Add Events to SCHEDULE - ie a Training, Practice Match or Game

Go to Team App (recommend doing on a PC) and login

Select SCHEDULE in the main navigation along the top of screen
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Adding a Game or Training Session

Click +NEW green button
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Enter the details for the Game or Training — see yellow highlighted sections to complete
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Scroll down to Notifications — click both boxes next to
Send Notifications

Also send email copy (this will ensure EVERYONE gets the Game or Training Notification)

Directly below this you have options to

Add Attachment (you can add an image or PDF doc)

Set a Reminder (recommended)

If the event is recurring (like a weekly training time) you can Make it Recurring
Add RSVPs (recommended for training)

Record Attendences (always click this so you can take attendance)

Add ticketing (ignore)
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Once you are happy all the details are correct
Click SAVE
A notification will be sent via Team App

And an email will also be sent by Team App
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To edit SCHEDULE

You can edit a scheduled event
Go To SCHEDULE
Select the Event you want to Edit

Click on the Event name
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Then click EDIT along the top of the screen
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NOTE --- WHEN YOU MAKE AN EDIT ...ENSURE YOU
DO THIS

When you make an edit ensure you tick boxes next to
Send Notifications

Also Send Email copy

This will ensure all parents get the updated / edited Event details
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