
Schedule practices and games 

All coaches and assistant coaches have access rights to add games and practices for their team 

You can reach this screen by following the links shown – Teams-Schedule-Options-Add Event 

 

 

All home games have already been added to the website for you, as shown above 

Unfortunately we don’t currently receive the away game information in electronic format to add that for you, 

but a few minutes of your time to add that information manually will pay significant dividends for the next 10 

weeks as you manage your teams and communicate with players and their families. 

You can (and should) also add your practices using this same simple process. 

Benefits of doing this: 

 Automatic reminders of games and practices sent to your team 

 Ability for your team to RSVP to you on their availability 

 Automatic notification to your team (and you) if we close a field you are playing on 

 Automatic notification to all parents/players if you change or cancel a game or practice 

 Identify field schedule conflicts for your practices 

How long will it take – maybe 2 minutes or less of your time per game/practice 

To get started, follow the menu steps shown in the image above (Teams-Schedule-Options-Add Event), and 

you will reach a form as shown on the next page……12 easy steps and you will have entered your first game. 

 



 

1 – date of your game or practice 

2 – start time, it’s a drop down list so you don’t need to format it just click on the time you want 

3 – duration in minutes, don’t worry about the end time to the right, it should populate itself 

4 – pick the correct Belmont field (for home games and practices) from the drop down list. For away games, 

just pick the correct town. We don’t maintain details of every away field but once this information is entered 

into your schedule, your team can click it and it will link to that Town’s website for the most current details on 

their fields, directions, field closings etc. 

 

 



Hint….. 

If you are scheduling a home game/practice in Belmont, and the form turns red as shown below…. 

 

…its doing it for a reason, and it isnt just me playing with the graphics on the website!  

You are scheduling on a field which is either closed (or outside the time we have a permit for) or which is 

already occupied by a clinic, make up game, or multiple other teams beat you to it and scheduled their 

practices for the time you wanted…another reason why you should schedule your practices as soon as you can. 

Back to scheduling your games… 

5 – pick game or practice from the list 

6 – you will normally be entering “confirmed” in here, but its also one way you can cancel an existing event by 

changing this from “confirmed” to “cancelled” 

7 – pick your team from the list if it isnt already showing 

8 – this is the hardest one of all…don’t touch it! (Its mainly for Town league, where the opponent is another 

team in Belmont). However, you could use this too if you are scheduling a joint practice with another Belmont 

team and want it to appear on their schedule as well. 

9 – pick your opponent from the drop down list. We have played most teams at some point before and they 

will be listed. However, every town registrar (just like our own!) likes to dream up new team names, and so if 

you don’t find your opponent, don’t worry (and don’t email me to tell me!) just leave the field alone and move 

on to…. 

10 – type your opponent name in here 

11 – decide who to automatically notify about this event when you save it. Most of of you don’t have a 

Manager, and the officials are not linked to the website yet, so its really only the “Team members and parents” 

selection that is relevant. 

If it’s the beginning of the season and you are entering all your away games for the season (well done!) you 

probably don’t want to email everyone with the details about a game in June. However if you are scheduling 

this week’s practice, or more importantly changing an existing practice start time for this week or moving a 

game, then you might want to email everyone on your team. 

12 – click “submit” to save and send the emails from item 11 above if you decided to do that 

That’s it, now you can go back to the schedule page and admire your work, or add more events! And you 

already have the website handling some of the routine tasks for you as shown below…  



Now that you have entered this event, as the date approaches (usually on a Wednesday/Thursday for a 

Saturday event) an automatic reminder with an RSVP function will be sent to your team, as shown below. 

Encourage them to click the green or red button and you will be able to check your schedule and see who is 

not be coming to the game.  

A second reminder will be sent on Saturday morning, just to make sure your team don’t get weekend happy 

and forget to show up. 

 

Any changes you make to events will generate automatic emails, like the ones below, to everyone on your 

team assuming you select the option at item 11 to email team members and parents. 

 


