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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

Who can access The FA events’ platform?

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:
« Amending
— Events
— Individual sessions
— Applications
e 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.

som /]

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

Forgotten password? Remember me I:‘

B/ Gt/ ¥

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

Forgotten your password?
TICI youl Citidil OF AN TIOIToCT di1d your date of birth and we'll send you an email to reset
your password



1. Getting started

The landing page

Once logged-in, this landing-page screen will appear;

More FA Slies v

& o F Mertendse 2 wemtley  F S Geoge's Park

TheFA

WHETHERING

EVENTS & you TEST

CANCELLED SESSIONS YOUR TEAMS

TODAY

= qQ
ot i

P — You'ra hosting at.

Eﬂlﬁﬁ One Fifty Plus SSE Wildcats Centre

| CREATE EVENT

| MY APPLICATIONS

Your Role u
Today, 15:10-16:30
v
B Host = You'ra hosting st
Thunder Bolts Martians Edit Event
BE Coach 16:25, Mixed
e Noania: ™M

Tabs
At the top of the page are various tabs.

If you click the first one, , you'll see alist 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
your event. You can create your event by selecting

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

SSE Wildcats Centre using the coach’s FAN. Therefore her name will show on this
account when the coach logs in. If you click on any person’s name only that person’s
sessions show up.

EVENTS ’ E , You , TEST _

UPCOMING SESSIONS PAST SESSIONS CANCELLED SESSIONS YOUR TEAMS
TODAY
— .
r' Today 1000420
Pa— .
MY APPLICATIONS ‘off E% Nt Nowio )
- One Fifty Plus SSE Wildcats Centre
5-10, Female
Your Role
. Today, 15710-16-30
v
! B You're hosting at
Thunder Bolts Martians Edit Event
g% Coach 16-25. Miad

M Omanar




1. Getting started

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
could choose to only see sessions where you are a player or a coach here.

ey pay ey peey WGy er— q

jon 16t Mar. 050006

To amend an application and re-submit it for approval by your County FA, see
Section 8:

L

W 'I! You'ra hosting at
Your Role W George the Great SSE Wildcats Centre
M PAST SESSIONS CANCELLED SESSIONS YOUR TEAMS _— :_%___
BE Host ) o

B Coach =ﬂ Mon 18th Mar, 06:00-07-00 q

TODAY e Vou'ra hosting at

CREATE EVENT B O Virginia Vineyards 2019 Just Players
. . 16-35, Mixe!
r Today, 10.00-11.00 B Volunteer ’
- ¥
. You'ra hosting at
MY APPLICATIONS "Eﬂfﬂ'ﬁ{i Saleguarding W P s ﬂ
. L 1 One Fifty Plus SSE Wildcats W Remaeeing aibisen Hiltae
* it You'ra hosting at
" & Player Parker Panthers 2019 JustPlay
18-38, Femala
Your Role of, Manager
Today, 15:10-16:3
g Hos : Tue 12th Mar, 09.00-10.10 q
You'ra hasting at Vo
g | - 'ou're hosting at
) Thunder Bolts Martians Edi —> WilbEste Roman Berks and Bucks 2019 SSE
BB Coach 1625 Moad 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 To make edits, click the tab: Clickon :
any element which has a pencil icon alongside it. «——

. Q If you want to edit your event description, the start ‘.@“\'\r\cw
HOWQVGI’, Some Changes I’eC|U|I’e COUntg FA approval time of your session, or the surface type please
and will not update or change until approval has LT - |
. . NI 2 ps\
been made. Edits made to the following do not need No All'tab here & ko sesionsplessacick on My Applenions, - 28
Enaoute ind the application in the approved section an 3
Countg FA approval; ki make any changes you want. Once your CFA has Google "%, Mg tn ©201% Google | Terme of
A approved these you can amend your sessions with EDGWARE PRIMARY SCHOOL
::mmu. i these details HEMING ROAD, EDGWARE, HAB 9AB
oo | v sericarion |
and dates 23547856658 ‘ 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;

When finished, click

grhem

EVENTS | AL vou ; VR

ISHA
Edit Event " . = |
Z " EditEvent
e Youra nesting ¢
Your Role Eﬁﬁb George the Great SSE Wildcats Centre
511, Femsle ey
Event Nama B rost
Just Play Wembley / BE Coach far, 05:00.07:00 (%]
. You'ahostingat
Start Date End Date BE Oroenize Virginia Vineyards 2018 Just Players
22/03/2019 25/06/2020 ’ B8 Volunioor ==
BE safeguarding Tue 19tn Mar, 05:00-05.50 u
Evant Critarla Yourahestingat
7 & Player Parker Panthers 2019 JustPlay
FEMALE 636, Fona
of, Manager '
Minimum Age Maximum Age
16 37 r Q




2. Editing an event

Editing specific elements

Editing age groups

If there is an age group (e.g. 18-25) in your approved
application, you can only change the age group if no
participants have booked and before your sessions
have started delivery.

If participants have booked onto a session, you must
create a new application. See Section 8:

Click on

CUTeTZIasTZ3

Email the organiser

If you want to edit your event description, the start

time of your session, or the surface type please

click edit event below. If you need to add more

coaches, venues or extend the window you are

running sessions please click on My Applications.

find the application in the approved section and

make any changes you want. Once your CFA has

approved these you can amend your sessions with

these details

Make desired change and click

Delivery Type

Disability Delivery

Minimum Age Maximum Age
nic Centre Edgware ’%,A
% 5 16 37
ound
Google %, s
EDGWARE PRIMARY SCHOOL

HEMING ROAD, EDGWARE, HAB 9AB

‘ MY APPLICATION

12

‘ EDIT EVENT

Goto

Edit Event

Event Nama

Start Date.
22/03/2019

Event Criterla

FEMALE
Minimum Age
16

Contact datalls

Just Play Wembley

Event Descriptions
Description of event

ddd@gmail.com
1236547899658

End Date
25/06/2020

Maximum Age
37

CANCEL

and select pencil icon: Click on the next page:

Just Play Wembley

Start Data End Date
22/03/2019 25/06/2020

Evant Criterla
FEMALE
Minimum Age Maximum Age
16 37

Event Descriptions

Description of event

Contact detals
ddd@gmail com
1236547899658

CANCEL




2. Editing an 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.

Clickon
&, 07672345123 >
Email the organiser >

If you want to edit your event description, the start
time of your session, or the surface type please
click edit event below. If you need to add more
coaches, venues or extend the window you are
running sessions please click on My Applications,
find the application in the approved section and
make any changes you want. Once your CFA has
approved these you can amend your sessions with
these details

‘ MY APPLICATION 3 ‘

‘ EDIT EVENT

Goto

9 Edit Event

Event Name
Just Play Wembley

Start Date End Dats
22/03/2019 25/06/2020
Event Criterla

FEMALE

Minimum Age Maximum Age
16 37

Event Dascriptions
Just Play session for players of all

Cantart Aataile

Make desired change and click

Yoga in Edgware Is this a Futsal event?

o Delivery Type

Community Delivery

: Centre Edgw % Minimum Age Maximum Age
nic Centre Edgware %,
o o9 5 11
ound
Google % Mep dts 82019 Scgle Tarnsof

EDGWARE PRIMARY SCHOOL
HEMING ROAD, EDGWARE. HA8 9AB

CANCEL

and select pencil icon: Click on the next page:

Minimum Age Maximum Age
16 37

’ Evant Descriptions
3 Just Play session for players of all abilities

Contact datalls

’ ddd@gmail com
1236547899658
’
abilities rd




2. Editing an event

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 :

0 22/03/2019 - 25/06/2020

You ara organising at
Just Play Wembley
16-37. Female

\ILS SESSIONS
UPCOMINGSESSIONS  PASTSESSIONS ~ CANCELLEDSESSIONS

ADD A NEW SESSION .

22 Status: v

Booking Cancelled

Price:
£2
Statuz:

Booking Closed

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

DETAILS PARTICIPANTS

Share this event

hitp:/fapeoplescupstg thefac  COPY LINK

v [ £} [
Gender Femal
bid L Disabilty Event?
3G orAstroturf Fomal Age:16-37
Futsal Event? Yes
EDIT SESSION /o
Walking Football?

‘ CANCEL SESSION » ‘ Venue The Gym

Your Details

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:




You can edit various elements of individual
sessions, but those underlined in yellow below
require County FA approval first. They will not
update until this approval has been made but once
the CFA has approved any of one of these then you
can change these ad hoc.

The coach details

The venue details

The organiser contact details
Day of the week

The session start and end time
The number of participant places
The cost per session

The surface type

Click on the tab at
, select ,
and go to the tab:

DETAILS SESSIONS

ADD A NEW SESSION »
1 price:
Friday £2
22 —
o Booking Cancelled
0530.1030

Click on the relevant session that appears or
alternatively simply click on the relevant session
ticket sub from :

Rgota foe st Ui Wik om | s

E
ot

| =

- .-‘: u-;‘

Click on the arrow against each of the
sessions to view the session details:

22/03/2019 - 25/06/2020

You ars organising at
Just Play Wembley

16-37, Female

s SESSIONS

m UPCOMINGSESSIONS  PASTSESSIONS ~ CANCELLEDSESSIONS

‘ ADD ANEW SESSION .

Prica:
£2

Status:

Booking Cancelled

Click the button:

24, Unknown

ALL PARTICIPANT DETAILS

EDIT SESSION

CANCEL SESSION

MESSAGE ALL PARTICIPANTS




3. Editing an individual session(s)

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.

Venue Name / Postcode

Westonzoyland Primary School g

Cheer Lane, Westonzoyland, Bridgwater, TAT 0EY

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

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

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:




3. Editing an individual session(s)

Changing the main contact on a session/event:

Remember any staff listed in your approved
application can log-in and access the events
platform. To change the lead contact details for a
session, follow the steps on this page.

These details will be shown for anyone searching for
and booking onto the session

From Goto
and select the event you want to change:

cneFA

EVENTS ALL vou venny 4 mary DENISON  dcats Centre

51T Femae

0110312019 - 15/10/2019
The FA Mars Just Play
Fresh Dual Just Play

16- 40 Mixed

27/02/2019 - 2011212019
The FA Mars Just Play

Sommerset Just Play Dual Role
16-30 Male

2210312019 - 25/06/2020
The FA Mars Just Play
Just Play Wembley

16-37 Female

02/04/2019 - 2011212019
The FA Mars Just Play
Just Play Acton Test
16- 40 Mbced

Hﬂﬂﬂ |

Click on

9 ick edit event below. 1T you need to add more

coaches, venues or extend the window you are
running sessions please click on My Applications
find the application in the approved section and A i
make any changes you want. Once your CFA has oy
approved these you can amend your sessions with cogie

these details

|
‘M\’APPLICATION [ » ‘

‘ EDIT EVENT .

Please contact The FA at ssewildcats. centres@theta

GURNEY PEASE ACADEMY

DODSWORTH STREET, DARLINGTON

Click on pencil icon next to

Beast Litars
’,
PRMaLE
[ il 3 e U]
Rt g riptanrs
' s
Cartnit dotass
" . s

Make the desired change and click :

T L)




3. Editing an individual session(s)

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 Type
Edit Session Grass 4
Edit Session
Z Contact Detalls
s
rdw@hotmail.com 7§

03/04/2019
07717562956

Wednaesday 03rd Apr
Start Time End Tima

09:00 10:00

03/04/2019

Coachas

QAFA loki

Event Spaces
40

Event Critaria




3. Editing an individual session(s)

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 /
pencil icon next to the existing times.

Contact Details

rdw@hotmail com rd

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:

Event 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: Expand the session you want to cancel by A confirmation window will pop up. Click
clicking on the arrow against the relevant one(s): again to confirm;

A box (see image below) will appear asking
you to enter the reason for the cancellation:

You ara organising at e Are you sure you want to cancel this session? If you cancel this session any
Just Play Wembley

16- 37, Female

person booked onto the session will receive a cancellation email

Fri 17th May, 09:00-10:00

DETAILS SESSIONS

You are organising at

Just Play Wembley

ALL BRI CANCELL 16 -37 Female

o

22 status v

;-mu Booking Cancelled | NOT NOW
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

EMAIL PARTICIPANTS

—

rurvuba o -

EDIT SESSION

CANCEL SESSION

m -y
£2




Every sessionhas a button: Simply type the subject in the

You can use this to inform participants about any upcoming field and then your !
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 O TheFA ,.n
I
Email Participants
ra—— ] —
oy —
CANCEL 33308 .. ‘
WEVRAGE &1L BAFTIIRANTS .




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

EVENTE ALL wou TEST

@ PASTAEREINE CAMCFLLTR G GRINE NCURTERMS
o
J— f . |

e ey o' haeraeg -
bkl ‘ WilGEts| Oms Fifty Plus SSE Wildeats Contra
our Bale q
m o o o
Thunder Balts Martiass Edit Event
W e /]
PR—— m

When the individual session opens, click

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

91 ol
Bl Coach

Tora hemtedat
Bantlay Burnars Justsss

[ < I < I <

W Cmoanier
- q
Pora beritad
Satequarding il . "
M sawes E Humtington Commnity School Just Play
5 ‘r.'-ﬁ‘"" o e
(Wit Dusl Rale SSE Wildeats Centre

Click on or the ticket stub:

ere FA

22/03/2019 - 25/06/2020

7
DETAILS SESSIONS

I UPCOMINGSESSIONS  PASTSESSIONS  CANCELLEDSESSIONS
ADD A NEW SESSION »
prce:
£2

Click on the tab;

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

e TheFA

DETHILS PARTRCIPENTS

Hurric hane £
Fremary. £53741136542

Jenni 576 R

Meen ki EX



6. Recording attendance and viewing participants’ details

Alternatively, you can record attendance by:

Going to the tab;
Expanding the session for which the attendance needs to be recorded:

0 TheFA

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

DETARS SiASI0ME ‘ Booking Claaed

a L COFY LMK
3

n = o




6. Recording attendance and viewing participants’ details

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.

ETAILS PARTICIPANTS
Hooa Holor 63

__ Mo gk R

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.

Please click on the + icon to view pdate a player's medical and accessibility details as well as

emergency contact details. At ym of the page there is a button for a printable version which

contains all these details for all your players

denny son ﬁ

' 7, Unknown
arent) ian: Denis Jose;
a54%

mary deniz X

' 10, Unknown
Parent'Guardian: Denis JDSEPH
Primary: 07717882942

| 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

DBETAILS sissions  f  Seeed

g 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
Vv 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 A
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* T Y
SESSION(S) 7 The participant spaces If the individual session is:
v The cost per session x Walking football
v The venue details* X Flftsal, .
v The surface type x Disability football
v Organiser contact details X Al L s S
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  Agegroup
TO AN APPROVED v Venues —additions and changes* X Gender (if the approved gender is anything other than ‘Mixed’)
v The document uploads* ST Y
APPLICATION e cosch dataiies If the individual session is:
v The volunteer details* X Walkingifoothall
v TheDSO details* x  Futsal
v The details that was provided in the initial application® X D|§abllltg 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 Go to the original application by clicking on Make the desired change by clicking on the pencil

original application you need to re-submit it to your on the landing page: icon(s). Please note some fields cannot be changed:
County FA for approval. (1) The start date if the sessions start in the past;
It must be re-submlt'.ce.d'to the §am.e County FA — T T Age group;
which approved the initial application. To make
changes follow this process: AR e comummeme o Gender (if the approved gender is anything other
— - than ‘Mixed’).
- a
- ' 'Cm ;;::?II?F';"QSSE Wildcats Centre L  ITr— o |
angaina N i ‘
T . = e o
Then click on the erpe e R = .
on the screen that follows: s -
Application Form for SSE Wildcats
e~ Click , which sends
T o g oot the application back to the County FA which

originally approved it:

Ptirsa comfrm e ot bl 0 skor 0 sbon you woukd W fo odl

Mars just play screen needed

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




JosTPIAY

The FA N7

THANK YOU

11111



