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DIRECTIONS- SHERPA PLATFORM

Welcome to Sherpa! This manual will show you 

how to navigate the platform and unlock its 

full potential. (Thank you for using Sherpa)



Upload your 

information 

here, then 

select whether 

you're 

registering as 

a Team or an 

Agency.



Use this section to select the reports most relevant to you and import data 

from existing Excel or Google Sheets.

Important: You must download our template and transfer your data into the 

provided Excel file to ensure the reports and data load correctly.



When you click any 

report on the following 

page, you’ll be directed 

here first. Please make 

sure to download and 

save the template, as 

your data may change 

from year to year.

While you can update 

the data in the system 

directly, we recommend 

keeping a saved copy of 

the downloaded file for 

your records



In the upper right-hand corner, admin 

users can create roles and assign 

permissions. (See next slide.)

You must first create a role before 

setting its permissions. Refer to page 7 

for detailed instructions.

Admin Controls

Only admin users can access this section.

Create a role first, then assign permissions.

 Need help? See page 8 of the user manual.

Role Management

Admins can edit user 

permissions at any time from 

the Role Management tab.



Assigning Roles

After creating a role, 

assign users to it.

For admin-level 

access, be sure to 

match permissions 

accordingly.



Role Permissions

Create and customize roles 

in the Create Role tab.

Use toggles to add or 

remove features for each 

role.



Enter your team’s details here.

Adding your website link helps optimize 

AI-driven features tailored to your 

organization.



Use the provided Excel template to upload your team roster.

The same file format is required when importing your prospect list.



Team Command Center

Track NIL deals, contracts, schedules, manage depth roster (page 12), and stats — all in one place.

Sync your calendar with Google Calendar for seamless scheduling.



Import your current depth chart and filter by offense or 

defense.

(Be sure to download and use our Excel template for 

compatibility.)



The Recruiting Dashboard allows you to add players you're interested in and track their progress.

Each user will have a personalized view of this dashboard. You can leave notes for other coaches and 

staff in your organization to see.

Use the Smart Prospect Search to find similar players and add them to your board.

If you're especially high on a player, mark them as a Top Prospect and move them to your Prospect 

Board.

(See next page for details.)



This is where you can view all Top Prospects your team is recruiting and sort them by position.

If you're especially high on a player, add them to Sherpa Scouting/GPT to evaluate their market value, 

brand opportunities, team fit, and much more.



If you're high on a player, click View More Information on their profile.

From there, you can upload your own contract or summarize a deal provided by an agent 

or brand for your players and collectives.



View prospects on the Prospect Board and review key details such as 

height, weight, and rankings from ESPN, On3, 247Sports, and Rivals.

If you're high on a player, add them to your Sherpa Scouting or GPT Board 

for deeper evaluation.



Use Sherpa Scouting/GPT to evaluate a 

player’s fit for your program, match them 

with potential sponsors, and assess their NIL 

and market value.



Team Contracts

Upload, manage, and summarize contracts for both 

players and prospects — all in one place.



Use the Player Management Dashboard to view 

transfer portal players and free agent profiles.

Track your roster by class category and identify top 

recruiting hotbeds for your team.



Use the Player Management 

Data Pool to search for 

players and add them 

directly to your Recruiting 

Board.



Use the Expense 

section to track 

both company 

and player-

related expenses.

As an admin, you 

can control 

whether users 

have permission to 

approve expenses 

on their end.

You can also link 

expenses directly 

to specific players 

to monitor 

spending and stay 

up to date on 

player-related 

costs.



Use the Financial 

section to input 

your budget, track 

earnings from 

sponsorships and 

collective funding, 

and set travel 

budgets for your 

coaching staff.

Monitor all 

transactions in 

real time — as an 

admin, you can 

approve or reject 

each one directly 

from the 

dashboard.

Use the Sherpa Manual Revenue tab to log NIL 

and collective deals.

Then, view player performance and value using 

the ROI Insights tab to track return on investment.



Use the Sherpa Manual 

Revenue tab to log NIL 

and collective deals.

Then, view player 

performance and value 

using the ROI Insights 

tab to track return on 

investment.



Track all of your player contracts and use Sherpa to help you generate contracts for NIL, 

Marketing endorsement an much more. (see next page)



Select your player and create a contract you can download as a PDF and edit the contract 

or send it off directly for signature. 



Upload your profile photo, adjust your 

security settings and notifications, and choose 

between Light or Dark Mode.

If you're having trouble, use the Support & 

Feedback tab to get help or share 

suggestions.

And if you love using Sherpa — we’d love to 

hear that too. Our platform is built for the 

people who use it every day.



Sherpa partners with DocuSign to streamline your document workflows — and we cover the 

storage costs, so you don’t have to.

However, we recommend setting up your own DocuSign account to independently track and 

manage your signed documents outside of the Sherpa platform. This gives you added visibility 

and control over your agreements.

Seamless Signing with 

DocuSign

Sherpa makes it easy for teams 

to manage contracts through 

our DocuSign integration. You 

can use DocuSign’s built-in tools 

to set signature requirements, 

add custom fields, and ensure 

compliance.

Athletes can drag and drop 

their signature, ask questions, or 

send the contract back for 

clarification — giving your 

front office more control and 

flexibility in the signing process.
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