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1.0 Basic Fixtures

There are two options for creating fixtures using the manual option, either using the fixture grid or
using the drop-down menus. Either may be used according to personal preference.

1.1 How to... Create Manual Fixtures using the Fixture Grid

Step 1: From “Admin Home”, click on “Fixture Wizard”.

Change or create your schedules. Use our scheduling
wizards, create your fixtures manually or upload from a Fixture \'\*zard
spreadsheet

Step 2: Click on “Manual’.

The manual setup can be used to adjust an existing schedule. If you already have a schedule or are

putting in historical data then use the manual setup. The manual option shows a useful grid of the
schedule by team.

Step 3: Select the division for which you wish to add fixtures using the drop-down menu.

Manual Fixture Setup

Division After changing wait for screen to refresh

Step 4: Select the fixtures you wish to create (note the venues chosen for these fixtures will be the
default for each club) by ticking the appropriate boxes.

Away Team

(=) —
ARSENA) ™
!

1T
=T

Wﬂ

MANCHESTER UNITED r r~ r

To create fixtures for your selected date either select a checkbox in the grid for the teams you wish to play or select the teams from

the lists below then press the create button.

Step 5: Select the date and kick-off time for the fixture(s) using the drop-down menus.

Create new fixtures

Fixtures to take place on date and time

[24 w|[sanuary v [2008 ][ 03 (][00 (] [pm. v]

Step 6: Click on ““Create”.

The fixture grid refreshes with the new fixture dates shown on the Fixture Grid.

Away Team
[=] 5
ARSENAL Jan 24 o r
CHELSEA = r
LNWERPOOL r r Jan 24
MANCHESTER UNITED r - r
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1.2 How to... Create Manual Fixtures using the Drop-Down Menus

Step 1: From “Admin Home”, click on “Fixture Wizard”.

Change or create your schedules. Use our scheduling

wizards, create your fixtures manually or upload from a Focture Wizard
spreadsheet |

Step 2: Click on “Manual’.

The manual setup can be used to adjust an existing schedule. If you already have a schedule or are

putting in historical data then use the manual setup. The manual option shows a useful grid of the
schedule by team

Step 3: Select the division for which you wish to add fixtures.

Manual Fixture Setup

Division Adfter changing wait for screen to refresh

Step 4: Select the fixtures you wish to create (you may choose a venue, or if you leave it blank then
the venue chosen will be the default for each club).

Ehelsea VJ (Liverpocl \;\ [ Stamford Bridge V}
I | [ & [ &
v ¥
L=3) I |
I | [ vl l o
I | e [ &
= —
, | L | | |
\ | } v 1 =
Leave venue blank to default to the home team’s venue.

Step 5: Select the date and kick-off time for the fixture(s) using the drop-down menus.

Create new fixtures

Fixtures to take place on date and time

[31 [v]|[sanuary ¥ [ 2009 |¥][02 %] [00 (¥ [p.m. 1v]

Step 6: Click on ““Create”.

Create

2

The fixture grid refreshes with the new fixture dates shown on the Fixture Grid.

Away Team
<] Q = <=
Jan 24 B [
Jan 31 I
r Jan 24
MANCHESTER UNITED r r
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1.3 How to... Update Fixtures using the Fixture Grid

Step 1: From “Admin Home”, click on “Fixture Wizard”.

Change or create your schedules. Use our scheduling

wizards, create your fixtures manually or upload from a
spreadsheet.

Step 2: Click on “Manual’.

The manual setup can be used to adjust an existing schedule. If you already have a schedule or are

putting in historical data then use the manual setup. The manual option shows a useful grid of the
schedule by team.

Step 3: On the fixture grid, click on the fixture required.

Away Team
Q CHS =
Jan 24 L L]
Jan 31 I
LIVERPOOL | B Jan 24
MANCHESTER UNITED | B r

Step 4: The fixture details are shown, including a link (top left) to delete the fixture if required. If you
make any changes to the fixture, click “update” to save them.

Update Fixture

Delete Fixture

[2¢ ][ sanuary  [w][2009 ¥
[03 (w00 ] [om ¥]
Status Normal vrl

Date And Time

Date Status | Normal/ Scheduled v/ Leave blank for a scheduled / played fixture
Home Team * |Arsenal vj

Home Score I:l
Away Score I:l

Away Team * lcnelsea v}

A short note shown when displaying the fixture (80
characters max)

Do you want this note to appear within the recent
results and upcoming fixtures on the Home Page?

Note |

Display Note? =

Home Team
: ,\,;fel [ | Note set by home team when entering result
N
Away Team
Note [ | Note set by away team when entering result

If you leave this blank the system will use the default
Venue Emirates v‘ venue of the home team
Create Venue

Pitch [‘#71 >
When a score is approved, the result is added to the

Approved I53 table and will be displayed. only the League
Administrator is then able to change

After approval the stats can only be changed by the
league administrator

Approved

Update | Cancel

Note: In the “Update Fixture” section there is a drop down box marked “Status”.

St |
N
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This box offers a number of options for a fixture status you may need to change at some stage.

Cancelled
Po=stponed

Abandoned

Hide Score

Home Walkowver
Away Walkover
Home Win Penalties
Away Win Penaltiez

Re=zult Pending

Normal

Cancelled
Postponed

Home Walkover
Away Walkover
Home Win Penalties
Away Win Penalties
Abandoned

Result Pending

Void

Hide Score

Normal Fixture Status

Match cancelled, will not be re-arranged
Match postponed, to be re-arranged

Home side awarded a walkover (and points)
Away side awarded a walkover (and points)
Match drawn, home side won on penalties
Match drawn, away side won on penalties
Match abandoned

Result not yet been received

Match has been set as void and removed
The league has chosen to hide the score

A void fixture can have the scoreline and other match details recorded, but it does not count towards
results; regardless of the scoreline, no points or goal difference will accrue from it. Void fixtures will be
shown as “Void” on the public display pages, and “V-V” within the administration menus.

Note that if the “Fixture Note” is populated, and the “Display Note” box is ticked, then the fixture note
now appears on the public fixture pages of the website.

Note this match has now been moved to a 2pm KO

S

A short note shewn when displaying the fixture {80 characters max)

Do you want this note to appear within the recent results and upcoming
fixtures on the Home Page?

The update fixture page (used to edit an individual fixture) also shows whether any match officials
have been appointed to the fixture. The officials’ names include a direct link to the “Referee
Assignment” page, making it easier for users to view officials and update them if required (e.g. if a
game has been postponed).

Home Team

Home Score

Away Team

Away Score

Match Officials

i

*

Arsenal

Full-time

Chelsea

Full-time

Frederick Football

Half-time

Half-time

Full-Time - Fixtures
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1.4 How to... List Fixtures

The Fixture List option gives a different way of viewing fixtures, allowing you to sort them by division,
team, date, etc.

Note: This option does not appear on the menu until you have created at least one fixture!

Step 1: From “Admin Home”, click on “Fixture Wizard”.

Change or create your schedules. Use our scheduling

wizards, create your fixtures manually or upload from a Fixture Wizard
spreadsheet k

Step 2: Click on “Fixture List”.

If you want to see a list of your fixtures which you can filter by date or team then use this option. You Fixture List
will be able to edit fictures in here

Step 3: Fixtures can be sorted according to division, cup competition, team, date or status.

There are options to edit, delete and create fixtures (though we recommend you don’t use the Fixture
List to create new fixtures — use the Manual Fixtures option or one of the fixture schedulers).

List Fixtures

on | First Division v Cup | Exclude All v
Team \ ZJ Date [ {'
T— N S ——
Status | v Date Status | Normal/ Scheduled V|

All fixtures & Only unplayed fixtures

L=League fixture. Cup=Cup fixture

STATS STATS
DATE AND TIME STATUS|HOME TEAM LOCKED SCORE[AWAY TEAM LOCKED SCORE |VENUE APPROVED

Sat 24 Jan 09 Arsenal Chelsea Emirates

L 0300 P Delete
§§}0204’;J’3n = Hysrpool Sﬁ?e?esm el Sglltete
IO e s
oo e ot S
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1.5 How to... Mass Update Fixtures

The Mass Update Fixtures option allows you to change the details of a number of fixtures at the same
time (e.g. to change kick-off time, or to move a set of fixtures forward a few weeks).

Note: This option does not appear on the menu until you have created at least one fixture!

Step 1: From “Admin Home”, click on “Fixture Wizard”.

Change or create your schedules. Use our scheduling

wizards, create your fixtures manually or upload from a Fieture Wizard
spreadsheet g

Step 2: Click on “Mass Update”.

I If you wish to mass change fixture times or venues then use this option m

Step 3: Select the fixtures to be changed by clicking their tick boxes on the right of the screen.

Mass Update Fixture Time Or Venue
Check the fixtures to be changed. Enter the new values and then press update

Note: This page only shows fixtures without results and that have a "normal” status

Home team \

DATE AND TIME HOME TEAM AWAY TEAM VENUE --

Sat 24 Jan 09 03:00 PM Arsenal Chelsea Emirates

Sat 24 Jan 09 03:00 PM Liverpool Manchester United Anfield #1 v

Sat 31 Jan 09 03:00 PM Chelsea Liverpool Stamford Bridge #1 F%

Sat31Jan 02 03:00 PM Manchester United Arsenal Old Trafford #1 I
Checkall [~

Step 4: Select the change you wish to make (e.g. move kick-off time to 7pm).

Change Kﬂme O Venue O Add or remove days

Time 1‘07 VVHOU v| p.m. Z

Step 5: Click “Update”.

I % P Canel

The updated details will appear.

P = I
Sat24 Jan 09 07:00 PM Arsenal Chelsea Emirates r
Sat 24 Jan 09 07:00 PM Liverpool Manchester United Anfield #1 r
Sat31Jan 09 03:00 PM Chelsea Liverpool Stamford Bridge #1 |
Sat 31 Jan 09 03:00 PM Manchester United Arsenal Old Trafford #1 |
Checkall [~

Step 6: When you have finished, click “Finished/Cancel” to exit.

Finizhed/ Cancel

The Mass Update option (Fixture Wizard) now includes options to update the Fixture Status and the
Date Status of fixtures.

Full-Time - Fixtures Page 8
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1.6 How to... Mass Delete Fixtures

The Mass Delete option allows you to delete all fixtures for the selected season/division at once.
Make certain you want to do this — once you have deleted the fixtures they cannot be retrieved.

Note: This option does not appear on the menu until you have created at least one fixture!

Step 1: From “Admin Home”, click on “Fixture Wizard”.

Change or create your schedules. Use our scheduling

wizards, create your fixtures manually or upload from a Focture Wizard
spreadsheet e

Step 2: Click on “Mass Delete”.

The mass delete function will clear all fixtures and statistics for this division and season if you want
to start again. Help

Step 3: Decide what “Status” of fixtures you wish to delete. If you leave “Status” blank then all fixtures
are selected, but you might wish for example to delete only postponed fixtures.

Mass Delete
You are about to delete the following fixtures

Should you wish to delete fixtures with a specific status, adjust below, otherwise leave blank for all fixtures within this division

Status Leave blank for all. After changing wait for screen to refresh

12 Fixtures

Division First Division
Season 2008-09

3 Results

You will also delete all statistics for this division and season

Warning: if you are not sure then list fixtures first - this cannot be undone! Check the division and season you are deleting.

Step 4: Make sure have selected the right season and division and that you want to delete all fixtures,
and click “Delete”.

Warning: if you are not sure then list fixtures first - this cannot be undone! Check the division and season you are deleting.

All fixtures for this division are automatically deleted.

Full-Time - Fixtures Page 9
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1.7 How to... Copy Fixtures from a Spreadsheet
Full-Time will allow you to add (upload) fixture (and/or results) details from a spreadsheet.

Important Note: fixtures are only uploaded for the Season and Division selected and can only be
uploaded for divisional games, not for cup competitions.

Step 1. Make sure you have selected the correct season/division, and from “Admin Home”, click on
“Fixture Wizard”.

Change or create your schedules. Use our scheduling

wizards, create your fixtures manually or upload from a Ficture Wizard
spreadshest k

Step 2: Click on “Fixture Uploader”.

Upload fixtures from a spreadsheet. Help

Step 3: The “Fixture Spreadsheet Upload” page allows you to download (copy from Full-Time to your
computer) the correct format for the spreadsheet you will need to upload (copy back from your
Computer to Full-Time) to copy your fixture details.

Right Click on “Right click on this link” within the “Step 1 — Download the Spreadsheet Template”
section and select “Save Target As”. This will allow you to save a file called “fixtureupload.csv” to your
computer (we recommend you save it to the desktop).

Fixture Spreadsheet Upload

Use this facility to upload fixtures into your league from a spreadsheet. Download a structured Spreadsheet Template where you can
fill in your fixture details offine. Once you have completed this document you will be able to upload it directly into your league

Important: Read the following before you proceed

Do not open a new browser window and change the division and season or you may upload the fixtures to the wrong place. You will
upload to: Season 2008-09 Division Premier

If you are not in season and divison into which you wish to upload fixtures then cancel and select the cormrect season and division

Ensure the corect season is selected. Within the spreadshest if you leave division empty for a fixture then the selected division will
be used else the entered division will be used - so ensure you are within the correct division for default division utilisation

Currently there are 59 existing fixtures for the selected division and season. They will not be deleted during the upload and you will
be uploading extra fixtures. If you wish to delete all of the existing fixtures then use the Mass delete facility in the fixture wizard
Options for download

Do you wish to automatically approve all fixtures? Mote only fixtures with results will be approved. W Check For Yes

If you are uploading duplicate fixtures (based on date, time, and teams) to ones that already exist, do you 7 Check For
want these records to be ignored? Yes

Instructions

Step 1 - download the spreadsheet template Step 3 - save spreadsheet in CSV (comma separated
values) format

Right click on this link

- Save target as - Select File - Save OR File - Save As

- Select the location where you would like to save the file - Using the Save As window, browse to the directory where
you wish to the file to be saved

Step 2 - open and enter data into spreadsheet - Enter File Name: AName.csv (You choose the name with
prefix .csv) - Enter Save as type: Text & Commas(*.csv)

- Open your spreadsheet application e.g. Excel - Click save

- Select File - Open

- Using Open window select Files of Type - All files Step 4 - upload your spreadsheet

- Browse for the file

- Select and open the file - Click Browse button_ Using the: Choose file

- Enter your data into the spreadshest - Ensure Files of Type has value of All files (".")
- Navigate to find your csv file and click Open

Select your file | | Browse.. ]

Full-Time - Fixtures Page 10
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Step 4: Minimise Full-Time (don’t close it or log out, just minimise it) as you now need to edit the file

you have just downloaded.

You should be able to edit it using your spreadsheet package (Microsoft Excel, etc) — open the file
(note it isn’t a .xls or .xIsx file, so you’ll need to select the “All Files” option).

S Excel 97 8 GIMP 2 Photoeditor
58] Excel 2000 B car
"l SEYHP Scanner

E)

= File name: | Open |~

L] [«
L|i
¥ FolREly

Files of type: |AII Files Cancel

Step 5: For each fixture you wish to upload, enter the details.

Important Note: It is essential that you input the required information in the correct columns. You do
not need to fill in all columns, but they must be in the right order.

Ed Microsoft Excel - fixtureupload

@ File Edit Wiew Insert Format Tools Data Window Help Adobe PDF
Dﬁﬂé@tl‘? P EBERT o- %E | Arial - 10 - | B
F10 ﬂ =
A B C D E F T H I

1 |Date dd/mm Time HH:N Division  |Home Teal Away Tear Venue Pitch Home ScolAway Score
2 | 21/02/2009 15:00 Premier | ARS1 CHE1 Emirates 1
3 1 21/02/2009 15:00 Premier  |LIV1 TOT Anfield 1 2 1

The information you may give is as follows:-

Date (essential — format is DD/MM/YYYY — e.g. 25/12/2008)

Time (essential — format is 24 hour clock, HH:MM — e.g. 15:00)
Division (essential — the name of the division you are uploading to)

Home Team/Away Team (essential — the four letter code you have registered to identify the home
and away teams — note that there is a link at the bottom of the Full-Time page which displays the
codes you have assigned. Alternatively you may give the full name of the team concerned).

Venue (optional — the default venue will be assigned if you leave this blank).
Pitch (optional — the first pitch available at the venue will be assigned if you leave this blank).

Home Score/Away Score (if the game you are uploading has a result, enter the scoreline here. If the
game hasn’t yet been played, leave the score boxes clear).

You may enter details for as many fixtures/results as you wish, but we recommend that the first time
you upload fixtures, you only do a handful (make sure you’re doing it correctly before uploading a
larger number).

Step 6: Once you have entered all of the details, save the file as “fixtureupload.csv”, exit your
spreadsheet package and return to the “Fixture Spreadsheet Upload” page of Full-Time.

b

. T

File name: |ﬁxb_|reupluad j EH save |
Save as type: |CS1.|' (Comma delimited) ﬂ Canc

Full-Time - Fixtures Page 11
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Step 7: Using the “Browse” option at the bottom of the screen, select the “fixtureupload.csv” file you
have just edited.

Select your file |C:\Documems and Senilf[ Browse... |

el Cancel

View short team codes

Step 8: Before you upload the data, you need to decide whether to have Full-Time automatically
approve any fixtures with results, and whether to ignore duplicate fixtures.

To approve any fixtures with results, tick the “automatically approve” results box (if a fixture does not
have a result, this is ignored).

To ignore duplicate fixtures (i.e. if a fixture has already been registered on Full-Time, it won't be
uploaded again) then tick the “ignore duplicate fixtures” box.

Note: if in doubt, we recommend you tick both boxes.

Options for download
Do you wish to automatically approve all fixtures? Note only fixtures with results will be approved. W Check For Yes

If you are uploading duplicate fixtures (based on date, time, and teams) to ones that already exist, do you v Check For
want these records to be ignored?

[% Yes

Step 9: Once you are ready to upload the file, click on “Upload”.

w Cancel

Step 10: Once the Upload has successfully been completed, Full-Time will report the number of
fixtures uploaded.

Upload Successful

Your fixture upload was successful. Fixtures uploaded: 2

1.8 How to... Hide Fixtures on your Website

Full-Time gives you the option to create fixtures, but to hide them from public view. This allows you to
work in advance, but without them being published on your website.

Step 1: Make sure you have selected the correct season/division, and click on “Fixture Wizard”.

Change or create your schedules. Use our scheduling

wizards, create your fixtures manually or upload from a Focture Wizard
spreadshest [

Step 2: Click on “Hide Fixtures”.

If you wish to hide fixtures after a certain date then use this option

Step 3: On the “Hide Fixtures” page, select the division required.

Hide fxtures after date

To hide fixtures that are scheduled to take place after a certain date from being shown enter the date against the appropriate

division
Date Day|:| I'J]onthE Year:l
Finished/ Cancel

Full-Time - Fixtures Page 12
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Step 4: Enter the date from which you wish to hide fixtures (if you don’t want any fixtures hidden, then
leave the date boxes blank).

Hide fxtures after date

To hide fixtures that are scheduled to take place after a certain date from being shown enter the date against the appropriate
i
amMsion

Date Day Manth Year

Finished/ Cancel

Step 5: Click on “Update”.

Hide fxtures after date

To hide fixtures that are scheduled to take place after a certain date from being shown enter the date against the appropriate
Anaci
division

Date Day Month Year

@ Finizhed/ Cancel

Fixtures after the date selected will not be published on your website.

Important Note: if you have elected to hide fixtures, remember to unhide them at the appropriate
time. It's not uncommon to have people hide fixtures and then forget they've done so!

1.9 How to... Hide Fixture Venues from Public Display

Full-Time allows leagues to make a setting that ensures that venues for fixtures are hidden from the
public display pages of Full-Time.

To set fixture venues for a division to be auto-hidden, go to League Setup, Divisions and click Edit
for the division concerned. Once found, check the “Hide Venue” box.

Update Division
0 overpde the dvsion descnption lor a pamicular seasan cack here
Name * [Flg‘llvu|
Rar 1 3 fanked first
Hide Payers F event players from baing shown on the public pages
o Scove [_i'— Automatcaly hidz rasults on the pubsic pages
Hide Yenue E Adtomaticaly hida venues on the public

Similar settings can be made for Cup Competitions (via Cup Wizard and Edit/Hide Cup) and for
groups of Other Fixtures (via Fixture Wizard, Other Fixtures, Maintain Fixture Group and Edit).

Note that this does not prevent the pitch-sharing functionality of the Fixture Wizard and Conflict
Checkers being used, it simply prevents the venue from being shown on the public pages.

Full-Time - Fixtures Page 13
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1.10 How to... Allow Team Administrators to Update Fixtures

From November 2015 onwards, extra flexibility has been provided to allow leagues to give access to
their Team Administrators to modify fixture details (date, time and/or venue) for both home and/or
away fixtures, as well as the Date Status of fixtures (normal/scheduled or To Be Confirmed)

When these options have been added, the functionality to allow away teams and modification of Date
Status has automatically been disabled (leagues can then enable them if required).

Step 1: From “Admin Home”, click on League Setup and League Options.

Step 2: Navigate to the Team Admin Results and Fixtures Options section.

Team Admin Results And Fixtures Options

Options: L] Block Team Administrators from changing the fixture status of a fixture?

L1 Include postponed fixtures wheare the fixture date is not later than the current date, in listings of resy

Team Admin Options: When Home Team When Away Team

Change fixture date O

|

Change fixture time

|

Change fixture date status

]
O
]

|

Change fixture venue

Step 3: Within this section you can amend the settings as follows:-

e Block Team Administrators from changing the fixture status — if checked then when a
team administrator accesses the result pages, they cannot set a match to postponed,
cancelled, etc (normally this option will be left un-checked).

¢ Include Postponed Fixtures — if checked, then the public display pages for results will show
all games postponed so long as the fixture date isn’t in the future.

e Change Fixture Date — if checked, then team administrators can modify the date of any
fixtures for which they are the home and/or away team (as selected).

e Change Fixture Time — if checked, then team administrators can modify the time of any
fixtures for which they are the home and/or away team (as selected).

e Change Fixture Date Status — if checked, then team administrators can modify the Date
Status (changing a fixture from Normal/Scheduled to To Be Confirmed, and vice versa) of any
fixtures for which they are the home and/or away team (as selected).

e Change Fixture Venue — if checked, then team administrators can modify the venue of any
fixtures for which they are the home and/or away team (as selected).

Note: the functionality to allow team administrators to modify the details of fixtures for which they are
the away team is new, and the default setting for these when introduced is that they are unchecked,
so leagues can choose whether to give away teams access to update fixture details.

Step 4: Once you have amended the settings as required, click on Update.

Update

The updated settings will be in place, controlling what aspects of fixtures team administrators can
modify when they are logged in.

Note that a new fixture editing page has been created to allow team administrators to modify fixtures
rather than, as previously, using a version of the Mass Update page. This page has the same
functionality, but makes it easier for them to see and amend fixtures. Full details of this can be found
in the Team Administrators guide.
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2.0 Fixture Scheduler & Multi Division Fixture Scheduler

There are two “template” Fixture Schedulers which allow you to create fixtures according to a
standard template. One version (Fixture Scheduler) works for a single division, whilst the Multi
Division Scheduler can be used to schedule more than one division on a single template.

Each of these sets dates for your season, including allowing you to close dates on which you do not
wish to have any fixtures arranged.

Note: if you wish to try the Fixture Scheduler, we recommend you do so and see how the fixture list
produced suits you. It can always be deleted afterwards using the Mass Delete option (see How to...
Mass Delete Fixtures).

2.1 How to... Create a Division’s Fixtures using the Fixture Scheduler

Step 1: From “Admin Home”, click on “Fixture Wizard”.

Change or create your schedules. Use our scheduling

wizards, create your fixtures manually or upload from a Fixture Wizard
spreadshest k

Step 2: Click on “Fixture Scheduler”.

The fixture scheduler will generate a schedule for the teams in this division and season. You will

select from predefined templates for this nurmber of teams. This option is the fastest way to create a Fixture Scheduler

schedule for a single division and does not accommodate venue sharing between divisions k

Step 3: Select the Template of fixtures you wish (e.g. teams meeting each other twice).
Step 4: Click on “Next Step”

Fixture Scheduler Step 1 - Select Template

This is your first step to create a schedule for the teams that you have set up for this division and season. Select a template from
the list below and then press next step

Tempiate | 4 teams meeting 2 times, 2 shared venues [v]| After changing wait for screen to refresh

e 9

Match: 1 1@2 4@3
Watch: 2 4@1 a@2
Watch: 3 1@3 2@4
Match: 4 2@1 g4
Watch: 5 2@3 184
Watch: 6 3@ 4@2

Step 5: Decide whether you want to allow for two teams to share a venue, or assign team numbers to
your teams.

Step 6: Click on “Yes” (to allow for Venue Sharing) and then “Next Step”

Fixture Scheduler Step 2 - Venue Sharing

Do you have any teams that play at the same venue and you would not like them both to play at home the same week? If you do
then press - yes

Do you want to assign your own team numbers to the teams for the template that you chose on the last step? You might want to do
this to force teams to play on the same week. If you do press - yes

If you want the system to allocate teams then press - no

[==IEE

Fixture Scheduler Step 2 - Venue Sharing

This function is usually used for teams which share the same venue and you don't want them to play at home at the same time
unless they are playing each other. If you are not interested in venue sharing then goto the next step

In this step you will assign team names to the team numbers in the schedule template you have chosen. Press the process button
after changing the team numbers then go to the next step

Here is an example - if your teams "Red Team” and "Blue Team" can't play at the venue the same week and Teams 1 and 2 are
listed as teams which can share the same venue, you could make Red Team - Team Number 1 and Blue Team - Team Mumber 2

Next Step

template 4 teams meeting 2 times, 2 shared venues

Full-Time - Fixtures Page 15
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Step 7: Swap over any teams required (Note that in the example below teams 1 and 3 could share

the same home

Step 8: Click “U

venue, and so could teams 2 and 4).

Assign team numbers to teams
Teams that can have the same venue are: 1 and 3, 2 and 4

Make the team numbers in the dropdowns match the teams then press update

TEAM NUMBER TEAM NAME

Arsenal
Chelsea
Liverpool

Manchester United

pdate”.

I = |

Step 9: The screen refreshes with the swapped teams in their new positions. Once you have finished
swapping over any team numbers, click on “Next Step”.

Step 10: Select

TEAK NUMBER TEAM NANE

Arsenal
Liverpool

Chelsea

Manchester United

If you have made changes make sure you press update before pressing next step

Watch: 1 1@2 4@3
Watch: 2 @1 @2
Watch: 3 1@3 2@4
Watch: 4 2@1 @4
Watch: § 2@3 1@4
Watch: & @1 4@2

the first date of the season for your fixtures.

1. Select the date and time when the first match for this season will be played

5 9] [oener [0 9]

Create gaps between fixtures to spread fixtures between the first match date and season end date Sun 16 . Check For
Aug 09 Yes

Step 11: Select

2. Set your repeating match times - these are the days of the week and times that all teams play each week

Hour  Minute a.m./p.m

Example 1: If you play every Wednesday at 7PM and Sunday at 1PM. in the first entry set Wednesday 7:00 PM and the second set
Sunday 1:00 PM. The order does not matter, you could put Sunday first

Example 2: If you play twice on Wednesday nights at 7PM and 10PM, and twice on Thursdays at 8PM and 11PM, you would create
four entries

Full-Time - Fixtures

the regular days/times for your fixtures (e.qg. fixtures every Saturday at 3pm).
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Step 12: Select any closed dates on which you do not want fixtures to be played.

3. Enter your closed dates
Day  Month Year

X
B
I

December v

I
II
=y

II

I

I

v

An example would be say on Christmas Day.

Enter the dates where you do NOT want fixtures to be played. The wizard will exclude these dates when generating the schedule

25| TheFA.com
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Step 13: When you have chosen your start date, regular days/times and any closed dates, click on

“Next Step”.

Step 14: Check the dates produced for each set of fixtures and click “Next Step”.

Fixture Scheduler Step 4 - Change Match Dates And Times

Make any adjustments to the match dates and times generated from the previous step

All teams will be scheduled to play on the following dates and times

to manually change each one

Sat13 Dec 08 03:00 PM
Sat20 Dec 08 02:00 PM
Sat03Jan 09 03:00 FM
Sat 10.Jan 09 03:00 PM
Sat 17 Jan 09 03:00 PM

@ e W

Sat24 Jan 09 03:00 PM

==l

If all the dates and times are the same you can go back to the previous step to set the repeating match dates and times rather than

MATCH NUMBER DATE AND TIME -

Edit
Edit
Edit
Edit
Edit
Edit

Step 15: Check all the details are correct and click “Create the Fixtures”.

Fixture Scheduler Step 5 - Checkpoint

Check the details below before generating your schedule. Check your match dates and your assigned teams

Teams that can have the same venue are: 1 and 3, 2 and 4

Your assigned teams

Arsenal
Liverpool

Chelsea

B W

Manchester United

Full-Time - Fixtures

TEAM NUMBER TEAKM NAME
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MATCH NUMBER
4
2

Your format
Watch: 1
Iatch: 2
Watch: 3
Watch: 4
Watch: 5
Watch: 6

Your match dates and times, all teams play on these times

DATE AND TIME

Sat 12 Dec08 03:00 FM
Sat 20 Dec 08 03:00 FM
Sat 02 Jan 09 03:00 PM
Sat 10 Jan 09 03:00 PM
Sat 17 Jan 09 03:00 PM
Sat 24 Jan 09 03:00 P

1@2
4@1
1@3
2@1
2@3
@1

4@3
@2
2@4
I@4
1@4
4@2

[ ThefA |
o)

Step 16: Full-Time will confirm the fixture list has been produced. Click on “Next Step”.

Next Step

Fixture Scheduler Congratulations

Your fixtures have been successfully created!

You can review your schedule by selecting Manual or Fixture List from the Fixture Wizard

Step 17: Click on “Fixture List”.

If you want to see a list of your fixtures which you can filter by date or team then use this option. You
will be able to edit fixtures in here

The fixtures you have just created are listed and you can check they are correct.

A Sat13 Dec08
03:00 PM
Sat13 Dec 08
03:00PM

B Sat20 Dec 08
03:00 PM

L Sat20 Dec 08
03:00 PM

1 Sat03Jan 09
03:00PM
Sat03 Jan 09
03:00PM
Sat10 Jan 09
03:00 PM
Sat10Jan 08
03:.00PM

K Sat17 Jan 09
03:00 PM

L Sat17 Jan 09
03:00 PM
Sat24 Jan 09
03:00 PM

L Sat24 Jan 09
03:00 PM

L=League fixture, Cup=Cup fixture

I DATE AND TIME

Chelsea
Liverpoal
Arsenal

Liverpool

Chelsea

Manchester
United

Arsenal

Manchester
United

Chelsea

Manchester
United

Arsenal

Liverpool

STATS STATS
STATUS | HOME TEAM LOCKED SCORE|AWAY TEAM LOCKED

Manchester
United

Arsenal

Manchester
United

Chelsea
Arsenal
Liverpool
Liverpool
Chelsea
Liverpool
Arsenal

Chelsea

Manchester
United

SCORE |VENUE L F!OVED

Stamford
Bridge

Anfield
Emirates

Anfield

Stamford
Bridge

Old Trafford
Emirates

Qld Trafford

Stamford
Bridge

Old Trafford
Emirates

Anfield

Edit
Delete
Edit
Delete
Edit
Delete
Edit
Delete
Edit
Delete
Edit
Delete
Edit
Delete
Edit
Delete
Edit
Delete
Edit
Delete
Edit
Delete
Edit
Delete

TheFA.com

FULL-TIME

Note that in this fixture list, Arsenal (team 1) and Chelsea (team 3) are never at home on the same
date (so could share a venue). The same applies to Liverpool (team 2) and Manchester United (team

4).

Full-Time - Fixtures
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2.2 How to... Run the Multi-Division Scheduler

The Multi-Division Scheduler is a version of the Fixture Scheduler detailed in the previous section. It is
not designed to have the same flexibility and power of the Advanced Fixture Scheduler (detailed later
in this guide), but will cater for venue sharing on a limited level, although it only works effectively with
divisions with identical or similar numbers of teams, and the venue sharing is defined during the

scheduling process, rather than by referring to the venues set up for each team.

It does however create timeslots, so you can use the rescheduling options of the Advanced Fixture

Wizard and the Conflict Checker at a later stage if you wish to do so.

Step 1. From “Admin Home”, click on “Fixture Wizard”.

Change or create your schedules. Use our scheduling

wizards, create your fixtures manually or upload from a Fiture Wizard
spreadsheet k

Step 2: Click on “Multi-Division Scheduler”.

Scheduling / Rescheduling Wizard

Beta: The new advanced scheduler / rescheduler. Schedule based on team and pitch availability Advanced Scheduler (New)

Beta: Basic Fixture Scheduler extended to allow multi division scheduling based on the same fixed
templates and team pairings. It does not require venue assignment and availability. The schedule is

week and may be unbalanced

The fixture scheduler will generate a schedule for the teams in this division and season. You will

schedule for a single division and does not accommodate venue sharing between divisions

Advanced Scheduler (Old system replaced May 2010) - This option gives you more flexibility for
creating your schedule. It will interact across multiple divisions and accommodate venue sharing
across divisions. After you have completed the data collection steps your schedule will be generated
by a "background” process

Advanced Scheduler (Oid)y

based on the Basic Template for the division with the largest number of teams. Works best with Multi Division Scheduler
identical (or similar) sized Divisions. Divisions with a smaller number of teams will not all play every k

select from predefined templates for this number of teams. This option is the fastest way to create a

Step 3: Select how many times teams will play each other (default is 2) and select the divisions to be

scheduled by checking their tick boxes. Once these have been selected, click on “Update”.

Select Divisions

Next Step

You have not selected any divisions

Mumber of times teams meet

Division 1
Division 2 10 0 v
Division 3 9 |

i)
3 ez

DVSION FIXTURES seLECT
10 0 o

Step 4: Once you have confirmed the number of fixtures and divisions, click on “Next Step”.

Select Divisions

13

Full-Time - Fixtures
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Step 5: Create your timeslots — these define the basic structure of your season, specifying when
games will be played. Timeslots may be repeated or single.

The Timeslots page shows which current timeslots you have created for this schedule (note the option
to clear all timeslots at the bottom).

There are two separate options:- Create Repeating timeslots (e.g. every Saturday at 3pm) and Create
Single Timeslots (e.g. 26" December). You can specify the dates from which the Repeating Timeslots
start and finish.

Once you have selected the options to create your timeslots, click “Create”.

Note: within the multi-division scheduler, there is no facility to specify “Primary” or “Secondary”
timeslots — all timeslots are created as “Primary” timeslots. Nor can you define Conflict Times before
or after. These options are only available if you are using the “Advanced Fixture Scheduler’.

Schedule Timeslots
A minimum of 18 timeslots are required and if there are more, the first 18 will be used

@ Create repeating timeslots O Create single timeslot

Create repeating timeslots

Start Date |23 3] [ June v|[2011 %] Enapate [9 »|[January  |w][2012 ]

Every |Saturday v|| 03 v|| 00 v| @

Your timeslots will appear at the bottom of the screen.

Schedule Timeslots
A minimum of 18 timeslots are required and if there are more, the first 18 will be used

® Create repeating timeslots O Create single timeslot

Create repeating timeslots

StartDate [23 w|[June  [v|[2011 [w| EndDate [9 [v|[tanuary  [v]|[2012 ¥]

Every | i 8 &8 &

Delete all timeslots
NUMBER START DATE THE _

1 Sat 25/06/11 15:00 Delete
2 Sat 02/07/11 15:00 Delete
EY Sat 09/07/11 15:00 Delete
4 Sat 16/07/11 15:00 Delete

Once you have created your timeslots for the season, click on “Next Step”.

Step 6: Venue sharing within the Multi-Division Scheduler is specified when setting up the schedule,
with the user pairing up teams as required, to specify that their fixtures should mirror each other (so
only one is ever set to be at home on a particular timeslot).

Using the drop-down menus you should pair up any teams that share a venue. These pairings may be
for teams within the same division, or within different divisions.

Full-Time - Fixtures Page 20
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Schedule Pairings

You don't need to delete pairings for other divisions you are not scheduling, they just wo

b IRl Clifford Chance v

TEAM 2 SHORT CODE

Tear 1 | Alen & Overy

Create

TEAM 1 NANE

TEAM 1 SHORT CODE

n't be used for this scheduling run.

TEAM 2 NAME I

Once a pair has been selected, click on “Create”. The screen will refresh showing the paired teams.
Once a team has been paired, it will disappear from the drop-down menus for future pairing (a team

cannot be paired more than once).

Note: do not pair more teams than required, as this will un-necessarily restrict the scheduling routine.

Schedule Pairings

v| Team 2 [Barlow Lyde & Gibert v

TEAM 1 SHORT CODE TEAM 1 NAME TEAM 2 SHORT CODE
BAKR

Baker & Mackenzie MACF

Team 1 | Bariow Lyde & Gibert

ALLN Allen & Overy CLIF

ASHU Ashurst WATS

You don't need to delete pairings for other divisions you are not scheduling, they just won't be used for this scheduling run.

TEAM 2 NAME -

Macfarlanes Delete
Clifford Chance Delete
Watson Farley Williams Delete

Once all pairs required have been set, click on “Next Step”.

Step 7: The Checkpoint screen will appear, confirming details of the proposed schedule. Once you

have confirmed these details are correct, click on “Next Step”.

Checkpoint

Press next step to create your fixtures, press the button once and be patient!
Teams will play each other 2 time(s)

You are scheduling the following divisions

Division 1 10

Division 2 10

0
0

The fixtures will be created and can be reviewed using the Fixture Wizard.

Congratulations

Your fixtures have been created. Please review this from the fixture wizard

e

Full-Time - Fixtures
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2.3 How to... Run the Fixture Conflict Checker

The Fixture Conflict Checker is used to check for a variety of problems that might arise with fixtures.
When you run the Conflict Checker Full-Time will flag any potential issues to you, and you can then
decide whether they need to be addressed, and how to correct them.

Step 1: From “Admin Home”, click on “Fixture Wizard”.

Change or create your schedules. Use our scheduling

wizards, create your fixtures manually or upload from a Focture Wizard
spreadsheet 3

Step 2: Click on “Conflict Checker”.

Check that teams and venues are not "double booked” and that all assignments are within defined
] 2t Conflict Checker
calendars. Offer resolution to conflicting fixdures

Step 3: The Conflict Checker allows you to select a particular season and division.

There are a wide variety of potential conflicts you can check for. Note that you may not necessarily
want or need to correct them — Full-Time simply shows you possible conflicts, and leaves you to
decide what action (if any) you need to take. Before you decide which conflicts to select, we suggest
you read the online “Help” notes, which can be found by clicking on the relevant “Help” links.

Fixture Conflicts

Season |2003—2009 "| Division | Premier Division (™| After changing wait for screen to refresh

Only show the following conflicts

Calendar conflicts  [Help] Fixture conflicts  [Help] Conflicts priority
W ALL W ALL

W using AVAILABLE not PREFERRED time W assigned to another fixture for this fixture time W Low

W CLOSED for this fixture time ¥ predefined fixture takes place at unrequested date/time M Medium

¥ does not have a calendar for fixture time M plays too many games in fixture day ' High

Step 4: Once you have ticked the boxes for the conflicts you want to check, click on “Show Conflicts”.

Calendar conflicts  [Help] Fixture conflicts [Help] Conflicts priority
™ALL ™ALL

I™ using AVAILABLE not PREFERRED time ¥ assigned to another fixture for this fixture time ¥ Low

¥ CLOSED for this fixture time ¥ predefined fixture takes place at unrequested date/time ¥ Medium

¥ does not have a calendar for fixture time ¥ plays too many games in fixture day ¥ High

W fixture time takes place outside defined W may be redundant (duplicate game)

calendar

I™ should be played {Mid-Week, Week-End} (geography
constraint)

w Cancel

Step 5: Full-Time will report back all possible conflicts, with options for each one to “Edit” the fixture,
“Delete” the fixture, or find out more details via the “Resolve Conflict” option.

Note: When you have made one change to a fixture, we recommend you re-run the Conflict Checker.
It is not uncommon that making one change will remove more than one conflict (e.g. if two teams are
scheduled to play twice on the same date, each team will be shown to have a separate conflict, but
changing one fixture will probably resolve both conflicts).

You have 4 conflict bearing fixture(s) out of a total number of 30 fixture(s) and 1 predefined fixture(s)

L=League Fixture
C=Competition Fixture

I HOME WENUE CONFLICTS / SEVERITY -

Home Team plays too many games in fiiture day Medium Eaib
L WED 17 DEC 2008 15:00 Arsenal  Aston Villa Emirates

Away Team plays too many games in fidure day  Medium Resolve
L WED 17 DEC 2008 20:00 Arsenal Liverpool Emirates Home Team plays too many games in fixture day Medium Egi;la‘il’
L WED 17 DEC 2008 20:00 Aston Villa Everton Villa Park Home Team plays too many games in fixture day Medium Egi;la‘il’
L SAT 03 JAM 2009 15:00  Arsenal  Chelsea Emirates Predefined Fixure takes place at unrequested dateftime Medium Eﬂi;g)we;

Full-Time - Fixtures Page 22



Fhe

&) FULL-TIME

d
"l

§

&

3.0 Advanced Scheduler

The Advanced Scheduler is a lot more sophisticated than the other scheduling options offered by Full-
Time. It allows for venue sharing between divisions, and allows for individual timeslots to be set up for
divisions, teams and venues. It allows a league to run more than one schedule (e.g. a youth league
may want separate schedules for Saturday AM, Saturday PM and Sunday AM) and allows a league to
specify that certain fixtures can or cannot be played on certain date(s).

The Advanced Scheduler should be used closely with the Conflict Checker. If the information you
provide does not allow Full-Time to produce a full fixture list, then any conflicts can be resolved using
the Conflict Checker. The advanced scheduler accommodates venue sharing between divisions.

When you first start using the Advanced Scheduler, we recommend you provide limited data to Full-
Time. The Advanced Scheduler remembers the calendars and restrictions you set, so you can re-run
it and build on these as you become more familiar with it.

3.1 How to... Prepare the Advanced Scheduler
Venues

Make sure you have your venues correctly assigned for all of your teams. The venue-sharing routine
in Full-Time is dependent on each team having the correct home venue assigned (e.g. if two teams
haven'’t been set to use the same venue, the system won’t be able to assign them mirrored fixtures!).

Timeslots

Timeslots are the key to the Advanced Scheduler. These define when fixtures can take place, but also
when divisions, teams and venues are available.

It is important to note that timeslots can be added during the season, so end of season “midweek
catch-up” dates do not need to be included when the initial fixture list is produced — indeed, the fewer
‘redundant” timeslots which are included when the schedule is set up, the faster and more effectively
it will run — plan on adding these additional timeslots at a later date if required.

Primary and Secondary Timeslots

Each timeslot is defined as either Primary or Secondary. The Scheduler will always try and assign
fixtures to Primary timeslots ahead of Secondary timeslots, so most commonly a league may set its
weekend fixtures as being “Primary” timeslots (i.e. you always want a game at the weekend) but
midweek fixtures as “Secondary” timeslots (whether floodlit or not, you play fixtures midweek if
required to do so, rather than by choice).

Timeslot Variation

A further option when setting up timeslots is to give a variation in time for the timeslot. e.g. a league
may have Saturday 3pm as their “normal” kickoff, but allow any time from 11am to 4pm for kickoff, or
may allow clubs to play on either Tuesday or Wednesday. The timeslot variation allows you to specify
a range of days/times that constitute one particular timeslot.

Schedule Groups

The Advanced Scheduler also allows you to set up separate groups for scheduling. e.g. a youth
league may be running some age groups on Saturday morning, some on Saturday afternoon and
some on Sunday, and they’'ll effectively want to run the various schedules separately, with timeslots
specific to the group.

Schedule Groups can also be used for rescheduling.

Where possible, you should try and minimize the number of schedule groups. The Advanced
Scheduler can only take venue-sharing between teams into account if they are both involved within a
single schedule group.
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Hints and Tips

The following hints and tips should be noted when running the Advanced Scheduler, particularly for
those who are used to using the old advanced scheduler:-

e Do not put in un-necessary end of season dates when creating your initial timeslots. Dates can
be added at a later stage, and extra timeslots will slow down the scheduling process.

e Putin as short a gap between fixtures as possible (typically 48 hours).

¢ Remember that a schedule does not immediately create fixtures — you have to “Accept” a
schedule before it turns into “proper” fixtures.

¢ Remember that you can keep one schedule whilst producing a second one to try and improve
on it.

e Tryto schedule as many divisions as possible at the same time, as this will give the best results
in terms of venue sharing across divisions.
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3.2 How to... Create a New Schedule Group

Step 1: From “Admin Home”, click on “Fixture Wizard”.

Change or create your schedules. Use our scheduling
wizards, create your fixtures manually or upload from a
spreadsheet.

Step 2: Click on “Scheduling/Rescheduling”.

Step 3: Click on “Advanced Scheduler.

Beta: Scheduling / Resheduling Wizard. Scheduling / Rescheduling

Scheduling / Rescheduling Wizard

Beta: The new advanced scheduler / rescheduler. Schedule based on team and pitch availability. Advanced Scheduler (New)

Step 4: When you first run the Advanced Scheduler, a schedule group called “Default’ is
automatically set up. To select a different Schedule Group, simply use the drop down menu. To add a

new schedule group, or modify an existing one, click on “Maintain Groups”.

Advanced Scheduler Menu

Schedule Group After changing wait for screen to refresh Maintain Groups

Define your timeslots, availability and constraints. Schedule Setup
Create a new schedule for one or more divisions Division Schedule
Reschedule conflict fixtures, TBC, postponed, date range, by team, missing fixtures. Reschedule

Look at the current fixture conflicts. Conflicts

If you want to see a list of your fixtures which you can filter by date or teamn then use this option. You

- - ! Fiture List
will be able to edit fixtures in here. kit

The advance scheduler requires that your division setup is complete. Teams must be in the correct
division and venues must be assigned to the correct teams.

League Setup Wizard

Step 5: To add a new group, enter the name in the Schedule Group box and click on “Create”.

Maintain Schedule Groups

Create more than one schedule group only if you require to schedule parts of your league in isolation from the other schedule
groups.

A schedule group is a collection of divisions / cups for scheduling purposes.

Fixture conflicts are shown specific for a schedule group.

Default Edit Delete
Schedule Group Description: [New Groug| [l create
FIXTURE GROUP ASSIGNED SCHEDULE GROUP

Division 1 Default
Division 2 Default »
Division 3 Default w
Challenge Cup Default
Invitation Cup Defautt +

Weavers Cup Default »

_Defaut v |

Full-Time - Fixtures
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Step 6: Once the new schedule group has been created, decide which divisions/cups/groups of
fixtures you wish to add to this grouping, and select them using the drop-down menus.

Once the divisions/cups/groups have been selected, click on “Update Assigned Groups”.

Maintain Schedule Groups

Create more than one schedule group only if you require to schedule parts of your league in isolation from the other schedule
groups.

A schedule group is a collection of divisions / cups for scheduling purposes.

Fixture conflicts are shown specific for a schedule group.

P

Default Edit Delete

MNew Group Edit Delete
Schedule Group Description: | |
FIXTURE GROUP ASSIGNED SCHEDULE GROUP

Division 1 [New Group ¥
Division 2 [New Group (v
Division 3 [Defaut ¥
Challenge Cup
Invitation Cup W
Weavers Cup m

Update Assigned Groups:

R

The

screen will refresh with the Updated Schedule Groups shown.

Maintain Schedule Groups

Create more than one schedule group only if you require to schedule parts of your league in isolation from the other schedule
groups.

A schedule group is a collection of divisions / cups for scheduling purposes.

Fixture conflicts are shown specific for a schedule group.

T

Default Edit Delete

Mew Group Edit Delete

Challenge Cup
Invitation Cup

Weavers Cup

Schedule Group Description: |

FIXTURE GROUP

ASSIGNED SCHEDULE GROUP

Division 1 New Group |»
Division 2 New Group |w
Division 3 Default -

New Group s
Default A4
Default ~

Update Azssigned G

roups

Full-Time - Fixtures
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3.3 How to... Set Up a New Schedule

Step 1: From “Admin Home”, click on “Fixture Wizard”.

Change or create your schedules. Use our scheduling

wizards, create your fixtures manually or upload from a Fixture Wizard
spreadsheet k

Step 2: Click on “Scheduling/Rescheduling”.

Step 3: Click on “Advanced Scheduler”.

Beta: Scheduling / Resheduling Wizard Scheduling / Rescheduling

Scheduling / Rescheduling Wizard

Beta: The new advanced scheduler / rescheduler. Schedule based on team and pitch availability Advanced Scheduler (New)

Step 4: Select the appropriate Schedule Group and click on “Schedule Setup”.

Advanced Scheduler Menu

Define your timeslots, availability and constraints. Schedule Setup

Step 5: The Schedule Setup page has four separate leaves

On the settings page, specify the number of times teams are due to meet during the season (normally
two) and also give the minimum number of hours that should occur between consecutive fixtures (48

hours is recommended).

We recommend you leave the “Hide Conflicts Alerts” unchecked, so that when any conflicts do arise,

you can see them and decide whether they need to be corrected

Hint: Don’t give a longer time between fixtures than is necessary — simply select the minimum time.
Note that if you’re running a mini-soccer league (more than one fixture on the same day) the value

could be 1 hour, or even 0.

Schedule Setup

Timeslots  Availability  Constraints

Number of teams meet during a season

Division 1 10

Division 2 10

Minimum number of hours that should elapse between consecutive fixtures for a team ;E’*S 1 Enter value between 0 and 168

Hide conflicts alets [~ Check For Yes

NUMBER OF TEAMS NUMBER OF TIMES TEAMS MEET

If you change any of the settings have been selected, click on “Update”.

Full-Time - Fixtures
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3.4 How to... Set/Update Your Timeslots

Your timeslots define the basic structure of your season, specifying when games will be played.
Steps 1-4: Repeat Steps 1-4 of “How to Set Up a New Schedule” to get to the Schedule Setup page.
Step 5: Click on the “Timeslots” tab.

Schedule Setup
ISl Timeslots  Availability  Constraints

Step 6: The Timeslots page shows which current timeslots you have created for this schedule (note
the option to clear all timeslots at the bottom).

There are two separate options:- Create Repeating timeslots (e.g. every Saturday at 3pm) and Create
Single Timeslots (e.g. 26" December). You can specify the dates from which the Repeating Timeslots
start and finish.

For each timeslot, you have to define whether it is a “Primary” or “Secondary” timeslot. The Scheduler
will try and assign fixtures to Primary timeslots ahead of Secondary timeslots.

Example: a floodlit league always wants games on Saturday (so Saturday timeslots are “Primary”) but
will fill out the fixture list with Midweek Fixtures as required (so Midweek timeslots are “Secondary”).

For each timeslot you should also give a “Conflict Hrs Before” and “Conflict Hrs After” value. These
define the variation in the timeslot you wish the Fixture Scheduler to account for — so long as fixture
falls within these variations, it won’t show up as a conflict and the scheduler will recognise that the
teams involved have been allocated a fixture within the timeslot.

Example 1: The timeslot is 3pm Saturday, and the league doesn’t allow clubs any leeway on varying
the kickoff. The league would set Conflict Hrs Before = 0, Conflict Hrs After = 0.

Example 2: The timeslot is 11am Sunday, but the league will allow clubs to play any time from 10am
Saturday morning (25 hours earlier) to 3pm Sunday afternoon (4 hours later). The league would set
Conflict Hrs Before = 25, Conflict Hrs After = 3.

Schedule Setup

Seftings Ayailability  Constraints

Timeslots are dates and times when fixtures will be scheduled (e.g. on Sat 26th Sep 15:00). The timeslot range (before and after) are
used to allow you to vary a kickoff time {or date) across a number of hours {e.g. 15:00, -2 hours, +3 hours, allows for any kickoff time
between 13:00 and 18:00 to be considered part of this timeslot. These +/- can be more than 24 hours if required e.g. Saturday 10:00
+30 hours allows a timeslot to cover a whole weekend). Using these ranges can reduce the number of timeslots that you have and it
is less work for you to maintain availability in the next step

All timeslots have to be defined as either Primary or Secondary. Where possible, Primary timeslots are used first (e.g. a league may

specify all Saturday timeslots as Pnmary, and midweek timeslots as Secondary, so the midweek timeslots are only used when
required to complete the fixtures)

@® Create repeating timeslots O Create single timeslot

Create repeating timeslots
tart Date EndDats [31 ¥ [Warch @] [2010 ¥ Prionity [Primary 9]
Every Conflict hrs before I:l Conflict hrs after |:|

Your current timeslots for schedule group: New Group

@® Hide historical timeslots O Show historical timeslots

CONFLICT | CONFLICT
NUMBER START DATE TIME RANGE HRS|RANGE HRS|CONFLICT RANGE START CONFLICT RANGE END PRIORITY
BEFORE AFTER

Delete all timeslots

Hint: don’t create un-necessary timeslots at this stage, as this will only slow down the scheduler. You
can add timeslots later on, so don’t add un-necessary timeslots at the start of the process.
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Step 7: Once you have selected the parameters for a set of timeslots (or single timeslot), click on

“Create”.

® Create repeating timeslots © Create single timeslot

Create repeating timesiots

Start Date End Date [21 [ [Harch

¥ [2010 ] Priority

| Primary

v

ict fr

pefore [ | conflicthrsafter 1| @

The timeslots are created. Further timeslots can be added if required (immediately, or
season) and the existing timeslots can be edited or deleted.

Your current timeslots for schedule group: Default

O Hide historical timeslats & Show historical timeslots

Sat 12/09/09 15:00 Sat 12/09/09 14:00

2 Wed 16/09/09 20:00 1 0 Wed 16/09/09 19:00
) Sat 19/09/09 15:00 1 0 Sat 19/09/09 14:00
4 Wed 23/09/09 20:00 1 0 Wed 23/09/09 19:00
5] Sat 26/09/09 15:00 1 0 Sat 26/09/09 14:00
B Sat 03/10/09 15:00 1 0 Sat 03M10/09 14:00
7 Sat 1010/09 15:00 1 0 Sat 10M10/09 14:00
g Sat 17/10/09 15:00 1 0 Sat 1710/09 14:00

Sat 12/09/09 15:00
Wed 16/09/09 20:00
Sat 19/09/09 15:00
Wed 23/09/09 20:00
Sat 26/09/09 15:00
Sat 03M10/09 15:00
Sat 10M10/09 15:00
Sat 1710/09 15:00

Primary Edit
Secondary  Edit
Primary Edit
Secondary  Edit
Primary Edit
Primary Edit
Frimary Edit
Frimary Edit

CONFLICT | CONFLICT
NUMBER |START DATE TIME RANGE HRS PMJGE HRS| CONFLICT RANGE START CONFLICT RANGE END PRIGRITY
BEFORE

Delete
Delete
Delete
Delete
Delete
Delete
Delete

Delete

3.5 How to...

Set/Update Your Team/Ground Availability

during the

You should not try and set up Team/Ground availability until you have created your basic timeslots,
but once these have been done, you can then set up when specific teams and/or grounds are

available. These can be updated during the season.

Steps 1-4: Repeat Steps 1-4 of “How to Set Up a New Schedule” to get to the Schedule Setup page.

Step 5: Click on the “Availability” tab.

Schedule Setup
| Settings IRIUEERE

Availability Constraints

Step 6: To update the availability for a team, click on the “Teams” tab.

Note the option below to hide or show historical timeslots (i.e. timeslots in the past).

Schedule Setup

Constraints

Settings Timeslots

Select specific teams and venues
Division @QTeams O Venues
Check boxes if UNAVAILABLE - default is available

- = Has fixture already assigned
- =1Is assigned to more than one fixture so double booked!

Availability for schedule group: Default

O Hide historical timeslots & Show historical timeslots

Full-Time - Fixtures
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Step 7: To specify that a particular team is not available for a timeslot (e.g. because of a wedding,
religious festival, cup game, etc) simply check the box for the appropriate date and click on “Update”.

Note the options to “Select All” and “Clear All” on a particular date.

.

Availability for schedule group: Default

 Hide historical timeslots (&) Show historical timeslots

o

= n

I

: B £

[ [ =]

Select All Clear Al < o o
12/09/09 15:00 (P) | [
16/09/09 20:00 (5) r ™
19/09/09 15:00 (P) | [
23/09/08 20:00 (8) - r
26/09/09 15:00 (P) [ u

n n H H n Derton Wilde Sapte

n n n n n Elnnahnocr:'i_r?:’Services
s

Freshfields Bruckhaus

Deringer

[T )] ][] Linkssters

n n n n n Mabarro

n n n n n Slaughter & May

H H H H n Wistzon Farley Wiliams

You will need to repeat this step for each team, in each division.

Step 8: To update the availability for a venue (ground), click on the “Teams” tab, to update the
availability of a particular ground, click on the “Venues” tab.

Schedule Setup
Seitings  Timeslots Constraints

Select specific teams and venues
Division O Teams G&\-’enues
Check boxes if UMAVAILABLE - default is available

- = Has fixture already assigned
- =1Is assigned to more than one fixture so double booked!

Step 9:

league, cricket, etc) simply check the box for the appropriate date and click on “Update”.

To specify that a particular venue is not available for a timeslot (e.g. because of another

Note the options to “Select All” and “Clear All” on a particular date.

e

Availability for schedule group: Default

O Hide historical timeslots & Show historical timeslots

Select All Clear All
12/09/09 15:00 (P) u u
16/09/09 20:00 (S) r r
19/09/09 15:00 (P) u u
23/09/09 20:00 (S) r r
26/09/09 15:00 (P) u u
03/10/09 15:00 (P) r r

n n n n H H Battersea Park #1

n n n n H n S;apers Field, Leyton

n n Kl H H n HSBC Beckerham #1

I e e I e R

[ ) Y [ wvettnamstow #1
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You will need to repeat this step for each venue, in each division.

Note that during the season, as fixtures are added the background boxes will change to either green
(showing that the team/venue has a single fixture arranged for that date) or red (showing that the
team/venue has a conflict arranged for that date — perhaps two fixtures, or a fixture when the
team/venue isn’t supposed to be available).

Availability for schedule group: Default

© Hide historical timeslots & Show historical timeslots

Select All Clear All
12/09/09 15:00 (P) | |

16/09/09 20:00 (3) r r

H HH Battersea Park #1
HHH S;apers Field, Leyton

19/09/09 15:00 (F) [ [

H n n HSEC Bieckenham #1
HHH Mile: Enict #1
HHH Watthamstow #1

3.6 How to... Set/Update Fixture Constraints

Full-Time also allows you to set up fixture constraints, for example specifying that a particular fixture
must be played on a set of dates (e.g. fixtures involving significant travel are only played on a
weekend timeslot, not midweek) or even on a specific date (e.g. Boxing Day fixtures for local derbies).

Steps 1-4: Repeat Steps 1-4 of “How to Set Up a New Schedule” to get to the Schedule Setup page.
Step 5: Click on the “Constraints” tab.

Schedule Setup
IS Timeslots | Availability Cons{[%ims

Step 6: To “block” a fixture from being played on a particular timeslot (or set of timeslots) click on the
“Cannot Play” link.

Schedule Setup

Setings  Timeslots  Availability
Cannot play Must play

Timeslots where a fixture cannot be played

Step 7: Using the drop-down menus, select the division and teams concerned, and select the
timeslots (each date is offered, plus “All Secondary” and “All Primary”). Once the required values have
been selected, click on “Create”.

Cannot play Must play

Timeslots where a fixture cannot be played

Division | Al ¥| Team 1

Aghurst [ASHU % | Team 2 | Nabarro [NABA % | Timesio! |QIESSURENE v @
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The screen refreshes, showing the constraint now set up (in this example, the fixture concerned

cannot be arranged for a secondary timeslot).

Schedule Setup
Availability

Settings Timeslots

Cannot play Must play

Timeslots where a fixture cannot be played

Division | Al
TIMESLOT TEAM 1 SHORT CODE TEAM 1 TEAM 2 SHORT CODE
Secondary Ashurst

V| Team 1 |A3h|.|rst [ASHU, V| Team 2 | Nabarro [NABA % | Timesiot | All Secondary %

l‘

Mabarro Delete

Step 8: To “insist” that a fixture is arranged on a particular timeslot (or set of timeslots) click on the

“Must Play” link.
Schedule Setup
Settings  Timeslots  Availability

Cannot play Must pla:

Timeslots where a fixture cannot be played

Step 9: Using the drop-down menus, select the division and teams concerned, and select the
timeslots (each date is offered, plus “All Secondary” and “All Primary”). Once the required values have

been selected, click on “Create”.

Cannot play Must play

Timeslots where a fixture must be played

V| Team 1 |Link|aters [LINK, V| Team 2 | Slaughter & Ma: ¥ | Timeslot

Division | Al

WED 23 SEP 20

=

The screen refreshes, showing the constraint now set up (in this example, the fixture concerned must

be arranged for a specific date).

Schedule Setup
Availability

Settings Timeslots

Cannot play Must play

Timeslots where a fixture must be played

Division

Wed 23/09/09 20:00 LIMNK Linklaters

| Team 1 |Linkiaters [LNK || Team 2 | Slaughter & Man|%| Timeslot |WED 23 SEP 20 v

TIMESLOT TEAM 1 SHORT CODE TEAM 1 TEAM 2 SHORT CODE -

Slaughter & May Delete

You can repeat this for as many (or as few) constraints as are required.
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3.7 How to... Create a Schedule

Step 1: From “Admin Home”, click on “Fixture Wizard”.

Change or create your schedules. Use our scheduling

wizards, create your fixtures manually or upload from a
spreadsheet.

Step 2: Click on “Scheduling/Rescheduling”.

Beta: Scheduling / Resheduling Wizard. Scheduling / Rescheduling

Step 3: Click on “Advanced Scheduler.

Scheduling / Rescheduling Wizard

Beta: The new advanced scheduler / rescheduler. Schedule based on team and pitch availability. Advanced Scheduler (New)

Step 4: Click on the “Division Schedule” link.

Advanced Scheduler Menu

Schedule Group After changing wait for screen to refresh  Maintain Groups

Define your timeslots, availability and constraints. Schedule Setup

Create a new schedule for one or more divisions

Division Schedule

Reschedule conflict fixtures, TBC, postponed, date range, by team, missing fixtures. Reschedule

Look at the current fixture conflicts.

If you want to see a list of your fixtures which you can filter by date or team then use this option. You )

; - 4 Fixture List
will be able to edit fixtures in here.

The advance scheduler requires that your division setup is complete. Teams must be in the correct -
- . League Setup V d
division and venues must be assigned to the correct teams.

Step 5: Select the divisions for which you wish to create fixtures (note: venue sharing between
divisions can only be accounted for if both divisions concerned are selected together).

Create Division Fixtures For Review

This page will start arranging your fixtures. It does not automatically create fixtures, they will be available for you to review before
accepting/ rejecting on the next page.

Check the divisions that you would like to schedule then press "Review”. After pressing review the system will check for obvious
problems, if there are no errors then press the Schedule button to start.

The minimurm number of hours that must elapse between consecutive fixtures for a team is 48 change here

CHECK DISION DESC NUMBER OF TIMES TEAMS MEET

v Division 1 2
v Division 2 2
v Division 2 2
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Step 6: Once the divisions have been selected, you need to select your “scheduling options” and
“smoothing options”. These determine what priorities the Advanced Scheduler apportions when
producing its fixtures. The more scheduling and smoothing options you choose, the longer the system
will take to produce a schedule.

Hint: when you first produce a schedule, do not request too many options, as it will run slowly.
Produce a “rough schedule” first, and make sure you don’t have to make any corrections to your data,
and then you can re-run it with more smoothing options enabled to produce a “final schedule”.

The options available are:-

First Timeslot:- you may to specify that fixtures are scheduled from a particular timeslot. At the start
of the season this will normally be the first timeslot, but when you are rescheduling fixtures, you may
not wish to arrange fixtures immediately.

Time on Schedule:- you can define how much time Full-Time will spend on refining and improving
your schedule. When you first start to produce a schedule, we recommend you select the “Fast” or
“Quick” option, to make sure you have the basics in there correctly. Once you are confident you have
the essentials of the schedule laid out, you can run it again using one of the longer options to produce
a “final version”.

Create Fixtures As Soon As Possible (ASAP):- The “ASAP” option will try and ensure all of your
fixtures are played as early in the season as possible, whereas the “Spread” option will distribute
them across all dates within the season. Typically, the fixture scheduler will run more slowly, and
require more time to get the ASAP fixtures correct.

Minimise Consecutive Home or Away Matches:- selecting this option will instruct Full-Time to try
and ensure that as far as possible, teams have a home game followed by an away game, and vice
versa.

Minimise Use of Secondary Timeslots:- selecting this option will instruct Full-Time to try and avoid
assigning fixtures to secondary timeslots, where possible fitting them into primary timeslots.

Scheduling Options

Which timeslot do you want to start scheduling from? SAT 11 SEP 2010 15:00 |¥

Fast—no smoothing
auick (Approx 10 minutes)
Medium (Approx 1 hour)
FuII {Until best solution found)

How much time do you want to spend on this schedule?

Create fixtures as soon as possible?

Mote the best way to get fixtures to be played ASAP is to make redundant timeslots = =
unavailable in [schedule setup] —= [availability]. D‘SAP Spreacl

If you select ASAP expectthe schedule take considerably longer than without

Smoothing Options
Minimise consecutive home or away matches. es No
Minimise use of secondary timeslots. es No

3

Once you have selected your various Scheduling and Smoothing options, click on “Review”.

If there are any obvious problems Full-Time will report these to you, and will not spend time producing
a schedule which will be full of errors. You can then fix these before running the scheduler.

Venues not enough timeslots
Battersea Park #1
You have more fixtures than available timeslots / venues

Missing at least: 15

N
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Step 7: Assuming there are no obvious problems, the screen will refresh. Note at the top of the
screen an email box will appear — this will display your default email — once Full-Time has completely
your schedule it will send you an email to tell you so.

At the bottom of the screen you will note that a “Schedule” button has appeared alongside the
“Review” button.

Check your scheduling options are correct, and once ready, click on “Schedule”.

Create Division Fixtures For Review

This page will start arranging your fixtures. It dees not autematically create fixtures, they will be available for you to review before
accepting/ rejecting on the next page

Check the divisions that you would like to schedule then press "Review". After pressing review the system will check for obvious
problems, if there are no errors then press the Schedule button to start

The minimum number of hours that must elapse between consecutive fixtures for a team is 48 change here

When schedule has been completed you will receive an email to |danny@pbmspons.com |

CHECK DIISION DESC NUMBER OF TIMES TEAMS MEET

v Division 1 2
- Division 2 2
» Division 3 2

Scheduling Options

Which timeslot do you want to start scheduling from? |SAT11 SEP 2010 15:00 V|

| |Fast- no smoothing
Quick (Approx 10 minutes)

Medium {Approx 1 hour)
| Full (Until best solution found)

How much time do you want to spend on this schedule?

Create fixtures as soon as possible?

Miote the best way to get fidures to be played ASAP is to make redundant timeslots & -
unavailable in [schedule setup] —= [availability]. 'G‘S'AP Spread

If you select ASAP expectthe schedule take considerably longer than without

Smoothing Options
Minimise consecutive home or away matches. es No
Minimise use of secondary timeslots. es No

eI

Once the schedule has been submitted, a progress page appears, telling you when your schedule
request was submitted, where it sits in the queue for schedules, and how many fixtures are involved.

Schedule Qutcomes

You do not have any scheduled fixtures to accept / reject

SCHEDULE BATCH I |CREATED LAST MODIFIED QUEUE POSITION |NUMBER FIXTURES |UNSCHEDULED FIXTURES I
90 90

3178562 Tue 22/06M0 14:28 Tue 22/06M0 14:28 Requested 1

Once the schedule has been completed, and email will be sent to you (if it doesn’t appear, check it
hasn’t been swallowed by your spam folder!), and a “Schedule Outcomes” link will appear on the
Advanced Scheduler Menu.

To look at a Schedule Outcome, see “How To... Look At a Schedule Outcome”.
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3.8 How to... Review A Schedule Outcome

Step 1: From “Admin Home”, click on “Fixture Wizard”.

Change or create your schedules. Use our scheduling
wizards, create your fixtures manually or upload from a
spreadsheet.

Step 2: Click on “Scheduling/Rescheduling”.

Beta: Scheduling / Resheduling Wizard Scheduling / Rescheduling

Step 3: Click on “Advanced Scheduler.

Scheduling / Rescheduling Wizard

Beta: The new advanced scheduler / rescheduler. Schedule based on team and pitch availability Advanced Scheduler (New)

Step 4: Click on “Schedule Outcomes” (note — this link appears once you've produced your first
schedule).

Advanced Scheduler Menu

Schedule Group After changing wait for screen to refresh  Maintain Groups

You have 1 batch schedule(s) pending review.

Define your timeslots, availability and constraints. Schedule Setup
Create a new schedule for one or more divisions Division Schedule
Reschedule conflict fixtures, TBC, postponed, date range, by team, missing fixtures.

Look at the outcome of all submitted schedules for acceptance or rejection. Schedule Qutcomes

Look at the current fixture conflicts. Confiicts

If you want to see a list of your fixtures which you can filter by date or team then use this option. You
cture List

will be able to edit fixtures in here.

The advance scheduler requires that your division setup is complete. Teams must be in the comrect -
L . League Setup rd
division and venues must be assigned to the correct teams

Step 5: The Schedule Outcomes page displays the options you selected when creating the schedule,
as well as giving links to the Batch Report (breakdown of difficult fixtures to schedule), the original and
proposed fixture lists, any conflicts and options to accept or reject the schedule proposed.

Schedule Outcomes

You are working with selected Batch: 3178562 , created Tue 22/06/10 14:28 , 0 unscheduled fixtures

Options: How much time do you want to spend on this schedule? - Quick (Approx 10 minutes), Create fixtures as soon as
possible? - ASAP, Minimise consecutive home or away matches? : Y, Minimise use of secondary timeslots? :

Batch Report

Press the accept button to accept the changes. all fixtures will be update / created.

Press the reject button to reject these changes and the batch will be deleted RS

=
_ — CONFLICT

New proposed fidures only

Proposed Conflicts with proposed schedule
Complete proposed schedule

Schedule before proposal Conflicts before proposal
|
3178562 Tue 22/06M0 14:28 Tue 22/06/10 14:20 Pending review
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Step 6: To review a Batch (check which fixtures caused difficulties to schedule) click on “Batch
Report”. You may decide to skip steps 6 & 7.

Schedule Outcomes

You are working with selected Batch: 3178562 , created Tue 22/06/10 14:28 , 0 unscheduled fixtures

Options: How much time do you want to spend on this schedule? : Quick (Approx 10 minutes), Create fixtures as soon as
possible? - ASAP, Minimise consecutive home or away matches? : Y, Minimise use of secondary timeslots?

Batch Report

Press the accept button to accept the changes. all fixtures will be update / created. m

Press the reject button to reject these changes and the batch will be deleted [

Step 7: The “Batch/Scheduling Report” page lists up to 30 fixtures which caused most difficulty for
Full-Time to set a date for, giving a percentage value for the number of times it had to try and assign

that fixture. This may provide you with a guide to clubs or venues which are going to be problematic
and may require reviewing.

Scheduling Report
You are working with selected Batch: 3178562 , created Tue 22/06/10 14:28

We record the number of times that we attempt to schedule each fixture. The more often we have to try and schedule a fixture is
often an indication that

- the teams do not have enough timeslots available
- the pitches that these teams can play on do not have enough timeslots available
The following are up to 30 fixtures that we attempted to allocate the most often, ranked by a percentage of total allocations

Check the venues assigned to these teams and check the availability of the teams and venues

HOME TEAM AWAY TEAR

Linklaters Slaughter & May T84
Denton Wilde Sapte Freshfields Bruckhaus Deringer 333
Denton Wilde Sapte Clifford Chance 257
VWatson Farley Williams Nabarro 1.99
Ashurst Mabarro 1.85

Step 8: To look at the proposed fixtures generated by running the scheduler, click on “New Proposed
Fixtures only”. Note there is an option to include any fixtures already set, by clicking on the “Complete
Proposed Schedule link (e.g. if you are running a reschedule to complete a fixture list) and also an
option to look at the schedule before you ran the Advanced Fixtures.

Schedule Qutcomes

You are working with selected Batch: 3178562 , created Tue 22/06/10 14:28 , 0 unscheduled fixtures

Options: How much time do you want to spend on this schedule? : Quick (Approx 10 minutes), Create fixtures as soon as
possible? - ASAP, Minimise consecutive home or away matches? : ¥, Minimise use of secondary timeslots?

Batch Report

Press the accept button to accept the changes. all fixtures will be update / created.

Press the reject button to reject these changes and the batch will be deleled.w

EZm
_ SCHEDULE coNFLICT

Mew proposed fixtures only

Proposed % Conflicts with proposed schedule
Complete propoSed schedule
Original Schedule before proposal Conflicts before proposal
3178562 Tue 22/06/10 14:28 Tue 22/06/10 14:30 Pending review g0 0
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Step 9: The “List Fixtures” link displays the fixtures you have produced within the schedule, but not
yet accepted. There are various sort options to allow you to review the fixtures.

List Fixtures

These fixtures are scheduled fixtures that have not yet been accepted, they are not yet real fixtures. It excludes any existing
fixtures.

Select specific team and venue filters

Teamsin. [Al v cwe [a ¥ Team [au v

Al ¥ | Dates

Date Status [Al v| status

All fixtures: &  Only unplayed fixtures: O

Division Sat11/09/10 - . - _ Edit

1 15:00 Clifford Chance Baker & Mackenzie Wile End Delete
1D“’i5i°” ?53_1010“09”0 Denton Wilde Sapte Linkiaters Lg;f‘upﬂ“ Fieid, - EZ‘I‘%
1DNiEi0n ?;.;10‘”09!10 :L\jg-‘agr%al Senices Nabarro Battersea Park _ g:wllete
1DM5I0” ?g:tULW e grrjcakq:ﬂlgsDeringer Ashurst Walthamstow B Eg‘llete

=

Step 10: To look at any conflicts within the proposed fixtures generated by running the scheduler,
click on “Conflicts with proposed schedule”. Note there is also an option to check any conflicts which
arose before you ran the Advanced Scheduler.

Step 11: Any

Schedule Qutcomes
You are working with selected Batch: 3178562 , created Tue 22/06/10 14:28 , 0 unscheduled fixtures

Options: How much time do you want to spend on this schedule? : Quick {Approx 10 minutes), Create fixtures as soon as
possible? - ASAP, Minimise consecutive home or away matches? - Y, Minimise use of secondary timeslots?

Batch Report

Batch has 2 conflicts

Press the accept button to accept the changes, all fixtures will be update / created.

Press the reject button to reject these changes and the batch will be deleted,w

[ores L]
- SCHEDULE CONFLICT

Mew propased fitures only
Proposed Conflicts with preposed schedule
Complete proposed schedule

Schedule before proposal Conflicts before proposal
|
3178562 Tue 22/06M014:28 Tue 22/06M0 14:30 Pending review

potential conflicts are reported, including the reason.

Conflicts

The minimum number of hours that must elapse between consecutive fixtures for a team is 48 change here

If you do not wish a conflict to be shown in future, then tick the "Hide" box

Teaf.w:g [ v cus [ ¥ Team [ ]  Confict Reason.
in
Date
st A1 v| Status [An ~| Dates [A1 v
- Battersea Parkis not
Division 1 Sat 11/09/10 15:00 Financial Services Authority Mabarro Battersea Park available Sat 11/09/10
15:00.
- Battersea Parkis not
Division 1 Wed 15/09/10 20:00 Financial Services Authority Watson Farley Williams  Battersea Park available Wed 15/09/10
20:00.
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Step 12: Once you have reviewed a schedule, you may do one of three things:-

1. Accept the schedule (converting the schedule into “proper” fixtures).
2. Reject the schedule (deleting it).

3. Do nothing, and leave the schedule unconfirmed whilst you try other schedule alternatives, by

changing a few settings.

You are advised not to reject a schedule until you are sure you do not want it (i.e. until you've

produced something better) but once you have accepted a schedule, then you should reject other
schedules, otherwise you risk confusing yourself in future.

To accept a schedule, click on “Accept”. To reject a schedule, click on “Reject”.

Schedule Qutcomes

You are working with selected Batch: 3178562 , created Tue 22/06/10 14:28 , 0 unscheduled fixtures

Options: How much time do you want to spend on this schedule? : Quick (Approx 10 minutes), Create fixtures as soon as
possible? - ASAP, Minimise consecutive home or away matches? : Y, Minimise use of secondary timeslots? :

Batch Report

Press the accept button to accept the changes, all fixtures will be update / created. okt

Press the reject button to reject these changes and the batch will be deleted R

[roren o
_ —— CONFLICT

Mew proposed fidures only
Proposed

Conflicts with proposed schedule
Complete proposed schedule

Schedule before proposal Conflicts before proposal

SCHEDULE BATCH ID | CREATED LAST MODIFIED QUEUE POSITION |NMUMBER FIXTURES |UMSCHEDULED FIXTURES I

3178562 Tue 22/06M014:28 Tue 22/06/10 14:30 Pending review

Note: if you choose to accept a schedule which includes conflicts, then Full-Time will warn you that
there are conflicts and you will have to click “Confirm Accept” before the schedule is confirmed.

Schedule Outcomes

You are working with selected Batch: 3178562 , created Tue 22/06/10 14:28 , 0 unscheduled fixtures

Options: How much time do you want to spend on this schedule? : Quick {Approx 10 minutes), Create fixtures as soon as
possible? : ASAP, Minimise consecutive home or away matches? © Y, Minimise use of secondary timeslots?

Batch Report

Batch has 2 conflicts.

You are about to create 90 fixtures. Warning: Batch has 2 conflicts.  Confirm that you wish to accept Confirm Accept

Press the reject button to reject these changes and the batch will be deleted.w
I S R

Mew proposed fidtures only
Proposed Conflicts with proposed schedule

Complete proposed schedule
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3.9 How to... Review Conflicts in Fixtures

The Conflict Checker is used to show fixtures where there are issues (known as conflicts), for
example a team scheduled to play twice on the same day, or scheduled to play games too close to
each other, or scheduled to play at a venue which isn’t available. You may not necessarily wish to fix
all conflicts — for example if a club doesn’t have a venue for a fixture, it may be “their problem” and not
yours to fix!

Step 1. From “Admin Home”, click on “Fixture Wizard”.

Change or create your schedules. Use our scheduling

wizards, create your fixtures manually or uplead from a Fixture Wizard
spreadsheet k

Step 2: Click on “Scheduling/Rescheduling”.

Beta: Scheduling / Resheduling Wizard Scheduling / Rescheduling

Step 3: Click on “Advanced Scheduler.

Scheduling / Rescheduling Wizard

Beta: The new advanced scheduler / rescheduler. Schedule based on team and pitch availability Advanced Scheduler (New)

Step 4: Click on “Conflicts”.

Look at the current fixture conflicts m

Step 5: The conflicts page has various sort options - by division/fixture group, club, team, conflict
reason, date status, status and dates (the default setting originally is “All” for each one).

For each conflict, the division, date and time, teams, venue and reason for the conflict is shown.

Conflicts
Unscheduled  Hidden

The minimum number of hours that must elapse between consecutive fixtures for a team is 48 change here

If you do not wish a conflict to be shown in future, then tick the "Hide" box

Hide Checked m
TEAMS [ v clup [an ~| Team [an v| Confiict Reason:
Date g ¥l Status [N v Dates [an
Status
- DATE AND TIME 5|HOME TEAM AWAY TEAW VENUE CONFLICTREASON
- Battersea Park is not
1DMSI0I’1 Sat 11/09M0 15:00 AFuIlEi?ig'a‘ FETER Nabarro Plizrllt(tersea available Sat 11/0910 r
15:00.
Division Wed 15/09/10 Financial Services Watson Farley Battersea - Baftel]r;se’ifdar‘:(sl‘:sugﬂtu r
1 20:00 Authority Williams Park avallable ive

20:00.

If you need to try and change a conflict, then you can do so using any of the usual scheduling
methods. Alternatively, you may decide you cannot change a conflict, and wish to hide it.
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Step 6: To check for unscheduled fixtures, click on the “Unscheduled” tab. The unscheduled page
has various sort options - by division/fixture group, club, team, date status, status and dates (the
default setting originally is “All” for each one).

All unscheduled fixtures that fit the options selected are shown.

Conflicts

Conflicts Unscheduled Hidden

Teams in: [Al ¥| cuwe [ ¥| Team [an |

Al ¥| Dates [Al |

- DATE AMD TIME HOME TEAM AWAY TEAM

Division 1 TBC Ashurst Financial Services Authaority DCrapers Field, Leyton

To Be Confirmed % | Status

Date Status

Important Note: Steps 7-8 are optional — usually you will wish to try and correct a conflict
rather than hiding it. Hiding a conflict does not correct it!

Step 7: To hide a conflict (because you do not wish to try and correct it) check the “Hide” box for the
conflict(s) concerned and then click “Hide Checked”.

Conflicts
Unscheduled  Hidden

The minimum number of hours that must elapse between consecutive fixtures for a team is 48 change here

If you do not wish a conflict to be shown in future, then tick the "Hide" box

Hide Checked m

T ~ h .
.ear;.? All V| Club |AII v| Team |A|| v| Conflict Reason: | Al v
Date
Status |AII v| Status | Al v| Dates | Al v|
s

- DATE AND TIME HOME TEAM AWAY TEAM VENUE BELRRET R iz

- Battersea Park is not

1D“"5'°” Sat 11/09/10 15:00 Amif].;a' Senvices Nabarro PE;f':e'“a available Sat 11/09/10 v
15:00.
S ) ) . - Battersea Park is not
Division ng 1510910 Ailt:?)?igal Services ﬁﬁlltisam;arley Pl;le:)t(‘tersea available Wed 15/0910 v
20:00.

Step 8: To unhide a conflict (which you’ve previously hidden) simply click on the “Hidden” tab, check
the “Unhide” box for the conflict(s) concerned and then click “Unhide Checked”.

Conflicts
Conflicts  Unscheduled I

Teams in: Al ¥| cup [ ¥ ream [m ¥

Conflict Al e
Reason:

Date

status A0 | Status [an | Dates [an v

Unhide Al m

Unhide Checked

o ) ) . - Battersea Park is not
DMSION o2t 11109110 15:00 nancaasseee Nabarro Baftersea  vailable Sat 11/0910 v
1 Authority Park )
15:00.
- . . . - Battersea Park is not
Division \Wed 15/0910 Financial Services Watson Farley Battersea available Wed 15/0010 -

1 20:00 Autharity Williams Park 20:00.
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3.10 How to... Reschedule Fixtures

The Reschedule option is used to re-arrange fixtures - conflicts, postponed, etc.

Step 1: From “Admin Home”, click on “Fixture Wizard”.

Change or create your schedules. Use our scheduling
wizards, create your fixtures manually or upload from a Fixture Wizard
spreadsheet k

Step 2: Click on “Scheduling/Rescheduling”.

Beta: Scheduling / Resheduling Wizard Scheduling / Rescheduling

Step 3: Click on “Advanced Scheduler.

Scheduling / Rescheduling Wizard

Beta: The new advanced scheduler / rescheduler. Schedule based on team and pitch availability Advanced Scheduler (New)

Step 4: Click on “Reschedule”.

Reschedule conflict fixtures, TBC, postponed, date range, by team, missing fixtures

Step 5: There are two tabs to the “Reschedule” page — the first to select fixtures to be rescheduled,
and the second to review selected fixtures.

The “Choose Fixtures” page gives options to select fixtures to be rescheduled, with “radio buttons” to
select Scheduled Fixtures, TBC (to be confirmed) fixtures, Fixtures with Conflicts or Missing Fixtures
(fixtures never scheduled). Within those categories, you can then select fixtures by division/fixture
group, club, team, date status, status and dates (the default setting is “All” for each one).

Reschedule
Selected Fixtures
Choose fixtures to be rescheduled. Then click on the selected fixtures link

Scheduled fitures: @ TBC Fixtures: O Fixtures with Conflicts: @ Missing Fixtures C%

Teams in:

Al v cup (Al ¥ Team [m1 v

Date Status

Al v

All hd | Dates

Add Checked Add All m

Step 6: As an example, so select all fixtures which have previously been set as “postponed”, select
“Scheduled Fixtures” and then from the “Status” menu, select “Postponed”.

Mormal/ Scheduled % | Status

Reschedule
Selected Fixtures

Choose fixtures to be rescheduled. Then click on the selected fixtures link

Scheduled fixtures: ® TBC Fixtures: O  Fixtures with Conflicts: & Missing Fixtures: O

Teams in: [ Al ~| club [a ~| Team (A ~|
Date Status | Normal/ Scheduled | Status [ Al ~| Dates [a1 |
Al
Normal

Cancelled Add All m

Home Walkover
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Step 7: The screen will refresh, showing any fixtures previously been set as postponed. To select the
fixtures to be rescheduled, check their boxes on the right hand side and click on “Add Checked”. Note
the option to “Add All” which overrides the need to check individual boxes.

Reschedule

Choose Fixtures Selected Fixtures

Choose fixtures to be rescheduled. Then click on the selected fixtures link

Scheduled fixiures: @ TBC Fixtures: ' Fixtures with Conflicts: Q' Missing Fixtures: O

Teamsin: [Al ~| cus (Al ¥| Team [m |

Date Status | Normal / Scheduled v| Status | Postponed v| Dates
Add Che-‘l-ad Add All
AFFP—
DATE AND TIME STATUS HOME TEAM AWAY TEAM VENUE VED

Division 1 Sat23/10/10 15:00 Postponed  Ashurst Financial Services Authaority Drapers Field, Leyton

Al ~|

Division 1 Sat23/10M1015:00 Postponed Baker & Mackenzie Freshfields Bruckhaus Deringer HSBC Beckenham v

Step 8: The fixtures chosen are moved to the “Selected Fixtures” section. Once you have selected all
the fixtures to be rescheduled, click on “Selected Fixtures”.

Reschedule

Choose Fixtures Selected Fixtures

Choose fixtures to be rescheduled. Then click on the selected fixtures link

Scheduled fixtures: @ TBC Fixtures: O Fixtures with Conflicts: ©  Missing Fixtures: O

Teamsin: [ Al ¥| Team [au v
Date Status | Normal/ Scheduled ¥ | Status | Postponed ¥| Dates [au ]
Csiomim L] ot

APPR-
I DATE AND TIME HOME TEAM AWAY TEAN VENUE OVED I

Step 9: The “Selected Fixtures” tab shows the fixtures selected at the bottom of the page. If you wish
to remove any of these from the rescheduling, check the “Remove” box for the fixture concerned and
click on “Remove Checked”. Note the “Remove All” option.

Once you have confirmed that you have selected all the fixtures to be rescheduled, you will need to
select your scheduling options:-

First Timeslot:- you may not wish to arrange fixtures immediately.

Time on Schedule:- you can define how much time Full-Time will spend on refining and improving
your schedule. When you first start on schedule, we recommend you select the “Fast” or “Quick”
option, to make sure you have the basics in there correctly. Once you are confident you have the
essentials of the schedule laid out, you can run it again using one of the longer options to produce a
“final version”.

Create Fixtures As Soon As Possible (ASAP):- The “ASAP” option will try and ensure all of your
fixtures are played as early in the season as possible, whereas the “Spread” option will distribute
them across all dates within the season. Typically, the fixture scheduler will run more slowly, and
require more time to get the ASAP fixtures correct.

Minimise Consecutive Home or Away Matches:- selecting this option will instruct Full-Time to try
and ensure that as far as possible, teams have a home game followed by an away game, and vice
versa.

Minimise Use of Secondary Timeslots:- selecting this option will instruct Full-Time to try and avoid
assigning fixtures to secondary timeslots, where possible fitting them into primary timeslots.
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Reschedule

Choose Fixtures Selected Fixtures

before accepting/ rejecting on the next page.

Press the reschedule button to reschedule your fixtures.

If you wish to remove fixtures from this list then check and press the remove buttons

When schedule has been completed you will receive an email to |danny@pbmspons_com |

Scheduling Options

Which timeslot do you want to start scheduling frem?

How much time do you want to spend on this schedule?

Create fixtures as soon as possible?

Mote the best way to get fixtures to be played ASAP is to make redundant timeslaots
unavailable in [schedule setup] —= [availahility].

If you select ASAP expect the schedule take considerably longer than without
Smoothing Options
Minimise consecutive home or away matches

Minimise use of secondary timeslots.

Division 1 Sat 2311010 15:00 Postponed Ashurst

Financial Senvices Authority

Division 1 Sat 2310/10 15:00 Postponed Baker & Mackenzie Freshfields Bruckhaus Deringer

SAT 11 SEP 2010 15:00 |»

Fast—no smoothing
Quick (Approx 10 minutes)

| Medium (Approx 1 hour)
FuII (Until best solution found)

SAP Spread

[ ves[ "o
es No

HSBC Beckenham

This page will start re-arranging your fixtures. It does not automatically make the changes, they will be available for you to review

AFFR-
i
VENUE oven |FEMOVE

Drapers Field, Leyton

Once you have selected all of your options, click on “Reschedule” to set the rescheduling routine

running.

Step 10: Once the reschedule has been submitted, a progress page appears, telling you when your
schedule request was submitted, where it sits in the queue for schedules, and how many fixtures are

involved.

Schedule Qutcomes

“ou do not have any scheduled fixtures to accept / reject

EZIE

6672464 Wed 23/06/10 1916 Wed 23/06/1019:16 Requested 1

SCHEDULE BATCH ID |CREATED LAST MODIFED - QUEUE POSMION (NUMBER FIXTURES |UNSCHEDULED FIXTURES I

Full-Time - Fixtures
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Once the schedule has been completed, an email will be sent to you (if it doesn’t appear, check it

hasn’t been swallowed by your spam folder!), and a “Schedule Outcomes” link will appear on the
Advanced Scheduler Menu.

Schedule Qutcomes

You are working with selected Batch: 6672464 , created Wed 23/06/10 19:16 , 0 unscheduled fixtures

Options: How much time do you want to spend on this schedule? : Fast - no smoothing, Create fixtures as soon as possible?
ASAP, Minimise consecutive home or away matches? : Y, Minimise use of secondary timeslots?

Batch Report

Press the accept button to accept the changes, all fixtures will be update / created

Press the reject button to reject these changes and the batch will be deleted

_ — coNFLICT

Mew proposed fidures only

§ Reiect

Proposed

Conflicts with proposed schedule
Complete proposed schedule

Schedule before proposal Conflicts before proposal

SCHEDULE BATCH ID |CREATED LAST MODIFIED QUEUE POSITION (NUMBER FIXTURES |UNSCHEDULED FIXTURES I

6672464 Wed 23/06/M10 19:16 Wed 23/06/10 19:16 Pending review

To look at a Schedule Outcome, see “How To... Look At a Schedule Outcome”.
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4.0 Other Fixtures

“Other Fixtures” allow leagues to cater for outside cup competitions, friendlies, etc (indeed, for any
fixture that doesn’t currently sit within “league” or “league cups”).

Users can create their own “Other Fixture Groups” (as few, or as many as they wish) and add
individual fixtures, whether the teams involved are from within the league, or from outside.

Other Fixtures are not intended to be used to “run cups” — they are there to be able to include outside
cup fixtures within your league. The Conflict Checker will take into account Other Fixtures, and teams
with Other Fixtures can have these reported in the usual way (including via SMS and logging in).

Key Points to Remember

Internal Teams are teams who are members of your league, entered within your divisions
and/or league cup competitions.

External Teams are teams from outside your league, against whom your “internal teams”
occasionally play fixtures.

Teams may be swapped from “Internal” to “External” (and vice-versa).

External Teams cannot be entered in a division (past or present) and cannot have any players
or team administrators associated with them.

You may create as many or as few “Other Fixture Groups” as you wish. Each group should be
identified by a name, and a short code (maximum four characters)

Other fixtures will appear on the results login pages as well as league and cup games.

Player statistics, referee marks, etc can be reported for “Other fixtures” the same as for
league and cup games.

Other fixtures can have their scores reported by SMS text message the same as league and
cup games (though you may only have one team reporting, if they are playing against
opposition from outside of your league — so you won’t have their SMS contacts within Full-
Time).

Fixture options such as the Fixture List, Mass Update and Conflict Checker all work for “Other
Fixtures”.

“External teams” can be hidden from your menus using the “Data Archive” (so check they
aren’t there before adding teams).
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4.1 How to... Update Short Codes for Divisions, Cups and Other Fixture Groups

The addition of Other Fixture Groups allows leagues to define short codes (four characters) which
appear on the public display pages to show what division, cup or fixture group each game belongs in.
You don’t have to define these short codes, and if you choose to leave them unchanged then the
existing codes - L = League, C = Cup, O = Other - will be used.

Mews | Fixtures | Resuts | stats | Refs | Emailsub | Contact | RESPECT | Feeds T wap |
Recent Results PostponediCancelled | Teams

POS P WDLF A GD PTS DATE HOME AWRY

1 Albanian 76 0119 127 18 AFAC 2011110 Bealonians 0ld Finchleians

2 0ld Meadonians g 5 1217 118 18 Prem 20111410 Honerable Artillery Company 0ld Minchendenians

3 Honorable Artillery Company 7T 4 1 217 12 5 13 Frnd 201110 0id Belgravians 0id Wokingians

4 0ld Parmiterians 73 1 313 121 10 Prem 2011110 Parkfield 0ld Suttonians

5 Bealonians 4 3 01105 5 9 LSnC 271110 Albanian 0ld Ignatians

6 0Old Suttonians g8 2 2 49 13 4 8 LSnC 2r1no Honorable Artilery Company 0ld Salvatorians

7 0ld Hamptonians 8 2 1513 19 5 7 LSnC 271110 Latymer Old Boys Parkfield

8 Parkfield 41 217 7 0 5 LSnC 271110 0ld Hamptenians Bealonians

9 0id Minchendenians s0 329 11 -2 3 LSnC 2r1no 0id Meadonians 0id Belgravians

10 0Old Belgravians 8 0 3 58 20 12 3 LSnC 2r1no 0ld Minchendenians 0Old Bromleians

Table detail See all fixtures

You decide what codes you wish to use. In the example above we’ve used:- AFAC = AFA County
Cup, Prem = Premier Division (League game), Frnd = Friendly, LSnC = London Old Boys Senior Cup.
Each league will decide which set of codes work best for them.

Step 1. From “Admin Home”, click on “Fixture Wizard”.

Change or create your schedules. Use our scheduling

wizards, create your fixtures manually or upload from a Focture Wizard
spreadshest k

Step 2: Click on “Short Codes”.

Maintain description short codes for divisions, cups and other fixture groups. MNEW

Step 3: Update any Short Codes as required. Once you have finished updating the short codes, click
on “Update” to save the changes. If you leave a short code blank, then the defaults of L (League), C
(Cup) or O (Other) will be used.

Maintain Short Codes

Enter short code descriptions for your divisions, cups and other fixture groups. These will be displayed on the public pages. By
default the following descriptions are displayed division: L, cup: 'C", other fixtures group: 'O

DVISION SHORT CODE

Division 1
Division 2
Division 3 Div3

Challenge Cup

=

AFA County Cups
Friendlies
Middlesex FA County Cups

CaE

The amended short codes will now be shown on the public display pages for fixtures and results.

Full-Time - Fixtures Page 47



@ FULL-TIME

4.2 How to... Add/Maintain Other Fixture Groups

The range of sequence numbers for Other Fixtures has now been extended from 1-20 to 1-99, to
cater for leagues with a high number of Other Fixture Groups.

Step 1. From “Admin Home”, click on “Fixture Wizard”.

Change or create your schedules. Use our scheduling

wizards, create your fixtures manually or upload from a Fixture Wizard
spreadsheet k

Step 2: Click on “Other Fixtures”.

Other Fixtures NEW

Step 3: On the “Maintain Other Fixtures” page, click on “Maintain Groups here”.

Maintain Other Fixtures

Maintain Groups here . Maintain Teams here

Other fixtures are fixtures that you create which are not your league or league cup games. e.g. fiiendlies, county cup games, etc
Click on maintain teams to create a team that is extemnal to the league

By default stats associated with an Other Fixture Group are not shown on the public pages. You can control the display of stats - go
to the "Maintain Groups” page and check to show them accumulated with either the league stats or the cup stats

Selected Other Fixture Group

Create Fixtures

Step 4: To add a New “Other Fixture Group”, enter the name of the Fixture Group, select a sequence
number and decide whether any match statistics should be included within league games, within cups
or neither. Once you have made your selections, click on “Add”.

The Sequence numbers simply determine which fixture group is shown first on any dropdown menu of
the Other Fixture Groups. Note that League games are always shown first, followed by Cup games,
but if there is more than one type of “Other Fixture”, then their priority is determined by the Sequence
Number.

For each “Other Fixture Group” you also need to determine whether any match statistics should be
included with your league statistics, your cup statistics or neither (e.g. you may want county cup
statistics to be included with your internal cup statistics).

Maintain Other Fixtures Groups

Create A New Other Fixture Group

Group Name |Lundun FA County Cups
Sequence
Display with stats as: | Cup b

NAME SEQUENCE DISPLAY STATS NUMBER OF FIXTURES -
1 0

AFA County Cups Competition Edit Delete
Middlesex FA County Cups # Competition 0 Edit Delete
Friendlies 4 2 Edit Delete

Step 5: To edit or delete a fixture group, simply click on the “Edit” or “Delete” buttons alongside the
fixture group name. Note that you cannot delete a fixture group if it has fixtures within it.
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4.3 How to... Maintain External Teams

“External Teams” are teams which will be playing games within your “Other Fixture Groups” but aren’t
actually part of your league. You don’t want them to be cluttering up your normal dropdown menus for
league games and internal cup games, but you want them available for “Other Fixtures”.

Step 1. From “Admin Home”, click on “Fixture Wizard”.

Change or create your schedules. Use our scheduling

wizards, create your fixtures manually or upload from a Fixture Wizard
spreadsheet k

Step 2: Click on “Other Fixtures”.

Other Fixtures NEW

Step 3: On the “Maintain Other Fixtures” page, click on “Maintain Teams here”.

Maintain Other Fixtures

Maintain Groups here . Maintain Teams here

Other fixtures are fixtures that you create which are not your league or league cup games. e.g. friendlies, county cup games, etc
Click on maintain teams to create a team that is external to the league

By default stats associated with an Other Fixture Group are not shown on the public pages. You can control the display of stats - go
to the "Maintain Groups” page and check to show them accumulated with either the league stats or the cup stats

Selected Other Fixture Group

Step 4: On the “Teams” page, click on the External tab.

TEAMS
[ Internal | Ener@eal

TEAM NAME SHORT CODE PUBLIC DISPLAY NAME (IF DIFFERENT) WENUES TEAM CAN PLAY AT .

Addleshaw Goddard ADDL Battersea Park Edit
Allen & Overy ALLN Battersea Park Edit
Ashurst ASHU Battersea Park Edit
Baker & McKenzie BAKR Battersea Park Edit

Step 5: All existing “External Teams” are listed. Before adding a new team, it's recommended to
check the Data Archive (via League Setup) to make sure the team hasn’t already been added, or has
been set up as an Internal Team. To add a new team, click on the “Create Teams” tab.

TEAMS
LGN External |

Cancel

TEAM NAME SHORT CODE

UCL Academicals

PUBLIC DISPLAY NAME (IF DIFFERENT) VENUES TEAM CAN PLAY AT

Battersea Park Edit
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Step 6: To create a new team, enter the Team Name, a short code (optional) and either select their
home ground from the list of venues already set up, or add a new venue by entering the name in the
Venue Name box. Once the team details have been added, click on “Create”.

Create Team
| External |

Internal

Team Name * [Schoolof Law |

Short Code

SLAW

Either select a venue already created

Or create a new venue *

Venue Name | |

Number of pitch at venue

==

Avenue is the place where a team usually plays.

* means value is required

The new team is added to the list of “External” Teams.

TEAMS
[ External |

Internal

TEAM NAME SHORT CODE PUBLIC DISPLAY NAME (IF DIFFERENT)

School of Law SLAW
UCL Academicals

WENUES TEAM CAN PLAY AT

Battersea Park Edit

Battersea Park Edit
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4.4 How to... Swap Teams from “Internal” to “External”

A league may have teams already within their system which are currently “internal” teams, and with
the new functionality wish to switch them over to “external” teams. Equally, it is possible you might
wish to switch teams the other way — for example a new club who start by playing friendlies against
sides within your league, and then are elected to join the league for the start of a new season.

Important Note: A team cannot be classified as “External” if it has been entered in a division (past or
present), nor if it has any players or team administrators associated with it.

Step 1. From “Admin Home”, click on “Fixture Wizard”.

Change or create your schedules. Use our scheduling
wizards, create your fixtures manually or upload from a Fixture Wizard
spreadsheet

Step 2: Click on “Other Fixtures”.

Other Fixtures NEW

Step 3: On the “Maintain Other Fixtures” page, click on “Maintain Teams here”.

Maintain Other Fixtures

Maintain Groups here . Maintain Teams here

Other fixtures are fixtures that you create which are not your league or league cup games. e.g. friendlies, county cup games, etc
Click on maintain teams to create a team that i1s external to the league

By default stats associated with an Other Fixture Group are not shown on the public pages. You can control the display of stats - go
to the "Maintain Groups” page and check to show them accumulated with either the league stats or the cup stats

Selected Other Fixture Group

Step 4: Click on “Edit” for the team you wish to move.

TEAMS
| internal [EESAEE]

TEAM NAME SHORT CODE PUBLIC DISPLAY NAME (IF DIFFERENT} WENUES TEAM CAN PLAY AT .

Addleshaw Goddard ADDL Battersea Park Edit
Allen & Overy ALLM Battersea Park E

Ashurst ASHU Battersea Park Edit
Baker & McKenzie BAKR Battersea Park Edit

Step 5: On the “Update Team” page change the Team Type from “Internal” to “External” (or vice-
versa) and click on “Update”.

Update Team

Click here to override the team description for a particular season.

Team Name * |Addleshﬁw Goddard |

The name of the team to be shown within your divisions, league table
Don't put a division name in here! e_g. if the team was Wolverhampton U14
and you wanted to just show Waolverhampton on the tables then enter
Wolverhampton here

Dit

Team Name

[Addleshaw Goddard

Short Code

i i i - Vi i £ Vi
|,¢\dme_,shM Goddard v| Rglatmg teams to clubs is optional - you can just leave clubs blank if you
wish. Add clubs

%
e Cancel

The team will now be moved from “Internal” to “External” (or vice-versa).
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4.5 How to... Add/Update Other Fixtures
Once you have set up your external teams, you will want to add “Other Fixtures”.

Step 1: From “Admin Home”, click on “Fixture Wizard”.

Change or create your schedules. Use our scheduling
wizards, create your fixtures manually or upload from a
spreadsheet.

Step 2: Click on “Other Fixtures”.

Other Fixtures NEW

Step 3: On the “Maintain Other Fixtures” page, select the “Other Fixture Group” required. The screen
will refresh, and all existing fixtures in this group will be shown at the bottom of the page.

Maintain Other Fixtures

Maintain Groups here . Maintain Teams here .

Other fixtures are fixtures that you create which are not your league or league cup games. e.g. fiendlies, county cup games, etc.
Click on maintain teams to create a team that is external to the league.

By default stats associated with an Other Fixture Group are not shown on the public pages. You can control the display of stats - go
to the "Maintain Groups" page and check to show them accumulated with either the league stats or the cup stats

Selected Other Fixture Group

Create Fixtures

HOME TEAM AWAY TEAK VENUE

v ~ v

| 4 | 3 | o]

Step 4: Select the date and time for games, and using the drop-down menus select the home and
away teams (each menu offers both “Internal” and “External” teams). You can either select the venue
from the drop-down menu, or leave it blank and the default venue for the home team will be chosen.

Once you have selected the fixtures, click on “Create”.

Create Fixtures

HOME TEAM AWAY TEAK WENUE

Allen & U\.fery [ALLM] School of Law [SLAL\f]

[ Simmons & Simmons [SIMM] v | [ Adoleshaw Goddard [ADDL] v | \ HSBC Beckenham v \
\ o] o] ~
\ 2 | 2 2
\ o] o] ~
\ 2 | 2 2
\ o] o] ~

Leave venue blank to default to home team’s venue

EaE=

The fixtures are added to the list at the bottom of the page, and can be edited or deleted using the
“Edit” and “Delete” buttons (as well as using the Fixture List option from the Fixture Wizard).

Fixtures:

I e N N )
WMon 29i11/10 20:00 Allen & Cvery School of Law Battersea Park Edit Delete
KMon 29/11/10 20:00 Simmons & Simmans Addleshaw Goddard HSBC Beckenham - Edit Delete
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