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How to amend and manage Just Play
event(s) and session(s) online
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If you need help...




Welcome

It's great to have you as an organiser of a(n) Just Play session(s).

This booklet is a step-by-step guide to amending and managing
your event and sessions online once you've created them and
they’ve been approved by your County FA.

An ‘event’ is a group of sessions that take place at an approved
centre, while the ‘sessions’ are individual dates and times when
activity takes place.

You'll be guided through:

1. Editing your event and sessions (including cancelling sessions);

2. Recording attendance and accessing participants’ details;

3. Messaging participants or their parents/carers;
4. Amending your original application.

We want to make everything as easy as possible so you can focus
on delivering great activities FOR ALL.




1. Getting started

All staff listed and approved on your Just Play application can log-in
and access the FA events’ platform. For example, approved coaches
and the applicant.

Once logged-in (see steps below) they can access all the platform’s functionalities. These include:
o Amending
— Events
— Individual sessions
— Applications
o Recording attendance
« Viewing participants’ details, including medical info and emergency contacts
o Messaging booked-in participants




Logging-in
Open a web browser (we advise Google Chrome) and go to:
. Then enter your FAN and password.

Forgotten password? Remember me

B/ G/ ¥

Don't have an account?

Please enter your FAN and password, then click
to access The FA events’ platform.

Signin X
55429568
SIGNIN / i
Forgotten password? Remember me |_i

B/ G+ / ¥

If you forget your password, just select
and follow the steps to reset it.

Forgotten your password?



https://faevents.thefa.com/

The landing page Tabs
Once logged-in, this landing-page screen will appear; At the top of the page are various tabs.

If you click the first one, , you'll see a list of events in which you're
——— involved. These are the groups of sessions that you have had approved with your
County FA for an FA programme.

Click the second tab, , and you can view your events and all
the sessions within them. However, sessions will only appear if you have created
wens 1 oaw Lo rest your event. You can create your event by selecting

m PASTSESSIONS  CANCELLEDSESSIONS  YOURTEAMS Some of you may have tabs with peOple’S names. These will be individuals linked
to your FAN. For example, a coach’s daughter may have been booked into an

T . T SSE Wildcats Centre using the coach’s FAN. Therefore her name will show on this
r R, 1000110 q account when the coach logs in. If you click on any person’s name only that person’s
- \.'.‘.“ Yiou're hosting at H
A . (ilHEGS One Fiftu'PIus SSE Wildcats Centre sessions show up.
Yourhoe q wots | a1 v 1 e
- I You'ra hosting st —
u . T.||_I:Irl|dEI' Bolts Martians Edit Event
25, Minee PAST SESSIONS CANCELLED SESSIONS YOUR TEAMS
B Cimssina ™M

[ TODAY
CREATE EVENT .
- . / ﬂ ’l? You're hasting at
I

MY APPLICATIONS
One Fifty Plus SSE Wildcats Centre

Your Role
Today, 151
5 v
E S . You're hosting at
Thunder Bolts Martians Edit Event
g8 Coach 16-25. Miced

MR Nirnanivar .




Viewing your applications Your Role

To view all your applications to run events — whether submitted, approved or On the left-hand side of the landing-page screenis a section called .This
rejected —click on : shows you the various roles for the session(s) you've created. You can tick/untick the
roles you are/are not undertaking which will filter the results for you. For example you

To amend an application and re-submit it for approval by your County FA, see )
pp pp 4 Y could choose to only see sessions where you are a player or a coach here.

Section 8:

wars 1o 1 oy 1 e AR wors o voo [ v

P 'i.'\ o You'ra hosting at
Your Role WlHErtS George the Great SSE Wildcats Centre
m PAST SESSIONS CANCELLED SESSIONS YOUR TEAMS o e
B Host i
B Coach =ﬂ on 18t Mar, 06:00-07-00 n
TODAY Vou'ra hasting at
CREATE EVENT . §§ Organis E Virginia Vineyards 2019 Just Players
) 16-35, Mived
r Today, 10.C 00 BE Volunteer
-
(% 4, You'ra hosting at
MY APPLICATIONS )ﬁ@ﬁﬂ , : Safequarding & 15th Mar, 0500.05 ¢ u
. o One Fifty Plus SSE Wildcats W Seepuin e
p You'ra hosting at
o & Player Parker Panthers 2019 JustPlay
{1E-38. Famals
Your Role of, Manager
Today, 15:10-16 q
m Host ; Tue 19th Mar, 09.00-10:10
You'ra hosting at — You'rs hosting at
: D Swamtwer ) BRI  RomenBerks ond Bucks 201955
B8 Coach 1635 Wb Wildcats Centre

County FA View

If you're both the organiser and the County FA, click

here. In the County FA view, you can view the session applications’ list
for approvals. County FA staff can then approve, reject or send them back for
clarification.




Once you have created your event, you can amend
any element which has a pencil icon alongside it. «——

However, some changes require County FA approval
and will not update or change until approval has
been made. Edits made to the following do not need
County FA approval;

and dates
Edit Event
Event Name
Just Play Wembley s
Start Date End Dats
221032019 25/06/2020 /!
Event Criteria
FEMALE 4
Minimum Ags Maximum Age
16 a7

To make edits, click the

tab: Click on

0
ED.G.'.N#.HE .PIRIMHR.V.SCHDIOL e
| MY APPLICATION >
| EDIT EVENT .
Click on one of your sessions you have created Select the ‘pencil icon’ next to the information

this will appear as a visual of a ticket stub: you want to edit;

O

EVENTS

Your Role

H

ML vou / Wasia =
“efin

HB

<]

When finished, click

Vov's bastig ot

George the Great SSE Wildcats Centre
o aemeg ot

Virginia Vinegards 2019 Just Players
We'ra hasting ot

Parker Panthers 2019 JustPlay




Editing specific elements

Editing age groups Click on : Make desired change and click

If there is an age group (e.g. 18-25) in your approved < ; 9

application, you can only change the age group if no 0 £ Emai e organser , . Delivery Type

participants have booked and before your sessions . 9 : Disability Delivery

have started delivery. " i e
If participants have booked onto a session, you must 0 : : e 16 37

create a new application. See Section 8:

Gaogle 4

EDGWARE PRIMARY SCHOOL

MY APPLICATION L |

EDIT EVENT .

CANCEL

Goto and select pencil icon: Click on the next page:

Edit Event

Shart Dt End Date

Evant Nami

Event Crmaria

Jusi Play Wemblay
FemaLe
M o i &
Start Dute End Dats e o "
22032019 25/06/2020 ’ :
vt Dascrptions
Evant Critaria Sbcdoiton of svent
FEMALE
[T
Minkmum Aga Maximum Aga
16 7

Evant Descriptians
Description of event ’




Changing dates INSIDE those in your
approved application

Within your application you will have been approved
within certain dates. If you wish to start earlier or run
later than you have previously agreed with your CFA
please see section 8.

To change dates within the start and end dates
that have been approved by the CFA, follow the
steps below.

Please note you can only make these changes before
anyone books onto a session. Any changes you make
to your event will change on all of your sessions. After
bookings have started to be made you can only edit
the end date.

Click on
Y, 07672345123 ¥
B Email the organiser »

th EDGWARE FRIMARY SCHOOL

| MY APPLICATION b |

| EDIT EVENT -

Goto and select pencil icon:

9 Edit Event

Event Name
Just Play Wembley

start Date End Date
221032019 25/06/2020

Event Critaria

FEMALE
Minimum Age Maximum Age
16 37

Event Descriptions
Just Play session for players of all abilities

Fantact datalls

Make desired change and click

Is this a Futsal event?

Delivery Type

Community Delivery

Minimum Age Maximum Age

5 ‘11

SAVE

CANCEL

Click on the next page:

Minlmum Age Maximum Age

16 i
Evant Descriptions

Just Play session for players of all abilities

Contact detalls
ddd@gmail.com

1236547809658




Adding and cancelling sessions

You can cancel any sessions you create and

anyone who is booked onto that session will be
automatically notified of the cancellation or change
made. Remember you are required to deliver a
minimum of 32 sessions in the 12 months from
commencing delivery.

To create new sessions, go to

, select , click
on the sessions tab and click on the relevant event.
Then click :

You are organising st

Just Play Wembley

yILS SESSIONS

g UPCOMINGSESSIONS PASTSESSIONS CANCELLEDSESSIONS

| ADD & NEW SESSION .

Booking Cancelled

z Price
Friday £2

29 Status: =

= Booking Closed

To cancel a session, just click on
any individual session page. You can get to these by
clicking on any session from

e bestng st

Just Play Wembley

!
DETMILS PARTICIPANTS.

Share this event

ac COPY LINK

¥y n o -

Yar hatrateet Famals Age: 637
EDIT SESSI0N b

Wakieg Feamar?

CANCEL SESSION b Veroe

Your Datails

If the start date of a series of sessions needs to be
brought forward, you should cancel the existing
sessions and edit your application for County FA
approval. See Section 8:



https://faevents.thefa.com/
https://faevents.thefa.com/

You can edit various elements of individual Click on the tab at Click on the arrow against each of the
sessions, but those underlined in yellow below , select , sessions to view the session details:
require County FA approval first. They will not and go to the tab:

update until this approval has been made but once 0

the CFA has approved any of one of these then you

can change these ad hoc.

o

M3 BT arganising v B8 DIEARIEING 8T
Just Play Wembley Just Play Wembley

The coach details

The venue details

DETAILS SESSIONS

.5 SESSIONS

The organiser contaCt details m UPCOMINGSESSIONS PASTSESSIONS CANCELLEDSESSIONS
E CANCELL

Day of the week o'l s . |
The session start and end time ' -
The number of participant places kg carceed
The cost per session
The surface type Click on the relevant session that appears or Click the button:

alternatively simply click on the relevant session
ticket sub from :

ALL PARTICIPANT DETAILS

i Angeins & g L EDIT SESSION
-
a
- CANCEL SESSION

MESSAGE ALL PARTICIPANTS



https://faevents.thefa.com/
https://faevents.thefa.com/

Changing or adding additional venues:

Venue changes have to be approved by your County
FA, so you need to re-visit your original, approved
application. See Section 8:

Once you've changed or added a venue and it's been
approved by your County FA (the same one to whom
you made the original application), the originally-
approved venue will appear in the dropdown list. But
now you can change it or add a session and insert
the newly-approved venue.

Westonzoyland Primary Schoo ,

Cheer Lane, Westonzoyland, Eridgwater, TAT OEY

Westonzoyland Playing Field
Cheer Lane, Westonzoyland, Bridgwater, TAT 0EX

If your venue Is not within tha list of approved venues, please click on my applications, find your
application in tha approved section and add tha venus for approval. Ones canfirmad by your CF4
thiz will then show up In this list and allow you to sslect It

Adding a new staff member:

All staff must meet Mars Just Play criteria. For
these criteria, refer back to the Mars Just Play
Guidance information or contact your County FA.

Adding a new coach must be approved by your
County FA (the same one to whom you made the
original application). See Section 8:

Once approved, the originally-approved staff
members will appear in the dropdown list. But now
you can change them and insert the newly-approved
staff names.

changes in staff do not update
automatically across all sessions. You have to edit
each session and add in new staff, or delete existing
staff you have already added to sessions.

A dropdown screen will appear. Make changes to
individual fields by clicking on the pencil icon(s).

Click

Anyone booked onto the session will
automatically be sent an email notification
of changes.

Fomnday; L¥En Mar

Start Tieme

Veluntesn

Susigrated Safegewding Tcwn

Evant dpaces

If you want to make significant changes to an
original application you need to re-submit it to
your County FA for approval. See Section 8:




Changing the main contact on a session/event: From Goto Click on pencil icon next to

Remember any staff listed in your approved and select the event you want to change:

application can log-in and access the events c‘em 9
platform. To change the lead contact details for a ot | ai [ v [ ooww f wam | oewson  deatscente Irost Crtums
session, follow the steps on this page. o

q k] 2 ] AT e
These details will be shown for anyone searching for e
and booking onto the session s -
——— g
;;:T?}T::I::lel’lagDudlﬂole S e ’ I
g

Th FA bars Just Plag
Just Play Wembley

Tha FA Mars Just Plag
Just Play Acton Test

Make the desired change and click

GURNEY PEASE ACADEMY

MY APPLICATION [

EDIT EVENT .



https://faevents.thefa.com/

Changing the DATE for one session:

If you want to change a one-off session date, just:

Go to the specific session and click . Make the changes to the date of the session. Click and an email notification of the date
Amend the date by clicking on the pencil icon This will need to fall on one of your approved change will automatically be sent to participants:
next to the date. days of the week. If you want to move your

sessions to a different day of the week you will
need to follow the steps in section 8:

Surface Typs

Edit Session Grass Vs

Edit Session
Contact Detalls
rdw@hotmail.com 4

07717562956

Dats
03/04/2019

Wednesday 03rd Apr

03/04/2019

Start Time
09:00

Coachas
CIAFA loki

Event 5paces
40

Event Criterla




Changing the start and end TIMES for a particular session: Click and an email notification of the time change will

You can change these at any point by: automatically be sent to all participants.

Clicking on the specific session;

Surface Type
Click . Amend the times by clicking on the Grass 4
pencil icon next to the existing times.
Contact Details
rdw@@hotmail com 4
07717562956

Edit Session

Dats
03/04/2019

Wednasday 03rd Apr
Start Time End Time

09:00 10:00

Coaches
QAFA loki

Event Spaces

40 Changing the DAYS of a session(s):

If you want to run a session on a different day to your original
application then:

Evant Criterla

Follow the steps in Section 8:
Once the County FA approves, go back to the session series
you originally created;

Cancel those no longer needed or create new sessions with
the new day(s) of the week;

Click and an email notification of the day changes
will automatically be sent to participants.




To cancel an individual session, follow these steps:

A confirmation window will pop up. Click

Expand the session you want to cancel by
again to confirm;

clicking on the arrow against the relevant one(s):
A box (see image below) will appear asking
you to enter the reason for the cancellation:

0 You are segasising at 9 Are you sure you want to cancel this session? Il you cancel this session any
Just Play Wembley
S person booked onto the session will receive a cancellation email

You are organising
Just Play Wembley

16 -37 Female

DETAILS SESSIONS

g UPCOMINGSESSIONS  PASTSESSIONS  CAMCELLEDSESSIONS

ADD & NEW SESSION .

1 Bele ‘

CANCEL THIS SESSION

Frigay £2
22 et
L e Booking Cancelled :

Click on the button in the Click and an email notification of the

dropdown menu that appears:

cancellation will automatically be sent to
participants including your explanation for
the session being cancelled:

0 booked in so far

EDIT SESSION

CANCEL SESSION

E et
£2

.o
.. .




Every sessionhas a button: Simply type the subject in the

. . . field and then r ;
You can use this to inform participants about any upcoming eld and then you !
events you have planned or functional details such as parking Click on and all participants will automatically
on site. receive an email:
To contact participants just:
Clickon and a page opens
up (below):
1 booked in so far 0 TheFA _.n\
F__
Email Participants
P i | e
 ithalinecuns ouun smarea
CANCEL 33308 .. n
WEVRAGE &1L BAFTHIRAHTE l




Recording attendance

You can record attendance at a session at its start,
when it’s finished and up to seven days after it has
taken place.

To access your attendance register,
goto

FVENTE

@ PASTSGEEMAS  CAMCELLORGESRONS  VOUNTEAMS

Tooay
NEATEEVERT
I SL s mhierng.

MF BPPLICATIONG. STAETE =
‘ wilatars| O Fifty Plus SSE Wildeats Contra

Your Role u
W B P
= n Thunder Balts Martiams Edit Event

When the individual session opens, click

on the red notification box(es) which
indicates sessions for which attendance has
not been recorded:

“ ) “ “ sentio
Bantlay Burnars Justsss

B o

— e

o gt 1 q
irw beritad et

= s

B seten u Huntingten Camminity Schoal Just Play

& Piay "

o r qQ

A J"R‘.’ﬁ . T batadit
peibiicts] Dusal Role SSE Wildeats Centre

Click on or the ticket stub:

eleFA

You sreorganising st

Just Play Wembley

!
DETAILS SESSIONS

EEY vrcoumssessions  pasTSEssiONS  CANCELLEDSESSIONS

ADD & KEW SESTION .
1 ren
reday £1

Click on the tab;

Select the tick or the cross to denote whether
the participants attended or not:

e TheFA

DETAILS PARTBCIPANTS
Wlhiepe B3
v iy
Primary. 75121455 T4
Hurric hane (6
L g
Jenni 3TG ﬁ
oo
Sasendary: 2253223
i [+ ]
@ - % 5

Premany: 54

Meen kil E3




Alternatively, you can record attendance by:
Going to the tab;

Expanding the session for which the attendance needs to be recorded:

L TheFA - 2

Tick attendance (or not) next to the list of individual participants:

DETARLS SISESI0NS ,
[ b A T
ELB, = TheFA A
1‘-"n: " TETAILS FAETICIPANTS
Head Hopar 3
-.m-.r

COPY LMK Janni BTO ﬁ

G L R

L ] [ ] Saconsy




Viewing participants’ details

You can view individual participant details by
clicking the 4 icon next to their name. This will
show you their emergency contact details, and
any medical or accessibility details shared by
them when they booked.

TheFA

'.m ]
......
Y vane
e 73 6
¥
e oy

You can also open a print-friendly version of all
participant details. These details include:

All participants booked onto a session;

Each participant’s date of birth, emergency
contact details as well as medical and
accessibility details. This can be done by hitting
the button. Please
note medical, accessibility and emergency
contact details will only show if the participant
has chosen to add these.

denny son ﬂ

InKNOW
FarenuGuardan; Dents Josepn
Primary: 02098854322

mary deniz 3

‘ 10; Unknowr
ParsntiGuardian: Nenis loseph

Primany: 07 71766794

ALL PARTICIPANT DETAILS .

Adding a participant who hasn't pre-booked

Of course, sometimes a participant will turn up at a
session who hasn't pre-booked. We don't want to
turn anyone away, so you should:

Click on the session you're running;

Use any of the social sharing buttons such as
Facebook, email whatsapp, or Twitter. Clicking
the button will generate alink to the session;

Share this with any participants not currently
booked onto the session;

These individuals can then log-in and book onto
that and any future sessions in one process so
you can mark them as attended going forward.

e'he FA

DBETALS T i




For organisers, here’s an overall list of the fields which are editable and those which are not when you're undertaking specific functions:

Editable Not editable
Sectlon

EDITING EVENTS 2 Event Name Age group (NB this is editable but only BEFORE the booking start date)
J Event Description x Gender
v Event Start and Event End dates (if there are no bookings

If the event is:
Futsal
Disability football

made or the booking start date is in
the future).*

v Organiser contact information ]
J Event age group x Being run by the County FA
EDITING 3 v Thesession start and end time x Age group
INDIVIDUAL v Gender (if the approved gender is ‘Mixed’) x  Gender (if the approved gender is anything other than ‘Mixed’)
v The coach details* ST 3
SESSION(S) 7 The participant spaces If the individual session is:
v The cost per session ) Al om el
v The venue details* X Fl,JtsaI, .
v The surface type x Disability football
v Organiser contact details X EEIEIR 2 s BTy %
MAKING 8 v Thesession end dates * x The start date if the sessions start in the past
AMENDMENTS v Addition of another day of the week* x Age group
TO AN APPROVED v Venues —additions and changes* x Gender (if the approved gender is anything other than ‘Mixed’)
v The document uploads* S ..
APPLICATION S he e If the individual session is:
v The volunteer details* ) e nEtizatial
v The DSO details* x Futsal
Vv The details that was provided in the initial application® x D'S,ab'l'tg football
x Being run by the County FA

* These items require County FA approval, so changes can only be made when approval is granted.




If you want to make significant changes to an
original application you need to re-submit it to your
County FA for approval.

It must be re-submitted to the same County FA
which approved the initial application. To make
changes follow this process:

Go to the original application by clicking on
on the landing page:

VOURTRAMS

el henting 48
One Fifty Plus S5E Wildcats Centre

sl hentig 18
Thunder Ralts Martians Fdit Fusnt

Thenclick on the
on the screen that follows:

Application Form for SSE Wildcats

Yo car mmered cetaits of your appl stion wxfs o Hoe verese, slafl and cortet detait by making hange o sddition belom 1o change e ares
b et s L vt e i o, ks ot md then ket Back 10 your CFA for amproval Gres spprved you will be sble 1= ada
Ehisa changes bo your weiaions ongoing.

Pt comfiom tha dobiis bolow o sakert @ secbon you would 1 1o edi

Make the desired change by clicking on the pencil
icon(s). Please note some fields cannot be changed:

The start date if the sessions start in the past;
Age group;

Gender (if the approved gender is anything other
than ‘Mixed’).

astart Butatn

...........

Click , which sends
the application back to the County FA which
originally approved it:

Once the County FA has approved the new
application, log-in and make the change(s).




9. If you need help...

Please contact your local County FA or
Email: JustPlay®@TheFA.com



mailto://JustPlay@TheFA.com

JUST

The FA /NeTS

THANK YOU

11111
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