can be created for each 

Varsity ECP Roster.
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This is the Create Post Season 

Roster confirmation screen.  If all 

info is correct just click the NEXT 

button.
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Click on the Open Roster button to 

open the Post Season roster that 

was just created.
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While the Postseason Roster is in 

status Open, I am able to add and 

remove Roster Members from a 

defined list of Certified Eligible 

students. To add a Roster Member 

you can click on the red button 

"Add Roster Member".
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(1) Click in the checkboxes of the 

appropriate Student Athletes 

to add to your post season 

roster.

(2) Then click the NEXT button.
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Then, it is necessary to populate the 

information for the Student Athlete. The 

fields displayed for each sport are 

specific to the sport and data validations 

are enforced to ensure accurate data.   

Once the data is entered you will click 

the NEXT button to add data to the 

postseason roster.

Should you want to DELETE a Student 

Athlete from the roster, click the TRASH 

CAN on the far right.  Click YES on the 

Delete Record confirmation popup.  Then 

make sure you click the NEXT button to 

refresh the screen and totals to reflect 

the deletion. 
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If you do not populate any of the  

required information fields an error 

message will appear as such as 

"You must indicate Academic Class 

Standing." Other Validation may 

appear, please look at the error 

message field on the far left and 

populate the corresponding field’s 

information.
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While the Postseason Roster is in 

status Open, Add and remove 

Bench Personnel and Drug Testing 

Contact. By going to the tab 

"Bench P & Drug Testing Contact" 

and clicking on one of both 

buttons.
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To add a Bench Personnel click on 

the "Add Bench Personnel", then 

on the + button  (located on the 

right side of the screen next to the 

"1") and populating the 

information. It is mandatory to add 

at least one Bench Personnel on 

this step.  The system does enforce 

the limits for bench personnel and 

requirement for a Drug Testing 

Contact. 
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To add a Drug Testing Contact click 

on the "Add Drug Testing Contact", 

then on the + button and 

populating the information. It is 

mandatory to add 1 Drug Testing 

Contact in this step.
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Once the Postseason Roster is complete I can 

Submit it, this will get the record status change to 

'Submitted'. I will only be able to Submit a 

Postseason Roster if it follows this conditions:

- At least one Roster Member

- At least one Bench Personnel and no more than 

the max allowed per sport.

- One and only one Drug Testing Contact.

Sport specific validations:

- Rank: tennis, bowling and golf. Rank cannot be 

repeated.

- Wrestling Weight class validation. (2 player per 

class max)

- Tennis doubles validation (2 players per team 

max)

- Beach Volleyball validation (2 players per team 

max)
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A confirmation email will be sent to 

the submitter and a  PDF report is 

generated every time a Postseason 

Roster is Submitted. The version of 

this PDF can be found on the 

attachments tab. It takes up to 1-2 

minutes for the document to be 

generated.
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In case you need to make some 

adjustments on the postseason 

Roster, you can click on the "Re-

open Roster" red button
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A confirmation message will appear 

and need to confirm that you want 

to re-open the Roster by clicking on 

the "Re-open" button.
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The  status has changed for 

"Open", now it is possible to make 

the changes that are needed as 

add or edit Roster Members and 

Bench Personel & Drug Testing 

Contact. As soon as the changes 

are ready, in order to submit again 

can click on the Submit Roster 

button again to Re-submit it.
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Key Takeaways

►You can create your Postseason Roster by going to the Roster and create a Post Season Roster 
red button

►If necessary you can re-open an already submitted Postseason Roster to make any required 
change.

Post Season Roster
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