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What is CTMS:

CTMS is a new beginning of the way OSA and its partners handle and manage Competition and Travel
permits. CTMS stands for "Competition and Travel Management System”. It is built from ground up,

has a better way of handling Competitions, Travel Permits, International Transfer Certificates and User
Account Management.

How to use CTMS:

1. Visit this link -

2. On this page, click the link — “Click here to continue to CTMS". This will redirect you to the
CTMS website.

3. Onthis page, you will find following information.

e Menu

FESTIVAL/TOURNAMENTS CONTACT US

e Login/Register option

e OSAvideo with a link to find more information on the video playing
e Linksto OSA Twitter, OSA Facebook, OSA Youtube channel

0JOXO),

e Tournament List with dropdowns to further narrow down the selection

Tournament Type: District:

e OSA Twitter Feed
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http://www.ontariosoccer.net/about/osa-news/742-ctms
http://www.ontariosoccer.net/about/osa-news/742-ctms

Tweets W Follow

Ontario Soccer Assoc @OSA_Tweeter 59m
Canadian Soccer Hall Of Fame Induction Banquet Tickets Now On
Sale ontariosoccer.net/about/osa-news...
pic.twitter.com/NVbXHKIC3m

The Canadian SR
SOCCER HALL OF FAME

2015 Induction Ceremony (A
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ABOUT OSA ABOUT US

The list of Festivals/Tournaments displays all the Festivals or Tournaments once they are
approved and still are not expired, in chronological order, where latest Festival or Tournament
based on its hosting date shows up at the top of the list.
Menu comprises of these options:
1. Home - Clicking on Home will bring back to the top of the page
2. Festival/Tournaments — Will navigate you to the Festival/Tournament listing
3. About Us - Will navigate you to the section of the page with more information about
the OSA
4. Contact Us — Will navigate you to the page with more information about getting help
related to CTMS
From the home page, user has an option to either Login or Register him/herself to be able to
submit a new application, ATF/AHEG/FAF/TAF/ITC, manage their own account.
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e Ifthe user requires more information regarding the Tournament, user will be able to click on the
“Tournament link” to see full information regarding the Tournament selected.
e Ifthe user wishes to travel to the Tournament, he/she must login to submit an ATF.

Login/User Account Setup/Registering a new User Account:

e Tosetup an account or to login with your existing account, click on Login/Register link at the
top right corner of the page.

e Once you click the link, a new interface will appear on the screen.

i) Login

® Please Enter Your Information

Email

Password

4 | forgot my password | want to register

(1) If you already have an account, enter your email and password and click Login.

(2) If you do not have an account, you can click on "l want to register”.

(3) If you forgot your password, you can reset your password by clicking on "I forgot my
password”.

(4) If you want to cancel the login process, click *Cancel” and you will return to the
homepage.
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ii) Register

New User Registration
[ ]

Enter your details to begin:

-- Select District --
-- Select Club --

First Name

Last Name

Your Email
Password
Confirm password

Phone

(1) Tosetup anew useraccount, you must first select the District from the list.

(2) Once the district is selected, the Club list will populate and you can choose your Club
from the list accordingly.

(3) Fillin the rest of the information, all the fields are mandatory and you cannot set up the
account by leaving any of the fields blank.

Page | 4




4) Once the formis complete, click “"Register” and you will have an account in CTMS.

Your Email address is your Username.

When you login for the first time, your account is created by default as a Team Official.

7) Once the account is set up, you will have to inform the Administrator (See Notes) to
change your account to the appropriate role.

(8) Until your account'’s type is changed by the Administrator, you can still continue to

work as a Team Official and submit applications but cannot approve any applications or

set up accounts or any other activities in the CTMS.

If you are an Administrator and require to upgrade your account type from a Team Official to a
Club/District/OSA Administrator, you must contact an existing Administrator from your
organization to make the necessary changes.

If such an Administrator doesn't exist/doesn’t have an account with such permissions, you must
contact the next level Governing Organization. For example, if you are a Club Administrator,
you must contact your District Administrator to give your account the correct permissions.

Landing Page:

Once you login, you will see 3 sections on the page (By default selection is Dashboard)

1) Menu Panel

2) Canvas Area

3) User Account Management
If you are logged in as a Team Official, you will see 2 choices in the Menu Panel (By default
selection is Dashboard)

1) Dashboard

2) My Applications

1" Dashboard <

T' My Applications

—=

If you are logged in as a Club/District/OSA/CSA Admin, you will see up to 6 choices in the left
panel
1) Dashboard
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2) My Applications

3) Districts

4) Clubs

5) Users

6) Application Approval

H

Dashboard 4

H

My Applications

Districts

H

H

Clubs

H

sers

H

Application Approval

&

Menu Panel:

Dashboard:

e The Dashboard consists of Application Forms and Festival/Tournament Listing (Approved and
Current Festivals/Tournaments are listed, by default, Tournaments are selected)
e Tosubmit an application, the procedure is consistent and simple.
1) Onceyou login, the Dashboard gives you 5 options to choose from - ATF, AHEG, TAF,
FAF, ITC

© AHEG © ATF
(Application to Host Exhibition Game) (Application to Travel Form)
© FAF © TAF
(Festival Application Form) (Tournament Application Form)

© ITC

(International Transfer Certificate Form)
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2) Select the application type

3) Fillin the form (All the mandatory fields are marked with an asterisk *)
4) Readthe agreement and check the “"Box”

5) Click “Save and Submit”

6) If you choose to not submit the application, click “Cancel”

e CTMS decides who will give a final approval by the selected “Jurisdiction” of an application

Jurisdiction * -- Select Jurisdiction --

e Once the application is submitted, its status becomes “Pending”

Status Pending v

-- Select Status --
Pending

Approved By Club
Approved By District
Rejected

1) Each application submitted must be approved by the Club Admin. Once the application
is approved, the status changes to “Approved by Club”

2) Ifthe application requires any further approval, it goes to the District Admin. And the
application status changes to “Approved by District”

3) Ifthe application requires any further approval, it goes to the OSA Admin. And the
application status changes to “"Approved by OSA”

4) If the application requires any further approval, it goes to the CSA Admin. And the
application status changes to "Approved by CSA”

e Atany of the approval levels, an Administrator may reject the application. The Administrator
fills out the Notes section, changes the status of the application to Rejected and saves the
application by clicking the “Save” button

e Tostart the process of applying to a Tournament from the Festival/Tournament list, follow the
steps below:

1. Goto Dashboard (If logged in) or go to homepage (If not logged in)
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Select the Festival/Tournament from the list, click the name of an Festival/Tournament
you want to participate in

Click on “If you want to apply for an ATF, click here” link

If you are not logged in, you will be asked to login, if you are already logged in, you will
be redirected to an "ATF-Application” form, which will be partially filled in with
information from the Tournament selected on the home page

Fill in the rest of the information

Click “Save and Submit”

CTMS knows which application is to be approved by whom based on the “Jurisdiction”
selected in the application

Each application submitted requires approval at least by a Club Admin, depending on
jurisdiction selected, the application may require approval from higher authorities

My Applications:

Data

The Applications section contains all the applications submitted by a user

To view the list of the applications, select criteria from the filters

i)

ii)
iii)
iv)

v)

vi)

Application Type — Select an application type, ATF or AHEG or TAF or FAF or ITC
Application Status — Select an application status, Pending, Approved by Club, Approved by
District, Approved by OSA, or Approved by CSA, Rejected

District

Clubs — Clubs list will populate once one of the districts is selected

Jurisdiction — The Jurisdiction list changes with each application type. Once the Application
type is selected, the dropdown will update accordingly

Season

“Application Type” is mandatory for search, all other criteria are not mandatory.

After the search result is populated, if a new application needs to be submitted (Whichever
application type is selected in the filter), the user can click on the “"Add” button and proceed
with the application submission process.

Export:

CTMS allows users to export a list of all the applications submitted.
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1)

2)

3)

4)

5)

6)

1)
2)

3)

4)

5)

To export a list of application, login first. Any user with an account in CTMS can do an
export
Upon login, go to “My Applications”

I' My Applications

Select the “Application Type”, “Application Status” and other filters if you desire

Application Type Application Status
AHEG v Pending v
Click Search

CTMS will give you an option to “Export” above the search result

Click Export and a file will download as “.xIs" file, which can be saved on local computer
for further use

@ rpthheg.xls
| |

Print an Application:

Any approved application can be printed by the user

To do so, login to CTMS
Go to My Applications

I' My Applications

Select the “Application Type”, “"Application Status” and other filters if you desire

Application Type Application Status
ATF v Approved By District v
Click Search

CTMS will show a list of all the applications as searched
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Display | 25 v | records Search:

~ -

Application ID #  District Name %  Orginazation Name % Jurisdiction % TeamMame % Status

~
& |4 DTO00S - Durham Region SA | CD0S02 - Ajax FC0502 | Within Ontarioc ~ Team Test ATF1 | Approved By District
Showing 1 to 1 of 1 entries

6) Click onthe “Edit - Pencil” icon next to the application

.

.

7) Scroll down to the bottom of the application page
8) Click “Print”

9) A printable copy of the application will be generated, which can then be printed from
any printer connected to a computer

Note:

e Once an ATF is approved by the appropriate Governing Organization, an Applicant can print
the ATF and submit it to the Festival/Tournament hosts

Clubs:

e Thissection is a list of all clubs available under a District
e District Administrator can Add, Delete and Manage their clubs from here

1" Clubs {

e (Clubs can be Added or Deleted by clicking “*Add” or “Delete” button

e Clubinformation can be modified by clicking “Edit — Pencil” icon

"l

4

e Ifthe clubis nolonger operational, the District Administrator can edit the club information and
change the club status to “Inactive”
e Ifaclubissetin CTMS that should not exist, the club can be Deleted from the database
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Users:

e The Users section allows the Club Administrator to manage all the users his/her Club

I’ Users {

e Useraccounts can be Added or Modified under this section by clicking the “Add” or “Edit —

Pencil” icon

e In“Edit” mode, the Club Administrator can make changes to user’s credentials, reset password,
update contact information or change user account status to “Inactive” if the user no longer
works for the Club

Application Approval:

e The application Approval process can be started by an Administrator by clicking the
“Application Approval” section in the left hand panel.

1" Application Approval 1

e Toview the list of the applications, please select criteria from the available dropdown filters.
i) Application Type — Select an application type, ATF or AHEG or TAF or FAF
ii) Application Status — Select an application status, Pending, Approved by Club, Approved by
District, Approved by OSA, or Approved by CSA
iii) District
iv) Clubs — Clubs list will populate once one of the districts is selected
v) Jurisdiction — The jurisdiction list changes with each application type. Once the Application
type is selected, the dropdown will update accordingly
vi) Season
e “Application Type” is mandatory for search, all other criteria are not mandatory.
e Once the application search result is populated, the Administrator can then click on the “Edit —
Pencil” icon to open the application form.

i) Ifany changes are required, the Administrator can make the changes here
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ii) Change the status of the application from the dropdown from “Pending” to “Approved
by_Respective Administrator Type” or “Rejected”
iii) Click the “Save”
iv) Clicking on the “Save” button sends the application for further approval, if required,
depending on the Jurisdiction type of the application
v) Afterthe application is approved by the final governing organization, the application now
becomes available for the Applicant to view in their respective “My Applications” section
vi) If the application is rejected by any of the governing organizations, they have an option to
input “Notes” for the Applicant’s reference
e Ifany changes are required, the Administrator can perform the changes as necessary
e Ifthe application is rejected by any of the governing organizations
1) The Applicant can resubmit the application by making a copy of the Original
Application by clicking the Refresh icon below the Pencil icon of the Rejected
Application

@‘

£
L

2) Doing this allows the CTMS to retain the original application with its original status and
resubmits a new application

Manage User Profile:

e Once the user completes creating a profile for him/herself, he/she can then manage his/her own
profile
e The user can make changes to his/her profile by clicking on the down arrow at the top right
corner
e By clicking on the name of the user logged in, the user would see 3 options:
1) Home
2) Profile
3) Change Password

!.‘.i Home

- Profile

| & Change Password
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By clicking on “"Home", the user is taken back to the Dashboard

To make changes to the user profile such as change address, phone # etc., the user should click

“Profile” option
In the “Profile” option, the user is greeted with this form
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Update Profile

District Mame
Organization Name
First Name
Last Name
Email
Address?
Address2
Province

City

Postal Code
Country
Fhone
Gender

Profile Image

The User can fill in the rest of the information and click “Save” to save the changes

DTO00S - Durham Region SA

CDO502 - Ajax FC 0502

—

feam@soccer.on.ca

890526493580

Male

Choose File | Mo file chosen




e Tochange the password, click on *Change Password”
1) Enter“Current Password”

2) Enter “New Password” and enter the same password in “Confirm Password”

Change Password
Current Password

Mew Password

Confirm Password

Change Password

Manage (Add/Remove/Edit) User Accounts:

e When auser account is created, by default the account is set up as a Team Official account.
e Oncethe account set up is complete, the user then must contact his/her respective

organization or his/her governing organization to get the account type changed
For example:

i) Ifthe useris a Club Admin, he/she must contact another Club Admin from the same
organization or his/her respective District Admin to give them access as a “Club Admin”

e To edit the account type
1) Click the “"Users” option in the Menu Panel

1’ Users {

2) Click the “Edit” or “Pencil” icon
?‘

3) Change the account type as required
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4)

User Type Team Official/Coach v

-- Please Select --

Team Official/Coach
I Club Administrator

Click “Save”

The user account can also be set up by an Admin for their own respective organization/s if

required.

For example:

i)

ii)

iii)

If an account is required for a CSA Admin, an OSA Admin can set up an account on their
behalf if the OSA Admin possesses all the required information to set up an account.

If an account is required for an OSA Admin, an OSA Admin can set up an account on
their behalf if the OSA Admin possesses all the required information to set up an
account.

If an account is required for a District Admin, an OSA Admin or a District Admin can set
up an account on their behalf if the OSA Admin or the District Admin possesses all the
required information to set up an account.

If an account is required for a Club Admin, an OSA Admin or a District Admin or a Club
Admin can set up an account on their behalf if they possess all the required information
to set up an account.

If an account is required for a Team Official, an OSA Admin or a District Admin or a Club
Admin can set up an account on their behalf if they possess all the required information
to set up an account.

OSA_User | CSA_User | District_User | Club_User | Team Official_User

OSA_Admin v

CSA_Ad

min

v v v
v

District_Admin v

Club_Admin

NN

Team Official_Admin

NN
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