
                                                                         
 
 

Welcome to AKTIVATE the New Sports Management Platform selected by Dallas ISD Athletics for the 

upcoming 2023-2024 school year.  

 

The decision to use Aktivate was made after careful consideration of the district’s needs and the desire to 

provide the best possible experience for parents, athletes, coaches, and staff.  This comprehensive sports 

management platform will manage athlete registration, schedules, team fundraising, injury & treatments, 

team communication, and related administrative tasks. 

 

Aktivate Registration is compatible with most browsers and devices including tablets and other mobile 

devices with more limited usability.  

 

Please ensure you are using Google Chrome or Mozilla Firefox to access Aktivate regardless of what device 

you are using. Internet Explorer and Safari are not supported, and you will likely experience formatting issues. 

The following steps will assist you in the transition for the new system. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



                                                                         
 
 

 

SCHEDULE GALAXY USER GUIDE 

To Access Aktivate Scheduling: 

1. Login to Aktivate 
2. Click Administrator 
3. From left hand navigation, Click Scheduling 

 

4. Click School Page 

https://drive.google.com/file/d/1hPGvSiPN0gWRnvRQ-Vh3po2x0tu8awee/view
https://www.registermyathlete.com/login/


                                                                         
 

 

 

 

Scheduling 

*Athletics office will upload master schedule for 23-24 season. 

*Athletics office will edit master schedule with games changes for 23-24 season. 

 Edit/Game changes 

 
 
 
 
 
 
 
 



                                                                         
 

Master schedule upload 
1. Build your sport/level master schedule using this custom DISD master template. 

a. Please be sure to make a copy of the template before building your schedule 
b. Note the importance of School Names and Facility Names being listed exactly as they are on 

the reference tabs in the master sheet. 
c. If a facility is not added to a contest, the home school address will be used for the default 

location 
d. We recommend building an import file for each sport & level 
e. The file needs to be downloaded and imported to Aktivate scheduling as a .xlsx file. CSV’s will 

not work. 
 

2. Once the import file has been completed for a sport/level, you’re ready to import into the scheduler. You 
can follow these instructions to import the file. 

 . Log in to your Aktivate Scheduling Account 
a. You can import the file from any school in the DISD district, even if it’s not a school on the import file. 
b. Select File Schedule > Create 

 
 

 
d. Select the 23-24 academic year and then choose the file name/location for which you want to 

import. 

 
 

 

 

 
e. Once the file has been imported, all contests will be put into a “Pending” state and are not yet 

viewable on a school calendar. You can bulk select and approve all games when you are ready 
to make them publicly viewable. 

https://docs.google.com/spreadsheets/d/1nBEPbi8GyWiWwdk5barBB0myqJ_1Hjf0/edit#gid=147819271
https://drive.google.com/file/d/1ffWKL0n6YFRRuHx9p01yG-t1uU31XK6O/view?usp=sharing


                                                                         
 

 
 

If you would like assistance importing your schedule to the system, please contact our team at 
support@aktivate.com. 
 
You can access additional resources in the Aktivate Scheduling Help Center or by emailing 
support@aktivate.com. 

 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:support@aktivate.com
https://aktivate-scheduling.helpscoutdocs.com/
mailto:support@aktivate.com
https://aktivate-scheduling.helpscoutdocs.com/article/146-embedding-aktivate-schedule


                                                                         
 

Embedding Aktivate Schedule on Website 
To embed the Aktivate Schedule on your own website, you can follow these steps! Please note, that the embedded 

version of the calendar is the entire school athletics calendar, not a particular sport or level and does not include the 

quick toggle feature. See other help articles about linking team schedules in our help resources for team specific 

linking. 

1. From the your school's home page, click Embed on the upper right hand side. 

 

2. This will populate the embedded code that you will need for your own site. 



                                                                         
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://aktivate-scheduling.helpscoutdocs.com/article/174-default-settings-for-a-game-schedule


                                                                         
 

Default Setting for a Game Schedule 
Items such as start time, end time, and location can have default information entered for a sport. To find the default 

section please follow these steps. 

1. Log into your Aktivate Scheduling account. 

2. Under the Quick Toggle on the Left, enter the sport and team. 

3. In the center of the screen click the Actions drop-down and select General Information. 

The Description refers to the name of the specific contest, such as Homecoming or Sectional Playoff Game. 

The Level will be the team for which you are creating the default information. 

You can then add a Default Start/End Time that will then auto-populate any time you create a new game. 

Example: If your Boys Varsity Basketball games are normally scheduled to start at 7 pm, you can set the default 

start time to 7 pm and that will automatically list that as the start time when creating a game for the Boys Varsity 

Basketball. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



                                                                         
 

Entering Game Scores in AKTIVATE Schedule Galaxy 
 

Contest scores can be recorded on the team schedule after the contest has been completed. The action to set 
the score will not be visible until the date of the contest has passed. Please note the setting must be enabled 
on each sport. To enable this setting, follow the steps below: 

1. From the Aktivate left hand navigation, click Scheduling. 

2. From the school home page, click Teams under the General section. 

3. Click Edit to the right of the sport you are wanting to edit. 

4. Click the check box next to show scores. 

 

Once you have enabled the setting, follow these steps to set a score for a contest. 

1. From the TEAMS page.  

2. Scroll until you locate the contest you wish to post a score. 

3. Click the Actions button to the right of the contest. 

https://www.schedulegalaxy.com/dashboard


                                                                         
 

4. Click Set Score. 

 

      Enter the score for each time and click Submit Scores. 

 
 

 

 

 

 

 

 

 

 

 

https://aktivate-scheduling.helpscoutdocs.com/article/142-league-division-standings


                                                                         
 

League/Division Standings Through AKTIVATE Scheduling 
 
League/Division standings can be displayed for leagues that enter game scores. The first thing to check is to 
make sure the settings are correct. For standings to function, you will need to follow these steps to ensure it is 
correct.  

1. On the left select your School, Sport, and Level. 

2. Under the Year, click the Actions button. 

3. Select the first option, General Information. 

4. Under the left hand column make sure the Show Scores box is checked. 

 

 

Once this is checked, click on Divisions/Standings on the banner at the top of the Home page.  

Select the School, Sport, Sport level, and League name. 

Click Find Standings. 

 

https://aktivate-scheduling.helpscoutdocs.com/article/142-league-division-standings
https://aktivate-scheduling.helpscoutdocs.com/article/142-league-division-standings


                                                                         
 
PAPF Video link below 

ADMIN: PAPF SYSTEM OVERVIEW  

Admin: Why Can't I see a PAPF? 

If you are a DEC Chair or Member and you cannot find a PAPF that you need to view or do some action on then there could be 

a couple of issues.  

The first reason may be that your DEC alignments need to be updated. DEC alignments tell the system what districts you 

oversee and what PAPFs need to be sent to you. If you are a DEC and you are unable to see a PAPF then please click the link 

below for instructions on how to update your alignments. 

The second reason you may not be able to view a PAPF is that the PAPF hasn't been sent to you by the coordinator. every 

coordinator needs to click a large blue "Send" button for a DEC Chair to view a PAPF. Here is what the button looks like: 

 

If you are a coordinator for the PAPF and you need to give a DEC or another Coordinator access to view a PAPF then please 

click on the link below to find out how to give anyone viewing privileges for a PAPF. 

 

 

 

 

 

https://aktivate.helpscoutdocs.com/article/208-papf-overview


                                                                         
 

Admin: How to Set Your DEC Alignments 

1. If you are a DEC Member or DEC Chair then you'll need to set up your DEC Alignments. DEC Alignments are how 

our system understands what districts and conferences you oversee so that it can Login to your Aktivate account. 

2. Open the UIL Portal. 

3. Click View DEC Alignments on the right side under current role. 

• *Please Note: If you don’t see it, you may be viewing a school where you don't have your DEC role. Click 

the drop-down arrow next to the name of your school or district to change the school you're viewing. 

4. Edit an existing alignment by selecting the Pencil Button on the right side OR add an alignment by clicking 

the Add Alignments button in the top left corner. 

5. Use the drop-down arrows to select your role, how long you will be in this position, your conference, and what 

district you are overseeing for each sport. 

6. Select Submit at the bottom when you are done. 

Now you should be able to view the PAPFs for your districts and send the correct PAPFs.  

 

Here are some directions on how to update your alignments. 

How to update your DEC Alignments 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.registermyathlete.com/login/
https://aktivate.helpscoutdocs.com/article/211-how-to-set-your-dec-alignments


                                                                         
 

 

Admin: How to see what DEC Chair can view the PAPF 

If you are a coordinator at a school, you can see who the DEC Chair is that needs to approve each PAPF. This is also a great 

tool to see if the DEC Chair has their account set up so that they can view the PAPF. Here are some steps you can follow: 

1. Login to your Aktivate account. 

2. Open the UIL Portal. 

3. Click Navigation. 

4. Select Eligibility Forms. 

5. Click PAPF/Eligibility Home. 

6. Open a PAPF for a student. 

7. Click Run Check on the right to view the DEC information.  
 

Here is what that screen will look like.  We have covered the names and emails of individuals with grey here to protect their 

privacy. 

 

 

https://www.registermyathlete.com/login/


                                                                         
 

 

 

Please Note: A DEC Chair will only be able to view this PAPF once it has been submitted to them for review or if they have 

been added as an invited user. 

 

 

 

 

 

 

 

 

 

 

 

 



                                                                         
 
 

Admin: How to add/remove waivers to a PAPF 

If you need to add or remove a waiver from a PAPF then please follow the steps below: 

1. Login to your Aktivate account. 

2. Open the UIL Portal. 

3. Click Navigation. 

4. Select Eligibility Forms. 

5. Click PAPF/Eligibility Home. 

6. Click View to open a PAPF for a student. 

7. Select Tools at the top. 

8. Click Add/Remove Forms. 

9. Select the Check box next to each form you would like to add or remove. 

a. Note: The form will be added if it's under the "Add Form" section and visa versa for removing a 

form. 
 

10. Click Submit 

 

 

 

 

https://www.registermyathlete.com/login/


                                                                         
 
 

How to start a Varsity Sport Eligibility Form 

You can start a Varsity Sport Eligibility Form by following the steps below: 

1. Log into your Aktivate Account. 

2. Click into the UIL Portal. 

3. Click Navigation. 

4. Then click Eligibility Forms. 

5.  At the bottom click Varsity Sport Eligibility Form. 

6. Click Add Eligibility Form. 

7. Fill out all the necessary information and submit the form. 

 

Link for Coaches and Administrators  
 

"How TO" videos for coaches and Administration 

• Aktivate Registration - How to Manage Staff 
• Aktivate Registration - How to Reset Coach or Parent Password 

AAD’s scheduling link AKTIVATE ROUND ROBIN SCHEDULING PROCESS 

How to Pull Helpful Reports 

AKTIVATE CUSTOM REPORT FOR DALLAS ISD MEDIA RELEASE 

 

 

 

 

 

 

 

 

https://www.registermyathlete.com/login/
https://vimeo.com/user173607676
https://aktivate.helpscoutdocs.com/article/314-how-to-manage-your-staff
https://aktivate.helpscoutdocs.com/article/184-admin-helping-reset-password
https://aktivate.helpscoutdocs.com/article/319-how-to-pull-helpful-reports
https://www.loom.com/share/e681e9167ec34437a95ffc07997f9239


                                                                         
 
 

How can I recover my account email and/or password? 

If you've forgotten your email address and/or password, the first step to take is to click here and attempt 

account recovery. 

If that does not work, please click here and send us a support ticket with the relevant information. We will be 

happy to help! 

 

How do I contact customer support? 

Our Customer Success Team is available Monday-Friday, 8AM-6PM Eastern Standard Time. There are a few 

ways to contact us and both can be accessed directly from our website. 

1. Live Chat via the Help beacon is available during standard business hours and located in the bottom left 

corner of the screen once you have logged into your account. 

2. Send us an email anytime at support@aktivate.com 

You will be asked to enter information such as your school, email address, and information regarding the issue 

you are facing.  Attaching a screenshot or two is always appreciated and will help our team provide a quicker 

path to resolution. 

 
 
 
 

 

https://www.registermyathlete.com/recover/recover.select
https://www.registermyathlete.com/login/login.support.php
mailto:support@aktivate.com

