HOW TO ADD/CHANGE LEAD COACH 1

Important Notes:

e A Lead Coach 2 is unable to invite a replacement to Lead Coach 1 or Team Administrator

o If the person you are inviting already has a FIRST® account, make sure the email you use in
your invitation or request to FIRST Support/PDP exactly matches the email on their account.
Otherwise, the invitation won't link correctly, and they won't be able to accept it.

If your team is missing a Lead Coach 1 or if the listed Lead Coach 1 has switched schools, moved, or
is otherwise unreachable, follow the instructions below based on your situation:

1. Teams with a Team Administrator
If your team has a Team Administrator, they can invite a new Lead Coach 1:

Click the blue “Primary Contacts” link under the “Team Contacts/Roster” column.

Scroll down to the “TEAM LEADERSHIP” section and click “INVITE CONTACTS (LEGACY).”
Select contact type, enter the full name and email address of the new Lead Coach 1.

Click “Send Invitation”.
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2. Teams without a Team Administrator
FIRST® LEGO® League Explore, FIRST® LEGO® League Challenge, and FIRST® Tech Challenge teams:

» The principal/director or assistant principal/director of the team'’s organization may email
customerservice@firstinspires.org requesting a new Lead Coach 1 assignment.
e Include the following information in the email:
o Team number
o Full name of the new Lead Coach 1
o Preferred email address

FIRST® Robotics Competition teams:

You must contact your Program Delivery Partner (PDP) via email and request that they authorize
FIRST to manually make a team contact change. You can search for your PDP here on our Find Local
Support page. The PDP will then need to email us at customerservice@firstinspires.org with the
request. They will need to include the team number, full name of the new Lead Coach 1, and their
preferred email address.

If your region does not have a PDP listed, please email customerservice@firstinspires.org directly
with the request.
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3. If your team is a Community Team:
FIRST LEGO League Explore, FIRST LEGO League Challenge, and FIRST Tech Challenge teams:

o The team owner (person who paid for team or is financially responsible for team) may email
customerservice@firstinspires.org requesting a new Lead Coach 1 assignment.
o Include the following information in the email:
o Team number
o Full name of the new Lead Coach 1
o Preferred email address

FIRST Robotics Competition teams:

You must contact your Program Delivery Partner (PDP) via email and request that they authorize
FIRST to manually make a team contact change. You can search for your PDP here on our Find Local
Support page. The PDP will then need to email us at customerservice@firstinspires.org with the
request. They will need to include the team number, full name of the new Lead Coach 1, and their
preferred email address.

If your region does not have a PDP listed, please email customerservice@firstinspires.org directly
with the request.

4. If you are a Lead Coach 1 and trying to assign the listed Lead Coach 2 to take over your role as
Lead Coach 1:

Important: The current Lead Coach 2 must retire from the team before being assigned as Lead
Coach 1, because the system does not allow the same contact to hold both lead coach roles, even
temporarily during the transition.

1. Scroll to your Lead Coach 1 contact card and click “Options” located on the right-hand corner
2. Select “Invite Replacement”
3. Enter their email address, full name, and click “Send Invite”

If you have any questions or need additional assistance, please contact FIRST® Support.
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