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1. Terminology

The change of the online competition management platforms has resulted in some changes to the terminology as
follows.

Admins in PlayHQ formerly known as Users in the GameDay (SportsTG) system.

Admin Body in PlayHQ formerly known as State or Region in the GameDay (SportsTG) system.
Admin Portal in PlayHQ formerly known as Database in the GameDay (SportsTG) system.
Allocations in PlayHQ formerly known as Fixture Grid in the GameDay (SportsTG) system.

Competition in PlayHQ is an extra level within an League which allows League Admins to create more than one
Competition in an League i.e. League Seniors & League Juniors.

Discipline in PlayHQ is a new term which is related to Incidents & Suspensions.

Domestic in PlayHQ formerly known as Venue Allocation in the GameDay (SportsTG) system.

Fees in PlayHQ formerly known as Products in the GameDay (SportsTG) system.

Format in PlayHQ formerly known as Type in the GameDay (SportsTG) system.

Gameday Permit in PlayHQ formerly known as Type 1 Match Day Permit in the GameDay (SportsTG) system.
Game Day in PlayHQ formerly known as Match Results in the GameDay (SportsTG) system.

Game Sheet in PlayHQ formerly known as Team Sheet in the GameDay (SportsTG) system.

Grade in PlayHQ formerly known as Competition in the GameDay (SportsTG) system.

Ladder points average in PlayHQ formerly known as Percentage Wins Ladder (Match Ratio) in the GameDay
(SportsTG) system.

Life Ban in PlayHQ formerly known as Deregistered in the GameDay (SportsTG) system.
Line-up in PlayHQ formerly known as Selected Players in the GameDay (SportsTG) system.
OfficialsHQ in PlayHQ formerly known as Schedula in the GameDay (SportsTG) system.
Participant in PlayHQ formerly known as Member in the GameDay (SportsTG) system.

Season Permit in PlayHQ formerly known as Type 2 Local Interchange Permit or Type 3 Temporary Transfer in the
GameDay (SportsTG) system.

Tournament in PlayHQ, formerly known as Pools Competition in the GameDay (SportsTG) system.

AFL Community Football League Admin PlayHQ User Guide
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2. Creating a PlayHQ Account

To create a PlayHQ account go to https://playhg.com and in the top right corner click on the Sign up button.

You will land on the Sign up to PlayHQ page. Add Your first name, add Your Last Name, add Your email, add Your
mobile number, add a password in Set a password and click on the Sign up button.

Signup to Play@
o

Please create a PlayHOQ account with your
details, even if registering a child

Yeu can then register family members or dependants
under this sccount.

Your first name™ Your last name™
Pleaze type Pleaga wype
Your email®

Please entar

Your mobile number®

Set a password®

Please lype

By clicking Sign up. youagree to our Privacy Policy and

Terms of Use.

AFL Community Football League Admin PlayHQ User Guide
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Play'zz"
Creating a PlayHQ Account (cont)

You will be taken to the Verify your account page and you will be sent an email with a Verification code.

F
»
Verify your account
Flease enter the verification code that we sent to
administration+2@aflbj.com in order 1o getivate your
account,
Verification code®
Please type
Resend code

Verify your PlayHQ account (s o ¥ 8 M

netificationsialayha.com A ) B 6

Please yeely Vour 6mai S4dress UsIng 1he code balow

Your verification code Is: 788849

Please do not reply o

support playhy com &

Rogorns

PlayHQ Teaam

AFL Community Football League Admin PlayHQ User Guide
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Creating a PlayHQ Account (cont)
Add the Verification code on the Verify your account page and click on the Confirm code button.

You will be taken to the login page and confirmation message — Your account has been verified. Please log in. —
where you be able to enter your Email and Password and click on the Login button.

Piease log In with your PlayHO account

| don't have an account yet

Password®

Flease lype

Login

AFL Community Football League Admin PlayHQ User Guide
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3. Logging in and accessing your database as a League Admin

To login and access any database go to https://afl.playhg.com/ and enter the username & password you have

registered.

Log into my account

Email”

Password”

Can't log in?

When you have logged in you see the name of the organisation you are Using as in the top left corner. If you are an
admin for more than one organisation you can click in the Using as area and it will show you a list of all of the

organisation you have access to.

AFL Community Football League Admin PlayHQ User Guide
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4. My Organisation - Admins

In the left-hand menu click on My Organisation then select Admins.

In the Active Users tab click on the Invite new admin button.

Admins

Add the administrator’s details and click on the Invite Admin button in the top right corner.

There are 3 types of access:
Affiliate Admin — gives access to the Association and Clubs affiliated to the Association

Full Access — gives access to the Association only
Electronic Scoring Admin — gives access to the Electronic Scoring portal only

Invite new admin

Admin Details

The administrator will be added and you will return to the Active Users list with confirmation message. The
administrator will receive an email from PlayHQ inviting them to either create an account or login to the platform.

Admins
Aotive Users
i e s i

Tony Saundars o

AFL Community Football League Admin PlayHQ User Guide
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My organisation - Admins (cont)
To remove an administrator in the Active Users list click on the Edit button for the user you want to remove and click

on the Revoke User button.

P'ayr@ Tony Saunders

PrayHO Test Leagus

Admin Details

Flrst namo” Last nama”

Tariy Saunders

Emall® Mobile number’

tony saundersial com.au A 0400008RSS

Roke type*

Full Aecess

A warning message will pop up, to continue click on the Revoke User button or if you do not want to remove click on

the Cancel button.

Are you sure you want to revoke access
for Tony Saunders?

The administrator will be removed and you will return to the Active Users list with confirmation message.

Play (!

FlayH Test League

AFL Community Football League Admin PlayHQ User Guide
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5. My Organisation - Overview

In the left-hand column go to My Organisation then select Overview.

Adding/Updating Details
Click on the Details tab.

Please note this information is important as it appears on your organisation’s PlayHQ registration page.

To add your organisation’s logo click on the Upload Image button and follow the prompt to locate and upload the
file.

My Organisation

Detalls  Tonlacts  Nplifcations

General details

Organlsation logo

In the Description area you can information about your organisation, add a primary contact Email, add a primary
contact Phone number and add an Organisation website URL if applicable.

My Organisation

Emali Phane number

noemal germail com 00060000

AFL Community Football League Admin PlayHQ User Guide
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My Organisation - Overview - Adding/Updating Details (cont)

In the Address area, if you are club click on the Visible button in the Visible on discovery maps section, add Address,

add Suburb, select State, add Postcode and add Latitude & Longitude if known.

Please note this information is important as it appears on your organisation’s PlayHQ registration page and
selecting Visible makes your organisation active on the www.play.afl locator.

My Organisation

Details

Address

© Visible on discovery maps

My Organisation

Details

Formats

O Qaodao
s z 3 3

AFL Community Football League Admin PlayHQ User Guide
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My Organisation - Overview - Adding/Updating Details (cont)
The Age and Gender information area is optional but if you wish to show on the public website select Age From,
select Age To and select Gender.

The Inclusion area is optional but if you wish to show on the public website tick the box for Access for All Abilities
(AAA Play) and/or Female-Only Participation.

Adding your organisation’s Terms and Conditions is optional but if you would to add there is two options available —
Website URL or Text Input.

Click on the Update & Save button at the bottom of the page.

¥
m
&
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Adding/Updating Contacts
Click on the Contacts tab. Add one or more contact for your organisation, it is mandatory to add First Name, Last
Name and select Position fields.

To make a contact visible on the organisation’s PlayHQ website page click on the (Visibility) icon and it will

change to the © con.

To remove a contact click on the ] icon.
Click on the Update & Save button at the bottom of the page.

Please note this information is important as it appears on your organisation’s PlayHQ registration page.

My Organisation

Contact infarmation

Tony Sounders Prog sont = erysounders@all.com.ou 0400000000 o

Adding/Updating Notifications

Click on the Notifications tab, you can add up to 30 Email contacts to receive transfers, permits and competition
registrations notifications via email. Add an email address in Email area, click on the + Add button, turn on the
options and click on the Update & Save button.

My Organisation

AFL Community Football League Admin PlayHQ User Guide
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My Organisation - Overview - Adding/Updating Notifications (cont)
The contact will be added with a confirmation message advising the changes have been saved.

To remove a contact, click on the ] icon and click on the Update & Save button.

My Organisation

Creating Vouchers
Vouchers are an exciting new feature in the PlayHQ platform which enable Community Football Leagues and Clubs

to provide a discount to their organisation registration fees at the payment stage of the registration process.

Click on the Vouchers tab. If you wish to add a voucher, click on the Create a Voucher button.

My Organisation
Vouehe

Groate B wiucher

HANL w CODE WLLIN N OFUSES ! =
Early bird diseount - i v . m o

AFL Community Football League Admin PlayHQ User Guide
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My Organisation - Overview - Creating Vouchers (cont)
Add Voucher name, add Voucher value, add Number of uses, turn on Activate voucher and click on the Create

button in the top right corner.

Create a voucher

Voucher typo

Standard

Voucher details

her namn®

Activate voucher B

Setting Up Online Payments
Click on the Payments tab, click on the Submit Payment Details button and complete the required fields.

My Organisation

Subinit Poynent Dacajls

AFL Community Football League Admin PlayHQ User Guide

s



My Organisation - Overview - Setting Up Online Payments (cont)
Add Organisation details and select answers to GST questions.

Submit Payment Details

L]

Organisation Dotails

Address Lne 1* Address Line 2
Town Su burb* State Postcode’
Fhan wabisitn URL tor soclal media page)®

Dots your srgsnisation have an ABN?®

Add Organisation bank details and representative details.

Play@ Submit Payment Details core

e Mominated Bank Account Details
PayHE Twat Leagus

ESH Aecount Humbar

Authorised Organisation Representative Detalls

Firet Nama® Ll Name Pasition st Organiation
Emall Mablle® Date af Birth*
L
Acdross Line 1° Address Line 2
Town | Suburt® state’ Postradn’

AFL Community Football League Admin PlayHQ User Guide
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My Organisation - Overview - Setting Up Online Payments (cont)
Select Photo Identification method, either Drivers License OR Passport and upload image(s).
Please note if you choose the Drivers License option you must upload both front and back.

Agree to all of the Terms and Conditions.

Click on the Submit button in the top right corner.

Playf@ Submit Payment Details

Photo Identification

Piapa TeatLeogus

Uphond

Ypiad

Submit Payment Details

Photo Identification

s

Terms and Conditions

[ 17
[isg
[
[
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AFL Play@

6. Settings - General

In the left-hand column go Settings then select General.

Government Vouchers
If your organisation is registered with your state government voucher program you can turn on the button in the
Competitions column and click on the Update & Save button.

Please note for Associations in New South Wales your your POSID number has to be added to your organisation by
a Super User to enable turning on the button.

Please note you can turn on more than one state for those organisations that cross a state border.

General Settings

Government Vouchers

Available Vouchers

Gavenment facation Voucher name Campetitions @ Local programs @ Shared programs @
w South Wab
T » » »
2 H . » »
South A » » »
T » » »
« » »
w 1 » » »
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7. Merchandise

This section is optional and is only required to be completed if your organisation wishes to sell merchandise.

In the left-hand column go to Merchandise, select Products and click on the Add Product button.

On the Add Product page add the Product Name and Description. Turn Product Active on or off, the default would
be on but if the product becomes unavailable change to off.

Plﬂy' Create a new product =

PlayHG Tost Lagos
Product details

Play@ Create a new product SR Cince

PLayHa st League

Images
v

+ Uplond Image
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Merchandise (cont)
Select Product Single and add one value for the product.

Create a new product

Product variations

rioni ot ELA] avnilability

320 Bl svoilnble

Create a new product

Product variations

Sl & Wadin X

e 0

s 20

Saw

Select Fulfilment Method — Pickup or Delivery — if Delivery is selected it will prompt the customer to add a shipping

address in the registration process.

If you wish add a custom field linked to a variant, under Custom Fields click on the Add Custom Field button.

Plﬂyl. Create a new product

PlayHo Test Lesgue

Fulfilment

Fulfitment Mothed

#lehup

Custom Fields

Sawe
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Merchandise (cont)
On the New Custom Field page add a Field Label and select the Type.

Turn on Link to an Option, select a Category and an Option.
Under Visibility select Visible or Hidden.

Click on the Create Custom Field button in the top right corner.

Crenry Castam frn

New Customn Field

Details

.........

© Visibility

o v

You will be returned to the Create a new product page, click the Save button in the top right corner.

Create a new product

Fulfilment

Fullliment Mothod

Custom Fields
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Merchandise (cont)
You will be returned to the Products page with confirmation message that the product was created successfully.

Products

S A Prisdiipr Active Produets
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sl



AFL Play@

N
8. Create Competition
To Create a new competition, in the left menu click on Competition Management and click on the Add Competition

button.

Please note there will be an existing Competition in your Association and a new Competition does not need to be
added. Creating a new Competition will affect players registering into your Association and having to transfer to

the new Competition.

Competition Management

+ Nad Coanptitien

o acid Grmpetilial

In Competition type select Home & Away and add a Competition Name (this can be the same as the League name).

9 Create a new competition
Competition Details

Competition type

Demestic Harme & Aoy

Competition name

oy Test Lengus
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Create a Competition (cont)
In the Format area select AFL Community.

T 9 Create a new competition sas e |

Formal”

In the Competition Visibility area select Visible. In the Transfer Preference area select an option for who is able to
initiate Transfers. If your League would like new player registrations to appear as pending registrations and have the
ability to approve them, in the New Player Approval area turn the button on. The option to give clubs the ability to
approve pending registrations is also available.

Click on the Next button in the top right corner.

T 9 Create a new competition

Pluyf@

© Competition visibility

0 oo

Transfer Preference

New Player Approval &
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Configure the Game Default Settings.
Please note Game & Grade Default Settings can be changed when creating a Grade.

Under Game Settings select a Game sheet template, select the Period type, select the Each period length (mins),
select the Total game slot time (mins), select the Period scores option — By Period or End of Period.

g Create a new competition 6 w0 wou

AFL | Game Default Settings

General Settings

Under Lineup limits turn on Players button (optional) and select Minimum and Maximum, turn on Coaches button
(optional) and select Minimum and Maximum, turn on Emergency players (optional) and select Maximum amount
and turn on Player positions (optional) and select Enforce positions when selecting starting lineups option.

g Create a new competition o+ o Mt

Lineup limits

Emergency players @

Minimurm® Maxirum
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Create a Competition - Configure the Game Default Settings (cont)
Turn on Overtime (optional) and select option for Game type, Period length (mins) and Overtime type. Turn on

Extra scores (optional) select an Extra score type option.

g Create a new competition

Overtime @K

In Ladder Settings, under Game outcome points click on the information icon for Sport Default to view the points
outcomes or you can select Custom to add your own points outcomes.

Under Ladder Ranking View select Ladder points average or Total ladder points or Match ratio — there is an
information icon that you click on to get information about all types.

Under Regrading Configuration select an option for previous game results.

o Create a new competition

Ladder Settings

Game outtema paints

win Loge Oraw plsg. win Disg, Loss Farfeit Win Forfuit Lost Abandoned carcoiled
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Create a Competition - Configure the Game Default Settings (cont)

Under Ladder visibility select Visible or Hidden for the public website.
Under Ladder Columns View select Show all columns or Custom.

Click on the Next button in the top right corner.

g Create a new competition

) Ladder soints vertge @ @ fowni inzser peinta

© Ladder visibility

eUEll oo

Lodder Colurmns Visw,

) il o Q o

Baske eolumins:

B oy

B o B s
[

B Foinisaverage B wen

[ - TS

. s
Ry ineed callimns
B rdiustments B oigqualinications
B rocteins B agoine
n For

Configure Grade Default Settings
For clubs to enter match results turn Allows clubs to enter scores on, select a Club access type option and select a
Lock access after game starts (hours) option. For clubs to live score matches turn on Allow clubs to enter scores via

electronic scoring.

@ s uar

9 Create a new competition

Grade Default Settings

Genaral Settings

Allow clubs to enter seores @l

Club nscoss ype” @

Lotk secoas ftor Enmo ators (hours)”

24

Allaw elubs to enter scares via elserranic scoring @

Create Competition Back
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Create a Competition - Configure the Grade Default Settings (cont)
Under Publishing Lineups select Game start time or When selected or Set hours before start time and select

Publish line-up before game start time (hours) and turn on Lineups remain when the game is Live or Final.

If required, under Ground Percentage Allocation you can select the percentage of a ground required for games in
the Competition — options are 50% (2 games), 33% (3 games), 25% (4 games) or 12.5% (8 games).

Under Best players (optional) select an option in Maximum best player selections.

g Create a new competition

Publishing Linsups

Under Player points (optional), select an option for Enforce a team total player points cap, if Yes is selected add the

Team player points cap and select an option for Player points visibility.
Under Finals eligibility (optional) add the Minimum number of games to be eligible to play final matches.

Click on the Create Competition button in the top right corner.

YT g Create a new competition

Einal siigibility @

Minimum rumber of gamos ployod®
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Create a Competition - Configure the Grade Default Settings (cont)
The Competition will be created with a confirmation message and the Competition will be shown in the

Competition Management list.

P‘ﬂy@ Competition Management

o+ add Compatiui

FlayHa Tesl Leagie

b 4
PlayHQ Test League -
Season 2021

Edit Competition Settings
If you need to change the settings in the Competition, in the left menu select Competition Management and click on

the Competition.

P‘ﬂy@ Competition Management

% 4 Add Compatiuc
FrayHE Test Laagie

b 4

PlayHQ Test League -
Season 2021
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Create a Competition - Edit Competition Settings (cont)
Click on the Settings tab in top menu, select either the General tab or the Game Defaults tab or the Grade Defaults
tab and make the changes.

PlayHQ Test League
Sattings

General Gome Defauls
Competition Details

Competition type

Competition name

BlayHg Tost Lsagus
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9. Create a Season

Play@

To create a Season, in the left menu click on Competition Management, click on the Competition and click on the

Add Season button.

Select the Season name, add the Start date and add the End date for the Season.

Test AFL 9s

In the Exception dates section add a From date, add a To date, add a Reason and click on the Add button.

In the Select venues area you do not need make any selections, a venue and home ground can be added when

creating a team.

@ Create a new season

o1i0412022 ‘—1| | soioaianzz

Excaption dates

From

10872021 i

Select venues

1V06/2021

runte Soatnr

|

Please note venues are created at the national level, to have a venue added please contact your Region or State

administrator.
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Create a Season (cont)
Under Season Visibility select either Visible or Hidden.

Pluy'@ @ Craa.te a n.ew season

PlayHa Test League

© Season visibility

& e e o

Under Season age settings if you wish to set restrictions turn on the Age Restrictions toggle and enter From date

and To date.

If you would like to assign players with an age group badge, in the Age Groups area click on the Set Up Age Groups
button. Please note this feature is to badge and group players by age group only — it does not add restrictions.

Play"@ @ Cr_eate anew seﬂasun

Py Tt Lasgue

: o
Season age setlings

Age Restrictions @

Fram® Ta

ofmfeez B | | minzrema oo

St Ui Agle G

1E7iH 1 Wi
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AFL Play
Create a Season (cont)

On the Configure Age Groups page add the Calculate age of player as a date and select options in Select age groups

to use. Click on the Update & Save button.

Please note the example below is for an League with age groups based on the calendar year. For Leagues with age
groups not based on the calendar year please enter relevant date e.g. for half year enter 30" June. The age groups
options you select should be relevant to our League.

Configure Age Groups

Caloulats age of playor os at date*

Nfata02 M

Sciect age groups ta use”

v o
[Tve B veo
[T um B e
[Jws |- P
[Jws B v
e B us
[Jwe [[Juzo
[Jua [Juzz
[[] vaa | Junior
[[] imermediate B senlor

] open || unzpecitien

Updute & Suw

You will be returned to the Create a new season page.

Create a new season
FRAYHE Tl Leagus ;m.z._azn.zl

»

501 advonced DOE age ranges (9

e "

(] "

Sanigr
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AFL Play@

Create a Season (cont)
Select an option in the Years columns where required.

Turn on Set advanced DOB age ranges to open Month and Day options where required.
Click on the Edit Age Groups at the bottom of the page to change the age groups where required.
Click on the Remove button at the bottom of the page to turn off the Age Groups feature.

Click on the Create Season button in the top right corner.

@ Create a new season Crete Saszan

faana

~~~~~ . Months Days Years® Months Days

The Season will be created with a confirmation message and the Season will be shown in the Seasons list.

PlayHQ Test League - Season 2021
+ Mt Sansan

2022

e

2021 [
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Edit Season Settings

Play T

If you need to change the settings in the Season, in the left menu select Competition Management, click on the

Competition and click on the Season.

Click on the Settings tab in the top menu, select the General tab and make the changes.

Compabitana * PlayHD Toat League » 2032
PlayHQ Test League | 02z - | @

Grsdes  Toams  Parlicipinis  Regisiration  Alocslions  Setfings  Mam w

Gengrm|  Flnuring

Settings
Season detalls
Semson name*
202z
Stirt date” End date®
oifoenzz s | | Hihzjane2 ]

AFL Community Football League Admin PlayHQ User Guide



AFL Play@

10. Create Grades

To create a Grade in the left menu click on Competition Management, click on the Competition, click on the Season
and click on the Add a Grade button.

2022 | o

=+ fidet w Fewdes

As you select the Day, Age group, Gender and Division (if required) the Grade Name will automatically populate.
The Grade Name can also be edited if required. Select the Grade Visibility and click on the Next button in the top
right corner.

9 Create a new grade x Wt

Grade Details

@ Grade visibility

O (b oo
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Create Grades (cont)

can be adjusted if required.

Play@

The default Competition Settings selected when the Competition is created will be passed down to the Grade but

Create a new grade

AFL | Game Settings

General Settings

Game shoot tempiote

Beriod type*

i ® -

Each peviod longth (minsk™  Game Slot Time:
20 - 120

Feriod scores @

Create a new grade

anfun = 2023

Lineup fimits

Players @
Minirmam Maxirmum®
a \ 22

Emergoncy players @l

0 “

Coachos @

Mindrmium® Maim um®
1 - ]

Player positions @l

Entorce pasitions when soleeting storting lnoups
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Pluy@

FiayhQ Test Laagus

Create a new grade
Overtime @

Gams typo®

wricd length (minsh®

Ouertimeo type” @

Finats anly

One way

Extra scores (3B

Ladder Settings

Create a new grade

Fegrading Configuration

Basle columng:

B s
B e
B rorcontge

B #oints verage

B e
H rioyee
B won

Advanced calumnss

B Aojesimons
’ Farfnits
B

B oisquaiifications.

B tesinu

Click on the Next button in the top right corner.
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Create a new grade

Grade Settings

General Settings

#llew elubs to enter seores @

Lock acesss alter game starts (haurs)”

24

Allow clubs to enter seoses via elsctrontc seoring @l

@ rrium

Create a new grade

Publishing Lineups

) Game asat 1 () when seloctes @ (@) Set haurs be

PuBIlinh [ine-up befars game starts thaura}®

24

Lineups remain when the game s Live or Final @

Ground Percantaga Allocation I

Gest players @

Maximum bett player selections”

L]

@ srum

Play@

PlayWG Test Leage

Programs

Varicipants

Tear

AFL Community Football League Admin PlayHQ User Guide
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Player points @l

Enforco o team total player polnts cop™ @
Q@ = () w

Tusm player points cop

© Player points visibility

Einals eligibility @

Minimum rimber of gomes played”
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AFL Play@

Create Grades (cont)
To set age and gender restrictions for a Grade (optional), under Restriction Settings turn on Age Restrictions and

select Calculate age of player as at date and Age range.
Turn on Gender Restrictions and select gender option(s).

It is recommended that all options except Female are selected for Male only grades and all options except Male are
selected for Female only grades.

Create a new grade Sy
s Oo. At e

Finals ligibility @

MR murm numBor of games playes

Restrictions Settings

Ape Restrictions @

Caleulste ags of player as ol dats” Age range

a\1z/20z2 Bl "

Gender Restrictions @

Female B e B nenBinary B oirerent imentity B eretornoitosay

Click on the Add Grade button in the top right corner.

The Grade will be created with a confirmation message and the new Grade will be shown in the Grades list.

PlayHQ Test League | =zo0z: | @

Playhq Senior Men
Reserves
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.
Edit Grade Settings

If you need to change the settings in a Grade, in the left menu select Competition Management, click on the

Competition, click on the Season and click on 4 icon for the Grade. Select the Game or Grade tab to make the
changes.

Playhq Senior Men Reserves

Game Settings

Playhq Senior Men Reserves

Grade Settings

AFL Community Football League Admin PlayHQ User Guide
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AFL Play@

11. Registration Setup

In the left menu click on Competition Management, click on the Competition, click on the Season and click on the
Registration tab.

League Custom Fields
Custom Fields can be added by Leagues to Participant and Team registration forms that will be passed down to the

club registration forms.

To add a Custom Field click on the Custom Fields tab and click on the + New button in the Participant or Team

section.

PlayHQ Test League | ==

Participant

Inherited

My Custem Flalds

Under Details add the Field Label, select the Type and select if the field is Mandatory.

In the Type area the options are Text Box or Dropdown List. If you select Dropdown List you will be able to add the

Dropdown Options. For more options click on the + Add Option button. To remove an option click on the ) icon.

New Custom Field Tiwatn

Details

+ hadgticn
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Registration Setup - League Custom Fields (cont)
Under Display configuration select the Role to link Custom Field to and select the Settings for the Custom Field.

New Custom Field Cmete

4 add optizn

Digplay configuration

Conditionsl fiks I

B e [] teammanagerss [ | Voluntesss

&, PROFILES & REFORTE ™ FORMS

B clubs

Click on the Create button in the top right corner and the Custom Field will be created with a confirmation message
and the new Custom Field will be shown in the Custom Fields list.

If you need to change the Custom Field click on the Edit icon or if you need delete the Custom Field click on the
Delete icon.

PlayHQ Test League | 2022 el

Feglibwiion:  AlGibong Siinge | Mar: A

Participant

Inherited e o

My Custarn Fields
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League Conditional Custom Fields

Play@

Conditional Custom Fields are custom fields that will appear, or not, based on the answer to another custom field.

To add a Conditional Custom Field click on the Custom Fields tab and click on the + New button.

PlayHQ Test League | 2o

Participant

Inherited

My Custom Flelds

Sethngs

Under Details add the Field Label, select the Type and select if the field is Mandatory.

In the Type area the options are Text Box or Dropdown List.

Under Display configuration turn on Conditional field and select an option in Link to this parent field and Option.

P’ﬂy@ New Custom Field

Playhd st Laogue: Detalls

- -

......
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AFL Play

Registration Setup - League Conditional Custom Fields (cont)

Click on the Create button in the top right corner and the Conditional Custom Field will be created with a
confirmation message and will be shown in the Custom Fields list.

If you need to change the Conditional Custom Field click on the Edit icon or if you need delete the Custom Field click
on the Delete icon

PlayHQ Test League | o2 | s

Farticipant

nherited

My Custem Fialds

S
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Club
In the Club Management settings section click on the Set up button.

PlayHQ Test League | 2022 L

Club Managemant settings

Under Choose clubs select a season in the Invite clubs from previous season drop-down and click on the Add to
invite list button or begin to type the name of the Club in the Invite clubs search box to select all clubs in the season
in the competition.

Under Roles available you will see the Roles that have been set at the national level. To add extra Roles click on the
Edit Roles button.

Play@ Q Club management settings

PrayHO Test League

Choase clubs

= Kedron JAFC = Carruen AFC = Coomars AFC

=1 Twocd Const AFC = Yorongs AFC =  Kenmore JAFC

Roles available
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AFL Play

Registration Setup - Club Management Settings (cont)
Leagues are able to give Clubs access to allocate Teams to Grades if required. Under Club team allocation dates add
the Start date, Start time, End date & End time.

Leagues are able to give Clubs access to allocate Assign Player Points if required. Under Allow club admins to assign
player points add the Start date, Start time, End date & End time.

Club management settings
Club team allocation dates
Shart time

oifvRreR = | 0 | 0 am
End date’ End time*

28jozfzoe B | (i | 30 P
Allow club admins to assign player points @

rt date start timo*

oilnzizoez (= | ] | 3 | am
End dat Fnd

2a/0gf2082 B | 08 | 30 n

Under Age limit you will see any settings that have been added creating a season.

Under Registration fees you can add a League fee to be passed down to Clubs in the Player fee, Team Manager fee
and Volunteer fee area by adding an amount in each of the Roles.

@ Club management settings Sare

Age limit

oliohsee Nh2izoe

Set asseciation registration fees

Set Flayer, Toam Manager and Voluniser foe

Phayer fea® Toarn Manager fac" valuntoor foe
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Registration Setup - Club Management Settings (cont)

If you have different fees for different age groups and/or genders you can use the Set advanced registration fees
area.

Under Calculate age of player as at date add a date.

Under Add custom fee select Age Range & Gender, add Amount & Description and click on the + Add button.

P]ay" 9 Club management settings P

Sot association registration fess

Sot Player, Team Manager and Valuntear fo

Toam Manager fee” Veluntsor foe’

Caizuiate ag v a0 ot gat
3njmfz0az |
#dd custom foe

Age Hange Gender Amount Deseription (Dicplayed in checkaut)

|

Under Add your terms and conditions if you added Terms and conditions in My Organisation — Overview — Details,
you can make them visible on the club registration form by turning on.

Under Custom Fields you will see any that have been added at all levels.

Click on the Save button in the top right corner.

P[uyl' e Club management settings e

- aimizozz B |
BRAYHE et League

fidd custom foo

Age Rengs Gandar Amount Description {Displayod In choskout)

Custom Fialds
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Registration Setup - Club Management Settings (cont)
The settings will be created, you will be taken back to the Club Management settings page with a confirmation

message that the Club settings have been created. To make changes to the settings you can click on the Manage
button.

Club  Custor Fisids

Club Managomant sottings
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12. Club Management

Accept Competition Invitation
Click in the Using as area and begin to type the name of the Club and select the Club when it appears.

Competition Management

DOMESTIC
Dal test Mark Test PlayHQ) Test League PlayHQ Test League -
Season 2022

WO 2RD MWAY OME BT Bty WEHAE AN 200

ey 25EaEENE © e @

Competitions

My Competitions  irvitatians®

SEASON COMFETITEN AESOCTATION DATES SERSTIN ETRTLS

The status for the competition will change to Accepted.
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Club Custom Fields
In the left menu click on Competitions, under the My Competitions tab click on the View button

Competitions

My Competitions  lnvitotion:

Click on the Registration tab and the select Custom Fields tab.
Any Custom Fields created at national, state, region or League levels will be shown and locked.

The Club can create any Custom Fields they may require by clicking on the + New button and follow the instructions
earlier in the guide for League.

PlayHQ Test League - 2022
= Registration Mo &
Participant
Inherited
AFL
-
My Custom Fields i
L]
-+ How
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AFL Play@

Club Conditional Custom Fields
Conditional Custom Fields are custom fields that will appear (or not) based on the answer to another custom field.

The Club can create any Conditional Custom Fields they may require by clicking on the + New button and follow the
instructions earlier in the guide for League.

PlayHQ Test League - 2022

Registration Mo = o

My Custom Fialds S

=+ limw

Age Groups
Please note if the League has turned on age group badging clubs will be able to view the number of registrations
for each gender in each group as well as be able to set caps on the number of registrations.

Click on the Registration tab and the select Age Groups tab.

PlayHQ Test League - 2022
ioanis  Registration Mo W A

Age Groups  Custorn Figid

Age Groups

My Age Groups HEP-RIARY, DAFTERENT IDENTTTY, PARTIR
AL asspies at st HOT 1044
&
o o &
10
o 0 &

On the Age Groups page you will be able to view the age groups created by the League as well as the number of

registered players in age group.
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Club Management - Age Groups (cont)

To edit an age group click on the ¢ icon of an age group.

Edit UB Age Group

Age Group Dotails

Gando - B L&
B «

B €

" farers ioantity, Fre - o

To turn off all registrations in an age group, toggle off the button for All Genders and click on the Save button in the
top right corner.

Edit UB Age Group save

Age Group Dotails
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Club Management - Age Groups (cont)
Alternatively to turn off registrations for a particular gender in an age group, toggle off the button for either Female

or Male or Non-Binary, Different Identity, Prefer not to say and click on the Save button in the top right corner.

Edit U10 Age Group i

Age Group Details

Al - g L
»

B v o

i B [ &

To set caps on the number of registrations in an age group, in the Registration Limits column untick the relevant
Unlimited box, add a value and click on the Save button in the top right corner.

Edit U12 Age Group 5w
Age Group Detalls

1l G Bu «

a5 [ [Ju «

ik 2 J-. o

B P | - -
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Club Management - Age Groups (cont)
You will be returned to the Age Groups page and the changes will reflected.

Where registrations have been turned off this will be shown as the age group and /or gender greyed out.
Where registrations have been capped the cap number will be shown in the Limit column of the age group.

Please note this information will also be reflected on the club’s registration form on the public website for

participants when registering.

PlayHQ Test League - 2022

5 Registration Moz w

Age Groups

() Playets can aniy registar to this seasan I their date of birth is Setweun U1FQ11922 - 3112/2014

My Age Groups

Registration Form Setup
Click on the Registration tab and the select Forms tab. In the Participant to Club area click on the Set up Form

button.

PlayHQ Test League - 2022

Registration  Hars

Fatms  AguGiospe  Coctom Fialds

Participant to Club
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Club Management - Registration Form Setup (cont)
Under Registration Period section add the Start date & End date for the club to accept participant registrations.

Under Age limit you will see any age restrictions that have been created.

[ smun ] 0 Participant To Club

Registration poried

| o1hof2pe: 3| o8 | 0 o
End Endd

| JOFI0ZT = | [ | 0 Bm
Age limit

atfo fair nh2fzmne

Under Registration fees you may see a fee that has been set at the national, state, region or League level and passed
down, these fees cannot be removed or edited.

G Participant To Club
Registration fess

@ an ~

PlayHQ Test League @ -~

AFL Community Football League Admin PlayHQ User Guide

Isollll



AFL Play@

N

Club Management - Registration Form Setup (cont)
Under Set a registration fee you can add a Club fee in the Player fee, Team Manager fee and Volunteer fee area by

adding an amount in each of the Roles.

0 Participant To Club

Toam Managee loe Volunteer fee

5 0.00 | 3 0.00 ‘

If you have different Player fees for different age groups and/or genders turn on Set advanced registration fees and

select the Age and Gender or Variants option.

For the Age and Gender option, add date in Calculate age of player as at date. In Add custom fee select Age Range,
select Gender, add Amount, add Description and click on the + Add button.

0 Participant To Club

Set a raglstration foe

;paizoze 5

Add custom foe

Age Rango Gandor Amaunt Deseription (Displayed in cheskout)
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Club Management - Registration Form Setup (cont)
For the Variants option, add Option, add Amount, and click on the + Add option button.

e Participant To Club

St 2 ragisteation foe

Payer teat

* 0oo

S0t ployer pdvonced rgistration fees? @

Under Custom Fields you will see any that have been added at all levels.

Under Products any Products created by the Club can be added. Select the registration types who will see
the Product. If Mandatory is ticked the Quantity Limit will default to 1 but if unticked the Quantity Limit

can be added.

@ Participant To Club L

Custom Fields

AFL Team Supports sives DO vouiuries

Products
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Club Management - Registration Form Setup (cont)
Under Overview add information in Pricing information and Additional information areas.

Under Add your terms and conditions if you added Terms and conditions in My Organisation — Overview — Details,
you can make them visible on the club registration form by turning on.

Under Registration visibility select either Visible or Hidden. This will determine whether the Club registration form
is visible by the public. The Club may elect to hide the registration form but use the link to the form to send out to
their participants as a way of restricting registrations.

Click on the Save button in the top right corner.

Play"@ @ Participant To Club Save

Dverview
Maemors AARC

Any chub pricing Infermation added in this sectien will be shown on the public registration form ‘

any chub additianal | nformation added in this section will be shown an the public registration farm ‘

The Club registration form will be created, you will be taken back to the Forms page with a confirmation message
that the Club registration form has been created. To make changes to the registration form settings you can click on
the Manage button.

Registration  Mare a

Participant to Club @
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Family Member Discount
Click on the Registration tab and the select Forms tab. Scroll to the bottom of the page and in the Family Member

Discount area click on the Set up Discount button.

PlayHQ Test League - 2022
Rogistration  Marg w o

Participant to Club Team

Family Member Discount

Sel uip Discouit

Turn the Status button on, add a percentage amount in the Discount area and click on the Save button in the top

right hand corner.

S

Family Member Discount

Coaligure family member discount

20
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Club Management - Family Member Discount (cont)
The Family Member Discount will be created, you will be taken back to the Registrations page with a confirmation

message that the Family Member Discount is Active.

PlayHQ Test League - 2022

Registration Mot » &

Particlpant te Club Team

Lot ypForme

Family Member Discount m

Create Teams
Please note all Teams must be created while Using as the Club level.

In the left hand menu click on Competitions, click on the View button for the Competition, click on the Teams tab
and click on the Add club team button.

2022 Season - 2022

[~ 3]

wades  Teama

A Akt el

Ao B e
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Club Management - Create Teams (cont)

Play@

Under Team Information as the Age Group, Gender & ID are selected the Team Name will begin to populate which

can also be edited.
In the Home Venue area add the Venue & Ground for the team.

Click on the Add team button in the top right corner.

Create new club team

Team Information

oserves

Home Venue

QLD - Akuns Oual | Ranmareh, QLE [ Hhune Oval

The Team will be created and you will be taken back to the Teams page with a confirmation message showing the

Team has been created.
Repeat this process to add Teams for all other Clubs with Teams in the Grade.

Edit Team Settings
To make changes to the team settings you can click on the View button.

PlayHQ Test League - 2023

@ Kenmore Senior Men Reserves
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Club Awards
There are two options available for Clubs for setting up Awards.

Club Awards can be setup where the award configuration covers all teams in the season.
Team Awards can be setup where each team can have different award configuration.

Setup Club Award
In the left menu click on Competitions, click on the View button for the Competition, click on the Teams tab and

click on the Configure Awards button.

On the Award configuration page select a Votes option.

Configure Awards

Awards configuration

Select a Number of voters option, the Award access options and click on the Save button in the top right corner.

Configure Awards

Bwards configuration
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Club Management - Setup Club Award (cont)
You will be returned to the Teams tab with a confirmation message that the award has been created.

PlayHQ Test League - 2022

o

@ Kenmore Senior Men Reserves

@ Kenmore Senior Men Seniors

Prior to any votes being entered, if required the configuration for a Club Award for a Team can be changed.

Click on the View button for the Team, click on the Awards tab and click on the Edit Award button.

Configure Kenmore Senior Men Reserves Award

Award configuration

Make the changes required and click on the Save button in the top right corner.
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Club Management - Setup Club Award (cont)
To print a team award report, click on the Print Report button. A link to the report will appear in the bottom left

corner, click on the link and file will open.

Play@ @ Kenmore Senior Men Seniors
Awards

Grade Dotails

@

Kenmore Senior Men Seniors Award

e nior Men Seniors

Team Details

Mon

Setup Team Award
In the left menu click on Competitions, click on the View button for the Competition, click on the Teams tab, click on

the View button for the Team and click on the Awards tab.

Click on the Configure Team Award button.

Awards

o

e T Al
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Club Management - Setup Team Award (cont)

On the Award configuration page, add an Award name and select a Votes option.

Configure Kenmore Senior Men Senicrs Award

Award configuration

Select a Number of voters option, the Award access options and click on the Save button in the top right corner.

Configure Kenmore Senior Men Seniors Award

Bward configuration
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Club Management - Setup Team Award (cont)
You will be returned to the Awards tab with a confirmation message that the award has been created and you will

able to view a list of votes as they are entered.

If would like to make any changes, click on the Edit Award button. Please note you will not be able to edit the
award dafter votes have been entered without removing the votes that have entered.

P,Uy@ @ Kenmaore Senior Men Seniors

Awards

e Grade Detalls

Henmore Senior Man Seniors Award &

To print a team award report, click on the Print Report button. A link to the report will appear in the bottom left
corner, click on the link and file will open.

@ Kenmore Senior Men Seniors
Awards

Grade Datails

@

Kenmore Senior Men Seniors Award

enior Men Seniors 40

Team Details
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Allocate Teams to Grades
In the left menu click on Competitions, click on the View button for the Competition and click on the Grades tab.

The Club Team Allocation period is set by the League.

If it shown as locked Clubs will not be able to Allocate Teams to Grades, you must change the Using as organisation
back to the League.

Piayna Senior Men I8l . ) oy o
Resarves ' " o 2

If it is shown as unlocked click on the ¥ icon for the Grade you wish to allocate the team to.

Fhajhe Sioloraneri Ofeama Men fesarve oo
Reserves

Select the Team and click on the Allocate 1 team button.

Allocate a club team

Playhq Senior Men Reserves

r
| Wvas's Senlor v | Rusol
. =onmare Sonior Man
Aesaraey
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Club Management - Allocate Teams to Grades (cont)
When the Team has been allocated you will return to the Grades page and new ™ icon will appear in the Grade.

PlayHQ Test League - 2023
Grades ~ n
Playhq Senior Men L . . ]
ch:cu ’ — p— wo -~
Click on the icon to view the team allocated to the Grade.
PlayHQ Test League - 2023
Grodes  Toams  Participants ~ o
layhq Sanior Man G
e 5° ~
- e L]

Repeat this process to add Teams for all other Clubs in the Grades.
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Allocate Players to Teams

In order for Players to be selected in Team Lineup they need to be registered to be able to be allocated to the team.
This can be done when selecting a lineup for a match however performing this task will make selecting a lineup a
much quicker process. Players can be allocated to multiple teams.

Please note clubs will always have access to be able to allocate players to teams and we strongly encourage that
Leagues advise the clubs to perform this task. However this task can also be done from the League level if
assistance is required.

In the left menu click on Competition Management, click on the Competition and click on the Season.

Under the Grades tab click on the ™ icon for the Grade the Team is in and click on the Team.

SMJFL @
d b/ - o
i
SIS EUR NS s e Diient A 2 H WO & A
B - oo : @
¢ Qe @
=]

- R i
P'ay® SMJFL | 20 @ i
‘I:HIIII;MI'.'D-JIMMIFWWHII Leage G Pa DR

-

+ adda Feam

“Mordialloc Braeside US
Boys RED TEST™

@ Ajax N2 Girls Comets

0 Ajax UB Bays

Beaumaris U2 Girls
Sharks

East Brighton Vampires  ssue
un Girls red 2

East Brighton Yamplres sy 002 Gins Bveoen B8
N2 Girls Sherren I
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Club Management - Allocate Players to Teams (cont)

In the Players section click on + Allocate Player.

Play@

Players

Grade Details

SMUFL UI2 Girls Dlvision |

4 Games

Team Dotails

VIC - Moorsibbin Weat {Harmplon East)

Monrabhin west

Mot Reguired

The Allocate Players pop up box will appear that will show a list of the Unallocated players. To Allocate Players to
the Team click the tick box for each Player and click on the Allocate x Players button.

Allocate Players

Ajax U12 Girls Comets

Gardor Age Group

Al v

My Benzu

tndige Duatiard

Timna Gilben
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Club Management - Allocate Players to Teams (cont)
You will be returned to the Team Players page and the players will appear in the Players list.

@ East Brighton Vampires U12 Girls Sherren
Playors Fe gkstiatiar Aeseirtt
Players &7 Eak Ployer Attnbutes Grade Details
SMUFL UI2 Girts Db 1 Reg d
4 G
e
? TR Team Detail
- P Gl
BENTHIE
! i e Geld
VIC = Moorabbin Wi Pl
Mo el

If the Players wear the same jumper number in matches for the Team and you wish to allocate them click on Edit
Player Attributes. Add the numbers in the box provided and click on the Save button in the top right corner.

Pippa Jecobsan
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Club Management - Allocate Players to Teams (cont)
You will be returned to the Team Players page and the player jumper numbers will appear with the players in the

Players list.

& Evtiaptr Aot Grade Detalls

Unaliccats Team Daotails
Unallceace Girts e
Gaid

VIE - Maernbbin West (Hampton East)

Moarabbln Wost

To unallocated players from the team click on Unallocate for a player.

The unallocated pop-up will appear, click on the Unallocate player button.

Are you sure you would like to unallocate
Maya Benau?

You will be returned to the Team Players page and the player will be removed in the Players list.
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Allocate Coaches, Assistant Coaches & Team Managers to Teams

In order for Coaches and Assistant Coaches to be able to be selected in Team Lineup they need to complete their
www.coach.afl requirements and allocated to the team. Coaches & Assistant Coaches can be allocated to multiple
teams.

In order for Team Managers to be selected in Team Lineup they need to be register and allocated to the team. Team
Managers can be allocated to multiple teams.

Please note clubs will always have access to be able to allocate officials to teams and we strongly encourage that
Leagues advise the clubs to perform this task. However this task can also be done from the League level if
assistance is required.

Under the Grades tab click on the T button for the Grade the Team is in and click on the Team.

Pla ':IP ' :
y SMJIFL | z2om f- R
Saum Mstr Sunicr Foatal Leagy i - L - &
¥ comyp
+ Bddntmas
SMIFL UI2 Girls Division 1 | 8 7FaMS ALCCATRD | & i iy B
@ Hanumaria UIZ Cirls Sharks
© sm .
@ Ajae UL am e
@ o
@ miornin =

Play'lt -
y SMJFL | om0 @ zai
South Metro Jinior Foothall Leagu " T B v &
-
+ adda Feam
“Mordialloc Braeside U8 o
Boys RED TEST™
@ Ajax N2 Girls Comets o
0 Ajax UB Bays o
Beaumaris N2 Girls o
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East Brighton Vampires ssueL uid Ginls Sl 0
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Club Management - Allocate Coaches, Assistant Coaches & Team Managers to Teams (cont)
On the Players page scroll down to the Team Staff section in the bottom right of the page.

To Allocate a Coach to a Team, click on Allocate Coach.

WIC - Pringés Park (Caullietd South)

Ovald

B

Previous Players Team Stafl
::::::

A e

East Toamy

The Allocate Coach pop up box will appear that will show a list of the Unallocated coaches.
To Allocate Coach to the Team click the tick box for a Coach and click on the Allocate 1 Coach button.

Please note only 1 Coach can be allocated to a team.

Allocate Coach
Ajax N2 Girls Comats
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Club Management - Allocate Coaches, Assistant Coaches & Team Managers to Teams (cont)
You will be returned to the Team Players page and the coach will appear in the Team Staff list.

Inssiea Lawis

Vig - Princes Park (Caulliald South}
U MisMesdewe

Previous Players

Team Stall

Canigl Brunner

To unallocate a coach from the team click on Unallocate for the coach.

The unallocated pop-up will appear, click on the Unallocate Coach button

Are you sure you would like to unallocate
Danisl Brunner?

You will be returned to the Team Players page and the coach will be removed in the Team Staff list.
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Club Management - Allocate Coaches, Assistant Coaches & Team Managers to Teams (cont)
To Allocate an Assistant Coach to a Team, click on + Allocate Assistant Coach.

To Allocate Assistant Coach to the Team click the tick box for a Coach and click on the Allocate x Assistant Coaches
button.

Please note multiple Assistant Coaches can be allocated to a team.

Allocate Assistant Coach
Ajax N2 Girls Comets

You will be returned to the Team Players page and the assistant coach will appear in the Team Staff list.

Play @ @ AJ 'axmac‘lrlscnmets -

Ajaz Junser Football Cuub

Temy Saundars
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Club Management - Allocate Coaches, Assistant Coaches & Team Managers to Teams (cont)
To unallocate assistant coaches from the team click on Unallocate for an assistant coach.

The unallocated pop-up will appear, click on the Unallocate Assistant Coach button.

You will be returned to the Team Players page and the assistant coach will be removed in the Team Staff list.
To Allocate a Team Manager to a Team, click on + Allocate Team Manager.
Click the tick box for a Team Manager and click on the Allocate x Team Managers button.

Please note multiple Team Managers can be allocated to a team.

Allocate Team Manager
Ajax W12 Girls Comets

ram DOB

team manages &

Nigals Ehark

Litah g
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Club Management - Allocate Coaches, Assistant Coaches & Team Managers to Teams (cont)
You will be returned to the Team Players page and the team manager will appear in the Team Staff list.

Team Staft Myagemeatdccess @

Tafit Tesam

At this point if you wish give Management Access to any of the Team Staff you can toggle the switch to on. This will
enable those Team Staff to create & change lineups as well enter match results & add player statistics using My

Teams in the account profile.
To unallocated team managers from the team click on Unallocate for a team manager.

The unallocated pop-up will appear, click on the Unallocate Team Manager button.

Are you sure you would like te unallocate
Lilah Vega?

You will be returned to the Team Players page and the team manager will be removed in the Team Staff list.
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Captain Management
On the Players page scroll down to the Captains section in the bottom right of the page. To add Captain(s), Vice
Captain(s) and Deputy Vice Captain(s) to a Team, click on + Edit Captains.

+
Team Staft
Previous Players tiein
+ &
w it .
+
+
il 10 Ly
Captains
¥ L + ¢

0

M EEEEE
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Club Management - Captain Management (cont)
Click on the Save button in the top right corner.

Edit player attributes

Andiz Shemen

#melia Harvin

PippaJazebson

Sophia Nilssan

Phoshe Fyre

Aun Stewart

Gonoviove drocks

Deputy Vice Capeain

Wice Captaln

Captain

You will be returned to the Team Players page and the captains will appear in the Captains list.

O Ariuar

Playf@

ghben Yamp e unese
b
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Captains

Gonavieve Brooks

Sippa tocabson

Ahizeta Fyle
i

Andie Sharron




AFL Play@

S
13. Competition Management

Change Team Fixture Number
In preparation for generating fixtures, the fixture key number for each team allocated to the Grade is able to be

changed.

In the left menu click on Competition Management, click on the Competition, click on the Season, under the Grades

tab click on the ™ icon for the Grade you want to create a fixture for.

PlayHQ Test League | 202 v | (@

Playhq Senior Men
Reserves

oy OO0 &) -
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AFL Play@

Competition Management - Change Team Fixture Number (cont)

Each team has a number which relates to the position in the fixture key, to change this number click on the :: icon
for the Team and drag the Team up or down. The new position will automatically save.

FlayHQ Test League | =0z - o
des  Tusens  Participanis  Wogitoutlen  Allscations  Satting - h
Play"‘q.Semm Men & Ten — i =y m 0 & A
Resgrvis
L Q™ : ™
g -
: @EEr .
» @ s o
e
e @i -
PlayHQ Telst Le;gue “o - | o
: v é
+ i
e
(]
&
L]
®
@ o =

Please note once fixtures are generated or uploaded the team fixture number cannot be changed. However if a
fixture is generated and deleted this would open up the option to change the team numbers.

More information, including excel templates, about fixture keys is available here.

AFL Community Football League Admin PlayHQ User Guide
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Generate Fixture
On the Grades Page, click on the Generate Fixture button for the Grade you want to create a fixture for.

= - a
Playhq Senior Man pr

E Tenims M e nicl Resarves O e e & v
CEED - ¢

On the Fixture a Grade page in the Regular Season section add the Grade start date, # of rounds and

select the Frequency.

Fixture Settings

Round Robin Rounds

Grade start date” # of raunds Frequency”

12202 Wackly

B
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Competition Management - Generate Fixture (cont)

In the Finals section Select finals format.

There are two options available or the Finals button can be turned off and finals fixtures can be generated later in

the season.

The first option is Standard Format which provides all of the options available in the platform based on the number
of teams in the Grade. This option will automatically add teams based on ladder positions at the end of the regular

season, however these can be edited manually.

First select the Number of teams in Finals, options provided will be based on the number of Teams in the Grade.

e Fixture a Grade

Finals &

Finals &

Firmis formats
© <o
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Competition Management - Generate Fixture (cont)
The second option is Custom Format which enables admins to select the number rounds for the finals series and add
the date, time, teams and venues manually.

e Fixture a Grade I
. S

Finals &

In the Exception dates section any exception dates added when the season was created will show, if you wish to
remove these dates untick the Season Setting box.

If you wish to add other exception dates select the From date, the To date, add a Reason and click on the + Add
button. If you make a mistake adding other exception dates you can click on Remove.

Click on the Review fixture button in the top right corner.

e Fixture a Grade 5 Quview fixturs

Round Robin Rounds

1212022 (= ] o Weokly

Finals 1

Exception dates

23 Dec 2022 022002023 Chrg ok

26 Jan 2023 - 30 Jan 2023 Long week
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Competition Management - Generate Fixture (cont)

The Review Fixture page will give you a summary of the Rounds, as well as a summary the Finals (if this option was
selected) and a summary of the Teams with their home venues.

Click on the Next button in the top right corner.

e Fixture a Grade 105 Nowt #ach
Play Q)

PluyHQ Test League

Toams

Reund | 12 e 2022 ' Coomero Serior Men Resorves

Round 2

7 Kedron Senior Men Reserves
Round 3 26 Mow 2022 1~ EK tTad Ao@orson Ovel tiad
Round 4 ¥ Kenmoro Senior Man Reserves
Round §

4 Twaod Const Santor Mon Reasrves
Round & W D2c 2022

Barry 5hepoord Oval (Twoed Coast

Christmos Broak R 5 Yoronge Senior Men Resorves
Round 7

& Corraro Senior Mon Raserves
Round & alan Nieiaen Park ic

Round 8

Long weekend

Round 10

In the Time Slot Allocation section there two options available.

With the first option leave Set each time slot individually turned off and select the Day and Start Time for ALL
matches in the Grade.

| ey @ Fixture a Grade " z
Play-
;,',;q N Chaged Review Fixture
W compn
Time Slot Aflocation
Sot each time slot individually _ B
Al Saturday v 12 | 00 pm v
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Competition Management - Generate Fixture (cont)

With the second option turn on Set each time slot individually and select the Day and Start Time for each Time Slot

individually. This option might be used as example for a match of the round.

e Fixture a Grade i e

Review Fixture

Time Slat Allscation

waich time ot Tndividusily @
Saturday 12 ) |
uuuuuu d 12 ) | m

Click on the Generate Fixture button in the top right corner.

You will be returned to the Grades page with a confirmation message that the fixture was successfully generated.

PlayHQ Test League | 2o2: - | @i

. . !
TR x
Playhq Senior Men S -4 ourk C = £ H M we & v

Regerves
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Competition Management - Generate Fixture (cont)

To view the fixture click on the o icon for the Grade or click on the Grade name.

Playhq Senior Men Reserves

Fixture  Lsdde

Fixture

Regular Ssosan
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Make Fixtures Visible /Hide Rounds
On the Grades page click on the Hidden/Visible button for the Grade.

PlayHQ Test League | 2023 - | @

¥z e m

Playhg Seniar Men T—— . i — -2 H m W0

Reserves

In the Grade Visibility pop-up select Hidden to hide the fixtures from the public view or select Visible and All Rounds
or select which Rounds for the public view and click on the Confirm button.

© Grade visibility

Add Finals Fixtures
Click on the Finals tab and click on the + Add Finals button.

Playhq Senior Men Reserves

Fixture
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Competition Management - Add Finals Fixtures (cont)
On the Add Finals page under Select finals format, choose an option under Standard format or Custom Format and

click on the Save & Review button in the top right corner.

@ Add Finals . s
Select finals format*
Finals formats @
moer of Ly 1f
4
. o
|50 vk | @ "ddrinals z
Select finals format”
rols formuts
@ coem
S &

On the Review Fixture page scroll to the bottom, check the finals rounds under Finals and click on the Update

fixture button in the top right corner.
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Competition Management - Add Finals Fixtures (cont)

You will be returned to the Settings -> Fixturing page with a confirmation message that the finals have been
successfully generated.

Playhq Senior Men Reserves

Regular Season Fixture

egulas Sensen

Finals Fixture

Finale

@
& r
M e
®

e»

Generate Finals Fixtures - Standard Format
To view the finals fixture structure added, click on the Fixture tab and click on the Finals tab.

xxxxxx

¥ Finals Round )

BATURDAY, NOVEMAER 12

@ Lacidar Position 1 " @ Lidder Ponttian® " T S . =
@ oo mmticn s p @) oamer mensiana ind e :

¥ Preliminary Final
SATURD JOVEMEER 18
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Competition Management - Generate Finals Fixtures - Standard Format (cont)
At the competition of the regular season when all of the matches have been finalised select the Ladder tab and click

on the Assign Finals Teams button.

Ryt et ol o

Playhq Senior Men Reserves

The Assign Finals Teams pop-up will appear. If the teams and positions are not correct click on the Cancel button to
return to the ladder to make any adjustments required. If the teams and positions are correct click on the Assign

button.

Assign finals teams
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Competition Management - Generate Finals Fixtures - Standard Format (cont)
You will be returned to the Ladder with a confirmation message that the finals teams have successfully been

assigned.

To view the finals fixtures click on the Fixture tab and click on the Finals tab. The teams will have been added, to add

the time and venue to a fixture click on the : icon for the match and select Edit Game Details.

Playhq Senior Men Reserves

Fixture

RegulnrSeason Finals

o+ adaa s

W Finals Round 1

SATUNBAY. NOVEMBER 12
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Competition Management - Generate Finals Fixtures - Standard Format (cont)
On the Edit Game page in the Allocation area, select the Venue and Ground, edit the Date (if required), add the

Start Time and click on the Update & Savebutton in the top right corner.

Edit Game

Game delails

Allacation

LLLLLL

Date* Start lime End time

12 | 1) pm - | zcoem

Play@

PlayHg Tesd Leagae

Repeat the process for all other finals fixtures. When using the Standard Format teams will automatically populate

finals fixtures as results are added during the finals series.
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Generate Finals Fixtures - Custom Format
To view the finals fixture structure added, click on the Fixture tab and click on the Finals tab. To add finals fixtures

click on the + Add a Game button.

Playhq Senior Men Reserves

Play"@

Py Tost Langun

Logdar

Fixture

% Finals Round 1

GATURDEY. NOVEMEER 12

¥ Finals Round 2

SATURBRY, NOVEMEER [

SATURDEY, NOVEMEER B8

BATURDEY, DECEWBER 3

On the Create New Game page in the Game Details area select the Home Team, Away Team, Round and add a
Game Alias. In the Allocation area select the Venue and Ground and add the Date and Start Time and click on the

Add Game button in the top right corner.

Create new game

Play"@

FayH] Test Loagis

Game details

Homa taam Away togm’® Round Game alian
g
Ko Senior Mon Rosarves - Yarongs Sunior Mon Reseres - Fimals Seund 1 - Firet Sarnd Finsl
L — L
% Allecation
W Grou
QLD - Akura Oval (xenmera}, QLD v Akuna Ovat
Date’ Start time End time
1zinjanze (i | o2 | =| oo P - A
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Competition Management - Generate Finals Fixtures - Custom Format (cont)
You will be returned to the finals fixtures and the match will be added.

Playhq Senior Men Reserves

Fixture

Fixture

@ Hersanre Senlar Men
Rassnes

W Finals Round 2

SATURDAT, NOVEMELR 10

Repeat the process for all other finals fixtures. When using the Custom Format teams and matches will need to be
added manually during the finals series. If you would like to add finals fixtures but are unsure of the teams, venue
and time, on the Create New Game page add TBC Teams, select the Round, add Game Alias and add the Date.

Creale new game

Game detalls

1ainiz0ee B
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Competition Management - Generate Finals Fixtures - Custom Format (cont)
The fixture will be added and the extra details can be added when they are known via the Edit Game Details feature.

Fixture

x

SATURDAY, MOVEMEER 12

9.

@ T i @ TEE Teaim . IR o =

Edit Fixture Settings
To remove the Finals fixtures, scroll down the page and under Finals Fixture click on the Remove Finals Fixture

button.

Playhq Senior Men Reserves

Settings

Finals Fixture

Finais

&Team | 3 Raund -Tinrmd
11 Feb 2023

25 Feb 2023

a

a

AFL Community Football League Admin PlayHQ User Guide

[0



AFL Play@

N

Competition Management - Edit Fixture Settings (cont)
To add or edit exception dates, scroll down the page and under Exception Dates click on the Edit Exception Dates

button.

Playhqg Senior Men Reserves

sddnr  Settings

Exception Dates

23 Dec 2072 - 02 Jan Z0F3 Chrleimas Wi

20 Jon 2023 - 30 Jan 2023

On the Edit exception dates page under Exception dates add a date in From, add a date in To and click on the + Add
button.

Add as many exception dates as needed and lick on the Review Dates button in the top right corner.

@ Edit exception dates

Exception dales

fram Ta
zsinlaoaz i | ainfanez i | Genaral Bys
23 Doc 2023 - 02 Jon @023 Chrstmas Droak B

26 Jan 2023 - 30 Jan 2023 Long woeskend
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AFL Play

Competition Management - Edit Fixture Settings (cont)

The exception date round will be added and the rounds following will be updated, click on the Generate button in
the top right corner.

[T e Edit exception dates

© ¢ o @0 0 ©

You will be returned to the Settings -> Fixturing page with a confirmation message that the fixture has been
successfully generated.

Playhq Senior Men Reserves

Ladder  Settings

Regular Season Fixture

Re gl vt Senson

Finals Fixture

Finals
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Delete Fixture
To delete the fixture you have generated, scroll to the bottom the page and click on the Delete Fixture button.

Playhq Senior Men Reserves

Fintiune aiiddy Settings

Exception Dates

25 Moy 2022 - 27 Nov 2022 Gonors |8y
23 Dec 2022 - 02 fan 2083 Chiistmas Breis

26 Jun 2023 - 30 Jan 2023 Lang weskond
Edil Excaptinn Dates
Delete Fixture

A TPz st wil Brman sy reim v 3 GRS for Sz graae meleing e

A warning message will pop up, to continue click on the Delete Fixture button or if you do not want to delete click
on the Cancel button.

Are you sure you want to delote the
fixture for this grade?
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Competition Management - Delete Fixture (cont)
You will be returned to the Settings -> Fixturing page and the Generate Fixture button will be available.

Regular Season Fixture

Finals Fixture

Edit Game
To manually change or edit games in the fixture go the Fixture for the Grade. Click on the : icon and select Edit

Game Details.

Playhq Senior Men Reserves
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Competition Management - Edit Game (cont)
On the Edit Game page in the Game Details section you can edit the Home Team, Away Team or Round. There is

also a switch function (<~ ) which will swap the Home Team and Away Team.

In the Allocation section you can edit the Venue, Ground, Date or Start Time. There is also the option to delete the
game.

If you edit any game details click on the Update & Save button in the top right corner.

Play ) NS

Test Foothall League

¥ B o AT Game details

Kenmare Soniar Men - | | Calamyale Sanlor Men - Round |

Allocation

Wenue Ground Date

QLD - Akuina Oval [Kenmors) - Akuina Oval - 011042022 B

Edit Grade General Settings

To change grade visibility, show/hide rounds or show scores on public website, on the Grades page click on the C
icon for the Grade.

PlayHQ Test League | 2083 - | @ =

Playhq Senior Men

il & Team: rn Seniae S o) == H m L -
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AFL Play@

Competition Management - Edit Grade General Settings (cont)
Select the General tab, you can set the Grade Visibility to either Visible or Hidden on the public website.

Coy Age group”

cccccc

© Grade visibility

You can Select which rounds to show on the public website.
You can set Show scores and outcomes on the public facing site to either Yes or No on the public website.
There is also the option to Delete Grade but certain criteria must be met before you can proceed.

If you make any changes click on the Update & Save button at the bottom of the page.

Playhq Senior Men Reserves
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Upload Fixture

Upload Fixture is an exciting new feature in the PlayHQ platform which will enable Community Football League
administrators the ability to create fixtures in a spreadsheet and upload them into the platform. This function can
be used to upload full season fixtures for more than one grade at the time of upload or multiple uploads for
individual rounds of fixtures in a grade. If there are changes to the teams in the grades it will also take care of the
regrading.

In the left hand menu click on Competition Management, click on the Competition, click on the Season, under the
More tab click on Fixture Upload.

PlayHQ Test League | 202 - | @

Playhg Senior Men y
¥ Han Sanic = <« HOS® & «

Raserves

On the Upload Fixture page there is two templates to download to assist with creating the correct file to upload.

Fixture Template is used to upload the fixture csv file template in order to input your new fixture details into it prior
to uploading the file. The template includes the correct column names that are expected when completing a fixture
upload.

Legend for this season is used to download the legend for this season to view examples based on the formatting the
template requires. The legend also includes the names of the organisation, competition, season, grade, team, venue
and ground names required for a successful upload.

It is strongly recommended when creating your fixture template csv file that you copy and paste the names in the
legend so that they match exactly with what has been created in the platform.

When have created your fixture template file to upload click on the Add Custom Fixture button.

PlayHQ Test League | =02z - l CRE
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Competition Management - Upload Fixture (cont)
On the Fixture Details page click on the Upload CSV button.

Fixture details

If there are no errors in the file the fixtures will be generated.

If there are errors in the file the errors will be displayed with columns for Error Type, Description and Location in
File.

The Location in File column refers to the actual cell in the fixture template file so you can locate easily, make
required adjustment, save the file and upload again.

9 Upload Fixture

Fixture details
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Fixture Clash Resolution
In the left hand menu click on Competition Management, click on the Competition, click on the Season and click on
the Allocations tab.

If there is a fixture clash a @ icon will appear in the month.

2022 Season | 2022 - | @w=a

~ april 2022 @

~ Moy 2022

v June 2022

~ July 2022

~ August 2022

There two options available to resolve the clash.
The first option is use the Edit Game function previously described.

The second option is open the month by clicking on the ™ icon, then click on the View button where the ®icon
appears.

2022 Season | 2022 - | @

~ April 2022 @
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Competition Management - Fixture Clash Resolution (cont)
This will open up the Game allocation page and the clashing games will be shown in red.

Click and drag one of the clashing games into another Ground or Time Slot. If there is no longer a clash the game will
change color to blue.

{3 Upoatn Chingss

Game allocation
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Competition Management - Fixture Clash Resolution (cont)
Click on the Update Changes button in the top right corner and the game will update successfully and change color
to green.

Game allocation @

2022 Season | ez - | SR

Games

~ npril 2022

~ May 2022

~ duly 2022

~ August 2022
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Regrade Teams

Please note Regrade Teams button will only appear if you have used the Generate Fixture feature. If you have
used the Upload Fixture feature the Regrade Teams button will disappear and you will need to continue to use the
Upload Fixture feature to grade teams.

In the left menu click on Competition Management, click on the Competition, click on the Season and click on the
Regrade Teams button.

PlayHQ Test League | 20: - | @i

Playhg Sonior Men

§ Tedrm war o Résdn e &6
Resarves ol v y Ganio HnlniE © cH®D @ ~

A pop-up box will appear, select the group you would like to regrade and click on the Start button.

Please select the group you would like to
regrade:

| Saturdny Senlor Men
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Competition Management - Regrade Teams (cont)

Play@

If you are regrading a Team that has not yet been allocated to a Grade, in the Unallocated teams area click on the

Import an unallocated team button.

Regrade Baturday Senior Men » | o

& Unaliccated teams (0)

W Playhg Sonior Man Resarves

Q Carrars Seniar Men itesarves Mave Lencr
D) coomara sanior tan Rusarves

@ Kodren Senlar Mon Reserves

) e o seniar Mon Hsserves e

The Import an unallocated team option will appear, select a Team and click on the Import Team button.

Import an unallocated team

To move the Team, in the Unallocated Teams area click on Move Team.

el Regrade | suumsysmsemen - | o)

Play@

PlayMQ Test Lasgue

& Unallocated teams (1)

@ Yoronga Senlar Mon Resorues Mo oA

W playhg Sonior Mon Resorves

@ Carrara Seniar Man Reserecs

@ Conmera Senior Men Reacrees Mo e

@ fernmora Senicr Man Resorves Mo 12am

e Tiweotd Coast Senier Mon Ragervan
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Competition Management - Regrade Teams (cont)

In the Grade click on Move Team to Grade.

|
Saturday Santor Man «

Regrade

(©) g senion e Reseres nmina ] <ot ]
@ Coomera Scniar Mon Reseries Ewap L °
©) <edron somioe man fuservns e a
g Kenmore Senbar Men Rubarvis ok -
@ T o W R S
Click on the Update Changes button in the top right corner.
Regrade | sawrdaySenior Men » | O Updsie Bhges
& Unaliccated teams (0) ~
W Playhg Senior Men Reserves Roprading from Round |~

0 Carrars Senior Men Ressevos

@ Coemern Senior Men Reservas
@ xoaron seniar Mon Reserves

Q Kenmare Sznior Men Reseryes
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Competition Management - Regrade Teams (cont)
If you are regrading teams between Grades, click on Move team for the Team you wish to regrade. This Team will

Play@

now be highlighted and you can either click on the Cancel button, click on the Move team to grade option or click on

the Swap button for a Team in another Grade.

Play@

Nost Foothall Losgue (1FL)

¥

Regrade | sunsaysenerman »

W senior Man A

If you use the Move team to grade option the Team will be moved, to finalise the process click on the Update

Changes button in the top right corner.

Play"

Tieat Ferctl League [THL)

Regrade | sungayseniorMan
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Competition Management - Regrade Teams (cont)

If you use the Swap option both Teams will be moved, to finalise the process click on the Update Changes button in
the top right corner.

T Sanior Men A Regrading from Round |~
YT — R S R R,

" a a e o B e o

[ My T 1 IR o

1 ° o Gl ° v

B teourdra Barion Mo wrem marr ‘ 3 AR AT RS

T — o = 0

[ Y— il AN

Q) 1wrmins Semio: Mo

[

W Senior Men B Regrading from Round |~
[ Y - - - v o]
T = O W a® B @ 8
ecwmm Bemch Senior Men Moes emr 2 4. o o e as o 9
3 ComeraTmie e 8 ozee 3 1 o
B eeetun senior e tges e P ¢ om s & u
§ Ko Do e LT !
emmﬂimhrﬂen oz tanm ;
b nier Mae o o s u
°mamw Benies Man tara zeam
o Canrra Sonler Mer B oo

A warning message will pop up asking Are you sure you want to proceed?, click either the Regrade or Cancel
button.
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AFL Play@

Competition Management - Regrade Teams (cont)
You will return to the Regrade page with confirmation message that the grades have been successfully regraded. The
Teams in the Grades, the Ladders for the Grades and the Fixture for the Grades will all have been updated.

If you have finished Regrading, click on the Done button in the top right corner.

00000

View Regrade History
On the Grades page click on the {‘;:" icon for the Grade and click on the Regrade History tab.

Playhq Senior Men Reserves

Sottinga
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View Ladder
On the Grades page click on the H icon for the Grade.

Ladder Adjustments
Click on the Ladder adjustments button.

On the Manage Ladder Adjustments page you will need to select an option for the Round, Team & Type, add an
Amount & Reason for adjustment and click on the Add button.

P,OY'@ Ladder adjustments

Test Footholl Lesgue

Manage laddar adjustmants

b 4

Follow the same process to add further ladder adjustments and when finished click on the Done button in the top
right corner.
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Ladder Grade Settings
Click on the Settings tab and click on the Ladder tab.

Play@ .Selnilnr MenA T

Tst Fretball Leagus [TFLY Fixtisne sdder Sattings

Ladder Settings

Ladder results

R ro”

View All Ladders
On the Grades page, click on the More tab and select View All Ladders.

Playhg Senior Men
Reserves
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Player Restriction Exemption
The Restrictions Settings are configured when the Grade is created — please refer to the Create a Grade section

earlier in this guide.
To edit the Restrictions Settings in a Grade click on Competition Management, click on the Season, select the
Settings 3y icon for the Grade and select the Grade tab.

Scroll down the page, under Restrictions Settings you will see the Age Restrictions and Gender Restrictions that
were added when the Grade was created. You can adjust these settings and click on the Update & Save button at

the bottom of the page.

P’".V@ SMJFL U12 Girls Division 1

settings

Seath Metro Junior Fosthall Leagy

Restrictions Settings

Agn Rostrictions @

Calcuinte age of plager as at date” B rangn*

NN [

Gender Restrictions @

B remaie [] mate B rvenEnany DAfferent identity Bl Prerernottosay
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Competition Management - Player Restriction Exemption (cont)
The platform gives League admins the capability to override the Restriction Settings for Players in a Team that may
have been given exemption.

In the left menu click on Competition Management, click on the Competition and click on the Season. On the

Grades page click on the ™ button for the Grade the Team is in and click on the Team.

SMJFL

202 - | o s,

L]

L 1]

0

0

@ sdltiayer wumten Grade Details

SNLUIFL U1 Gl rle Diviglan | Mt Segulred
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Play‘: I 0
Competition Management - Player Restriction Exemption (cont)

On the Manage Player Restriction Status page any restrictions will be shown under Grade Restrictions. Players
allocated to the team that meet the restrictions will be shown under Players who meet restrictions. Players
allocated to the team that do not meet the restrictions will be shown under Players who do not meet restrictions.

To move a player from Players who do not meet restrictions to Players who meet restrictions click on the Give
exemption button for the player.

P'“Y@ Manage Player Restriction Status s

South Metra Jusior | ootball Losgu -
Grade Restrictions
: 4

Famaie, Mon-Binary, Diffarent idantity and Prater set o

Players who moak pestrictions

Zahra Stovars Famale Rastrintiors Mt

Players who do not meot restrictions

Sopnis Milsson Famaio Fastriptions Mot Mot

The player will be moved to Players who meet restrictions and the Restriction Status will change to Exemption
Given.

If at any point during the season the exemption is revoked click on the Remove exemption button.

Plﬂy‘@ Manage Player Restriction Status i

Seuth Matro Junior Foosall Leagu

Grade Restrictions

Female, Non-2inary, Different identity nnd
Prafer net to say

31 Dee 2021 wen

Players who mest restrictions

Sophin Niagon Famale Exempticn Givan
Georgia Waughian Famale Reatrictiens Mot
Genevieve Brasks Female Restristicrs Mok
Zahro Stavens Famale Restristicrs Mot

When changes are completed please ensure to click on the Save button in the top right corner.
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AFL Play

Finals Eligibility

The Grade Default Settings including Finals Eligibility are configured when the Competition is created — please refer
to the Create a Competition section earlier in this guide. However, the configuration set when the Competition was
created can be overridden in each Grade.

To edit the Finals Eligibility in a Grade click on Competition Management, click on the Season, click on the Grade,

select the Settings {‘;} icon for the Grade and select the Grade tab.

Scroll down the page, under Finals Eligibility you will see the Minimum number of games played that was added
when the Competition was created. You can adjust this setting and click on the Update & Save button at the bottom
of the page.

Play@ Senior Men Seniors

PlayNa Test League ok Settings

¥

Finats silgl bitity @K

Minimum number of games played*

3

AFL Community Football League Admin PlayHQ User Guide

112200



N

AFL Play@

Competition Management - Finals Eligibility (cont)
The platform gives League admins the capability to override the Finals Eligibility for Players in a Team that may have
been given exemption.

In the left menu click on Competition Management, click on the Competition and click on the Season. On the

Grades page click on the ™ icon for the Grade the Team is in and click on the Team.

SMJFL

202 - | o s,

7]

2

CHM®S® & ~

L]

L 1]

0

0

oyers

Playzrs &
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Competition Management - Finals Eligibility (cont)
On the Manage Finals Eligibility Status page click on the Make Eligible button for the Player that has been given the

exemption.

S

Manage Finals Eligibility Status

Eligible players

Nan Eligible players

Braxtan Archs AMloested to te Inaligible Nat onough games plaged

A warning will pop up will appear, click on the Make Player Eligible button.

Are you sure you want to make Braxton
Archer cligible 1o play for finals?

You will return to the Manage Finals Eligibility Status page and the Player will show in the Eligible Players area.

P'“Y@ Manage Finals Eligibility Status

w51 Foomall Leagua (TFL)
Eligible players

C——— Aiseataa 1o team a Siloin E— [ o ]

¥

Han Eligible players

If at any point during the finals the exemption is revoked click on the Make Ineligible button.

When changes are completed please ensure to click on the Save button in the top right corner.
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AFL Play@

Player Points

If your League uses a player points system turn on Players Points when you create the Grade. Toggle on the Player
Points button on, select an option in Enforce a team total player points cap and select the Team player points cap.
Select Visible or Hidden in the Players Points Visibility area.

Setting Player Points to Players
If the League has Player Points turned on for a Competition, there is two options for the administrator to add Player
Points to a Player or to edit the Player Points for a Player.

Option 1 — Using as the League in the left menu click on Competition Management, click on the Competition and
click on the Season. On the Grades page click on the More tab and select Player Points.

On the Player points page, player point values that have been rolled over from a previous season will be marked

with the o icon.

Player points

3
L ]
[

Add the relevant number of player points for each player in the Player Points column and when completed click on
the Update Changes button in the top right corner. Please note there are filter boxes above the list to assist with
locating players if required.

Player points Urien Ghanges
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Competition Management - Setting Player Points to Players (cont)
The page will display a confirmation message that the player points have been successfully updated. If the player

point value is changed the ® icon will be removed. You can either add or edit player points or if you have finished
click on the Done button in the top right corner.

Player points o
® < X

Option 2 — Using as the Club in the left menu click on Competitions and click on the View button for the
Competition. On the Grades page click on the More tab and select Player Points.

2022 Season - 2023

Grodes  Temms  Parcipanis  dogisirmtio

On the Player points page if the League has not given the club access to add or edit Player Points the page will be
locked and no additions or changes can be made.

‘,
a
N
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AFL Play@

Competition Management - Setting Player Points to Players (cont)

On the Player points page if the League has given the club access to add or edit Player Points, add the relevant
number of player points for each player in the Player Points column and when completed click on the Update
Changes button in the top right corner. Please note there are filter boxes above the list to assist with locating players
if required.

The page will display a confirmation message that the player points have been successfully updated. You can either
add or edit player points or if you have finished click on the Done button in the top right corner.

Player points d c
o= x
' : o
Tohy PR Sounders 0. Juint I [} | u
— Saunden : |

Setting Player Points Limit to Teams
The Players Points Limit for all Teams is set when the Competition and Grades are created. There may be instances

where a Team may be given a higher or lower Player Points Limit.

Adjusting the Player Points Limit can only be done while Using as the League. In the left menu click on Competition
Management, click on the Competition and click on the Season. On the Grades page click on the Teams tab and click
on the View button for the Team.

PlayHQ Test League - Season 2021 | 202+ | &
Toams articiparits Ramgetratian Alfong tions Suttings More w o

Ry WE

@ Burleigh Senior Men

@ Burlsigh Senforwemen ~ "
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Competition Management - Setting Player Points Limit to Teams (cont)
In the Grade Details area click on the Edit Team Player Points Limit link.

Play T

T T m——
Pluy@ @ Burleigh Senior Women

Piayern Registimbions

Players & 0 ey lumers.
ne Al [ PLAYLE BOm s GAMES PLAYED
| Taery Castomes 1 naliocas
2 Tty Cotumtn v | Uiai
3 Tarry Gonturan 1 oo 81 Unaliras

Grade Datails

BEADE
Catton On Senior Men Div1

FINALE ELICIBLITY

Hono

& i T Ay P Lt

FLETER POINTS
40

The Override team player points limit pop-up will appear. Change the limit number and click on the Override Limit

button.

You will return to the Team page, a confirmation message will appear and Player Points limit will be updated.

Gompatiions = Map0 Tost lonswe - Canscr @021 3 3021 » Teams » Buriegn Gereor woman

@ Burleigh Senior Women

PMayers  Registratioos

Grade Datalls
ARADE FLARER POINTS
Playars £ B Mgl ik Cattan On Eenior Men Div 1 as
FomnLs ELIGIERITY
Ho WataE (B ELAYER POONTS GAMIES FLAYED
None
v Tony Contanes 1 i 2004 o Unalieats
£ s s Bl Foiets Lt
+ e
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14. Game Day

Create Line-up

Please note club admins who have been given admin access will always have access to Game Day to create Line-
ups. This task can also be done from the League level to provide assistance to Clubs if required.

In the left menu click on Game Day, select the date for the match and click on the Details button for the match.

Play@

Game Day

e

East Brighton Vampires
N2 Girls Sherran

Prahan 12 Girls
Laughton hIF

pElNf202E

Game Details

East Brighton Vampires U2 Girls Sherren va

Prahan U12 Girls Laughton

Game Details

LS m 4

SELECT TEAM (EAST BRIGHTON VAMPIRES L1712 GIRLS SMERREN)

=+ Somet Team

SELECT TEAM [PRAHAN L2 GISLE LAUGHTON}
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AFL Piay
Game Day - Create Line-up (cont)

On the Add line-up page any restrictions for the Grade will appear in the top right corner and all of the Players
allocated to the Team will appear in the Team Players — Out area.

@ Add line-up

Players

Team Players - Out Line-up (0/22) + Emergency Players (0/3)

Q00000

Beneiieve Brooks

To add Players to the Line-up click on Select line-up from a previous round to add of players selected in the

previous finalised match. Click on the 9 icon to remove a Player from the line-up and click on the 0 icon for the
Player in the Out area to add a Player to the line-up. When you have added Players to the Line-up you are able to
edit the jumper number if required, if there are duplicate jumper numbers there will be a warning. The Next button
in the top right corner will not be available until the grade restrictions have been met.

e Add line-up
Play@ 7

Players
Junisc Fostball aagus

Team Players - Out Line-up (5/22)

°
B
15
&
g
g
5
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Game Day - Create Line-up (cont)

Edit Captains

East Brighton Vampires U12 Girls Sherren

Amslis Harris

Captain

Test Ingidants

Pippe Jocobson

Seophle Nifssen

Play@

To add or edit the captain status for players click on the Edit Captains button. The Edit Captains pop-up will appear,
select from drop-down box for each player where required and click on the Save Captains button.

Players

Team Playors - Out

Fhoebe Hyle
Ava Stewart

Genevievs Brooks

Line-up (4/22) + Emargency Players (1/3)

5 Andie Shemren
[& ] ameta arrin 0

8 I sophic Nilszon

3 | Testingidents

7 Fai Capraing

Non-team Ployers

1

a

gg g g
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AFL Play@

N

Game Day - Create Line-up (cont)
When you have added Players playing the Match and met the grade restrictions, click on the Next button in the top

right corner.

@ Add line-up T P

Team Players - Dul Ling-up (6/22) + Emergency Piayars (1/3)

8  AndleSherren e
- naks

o m « @

o - @

oo - @

|!;u Pheobo syla 0O c - e

| 18 | avastewart O ow - e

13| Test incid m] - @

You will be taken to the Add coaching staff page. The Coach and Assistant Coaches that have been allocated to the
team will show as In by default, click on the Next button in the top right corner.

Coaching Staff

In €13}
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1132



N

AFL Play@

Game Day - Create Line-up (cont)
You will be taken to the Add volunteers page. To add volunteers type the name of the volunteer for the respective

role and click on the Save Team Selection button in the top right corner.

P'ay@ @ _Ad_d . l u nte ers i ~ S2al Save Tes i Selarhinrg

Soum Metro Jumssr Foomall Leagu

Voluntears
Marmie Reln

Tony Costanzo Staware |

Tony Smunders RurApE ‘
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Game Day - Create Line-up (cont)

You will be returned to the Game Details page with confirmation message and when you scroll to the bottom of the
page the Line-up, Coaching Staff and Volunteers areas will be updated.

Game Details d

East Brighton Vampires UI2 Girls Sherren va Prahan U12 Girls Laughton

Game Details @

SELECT TEAM {PRAHAN 12 GIRLS LAUGHTTN]

4 Selwis Taamy
8 ruricinanes 7 Pigpn dncohasn 0

A\ incidana o Sephi Nanen

1 A Stownrt GHE

Game Details o

Game

TOTA
COACHING STAFF (EAST BRIGHTON VAMPIRES UI2 GIRLS SHERREN) &
——
VOLUNTEERS &
Twny Costonzo {Stoward), Tomy 53 andaes (Qunnar)
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Edit Line-up

&

On the Game Details page in the Line-up area click on the icon.

On the Edit line-up page click on the @ icon to remove players from the Line-up to Out and click on the e icon to
add players from Out to the Line-up. Click on the Save button in the top right corner.

@ Add line-up

Players

Team Players - Dut Line-up (5/22) + Emergency Players (0/3)

1
00000

Edit Coaching Staff

&

On the Game Details page in the Coaching Staff area click on the icon.

On the Edit Coaching Staff page click on the @ icon to remove the coach or assistant coaches from In to Out and

click on the 0 icon to add the coach or assistant coaches from Out to in. Click on the Save button in the top right
corner.

Sowth Metro Junsor Footsall Laagu
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AFL Play@

N

Edit Volunteers

&

On the Game Details page in the Volunteers area click on the icon.

On the Edit Volunteers page to add a volunteer type the name of a volunteer in the respective role and to remove a
volunteer delete the name of the volunteer in the respective role. Click on the Save button in the top right corner.

@ Edit volunteers
=

Voluntoors

Harne Role

Tany Costarza Tra o

helealiwater

Add Unallocated Players to Line-up
Please note this feature is only available with admin portal access.

To add players registered with the club in the current season but not allocated to the team, on the Game Details

&

page in the Line-up area click on the icon. On the Edit line-up page click on the + Select Player button.

@ Edit line-up

Tenm Players - Dult Line-up (8/22) + Emergency Players (1/3)

@

Mor-tenrn Players
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AFL Play@

S
Game Day - Add Unallocated Players to Line-up (cont)

On the Add a Non-Team Player page select the Club Players button, type in all or part of the player’s Last Name and

click on the Search button. Click on the e icon for the Player you wish to add and click on the Done button in the
bottom right corner.

Add a Non-team Player

East Brighton Vampires U2 Girls Sharren

Organistian

Eagt Blghtan Vam plres b

1 Result

You will be returned to the Edit line-up page and the Player will be in the Line-up. You can add the player’s jumper
number and click on the Save button in the top right corner.

@ Edit line-up o=

Team Players - Out Line-up (7/22) + Emergency Players €1/3)

P

& Andie Sharren

L] | Al Harris fed

7 | Pipps iseabeon

a | Sephio Nilsson

0 | Phoe be Fyle

o Y N s O o e s O
00000000
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AFL Play@

N

Game Day - Add Unallocated Players to Line-up (cont)
You will be returned to the Game Details page and the Player will be in the Line-up. Click on the Done button in the

top right corner.

Game Details m

SELECT TEAM (PRAHAN U12 GIRLS LAUGHTON)

Game Permits
Please note to be able to use the Game Permit feature to permit players between different Leagues there must be

a Permit Agreement in place in the system.

Game Permits must not be used to permit a player into a team where the Grade settings have Player Points turned
on — a Season Permit must be used to enable the League Admin to allocate the Player with the relevant Player
Point value.

This feature is only available with admin portal access, it is not available for Team Managers via My Teams.

To add players registered with another club in the current season on a Game Permit, on the Game Details page in

&

the Line-up area click on the icon. On the Edit line-up page click on the + Select Player button.

=== @ Eitlineue

Taam Flayers - Dut Ling-up (7/22) + Emargency Playars (1/3)

DooQoooa
00000000
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AFL Play@

S
Game Day - Game Permits (cont)

On the Add a Player page select the Game Permit button, type in the Organisation (player‘s registered club name),

type in all or part of the player’s Last Name and click on the Search button. Click on the e icon for the Player you
wish to add and click on the Done button in the bottom right corner.

Add a Non-team Player

East Brighton Vampires 12 Girls Sherren

T
| GP )

You will be returned to the Edit line-up page and the Player will be in the Line-up with a “==/ icon. You can add the
player’s jumper number and click on the Save button in the top right corner.

@ Edit line-up B e
[ —— 10 B
Taam Flayaers - Qut Ling-up (8/22) + Emargency Mayers (1/3)
1 s
N | 1| Amelia wan o m - °
8 AndinSherron °
E Amaiis Marris () O wr - Q
| 7 | Pipps Jncodsan O m - °
Ii‘ Saphin Nilsson O cw - °
E host ky1 0 - @
| 13 | lest incident: O = - °
[1n ] mvm siew 0O o - e
Hellie Howkine (F3) e
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AFL Play@

N

Game Day - Game Permits (cont)
You will be returned to the Game Details page and the Player will be in the Line-up. Click on the Done button in the

top right corner.

gamepetalls [
Game
CEED .

LINE-UP (EAST BRIGHTON VAMPIRES U2 GIRLS SHERREN) 10/22 &

SELECT TEAM (PRAMAN UT2 GIRLE LAUGHTON)

Add Unallocated Coach to Coaching Staff
Please note this feature is only available with admin portal access.

To add a coach registered with the club in the current season but not allocated to the team, on the Game Details

page in the Coaching Staff area click on the ¢ icon. On the Edit coaching staff page you must firstly remove the

Coach from the In area and the + Add Coach button will become available. Click on the + Add Coach button.

@ Edit coaching staff

Coaching Stafl

aur In (043)
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Game Day - Add Unallocated Coach to Coaching Staff (cont)
On the Add a Coach page click on the 0 icon for the Coach you wish to add and click on the Done button in the
bottom right corner.

Add a Coach

East Brighton Vampires U12 Girls Sherren

First Home

You will be returned to the Edit Coaching staff page and the Coach will be in the In area. Click on the Save button in
the top right corner.

Edit coaching staff Save

Ceaching Stafl

Dut In(4fa)

p— o =

telgh Elliott (]
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AFL Piay
Game Day - Add Unallocated Coach to Coaching Staff (cont)

You will be returned to the Game Details page and the Coach will be in the Line-up. Click on the Done button in the

top right corner.

Game Details d

COACHING STAFF (EAST BRIGHTON VAMPIRES U12 GIRLS SHERREN) 1 Fad

Add Unallocated Assistant Coaches to Coaching Staff
To add assistant coaches registered with the club in the current season but not allocated to the team, on the Game

Details page in the Coaching Staff area click on the ¢ icon. On the Edit coaching staff page click on the + Add
Assistant Coach button.

Edit coaching staff

Coaching Stafl

D In{1/3)

E— o
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AFL Play@

N

Game Day - Add Unallocated Assistant Coach to Coaching Staff (cont)
On the Add an Assistant Coach page click on the 0 icon for the Assistant Coach you wish to add and click on the
Done button in the bottom right corner.

Add an Assistant Coach

East Brighton Vampires N2 Girls Sherren

e anlsation®

Enat Brighton Vampires 3

You will be returned to the Edit Coaching staff page and the Assistant Coach will be in the In area. Click on the Save
button in the top right corner.

[ e ] e Edit coaching staff Saue

Coaching Staff

Dut In (213}
Petar Doy o Coath
Leigh Elltt L
Axsistant Coaches
" e [}
+
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AFL Play@

N

Game Day - Add Unallocated Assistant Coach to Coaching Staff (cont)
You will be returned to the Game Details page and the Assistant Coach will be in the Line-up. Click on the Done

button in the top right corner.

Game Details

Game Sheet
To download and print the Game Sheet, on the Game Details page click on the Download Game Sheet button.

Game Details

East Brighton Vampires UI2 Girls Sherren va Prahan U12 Girls Laughton
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Play‘ : z' y
Game Day - Game Sheet(cont)

A link to the downloaded file will appear in the bottom left corner, click on the link to view, print and save if

required.

Gapme Py + G DRBIL > AR DS Vi e UEE Eirie Bhases o Prahi. o

Game Details

Game  Incidenis

East Brighton Vampires

PERIOD SCORES (EAST BRIGHTON YAMPIRES UI2 GIRLS SHERREN) @ FERIDD SCORES [FRAHAN U12 GIRLS LAUGCHTON) @

BT FERIOD Enp Ok FERDD E penion END aF RERIOD

o
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AFL Play

Add Match Results & Player Statistics
In the left menu click on Game Day and select the date for the matches. There are multiple options for adding Match
Results depending on the regulations of your League.

The final score can be entered on the Game Day page and the score can be entered with total points only or by
adding goals & behinds. Whichever option you choose when the final score has been entered click on the Save
changes button in the top right corner.

Mordialioe Braeside 112
Girls Red

Alax U12 Girls Comets

East Brighton Vamplres
W12 Girls Sharren

Beaumaris U2 Girls
Sharks

Murtumbeana LNZ Girls

St Bedes/Mantane Tigers

ULz Girls

Prahan U2 Girls
Laughton

Sauth Melbourne
Districts U12 Girks

Lo 0 GameDay
[}
P'uy ‘w o7/ E0eR B
& are Juniar Foachall Leagus
Mardialloe Braeside U2
[C] e 8 54 | Murrumbeena U12 Girts @
Girls Red
5t Bedes/Mentena Tigars @
! e W12 Girl k 6 6| | ¥
|| jax W12 Girls Comets |l U | i
[« East Brightan Vampires Prahan L2 Girls
p U2 Girls Sherren Laughton
e Beaumaris UI2 Girls South MelBourna
[s Sharks Districts U2 Girls
azfiteozz B
x

At this point the Score areas will be locked for the finalised matches and further changes cannot be made on this
page. If you wish to edit the scores for finalised matches click on the Details button for the match.
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Game Day - Add Match Results & Player Statistics (cont)

To add the full match results including quarter scores and the player statistics, on the Game Day page click on the
Details button for a match.

Game Day

orfienae 8

Mordiallac Bragside U12

H 3 Murrumbeena UI2 Girls
Girls Red ‘ o0 B 8 B 54

5t Bedes/Mentone Tigers

A (NS ity Boriuits S 5 38 8 7 43 U2 Girls

=y x e East Brighhton Vampires Prahan U2 Girls
Saals W12 Girls Sharran Laughton
Beaumaris U2 Girls South Melbourne
KIPM MGG z 0 Details
Sharks Districts U2 Girls i L

| . a e

On the Game Details page for the Match add the Period Scores and click on the Update Changes button in the top
right corner.

Game Details

Esst Brighton Vampires U12 Girls Sherren vy Prahan UI2 Girls Laughton

PERIOD SCORES (EAST BRIGHTON YAMPIRES U12 GIRLS SHERREN) @ PERIOD SCORES (PRAMAN UN2 GIALS LAUGHTON) @
a¥ PERIOD EMD OF PERIOD &Y pER00 END OF PERIOD

1 [[] b i a 5 [ oy
e | [1] " o [o] a5 B
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Game Day - Add Match Results & Player Statistics (cont)

The Final Game Score pop-up will appear, if total of the period scores correctly reflect the final score click on the Yes
button. If they do not click on the No button to back to make changes.

Final game scores are not yet entered, would
you like to finalise the game using the period
scores provided?

East Brighton
Vampires Ui2 Girls
Sherren

Prahan U12 Girls
vs Laughton

sa28 M7

° e

You will be returned to the Game Details page with a confirmation message that the game result — match score and
period scores — have successfully updated.

Game Details d

East Brighton Vampires U2 Giris Sherren

Prahan N2 Girls Laughton
Lo

a L 28

PERIOD SCORES (EAST BRIGHTON VAMPIRES UIZ GIRLS SHERREN) ® PERIOOC SCORES (PRAMAN U12 GIRLS LAUGHTON) ®

WepEREID D OF FIRIDD s FERIon iR OF PERIDD

Lt o LI B 5 @ &
o " o (1 o [}
0 R 3. 4 o 1 1 3 T
04 3 = [ P oo o T
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AFL Play@

N

Game Day - Add Match Results & Player Statistics (cont)
To add other statistics click on the Edit Game button.

Select the Best Players by clicking in each slot and a drop down list of the players selected in the line-up will appear.
Please note Best Player 1 is the best, Best Player 2 is the 2" best, etc.

Game Details

Game

BEST PLAYERS (EAST BRIGHTON VAMPIRES L2 GIRLS SHERREN) (2/5] @ BEST PLAYERS (PRAHAN U2 GIRLS LAUGHTON) (/) @

amalia wall ~

Pippa Jagobzen v

If required in the Line-up area add the player statistics — YEL = yellow cards, RED = Red cards, G = goalsand B =
behinds. Click on the Update Changes button in the top right corner.

Game Details

EELECT TEAM (PARHAN N2 GIRLS LAUGHTON)

ot
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Game Day - Add Match Results & Player Statistics (cont)
The page will update with a confirmation message and the statistics will be saved.

Game Details “
ame
°
o BEST PLAYERS [PRAMAN U2 GIRLS LAUGHTON) LA
A i Wall
jpoa faeab
Game Details d
Garnm
°
LINE-UIP (EAST BRIGHTON VAMPIRES U12 GIRLS SHERREN) (= LINE-UP [PRAHAN L2 GIRLS LAUGHTON} (/25

If you have made a mistake or wish to add further details click on the Edit Game button, make the changes and click
on the Update Changes button in the top right corner.

When you have finished adding all the details for the Match click on the Done button in the top right corner and you
will be taken back to the Game Day page.

AFL Community Football League Admin PlayHQ User Guide
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AFL Play@

Add Club Award Votes

On the Game Details page, click on the Awards tab and click on the ¢ icon for the award.

EAST BRIGHTON VAMPIRES UI2 GIRLS SHERREN AWARD &

uuuuuu

On the Enter votes page, add a name in Voter 1, select vote getter for 3 Votes, 2 Votes & 1 Vote and click on the
Save button in the top right corner.

Play@ East Brighton Yampires L.I‘IE Girls Sherren Award

st Mrighean Vampies Jurics Fes

- Enter vaotes

You will be returned to the Awards tab and information entered will be shown.

If changes need to be made click on the ‘¢ icon and make the changes.

P‘uy@ Game DEt,alls Ajan UIZ-Tirte Carnets o East Enlhion Yanpass WE Gl 5 e

Ea31 Brigihten Vampires Junies Fee G Bwards

¥

EAST BRIGHTON VAMPIRES U12 GIRLS SHERREN AWARD Fad
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Game Day - Add Club Award Votes (cont)

Play@

To view the votes tally, and if required print a report, in the left menu select Competitions, click on the View button
for the Competition, click on the Teams tab, click on the View button for the Team and click on the Awards tab.

East Erighton Vampires N2 Girls Sharren Award =]

Grade Details

SMIFL UE Girls Divisian 1

Net fequlred

Temporary Game Access for Clubs

When the Grade was created, if Allow clubs to enter scores was turned on the Lock access after game starts (hours)

would have been selected.

SMJFL U2 Girls Division 1

Settings

Grade Settings

General Settings

Aliow elubs to enter scores @

If the period of time has already expired and club admins or team managers have not added team and/or statistics,

leagues admins can turn on temporary access for clubs.

AFL Community Football League Admin PlayHQ User Guide
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Game Day - Temporary Game Access for Clubs (cont)
On the Game Details page, if Club access is locked turn on the 24 Hour Temporary Access.

Game Details “

SMIFL UNZ Girla Division |
b

East Brighton Vampires U12 Girls Sherren = Prahan U12 Girls Laughton

4 4 28 1 1 7

Game Details a

Bamn

East Brighton Vampires U12 Girls Sherren 45 Prahan U12 Girls Laughton
win Loss

If the match details are updated by the club within the 24 hour period, the 24 Hour Temporary Club Access can be
manually turned off if required.

AFL Community Football League Admin PlayHQ User Guide
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N

Game Incidents & Outcomes
League admins will be able to add incidents for poor player/coach behaviour that may happen in matches and add

an outcome.

To add a Game Incident, in the left hand menu select Game Day, select the date of the Match and click on the
Details button for the Match.

Game Day
o7mienas B
l_‘- ME WNUEMIOL SO0 ALY AME. [
| O] zvsem  menonikenn Kenmors Senier Men ‘ e e e Labrador Senior Men x - i Q
On the Game Details page select the Incidents tab and click on the + Add Incident button.
Game Details @

The Please select the incident type pop up will appear to select the incident type, select Behaviour and click on the

Start button.

Please select the incident type

AFL Community Football League Admin PlayHQ User Guide
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Game Day - Game Incidents & Outcomes (cont)
On the Create a new incident page in the Incident Details section select the Team, select the Participant, select the

Offence and add a Note.

Play@

Create a Game Incident

Incidant Details

@) Aninsicant neads to be oteated first for an outcame to be entared Le. gulity (with = stspenaion, warning, fine) or nat guiity.

Ingident lype*
Duhoviour
Team Farticipant*
fKenmars Sonier Mon - Tany PP Saundors
Blfance” @

2222 (n] (1} Intentianply or caroloasty striking another peragn

Note*

Etriking Labrador 14

In the Reported by section add the First name, Last Name, Email & Mobile number if available.

Incident button in the top right corner.

Click on the Create

Create a Game Incident

Eroaon ingineni care

Taam Participan:®
Kenmare Senler Men - Toky PP Saundess

Oifence” @

2222 (a] (1) intartinnably or corelessly striking ancthar parsan

fote”

Striking Labradar #i4

Reported by
First name Lost rame
Fmai| il number
nane@emall oo | M - 040012233 |
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Game Day - Game Incidents & Outcomes (cont)
The View Incident page will show the details that have been entered.

View Incident “

Incident detalls P Edir

Otfence

To change any of the details click on the Edit button. On the Edit incident page you have the option to Delete
incident if required.

| [ omire

Miobile number
| | [ ca0oT2233
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Game Day - Game Incidents & Outcomes (cont)
On the View Incident page, if all the details are correct and there is no Outcome click on the Done button in the top

right corner. You will be returned to the Game Details page on the Incidents tab showing there is an Incident

created.

Game Details

v 2022 Tany PP Saunders Kanmore Seniar M “

To add an Outcome, on the View Incident page scroll down and under Outcome Details click on the + Add Outcome

button.

View Incident @
Pluy@

Tost Factball Losgus (TR

Reparted By

Flsid Umplre BB rote@emoileom R 0002200

Outeeme Details
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AFL Piay
Game Day - Game Incidents & Outcomes (cont)

On the Create an outcome page under Outcome Details you have the option to change the Offence or leave as

selected when the Incident was created. Select either Guilty or Not Guilty in the Set outcome for this incident area.

If Not Guilty is selected you will be required to add an Outcome Note, select either Open or Closed in the Set this
incident to an open or closed status drop down box and click on the Create Outcome button in the top right corner.

Create an outcome Crusny DA

Outcome Details

If Guilty is selected you be required to Select an action.

If Warning/Caution is selected you be required to add an Outcome note, select either Open or Closed in the Set this
incident to an open or closed status drop down box and click on the Create Outcome button in the top right corner.

Create an outcome Grute Cutzare

UUTEDIME UeTans

2222 {a) {) Intentionally ar carslessly striking ancthur parsan

Elosed
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AFL Play

Game Day - Game Incidents & Outcomes (cont)
If Fine is selected you be required to an add an Amount, add an Outcome note, select either Open or Closed in the

Set this incident to an open or closed status drop down box and click on the Create Outcome button in the top right
corner.

P'ﬂy‘@ Create an outcome Drsate Guteame

Tost Footbial Lasgus [TFL)

¥

If Suspension is selected, under Standard penalty you have the option to tick that a set penalty has been accepted.
Add the Number of weeks/games, add the Start date, add the End date, add an Outcome note, select either Open
or Closed in the Set this incident to an open or closed status drop down box and click on the Create Outcome
button in the top right corner.

Play@ Create an outcome Erantz Datnome

Tost Foouma Liagus (TFL|

Wumber of wesklgames” St dute’ End date

2 oaloals022 B 1R0Al 2022 i |

Early guilty pina - set penalty acceptod
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Game Day - Game Incidents & Outcomes (cont)
You will be returned to the View Incident page.

Play@ View Incident

Test Football Leagwe (TFL)

Incident details m

neidant type

Participant

ony Sounders

Note

Roported By

Flold Umpire @8 Nelaump

3¢ Mite) Vi COUtSES S or Mien

& em

P,ay(@ View

Tost Footba Leagus [TFL)

¥

Incident

Outcome Details

Offencs

Hurmilsar of wanks/gamos

cormmend bd sel pestalty

& e
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Game Day - Game Incidents & Outcomes (cont)
To delete an Outcome click on the Edit button.

View Incident

Play"@

Tost Bootast Lusgue (TFL)

Dutcome Details

Edit outcome

arly guilty gl - 5ot ponaity accoptod

Game Details

+ Add iraiitent

2021 Tony Saunders Kanmors Senior e
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View All Game Incidents
In the left hand menu select Incidents and select the Game tab. Select a date range and all of the Game Incidents
will appear. Click on the Details button of an Incident to view the Incident Details and Outcome Details.

Incidents

cama

oo/ z0ez ™ o8jn/20az ™

Non-Game Incidents & Outcomes
A Non-Game Incident & Outcome can be applied to any Participant that has a Profile in the platform. Examples of
non-game incident could be a social media breach or a participant performing a volunteer role.

There are two options available for league admins to add Non-Game Incidents & Outcomes — via the Incidents tab
or via a Participant’s Profile.

To add an Incident & Outcome via the Incidents tab, in the left hand menu select Incidents, select the Non-Game
tab and click on the Create a Non-Game Incident button.

Incidents

orfoazozz i oRfTi 202z B
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Game Day - Non-Game Incidents & Outcomes (cont)
On the Create a Non-Game Incident page search for Participant by adding First Name, Last Name (mandatory),
Email or Date of Birth and click on the Search button. Select the Participant and click on the Next button in the top

right corner.

Play@

Create a Non-Game Incident

Participant Search

4 Results

Ernail

On the Incident Details page, add the Incident Date, Related Season, Offence, Note and Reported By details.

Click on the Create Incident button in the top right corner.

AFL Community Football League Admin PlayHQ User Guide
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AFL Play@
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Game Day - Non-Game Incidents & Outcomes (cont)
Review the information on the Incident Details page. If changes need to be made click on the Edit button.

View Incident d

Incident Details

& e

Cwning Crganization

View Incident o

Oifence

Outeome Details
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AFL Piay
Game Day - Non-Game Incidents & Outcomes (cont)

On the Create an outcome page under Outcome Details you have the option to change the Offence or leave as

selected when the Incident was created. Select either Guilty or Not Guilty in the Set outcome for this incident area.

If Not Guilty is selected you will be required to add an Outcome Note, select either Open or Closed in the Set this
incident to an open or closed status drop down box and click on the Create Outcome button in the top right corner.

Create an outcome Crusny DA

Outcome Details

If Guilty is selected you be required to Select an action.

If Warning/Caution is selected you be required to add an Outcome note, select either Open or Closed in the Set this
incident to an open or closed status drop down box and click on the Create Outcome button in the top right corner.

Create an outcome Grute Cutzare

UUTEDIME UeTans

2222 {a) {) Intentionally ar carslessly striking ancthur parsan

Elosed
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AFL Play

Game Day - Non-Game Incidents & Outcomes (cont)
If Fine is selected you be required to an add an Amount, add an Outcome note, select either Open or Closed in the

Set this incident to an open or closed status drop down box and click on the Create Outcome button in the top right
corner.

P'ﬂy‘@ Create an outcome Drsate Guteame

Tost Footbial Lasgus [TFL)

¥

If Suspension is selected, under Standard penalty you have the option to tick that a set penalty has been accepted.
Add the Number of weeks/games, add the Start date, add the End date, add an Outcome note, select either Open
or Closed in the Set this incident to an open or closed status drop down box and click on the Create Outcome
button in the top right corner.

Play@ Create an outcome Erantz Datnome

Tost Foouma Liagus (TFL|

Wumber of wesklgames” St dute’ End date

2 oaloals022 B 1R0Al 2022 i |

Early guilty pina - set penalty acceptod
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Game Day - Non-Game Incidents & Outcomes (cont)
You will be returned to the View Incident page.

P‘ﬂj"@ View I|.-I|c1:rilenl

PlaybE APL issociation : Incident Details [N

Incident Date

Dwning Organization

Related Season

Inidant Typo

Offenes

Offenes Description

& Ldit

Qutcome Details

Oftenze

Dutsame Notes

Numbor of Waeks/ Gamas

® roeammended sot panalty
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Game Day - Non-Game Incidents & Outcomes (cont)
To delete an Outcome click on the Edit button.

Play"@ View Incident o

Tost Bootast Lusgue (TFL)
Dutcome Details £ B

Dftence
Duteome

Numbor af woeks /games

Date range

PFarticipant has accepted the recommended set peaalty

Duteoma notes

Scroll to the bottom of the page, in the bottom right corner click on Delete Outcome.

Pluy@ Edit outcome

Seloct an action’
st Fooinail Laages (TRL| RO S AT

Sutpension

standard perally

Murmbar al weehslgames® Start date” End tinte

2 04104/ 2022 B 1Bf04/ 2022 =

Outcome note

Early guilty ples - 56t penaity accoptod

SEt th i3 Ingigont 12 8 R OO oF Elosed SOtLY

Click on the Done button in the top right corner and you will be returned to the Incidents — Non-Game page.

Incidents
Playl
g Gama Mon-Gomo
Py g AFL Asseciaten
Crea 2 Hon-Gamme msiden | owfnfzoez [ | o1 /2082 =

R nav 203 Anthany Satnders D
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AFL Piay
Game Day - Non-Game Incidents & Outcomes (cont)

To add an Incident & Outcome via the Participant’s Profile, in the left hand menu select Participants, search for the
Participant and click on the View button for the participant.

Participants

Anthony Saunders [IEEED
Foglstration History  Stalislics  Ieciderts B Susecngians  Membarthio
Play - About
Thapd
Tourn Mansger FiayHa l—\::':‘:'_:rm‘p.l.:.(-.lli'.!,.-'lﬁjlé. 5 tonpsaunder@atloomon

On the Incident Details page, add the Incident Date, Related Season, Offence, Note and Reported By details.

Click on the Create Incident button in the top right corner.

Create a Non-Game Incident Crmat ingidnt

aamjaozz B |

Related Seascen” @ Ineident Type

Field Umpire |
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AFL Play@

N

Game Day - Non-Game Incidents & Outcomes (cont)
Review the information on the Incident Details page. If changes need to be made click on the Edit button.

View Incident d

Incident Details & iy

rcident Typs

View Incident d
Offence

OMfence Deseription

Outcome Details
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AFL Piay
Game Day - Non-Game Incidents & Outcomes (cont)

On the Create an outcome page under Outcome Details you have the option to change the Offence or leave as

selected when the Incident was created. Select either Guilty or Not Guilty in the Set outcome for this incident area.

If Not Guilty is selected you will be required to add an Outcome Note, select either Open or Closed in the Set this
incident to an open or closed status drop down box and click on the Create Outcome button in the top right corner.

Create an outcome Crusny DA

Outcome Details

If Guilty is selected you be required to Select an action.

If Warning/Caution is selected you be required to add an Outcome note, select either Open or Closed in the Set this
incident to an open or closed status drop down box and click on the Create Outcome button in the top right corner.

Create an outcome Grute Cutzare

UUTEDIME UeTans

2222 {a) {) Intentionally ar carslessly striking ancthur parsan

Elosed
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Play@

Game Day - Non-Game Incidents & Outcomes (cont)
If Fine is selected you be required to an add an Amount, add an Outcome note, select either Open or Closed in the
Set this incident to an open or closed status drop down box and click on the Create Outcome button in the top right

corner.

Create an outcome

Playf@

Tost Footbial Lasgus [TFL)

¥

Orsate Qutcame

If Suspension is selected, under Standard penalty you have the option to tick that a set penalty has been accepted.
Add the Number of weeks/games, add the Start date, add the End date, add an Outcome note, select either Open
or Closed in the Set this incident to an open or closed status drop down box and click on the Create Outcome

button in the top right corner.

Girane Eu

Start dals” End dats”

o/iif20ed B veNz2raoza &5
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Game Day - Non-Game Incidents & Outcomes (cont)

You will be returned to the View Incident page.

View Incident

Incident Details

Incident Date
Owening Drganisation

Related Seasor

ofence

Offence Beecription

P'ﬂy‘@ \;’ic.!w Incident

PlayHg AFL Assadintien - Fisld Umpirs

W compatitior

Qutcome Details

Ofience

Outeame

utcame Mates
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Game Day - Non-Game Incidents & Outcomes (cont)
To delete an Outcome click on the Edit button.

Play"@ View Incident

Tost Rootast Lusgue (TFL)
Dutcome Details

Dftence
Duteome

Numbor af woeks /games

Date range

PFarticipant has accepted the recommended set peaalty

Duteoma notes

Scroll to the bottom of the page, in the bottom right corner click on Delete Outcome.

Play@ Edit outcome

Select an action’
Wt Foottall Laages (TRL| e il

Sutpension

stand ard perally

Murmbar al weehslgames® Start date” End tnte”

2 o4/08i 2022 B 1Bf04/ 2022 B

Outcome note

Early guilty gles - 5ot penaity aceaptod

SEt th i3 Ingigont 12 8 R OO oF Elosed SOtLY
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AFL Play@

N

Game Day - Non-Game Incidents & Outcomes (cont)
Click on the Done button in the top right corner and you will be returned to the Participant’s Profile — Incidents &

Suspensions page.

D40000E858

0% JUN 1863 Male

View All Non-Game Incidents
In the left hand menu select Incidents and select the Non-Game tab. Select a date range and all of the Non-Game

Incidents will appear. Click on the Details button of an Incident to view the Incident Details and Outcome Details.

oB/ 20 (o | osfm/zo ™

Anthany Saunders

Anthony Saunders

Life Bans
Life Bans that need to be entered for a player/official that have met the criteria outlined in the National Player &

Official Deregistration Policy can only be added by an admin with National Super User access.
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LiveScore
To login and access Electronic Scoring go to https://afl.score.playhg.com/auth/login and enter the username &

password you have registered.

You will land on the New Scoring Session page.

New Scoring Session

Waicome to Pay Hi alestmnie neoring. Gomplete theelectrombs gooring seanion detalis then start yoir aession.

Session Detall
Vemue

Select avenue 10 gt started.

Days

PiN
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AFL Play@

Game Day - LiveScore (cont)
Click on the ° icon to select the Venue for the match you wish to score is being played. Start typing the name of

the Venue in the search bar and click on the o icon when the venue appears.

VIC - Princes Perk [Cauffisid South)

You will be returned to the New Scoring Session page. Click on the o icon to select the Day for the match you wish
to score is being played.

New Scoring Session
Welcome to PlayHi electronic scoring. Domplete the electranic sconng session details tnen start your se=sio X
Session Detail oot B
Venue &
VIC - Pririces Park (Cauitield South)
Days
How many days do you need to add to this session?
PIN
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Game Day - LiveScore (cont)
Select the Day of the match and click on the Add button.

Today

Saturday

Sunday

Monday

Tuesday

‘Wednesday

Thursday

New Scoring Session
ek b T R e st A sl B a G AR e i L T e ot sessiin ®
Session Detall ear M
Venue &
VI - Prinees Parh | Cautfield Sauth
Days &
Saturday OH Jan 2022
PIN
Create a PIN to Ure this sessi

AFL Community Football League Admin PlayHQ User Guide
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AFL Play@
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Game Day - LiveScore (cont)
Add a New PIN in the area provided, add Confirm PIN in the area provided and click on the Done button.

Confirm PIN®

You will be returned to the New Scoring Session page. Click on the Start Session button.

Session Detail

Venue

WIC - Princes Park (Caulfield South)

Days

Saturday

FIN

AFL Community Football League Admin PlayHQ User Guide
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Game Day - LiveScore (cont)

You will be taken to the Home page which will show matches at the Venue for that day.

Play@

Home
Oval 1
W nd x
§ - e B Upcoming Completed
' PlayHO ir devics
e' Ajax U2 Girls Comets 0 0
VIC - Princes Park (Caulfield South) v
East Brighton Vampires 0 0
Saturday 08 Jan 2022 ~ U12 Girts Sherren

South Metro Junlor Football League (SMJFL)
w2 SMJFL U12 Girls Division 1
2:10-3:40PM

Completed

Published i3

Ground

Click on the Match and you will be taken to the Electronic Scoring page. The Teams will show with the Players &

Coaching Staff that have been selected.

Q— Ajax U12 Girls Comets 0 0 0 g::*:irl:gmon Vampires U12 Girls
Line-Up(0/22) Line-Up(8/22)
. Madeidine de Fina-Nash
© coconnes
o Sophie Nilszon
o Geergia Naughton
o Conevievs Srooks
Cosching Staff @ Zabta Stevers
Coeching Stat!
o Lolgh Ematt
° Micheel Hendricks
@
00 €5

[ — SO - S — BN - TR — I -

- Y T - Sl — R — T

Y - N - T - T - Y |

o 0o o Db o o
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AFL Play@

Game Day - LiveScore (cont)
To make changes to the Line-up click on the Edit button below the Line-up list.

To remove Players from the Line-up list click on the e icon and to add Players from the Roster list click on the 9
icon. When you are finished click on Done the top right corner.

Add Players

@ East Brighton Vampires U12 Girls Sherren

Hnster Ratrin Lina-up (8722}

4 ) AvaSrawart 3 Sophis KEson

5 Andia Sharren " Deargin Nasghton

o O 00

a Zahra Stovens

Madeluine do Firs-Nash

Jussies Allies | F

To make changes to the Coaching Staff click on the Edit button below the Coaching Staff list.

To remove Coaches & Assistant Coaches click on the e icon in the In list and to add Coaches & Assistant Coaches

click on the ° icon in the Out list. When you are finished click on Done the top right corner.

Add Coschus

@ East Brighton Vampires U12 Girls Sherren

You will be taken back to the Electronic Scoring page. The Teams will show with the updated Players that have been
selected in the Line-up and updated Coaches & Assistant Coaches selected in the Coaching Staff.

AFL Community Football League Admin PlayHQ User Guide
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Game Day - LiveScore (cont)
To start Electronic Scoring click on the Start button in the top right corner and name of button will change to Pause.
If the match is being played with time on, to stop the clock click on the Pause button. If the clock has begun counting

and you need to make a change click on the Il icon and edit page will pop up for you to make changes.

Ldit Clack

To add actions to a Player click on the Player and then click on ° for a goal or click on o for a behind or click on

u then select Yellow or Red — the process can also be done the opposite way i.e. click the action and then click
the Player. This will add the actions to the Players and if it is a score it will be added to the Team total. If you make

an error with either a Team or a Player action click on the ° icon and it will be removed.

To end the quarter click on the ! icon in the top left corner and select End Period. To start the next quarter click on
the Start button in the top right corner.

AFL Community Football League Admin PlayHQ User Guide
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Game Day - LiveScore (cont)
To end the match first you need to end the final quarter, then click on the - icon and select End Game and the

Confirm Result page will pop up.

G AjaxU12 Girls Comets

@ EostBahion ampies Uz i

Enat Brighton Vamgires U12 Birls Sherrn wan by T paiii1s

Click on Submit in the top right corner and the PIN pop up box will appear.
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Game Day - LiveScore (cont)

Play@

Add the PIN you created and click on the Confirm button, you will be returned to the Home page which will show

the Match in the Completed tab.

*®
VIC - Princas Park | Caultieid South| v
Saturday
Ml
Ground
Ownl 1 >
>
Sames st ipdated today ar 1,00 P

Ovall

Uipici g Gomplcted

@ Hirrumboens UKE Girla

51 Beden/Mentans Tigees
U2 Oisky

South Metro Junier Footbel Lesgue [SHIFLY

SMJUFL UIZ Girls Division |
00 - 10:304M

e' jax U3 Girls Camsts
East Brightan Vampires
U2 Girks Smarran
South Matro Junier Faotbel League (SHJIFL)

SMIFL 12 Sirle Dvision 1
2.0 - 3:40FH

66
54

36
43

Before closing the page click on the End Session button and the End Session pop up will appear.
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Game Day - LiveScore (cont)
Click on the End Session button and the Authenticate pop up will appear.

Authenticate

Loy sargnis ) ub con au

Click on the End Session button and you will be returned to the New Scoring Session page.

Please ensure to click on Log Out in the top left corner.

New Scoring Session

Session Detall

Verae

St 8 ymrie L Get ol s

Days
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(AFL) Play Q)

15. Access / View Fixtures, Ladders & Results on Public Website
Go to https://www.playhg.com/afl and search the League.

Click on the League.

AFL Community Football League Admin PlayHQ User Guide
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AFL Play@

N

Access / View Fixtures, Ladders & Results on Public Website (cont)
Under the Fixtures & Ladders tab, click on the Select button for the Competition you want to view.

Discover ForOrganisations AboutUs 0 Tony ~

South Metro Junior Football League (SMJFL)

AFL

Fixtures & Ladders Register

o Select a Season 2 SelectaGrade

SMJFL

Click on the Select button for the Grade you want view.

Play w‘ Q Search Discover ForOrganisstions About Us W Tony -

South Metro Junior Football League (SMJFL)

Fixtures & Ladders Register

Select a Season

€ seiectacrade

SMJFL )
ul genders Allage groups Resar
021  ACTIV = =
BRADE DAY GENDER AGE BROUP
SMJFL U12 Girls Division1 Sunday Girls
SMUFL U12 Girls Division 2 Sunday Gitls
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Access / View Fixtures, Ladders & Results on Public Website (cont)
The default will be to show Fixture & Ladders and the Fixture tab.

AFL Community Football League Admin PlayHQ User Guide
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Access / View Fixtures, Ladders & Results on Public Website (cont)

To view match details click on the > icon for the Match to view the match details.

AFL Community Football League Admin PlayHQ User Guide
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Access / View Fixtures, Ladders & Results on Public Website (cont)
To view the ladder click on the Ladder button.

AFL Community Football League Admin PlayHQ User Guide
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Access / View Fixtures, Ladders & Results on Public Website (cont)
To view the full ladder click on the Show advanced ladder button.

AFL Community Football League Admin PlayHQ User Guide
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AFL Play
Access / View Fixtures, Ladders & Results on Public Website (cont)

To view the grade statistics click on the Statistics button. The default display will be sorted by most games played
(GP).

AFL Community Football League Admin PlayHQ User Guide
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Access / View Fixtures, Ladders & Results on Public Website (cont)

To change the sort display click on the & icon for best players (BP).

AFL Community Football League Admin PlayHQ User Guide
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Access / View Fixtures, Ladders & Results on Public Website (cont)

To change the sort display click on the & icon for goalkickers (G).

AFL Community Football League Admin PlayHQ User Guide
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(AFL) Play Q)

16. Participant Registration

There are multiple options for Participants to find the club registration form and begin to register.

Option 1 is to go to https://play.afl/ and use the locator to find the Club they wish to register with and the link to
register with the Club.

Option 2 is go to https://www.playhg.com/afl and the search function to find the Club they wish to register with and
the link to register with the Club.

Option 3 is for the Club to provide the Participant with the unique URL for the club registration form.

For the example below we have used option 3 above to get to the club registration form.

Under Age limit any age group restrictions can be viewed by clicking on the o icon in Age Groups.

AFL Community Football League Admin PlayHQ User Guide
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https://www.playhq.com/afl

@

Participant Registration (cont)
To continue scroll down the page and click on the Get started -> button.

AFL Community Football League Admin PlayHQ User Guide
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(AFL) Play Q)

Participant Registration (cont)
If the Participant (or their parent) already has a PlayHQ account they can click on the Log in button or if they do not
have an account they click on the Create an account button.

AFL Community Football League Admin PlayHQ User Guide
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Participant Registration (cont)
When they click on the Create an account button an information pop up will appear, click on the Continue button.

AFL Community Football League Admin PlayHQ User Guide
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Participant Registration (cont)
On the Sign up to PlayHQ page they need to complete all of the mandatory fields and click on the Sign up button.

They will receive a confirmation email which will contain a link for them to return to the login page and click on the

Log in button.

AFL Community Football League Admin PlayHQ User Guide
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(AFL) Play Q)

Participant Registration (cont)
The first page of the registration form is the Choose User page where the Participant chooses who they would like to

register. They can register themself, a dependant already in the list or a new dependant. Click on the Continue
button.

AFL Community Football League Admin PlayHQ User Guide
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Participant Registration (cont)

The next page of the registration form is the Choose Role page where the Participant chooses what type they would
like to register as. Click on the Continue button.

Please note the Coach role will not be available and all Coaches and Assistant Coaches must register through the

www.coachl.afl platform.

AFL Community Football League Admin PlayHQ User Guide
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(AFL) Play Q)

Participant Registration (cont)
The next page of the registration form is the Participant Details page where the Participant must complete all of the

mandatory fields. Click on the Save and Continue button at the bottom of the page.
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Participant Registration (cont)
At this point the PlayHQ platform will run its Profile Matching process.

For next steps if a profile match is found please refer to the Participant Registration — Profile Matching section in
this guide.

For next steps if a profile match is found and the Participant is trying to register to a different club than the last club
they were registered with please refer to the Participant Registration — Profile Matching and Participant
Registration — Request Transfer sections in this guide.

If no profile match is found the Participant will move to the Fees page of the registration form. A summary of the
fees payable will be shown as well as the checkbox to receive offers which is optional and the checkbox for the terms
and conditions which is mandatory. Click on the Continue button.
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Participant Registration (cont)
The last page of the registration form is the Payment & Summary page where the Participant must complete all of
the credit card details and mandatory fields.

If the Participant has been given a PlayHQ voucher the voucher code can be applied in the Vouchers area.

If the Participant has a government voucher and the function has been turned on they can click on I have a
government voucher and apply the voucher code.

Click on the Confirm purchase button at the bottom of the page.
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Participant Registration (cont)
When the registration is completed the successful registration page will appear and the Participant will also be sent

a confirmation email and invoice email.

This page will also give the Participant the option to Go to My Account to view their profile or Register another

participant.

AFL Community Football League Admin PlayHQ User Guide
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AFL Play@

Profile Matching

When a Participant registers, a check will occur that will find any other PlayHQ profile that has matching First Name,
Last Name, Date of Birth, Gender plus one of Postcode, Mobile Phone Number or Organisation of Registration. If
any profiles return as a match, they will be shown on a new registration step called ‘Claim Profiles’.

A check will also occur to find a profile for a participant that has been loaded into PlayHQ from another competition
software provider, these would be called Unclaimed Profiles. In this instance when one of these profiles is claimed
all the participant’s previous history would be added to the participant’s profile.

Matching profiles will fall in to one of three categories:

e Profiles that don’t require verification
e Profiles that require verification
e Profiles that can’t be claimed and merged

All profiles that don’t require verification can automatically be claimed and merged by the Participant.

When the registrant clicks the ‘Verify Profile’ button for any profile in the second category, an email with a
verification code will be sent to the email address attached to that profile. The Participant must enter the
verification code in order to claim the profile and initiate a merge for that profile.

All profiles that fall into the third category require the Participant to contact support in order to proceed with their
merge.

Matching profiles must be claimed and merged by a Participant before they are able to continue on with the
registration process.

When the Participant has completed the Choose User, Choose Role and Participant Details section of the
registration form the Profile Matching process will begin.

AFL Community Football League Admin PlayHQ User Guide
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Profiles that don’t require verification

The example below the participant is trying to register as new participant using the same email address. The
participant would click on the Claim Profile button.

@ Burleigh JAFC

AFL

% PlayHQ Test League - Season 2021, 2021, PlayH( Test League

Choose Usear Ch?r.“.::t‘ :I(‘ic Participant Details Claim Profiles Fees Payment & Summary
By

Claim Profiles

L You wil

Profiles found with the same email address @

% Anthony Saunders

Las atic

s aksaunders@iprimus.com.au Claim Profile
21, Aspley JAFC

Player,

The profile would change to claimed and the Participant would be able to proceed with the registration.

% PlayH( Test League - Season 2021, 2021, PlayH( Test League

Choose Rol "
Choose User "h'_}F'he F:]ﬂ e Participant Details Claim Profiles Fees Payment & Summary
| Pigye

Claim Profiles

Profiles found with the same email address @@

2 Anthony Saunders

aksaunders@iprimus.com.au Claimed "0
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Profiles that require verification

The example below the participant is trying to register as new participant using a different email address. The
participant would click on the Verify Email button.

@ Burleigh JAFC

an

5 PlayH(Q Test League - Season 2021, 2021, PlayH0 Test League

* ae Pole =
Choose Lisar "hff‘v'__ e Participant Detalls Claim Profiles Fees Payrment & Summary

Claim Profiles

! ALy T e d i 10 pEr I
T t giz o il h duplicate prof fle you ar
Profites found with unverified email address
9, anth
£y Anthony Ssunders
7. ataiansin @aflbj.com Verify Email

Burleigh JAFC

An email is sent with a verification code which needs to be entered and click on the Claim Profile button.

%5 PlayHO Test League - Season 2021, 2021, FlayH0 Test League

Participant Details Claim Profiles Fees Payment & Summary

Profiles found with unverified email address @

& Anthony Saunders

] rathor - i 2aflbj.com
Piayer, 2021, Burlsigh JAFE

Please enter the verlfication code that we have sent to ad™ " *@aflb].cam

Verification Code*

Re-send Code
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Participant Registration - Profiles that require verification (cont)

The profile would change to claimed and the Participant would be able to proceed with the registration.

@ Burleigh JAFC
AL

¥ PlayHQ Test League - Season 2021, 2021, PlayHQ Test League

Choose User Lt h"::l :lih’.c'k Participant Details Claim Profiles Fees Payment & Summary

Claim Profiles

d and merged with the profile youare c

Profiles found with the same email address @

& Anthony Saunders
tony.saunders@afl.com.au Claimed '-)-__‘,;;'

1, Burteigh JAFC
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Profiles that can’t be claimed and merged

The example below the participant is trying to register as new participant using a different email address but they do
not have access to the old email address. The participant would click on the Contact Support button to receive
assistance from PlayHQ Support.

@ Burleigh JAFC
AFL

% PlayH0 Test League - Season 2021, 2021, PlayHO Test Leagus

C sg Role
Choose User “n_};‘“’e ']')I' Participant Details Clzim Profiles Fees Payment & Summary
{Player

Claim Profiles

Profiles found with unverntied emall address o

S Anthony Saunders

toeeeee e @afl.comau Verify Email

yer, Z021, Burlelgh JAFC

f you need assistance fo claim these profiles, please confact suppart

Contact Support [F

Back

AFL Community Football League Admin PlayHQ User Guide
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AFL Play@

N

Pending Registrations
If New Player Approval was turned on in your competition settings, when a new participant registers they appear as
Pending in the Participants list.

In the left menu select Competition Management, click on the Competition, click on the Season and select the
Participants tab. Any new participants will have a Pending tab.

Click on the View button for the pending participant.

Open the Pending registration by clicking on the ™ icon.
Particlpants » Anthony Saunders
)
Play@ Anthony Saunders
P]gy-H; Test League Registration History Stalistics Incidenis & Suspansions Membership

Player PlayHQ Test League, 2022

Registered OB Jan 2022 Kenrmore JAFC ~
PlayHQ Tesl League

AFL Community Football League Admin PlayHQ User Guide
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Participant Registration - Pending Registrations (cont)
If you are not able to confirm the participant’s details click on the Cancel Registration button.

Play@

Participanis » &nthony Saunders

Anthony Saunders

PlayHQ Test League E Registration History Statistics Incidents & Suspansions Membership

Player PlayHOQ Test League, 2022
Registered 08 lan 2023 Kanm FC

Punding FlayHQ Test Leagua

Registration Details

DOgB
01Jun 1264

GENDER

Male

AGE GROUP
Senior

Custom Fields & Eoir

AFL TEAM SUPPORTED
Gold Coast SUNS

DO ¥OU HAVE HEALTH INSURANCE?
No

Actions
Support

Approve Player Cancel Registration

+  Tony Saunders

The Cancel Registration pop-up will appear, add a Reason and click on the Cancel Registration button.

Cancel Registration

Reasor’

neorrect date of birth

AFL Community Football League Admin PlayHQ User Guide
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Participant Registration - Pending Registrations (cont)

If you are able to confirm the participant’s details click on the Approve Player button.

Play@

Participants > Anthony Saunders

Anthony Saunders

PlayHQ Test League

Registration History  Statistics Incidents & Suspensions
Player
Registered 08 Jan 2022
Boncing

Registration Details

nXuk-}
01 jun 1964

GENDER
Mala

AGE GROUF

Senior

Custom Fields

AFL TEAM SUPPDRTED

Gold Coast SUNS

DO YOU HAVE HEALTH INSURANCE?
No

Actions
Bupport

Approve Player

Cancel Regislration

Tony Saunders

Membership

PlayHQ Test League, 2022
L JAFC -~
PlayHQ Test League

£ Eoit
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Participant Registration - Pending Registrations (cont)
The Approve Player pop-up will appear, click on the Yes, Approve Player button.

Approve Player

Approving
team allo

Please ensure you have verified any relevant

Do you wish to approve this player?

pprove Player

The page will be updated with a confirmation message and the status of the registration will change to Approved.

P'ay@ Anthony Saunders

PlayHQ Test League Registration History Statistics Incidents & Suspensions Moembaership

PlayHQ Test League, 2022
Kenmore JAFC
PlayHQ Te

Player
Regislerad 08 Jan 2022

Registration Details

DoB.
01 Jun 1264

GENDER
Male

AGE GROUP
Senior

Custom Ficlds & Eom

AFLTEAM BUPPORTED
Gold Coast SUNS

DO YOU HAVE HEALTH INSURANCE?

Mo
£) support
Actions
T Tony Saunders
e 5 Approved 08 Jan 2022

AFL Community Football League Admin PlayHQ User Guide

216



AFL Play@

N

View Participants in League
To view participants in a League there is two options.

Option 1 enables the League admin to view all participants that have been registered in the League across all
Competitions and all Seasons. In the left menu select Participants.

P,ay@ Participants

PuayHE Test Leagiae

»

To search for a Participant, enter part of a First Name and/or part of a Last Name and/or part of an Email and/or
part of a Mobile Number. Click on the Search button and results will appear.

Participants

Option 2 enables the League admin to view all participants that have registered in a Competition in a Season. In the
left menu select Competition Management, click on the Competition, click on the Season, click on the Participants

tab and list of Participants will appear.

2021 ~ | L

PlayHQ Test League - Season 2021

. Farticipants

Click on the View button for the Participant.

AFL Community Football League Admin PlayHQ User Guide
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Play'ut’
View Participant Details

Under the Registration History tab is a full list of the participant’s registration history in the organisation you are
Using As.

Particlpants » Eraxion drchar
Braxton Archer
Using as
PlayHQ Test League e Registration History Statistics Incidents & Suspensions Membershirp
PlayHQ Test League, 2021
Player ¥HY FEEUR:
Banks ~
Registared 16 Jul 2021
PlayHg
PlayHQ Test League, 2021
Player yHQ BUe. £
B - T etk P N4 A Test Club 1 ~
Season Parmil 28 Jun 2021 -03 Jul 2021 Play O Test League
PlayHQ Test League, 2021
Player YHR &
ub 3 ~
Seascn Permit 00 Jun 2021- 30 Jun 2021 a9 S
PlayHQ Test League
PlayHQ Test League, 2021
Player THQ B i
Banks ~
Registered 1 Jun 2021 f# s
5 Pla Tesl Leaguea
Player PlayHQ) Test League, 2021
Regl red 14 May 2021 Coomera A ~
PlayHQ Test Leagua

Under the Statistics tab is a full list of the participant’s participation history in all organisations the participant has
participated in.

Participants * Hraxton Archer

Braxton Archer

Statistics neidents & Suspensions Membership

Player

Pl Tes =1 2, 2021
:ayHQ est League, 20 Player

AFL Community Football League Admin PlayHQ User Guide
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(AFL) Play Q)

Participant Registration - View Participant Details (cont)
Under the Incidents & Suspensions tab is a full list of the participant’s incidents & suspensions history across all

Leagues.

Participants » Braxton Archer
L
Play@ Braxton Archer

PlayHQ Test League Registration History Statislies Incidents & Suspensions Membership

Total Suspensions
1 Weeks/Games

Behaviour
28 May 2021 Suspended | Games/Weeks (24 May 2021 - 31 May 2021} ~

Guilty - Suspension

On the right side of the page is all of the information relating to the Participant including the following sections —
About, Additional Details, Disability Details, Parent/Guardian & Emergency Contact.

AFL Community Football League Admin PlayHQ User Guide



Play@

On the participant’s information page under the Registration History tab click on the ™ icon to open up that

Cancel Participant Registration

registration.

. Pariciponts > Braxton Archor

[
Plﬂyr@ Braxton Archer
.F.’.hv-lil;JTestlengue ~ Registration Histary Incidents & Suspansions Membership
v

PlayHQ Test League - Season 2021, 2021
E ~

Player

To cancel the registration click on the Cancel Registration button.

Participonts > Bmxton Arche
Play" [
Braxton Archer
PlayHQ Test L eague Registration History ncidants & Suspansions Mambarship

PlayHQ Test League - Season 2021, 2021

Player. 1

Ragistration Details
08 Jun 2012

Male

Mot Applicable

Net Applicable

& EpIT

Gold Coast SUNS

Cancel Registration

AFL Community Football League Admin PlayHQ User Guide
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Pla y' : z 0
Participant Registration - Cancel Participant Registration (cont)

The Cancel Registration pop up will appear, add a Reason and click on the Cancel Registration button.

Cancel Registration

Reason*

No lenger wish to play

Cancel Registration Cancel

You will be returned to the participant’s Registration History and the registration will now be highlighted as
Cancelled with the date it was cancelled.

Participants > Braxton Archer
P‘Gy.‘@ Braxton Archer

Using 85
PlayHQ Test League o Registration Histary Incidents & Suspensions Membership

PlayHQ Test League - Season 2021, 2021
Player yHQ gl ’ L
) fisi it W
Rogistered 14 Jun 2021 ) N
rilaynil iesl Leagusd

Player
Redistersd 14 May 202 Coomer C b
Cancelled 14 Jun 2021

AFL Community Football League Admin PlayHQ User Guide
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Play'zlt’
Duplicate Management

In a participant’s profile, under the Registration History tab, in the About area click on the Actions button and select
Duplicate Management.

Plny@ Anthony Saunders
ru._.,u‘r. Tt League > Registration History  Statistics cidents & Suspersions
Player ot ieiion About Al w
v D MG Test Lnage, 2081 pkasundir@ipArEsomay 0
Anthany Saunders
Player PloyMQ Test Loague, 2021 R
fiog Tt L :_ ‘. B DA00006ED
Plaiyer PloyHt) Test Langue of N 1983 Mile
Bustralin
On the Duplicate Management page click on the Search button.
Playr@ Duplicate Management
Him Test League
Search for a profile
Tral Narr Lued Narm.
anthony | Saundar | ms-Eam A |
Dote of Sirth Mabile number Gender
O/ 061195 B 0400006858 Mal l R
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Play@

Participant Registration - Duplicate Management (cont)
If no duplicates are found remove or change information if the fields. Please note at least 3 fields are required to

initiate a search.

If a possible duplicate is found select a result and click on the Next button in the top right corner. Please note only
one result can be selected, if there are more than one this process will need to be repeated.

Play@

PG Taat Lesgue

3 * D

Duplicate Management

Ssarch for a protile

Flret Name

hest

Last Name E£mall address
| !
Anthony Sau |
Date of Birth Mabile number Gendor
01/06NoEs (i} Male 27
1 Result

AME MAK ADD

Antheny Saunderss

Check the Source Profile information to ensure it is the same person.

If it is not the same person click on the Back button in the top right corner. If it is the same person click on the Merge
button in the top right corner.

PIuyf@

PlayHO) Test Leagus

5 Ty Sminden

Duplicate Management

M rge Profiles

Source Profile

Proferred Nome
Serder

Address | MCINET 5T

Mg gack

- Destination Profile

Pratiie Type

Elrst Mame

Last Nams

Emall

Dt

Hinth Jun 163

Praferrod Momo

Registration History

Flayer

Registration History

PBYHQ Test Loague, 2022

X PIRYHD Test League, 2021
Player
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Participant Registration - Duplicate Management (cont)
The Are you sure you want to Merge the Source Profile in to the Destination Profile? pop-up will appear, please
read the information and either click on the Merge or Cancel button.

a

Are you sure you want to Merge the Source Profile in

to the Destination Profile?

Play@

When you select the Merge button you will be returned to the participant’s profile with a confirmation message
advising the profiles have been merged successfully.

Play@

PLayHQ Test Laagos

Anthony Saunders

Registration Mistory

Player
Megistores 16 Jul 26

Player
Registare

Player

Player
Resistore

PlayHQ Test League, 2022

PrayhiQ Test Leag e

PlayHQ Test Lesgue, 2021

PlayHQ 7ast League

PlayHQ Test Leagus, 202

Py Tast League

PlayQ Test Lesgue, 2021
dank

PlayNQ Tesl Luague, 2021

PlayQ Test League

About

B

PXEAUNDETEM|pHiMUs.Com.aL

T HaME 15T W

Anthony Saunders
MIBLE WOME PHONE
0400006859
01 JUN 1963 Male
L
Australia

A00NEES

 monet strset
Coombah 4218, QLD
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Edit Participant Details

In a participant’s profile, under the Registration History tab,

Edit Details.

Play@

in the About area click on the Actions button and select

Pluy'@ Anthony Saunders

MayHG Test Lesgue Registration History  Stalistics

Piayer

Player

Blayor
Pigiator

FlayHQ Tost Leagus, 2022

- Abaut
Pl
ML
BlayHG Test Lesigua, 2031 kR NEaS I primUs. o By
at Lzagy
PlayHE Test Loague, 2021
3 % 1
PaagH Sest Leagus 0400005358

PloyHQ Test Lengue, 2020 07 AN 1863

Flayy Test Leagi

PlayHg Test Loagus, 2081

FiayHG Hoat Laagu 5 manet strpet,
Coambah 421E, 010

Ardipus W

Austealia

On the Edit Details page you will have the option to edit First Name or Last Name or Date of Birth.

For Unclaimed Profiles you will also have the option to edit the Email.

When you have made any changes click on the Update & Save button in the top right corner.

P "‘Y'@ IEdi.l. I:'}eta.il.s.

ERYHO e L Emal First Name®
v Al s ders @ iprimus.com sy Anthony |
Last hame Duate of Birth
aund 01108 156 B |
Mot ile o Phone
0400006258
Country ef Birth Gerdor
fustralia Mok
Aodross Suburd [ Town

& monet stoest

State | Province { Ragion

L

Frivacy Settings

Publie

Coombah

Pastcode

4216
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(AFL) Play Q)

17. Participant Portal
The PlayHQ system has been designed to be user friendly for all Participants and to encourage them to manage

their own information, view information relating to their registrations & statistics, view the teams they have been
allocated to and manage the teams that have been given management access to.

To access the Participant Portal go to https://www.playhg.com/ and click on the Log in button in top right corner.

When you have logged in the name of your account will appear in top right corner, click on the name of the account

and select My Account.

AFL Community Football League Admin PlayHQ User Guide
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(AFL) Play Q)

Participant Portal (cont)
You will land on the account holder’s page and you can also view a dependant’s page by clicking on the Change user
link and selecting the dependant you wish to view.

AFL Community Football League Admin PlayHQ User Guide
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(AFL) Play Q)

Profile
Click on the Profile tab. Under Personal Details it will show the current details, to edit the information click on the

Edit Details button.

AFL Community Football League Admin PlayHQ User Guide



AFL Play@

N

Participant Portal - Profile (cont)
The First name, Last name, Email and Date of birth will be locked and cannot be changed. All other fields can be

changed and click on the Save button.

AFL Community Football League Admin PlayHQ User Guide
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AFL

N

Participant Portal - Profile (cont)
All other fields can be changed and click on the Save button.
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(AFL) Play Q)

Participant Portal - Profile (cont)
The information under Disability Details, Emergency Contact and Privacy Settings can also be changed by clicking on
the Edit button.
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Participant Portal - Profile (cont)
For the Account Holder only, the Email can also be changed by clicking on the Change Email button.
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AFL Play@

N

Participant Portal - Profile (cont)
On the Change Email page enter a new email in New Email area and click on the Continue button.

If you can’t update the email or need assistance click on the Contact Support button.

AFL Community Football League Admin PlayHQ User Guide
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Registration History
Under the Registration History tab will be all of the participant’s registrations.

Clickonthe ¥ icon to view the Registration Details.
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My Public Profile
Click on the My Public Profile button to view Statistics.

My Teams
Under the My Teams tab will be a list of the Teams that the Participant has been allocated to.
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(AFL) Play Q)

Participant Portal - My Teams (cont)
When you click on one of the Teams you will be taken to the information page for that Team only which will show all

of the team’s Fixture and Ladder for the grade the team is in.
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Participant Portal - My Teams (cont)

If you click on the 2 icon for a match it will show the full details for the match.

AFL Community Football League Admin PlayHQ User Guide
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(AFL) Play Q)

Team Manager Access
As an extension of this function if the Participant has registered as a Team Manager, has been Allocated to the

Team and they have been given Management Access they are able to view the Squad tab, select the Line-up, add
Match Results, add Period Scores, edit the Line-up, add Best Players and add Player Statistics.

Squad
When the team manager logs into their profile, click on the Squad tab.

AFL Community Football League Admin PlayHQ User Guide



(AFL) Play Q)

Participant Portal - Squad (cont)
On the Squad page will be the lists of allocated Players, Coaching Staff and Team Managers.

Click on the ? icon to view their Contact Details, Parent/Guardian and Emergency Contact.
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(AFL) Play

Select Team & Add Match Result Details
When the team manager opens an Upcoming match they will land on the Public View page.

AFL Community Football League Admin PlayHQ User Guide



AFL Play@

N

Participant Portal - Select Team & Add Match Result Details (cont)
To manage the team in the match, click on the Manage tab which will open the + Select Team option and Download

Game Sheet will be available.

Click on the + Select Team button.

AFL Community Football League Admin PlayHQ User Guide
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Pla y' : z 0
Participant Portal - Select Team & Add Match Result Details (cont)

On the Add Line-up page click on Select line-up from a previous round to add the players selected in the previous
finalised match.

Add Line-up

EAST BRIGHTON VAMPIRES UlZ GIRLS SHERREN

Team Players - Out Line-up

Players that have been allocated to this team, but have not Flayers that have been selected for this game.
been selected for the line-up in this game.

# Player Select line-up from a previous round

5 Andie Sherren

# Edit Captzins
B Amelia Harris

. Non-team Players
7 Pippa Jacohson

4 SelectPlayer

Add to the line-up players that have

8  Sophie Nilssan not been allocated to the team

10 PhoebeFyfe

18 AvaStewart

20 Genevieve Brogoks

AFL Community Football League Admin PlayHQ User Guide
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(AFL) Play Q)

Participant Portal - Select Team & Add Match Result Details (cont)
To add players to the line-up click on the [+ icon, To remove players from the line-up click on the e icon. Jumper
numbers can be edited, if duplicate jumper numbers are selected a warning will appear.

To add or edit captains, vice-captains and/or deputy vice-captains click on the Edit Captains button.
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AFL Play@

N

Participant Portal - Select Team & Add Match Result Details (cont)
On the Edit Captains page select a role for the required players and click on the Save Captains button.

You will be returned to the Add Line-up page.

When all of the players have been added click on the Next button.

AFL Community Football League Admin PlayHQ User Guide
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(AFL) Play Q)

Participant Portal - Select Team & Add Match Result Details (cont)
The Add Coaching Staff page will appear to select the coaches in the match. When all of the coaches have been

added click on the Next button.
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AFL Play@

Participant Portal - Select Team & Add Match Result Details (cont)
The Add Volunteers page will appear to type the names of the Volunteers in the match. When all of the volunteers
have been added click on the Save button.

Add Volunteers

EAST BRIGHTON VAMPIRES U12 GIRLS SHERREN

Steward
Runner
Runner

Physio

Doctor

Trainer
Trainer
Medical/Water
Medical/Water
Medical/Water
Medical/Water

Field Umpire

AFL Community Football League Admin PlayHQ User Guide
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AFL Play@

N

Participant Portal - Select Team & Add Match Result Details (cont)
You will be returned to the Manage page with Line-up, Coaching Staff and Volunteers added. If you need to make

any changes, click on the € icon. To download and print the game sheet click on the Download Game Sheet link.

AFL Community Football League Admin PlayHQ User Guide
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(AFL) Play Q)

Participant Portal - Select Team & Add Match Result Details (cont)
When the team manager opens a Pending match and change Public View to Manage, all of the edit options are
available. To enter the period scores and automatically calculate the final match score, in Period Scores click on the

Edit button.
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(AFL) Play Q)

Participant Portal - Select Team & Add Match Result Details (cont)
On the Period Scores page add the period scores, click on the Update Changes button and then click on the Done

button.
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AFD Play

Participant Portal - Select Team & Add Match Result Details (cont)
The finalise game pop-up will appear.

If the final score is not correct click on the No, Don’t Finalise Game button to be returned to the Period Scores page
to make adjustments required.

If the final score is correct click on the Yes, Finalise Game button.

Would you also like to use these scores to finalise the game?

Game Result

East Brighton Vampires U12 Girls Sherren 28
4.4

Prahan U12 Girls Laughton 7

1.1

Yes, Finalize Game Mo, Don't Finalise Game
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(AFL) Play Q)

Participant Portal - Select Team & Add Match Result Details (cont)
You will be returned to the Manage page, the game results and period scores will be updated.
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(AFL) Play Q)

Participant Portal - Select Team & Add Match Result Details (cont)
Scroll down the page, to make changes to the line-up click the Line-up button and make the changes.

To add player statistics click the Player Stats button.
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AFL Play@

N

Participant Portal - Select Team & Add Match Result Details (cont)
On the Player Stats page add the player statistics — YEL = yellow card, RED = red card, G = goals & B = behinds — click

on the Update Changes button, then click on the Done button.
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(AFL) Play Q)

Participant Portal - Select Team & Add Match Result Details (cont)
You will be returned to the Manage page and the player statistics will be updated.

Scroll down the page, to make changes to the coaches click the Edit button in the Coaching Staff area and make the
changes.

Scroll down the page, to make changes to the volunteers click the Edit button in the Volunteers area and make the
changes.

To add best players click the Edit button in the Best Players area.
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Participant Portal - Select Team & Add Match Result Details (cont)
On the Best Players page select the best players, click on the Update Changes button, then click on the Done button.

Best Players (2/6)

EAST BRIGHTON VAMPIRES U12 GIRLS SHERREN

Select best players from the lineup in order of best [position 1), second best{positicn 2) and =o en, Best players will be published to
the public participant site.

Player1

Amelia Harris »~
Player 2

Pippa Jacobson v
Player3

Please zelect

Please zelect

Test Incidents
Scphie Nilsson
Andie Sherren

Players
Please select
Player 6

Please select

AFL Community Football League Admin PlayHQ User Guide
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Participant Portal - Select Team & Add Match Result Details (cont)
You will be returned to the Manage page and the best players will be updated.
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Add Club Award Votes
On the Manage page, click on the B icon and select Enter Votes.

On the Enter Votes page click on the . icon for a Voter.
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(AFL) Play Q)

Participant Portal - Add Club Award Votes (cont)
On the Voter page, add a Name of the voter, select vote getter for 3 Votes, 2 Votes & 1 Vote, click on the Submit

Votes button and click on the Done button.

You will be returned to the Enter Votes page, the votes for the voter will be shown as entered, the votes will be
locked and can only be changed, if required, by a club admin in the admin portal.
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AFL Play@

\___/@
18. Transfers & Permits

Settings
In the left menu select Transfers & Permits and click on the Settings tab.

In the Automatic Approval section you can turn on automatic approval for all Inbound and/or Outbound and/or
Internal Transfers and Inbound and/or Outbound and/or Internal Permits. Click on the Update & Save button.

Plﬂl'@ Transfers and Permits

Settings

Scuth Metrs Junior Football Leagu *

Automatic Approval

Transfers

To turn on email notifications for transfer and/or permits, please refer to the My Organisation — Overview —
Adding/Updating Notifications section earlier in his guide. You can add up to 10 Email contacts to receive transfer
notifications via email. Add an email address in Email area and click on the + Add button and click on the Update &
Save button.

My Organisation

Natificaticng

Notifications

Email
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(AFL) Play Q)

Player Initiated Transfer
As part of the online registration, when the Participant has completed the Participants Details if the Participant is

trying to register to a different Club than the last Club they were registered with the Request a Transfer pop up box
will appear, click on the Get Started button.
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Transfers & Permits - Player Initiated Transfer (cont)
On the Transfer Request page the Season Information will be displayed as well as information about What Happens

Next, click on the Submit Transfer Request button.
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Transfers & Permits - Player Initiated Transfer (cont)
The Participant will be taken to the Your transfer request has been submitted successfully page and will also

receive a Transfer Request Submitted email.

This page will also give the Participant the option to Go to My Account to view their profile or Register another

participant.

When the Transfer has been approved by all organisations (source club, source league, destination league &
destination club) the Player will receive an email notification with a link to take them back to the destination club
registration form and they will need to complete the Fees and Payments & Summary sections.
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AFL Piay
Club Initiated Transfer

Please note club admins who have been given admin access will always have access to initiate a transfer request.
This task can also be done by a League admin using as the club to provide assistance to Clubs if required.

In the left menu select Transfers & Permits, click on the Transfers tab and click on the + New Transfer Request
button.

Transfers & Permits

On the New Transfer Request page, under Details select the Organisation, the Competition and the Season.

Under Player you must select Club and Last Name — First Name & date of Birth are optional — and click on the
Search button.

Under Results select the player you would like to transfer and click on the Review button in the top right corner.

New Transfer Request .o Tl

Details

Organisation Competiticn® Sooson’

Club* First Name Last Hame® Cats of Birth
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Transfers & Permits - Club Initiated Transfer (cont)
Review the transfer details, if they are not correct click on the Back button and make changes as required.

If the details are correct click on the Submit New Transfer Request button in the top right corner.

[ R New Transfer Request o . Sutmt ow Trannfes Ruguest Bags

Tony PP Saunders

o1 june EOI2 COOMEARAH QLD 4218
* k] DU T

Test Faothall Lesgue (TFLY Kenmore IAFC

OMPETFTIN

2022 Saacnn 2023

Request Details

Sauth Metra Junir Fostball League (SMIFL) Enst Brighten Vamairs Juniar Feathall Club

AMIFL 2023 0 Novernbar 2022 - 3 Colober 2023

The Submit New Transfer Request pop-up will appear, click on the Yes, Submit New Transfer Request button.

Submit New Transfer Request

You will be returned to the Transfers and Permits — Transfers page with a confirmation message that transfer
request was submitted successfully and the transfer will appear in the list.

Transfers & Permits

Tramgfers  Purmis  Sollirgs

4 riew Transior Reguest

a s it
East Brighton Vo i Junior Footbat!
;
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Manage Transfer Requests

To approve or decline a transfer click on the View button for the Transfer.

Play@

In the left menu select Transfers & Permits, click on the Transfers tab and the full list of all Transfers will appear.

A e Transfers & Permits
Play "
s i 3 HewTrasatar Beoesd
On the Transfer Request page you will be able to view:
- whether the player is currently suspended & the player’s source club and source league
Transfer Request o
v Ap
Tany PP Saunders
Test Football League (TFL)
Kenmore JAFC
ik
- the player’s Profile information

Profile

wnys sundere@afi.com.in
0400006653
0l Juno 2012

COOMBABAH QLD 4216
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Transfers & Permits - Manage Transfer Requests (cont)
- the transfer Request Details

Transfer Request

Requesl Details

South Matro Junior Foothall Leagua (SMIFL)
East Brighton Vampires Junior Faathall Club

Fending
Panding

Fending

@ ArLuat

Incident Histery

8+

Fanmars Sanins M wanman JAFC

® 8 €

Kanenre Swealos Sen Eanmare 105C

[~
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AFL Play@

Transfers & Permits - Manage Transfer Requests (cont)
At the top of the page is Approve and Decline buttons.

If you click on the Decline button the Decline Transfer Request pop up will appear, select a Reason, add comments
in the Details area and click on the Decline Transfer Request button.

Decline Transfer Request

Roason

Transfer Request o

Tony PP Saunders [

Test Football League [TFL]
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N

Transfers & Permits - Manage Transfer Requests (cont)
When you click on the Done button in the top right corner you will be returned to the Transfer list page.

At any stage of the Transfer you will be able to check at what level of the process it is sitting by clicking on the View
button for the transfer and scrolling down to the Status area of the Transfer Request.

Request Season Permit
Please note club admins who have been given admin access will always have access to initiate a season permit
request. This task can also be done by a League admin using as the club to provide assistance to Clubs if required.

In the left menu click on Transfer & Permits, select the Permits tab and click on the New Season Permit Request
button.

On the New Season Permit Request page in the Competition section the Organisation, Competition and Season for
the competition you require the player to permit to. In the Season Permit Dates section add the From date and the
To date. In the Player section you must select the player’s Club and Last Name and click on the Search button. You
can add the First Name and Date of Birth to narrow down the search. When you find the Player you wish to permit
select them and click on the Review button in the top right corner.

New Season Permit Request .o T
Competition

Compatition” Season”

SMUFL - 2023

ELTUIE ] [

i
1.4
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Transfers & Permits - Request Season Permit (cont)
Review the Player details, Request Details and Season Permit dates.

If they are incorrect click on the Back button in the top right corner and make the changes.

If they are correct click on the Submit New Season Permit Request button in the top right corner.

New Season Permit Request E SunmviE New Szasen Premit Reguast

Tony PP Saunders

08 June 2012 COOMBARAN LD 4216
Tk Football Liag i (TFLY Kurima e JHFC
2022 Soazon 2023

Request Details

Bouth Metre Junicr Foeatba i League (SMIFLL East Brightan Vamgres Junios Focthn | Sluls

SMFL 2023 O Novernbor 2022 - 31 Dctober 2023

Seasan Permit Dates

DI Movembar 2022 30 November 2022

Transfers & Permits

Parmits

Yomed EDst Brighten Vampires Sunicr Fostbal .
Tony FP Saunders s 08 Now 2022 TBLund Pandin

Manage Season Permit Requests
On the Transfers and Permits — Permits page click on the View button for the Season Permit.

Transfers & Permits

o i S Pt Asguisss

Eust Brightan Wampires Juniar Faotball
fary B# Saunders c;‘ E P 08 Nav 202 utbound Fonding o
un
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Transfers & Permits - Manage Season Permit Requests (cont)

On the Season Permit Request page you can view the Player details, the Request Details, the Season Permit Dates
and the Status.

Season Permit Request d

Tony PP Saunders

ol Jupe 2042 COOMBABAM QLD 4215
i
Test Foatball League (TFL} Kenrmors IAFE
T Skazon
2022 Season 2023

Request Details

Sauth Metro Junlor Footbill Leagun {SMIFLL East Brighton Vam pires Junior Featbsll Glub

JATE

SMUFL Zo@3

uemboy 2082 - 31 Delobor FOEE

Season Permit Request o

Season Permit Dates

01 November 2023 30 Mevember 2022

Status
Raguaston
Pending
Kanmies #h
Pending

Pending
5 Matro i i Featbal
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S
Transfers & Permits - Manage Season Permit Requests (cont)

At the top of the page is Approve and Decline buttons.

To decline the season permit, click on the Decline button. The Decline Permit Request pop-up will appear, you must
select a Reason, add information into the Details area and click on the Decline Permit Request button.

Decline Permit Request

Reason®

To approve the season permit, click on the Approve button. The Status for Permit Request will change to Approved
and you can click on the Done button in the top right corner and you will be returned to the Transfers and Permits —

Permits page.

Season Permit Request

Tony PP Saunders

01 June 2012 COOMBASAH QLD 4218

sanmeore JAFC

Test Foatboll League (TFL)

2022 Scason 2023

At any stage of the Permit you will be able to check at what level of the process it is sitting by clicking on the View
button for the permit and scrolling down to the Status area of the Season Permit Request.
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19. Reports

The Reports section is very user friendly with one click reports that download into CSV files. In the left menu select
Reports, in the screenshot below we have selected the Competitions tab.

Farticipation Repert

Competitien” Soasen”

In the example below we want to run a Participation Report. Enter the information required for the Report and click
the Generate button. The Report will be generated, a message will pop up at the bottom of the page. Click on Go to
Generated Reports.

P’ay| Reports
Competitions
TostAFL 95
Competition season
Participation Report
e
Fill-in Participation Report
Cemp: Grad
Gontrating Rerticipant.
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N

Reports (cont)
In the Generated Reports area click on the Download CSV button. A link to the report will appear in the bottom left
corner, click on the link and file will open.

Reports

s Pragrams  Finangisl  Gilers  Generated Repdrts

Partisipant - Comaetition m

AFL Community Football League Admin PlayHQ User Guide
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As part of your League Administration duties you may need or want to email your participants to provide general
information, and ad hoc communication and updates. Using PlayHQ and another platform called Mailchimp, you can
easily and quickly integrate / automatically feed your participants email addresses into Mailchimp and send emails.

20. Integrations - Mailchimp

Mailchimp is a free online tool that you can use to send emails to your participants. You can integrate to add existing
Mailchimp account or create a new Mailchimp account.

To create a new Mailchimp account go to https://login.mailchimp.com/signup/.

Enter your email address, and nominate a username and password.
Click Sign Up.

Welcome to Mailchimp

Find your people. Engage your customers. Build your brand. Do it all with
Mailchimp’s Marketing Platform. Already have an account? Log in

Email

Username

Password & Show
® One lowercase character ® One special character

® One uppercase character ® 8 characters minimum

® Onenumber

| don't want to receive updates from Mailchimp
related to marketing best practices, product and
feature updates, and promotions.

By clicking the "Sign Up" button, you are creating a Mailchimp account, and you agree
to Mailchimp's Terms of Use and Privacy Policy.

AFL Community Football League Admin PlayHQ User Guide
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AFL Play@

N

Integrations - Mailchimp (cont)

Go to your nominated email account and open the email from Mailchimp and click on the link to activate your
account.

Confirm the SO plan is selected and click Continue.

Complete your account details (First Name; Last Name; Business Name; Website URL and your phone (optional).
Click Continue.

Complete your address details and click Continue.

Select No when asked if you have a list of contacts and click Continue

Select Services and click Continue

Select any offers you wish to subscribe to and click Continue

Let's set up your account

First Name Last Name

Business Name

Website URL Optional

Phone Number Optional

AFL Community Football League Admin PlayHQ User Guide
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Integrations - Mailchimp (cont)
To connect an League to a Mailchimp account, in the left menu select Settings, select General, click on the

Integrations tab and click on the Connect button.

Play'@ General Settings

Integratians

FlayHE Toet Leagus

Mailchimp

On the Connect Mailchimp page click on the Log in to Mailchimp button.

Connect Mailchimp
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Integrations - Mailchimp (cont)
On the Log in and authorize page enter the Username and Password of the Mailchimp account you wish to connect
to and click on the Log In button.

On the Authorize PlayHQ PoC page click on the Allow button.
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Integrations - Mailchimp (cont)
You will return to PlayHQ Connect Mailchimp page, in the Audience area select a Primary Audience and click on the

Save & Connect button in the top right corner.

Connect Mailchimp S & Lt

Login

Audience

The page will update with a confirmation message. When the connection is created to Mailchimp, PlayHQ will

immediately start synchronising your organisation's contacts.

General Settings

v Intagratins

Mailchimp @

& i
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Integrations - Mailchimp (cont)
When the synchronising is complete the Sync Status will change.

Daily synchronising of your organisation's contact will occur overnight.

General Settings

Mailchimp @ ronune

16/05/2021 10:1AM

Australia (Brisbane)

For more information on how to use Mailchimp and to watch a video for How to create and send an email in

Mailchimp click here.
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@ Play@

21. Websites

WIX has been selected as the preferred PlayHQ/AFL standard templated website solution. WIX is a world leading
content management platform, with ready built features and modules as well as website hosting and support.
Additionally, its user-friendly tools allow for easy creation and maintenance of websites with the AFL able to provide
templates for club use whilst allowing clubs the flexibility to extend as required.

The AFL has negotiated with WIX to offer a 20% discount for Leagues and Clubs from the standard WIX Premium
Plan offering. A discount voucher code will be provided to any League or Club that sign up to the service. Details on
the process to claim the discount will be provided as part of onboarding / transition to PlayHQ. The pricing model is
based on their Editor X website platform.

Premium Plan - Base level Monthly cost Approx Monthly cost Approx Annual cost
Note: WIX charges in USD -for AUD (USD) (AUD) (AUD)

guide we have used an exchange
rate of USD to AUD = $0.75

Subscription charges inc
20% rebate

Example template: https://afl-community.editorx.io/afl-template

AFL Community Football League Admin PlayHQ User Guide
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AFD Play

22. Support

Community Football Resources

A one stop shop for all your League Admins needs, visit https://www.afl.com.au/clubhelp/playhq for all your
Community Football PlayHQ needs. This website includes all things from logos, marketing assets, support material
that makes running your League easy and much more.

NEWS  WATCMES  LADOSR  STATS  AFL ON DEMAND

@ Tovora @arw) CLUBHELP

CoMIn-18 Dt Managame

PlayHQ

AFL Customer Service Team

Our friendly staff are always here to assist all questions relating to Community Football. Please contact our Customer
Service staff on 1800 PLAYAFL or clubhelp@afl.com.au who will be able to assist and make your valuable role that
much easier. The team are there to help your League admins, club admins and participants as well, so for any
guestions that they may have on their registration or Community Football leave it to our Customer Service team.

Participants can update their details at their leisure on their profile once logged in here.
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Season Setup Checklist

RETURNING TO PLAYHO
CHECKLIST FOR LEAGUE ADMINS

TASK WHERE IN PLAYHO RESOURCES W

My Organisation > Overview > Contacts

My Organisation = Overview = Notifications

My Organisation > Adming

Compatition Management > Compatition > Sattings
Competition Management > Competition > Sattings
Compatition Management > Compatition > 8aason > Settings
Competiton Management > Competition > Season > Settings

Competition Management > Competition > Season > Settings

Competiton Management = Campetition > Season > Registration >
Custom Fields

B EEE @
n0oo0oo00oo

Competibon Management > Competition = Season = Registration =
Club

PRERPPE B DD
il Bl B Bl sl DD

Email: clubhelp@sfl com.ay | Call: 1800 PLAYAFL | Visit www afl com.au/clubhelp/playhg

RETURNING TO PLAYHOQ
CHECKLIST FOR CLUB ADMINS

TASK WHERE IN PLAYHD) RESOURCES COMPLETE

My Organisation > Overview > Peyments

Competitons > My Compatitions > Registration >
Configure Participant to Club’ form

Competitions > My Competitions > Registration >
Custom Felds

Competitions = My Competitions > Registration >
Configura Partcipant ta Club’ form

My Organisation > Overview = Contacts

My Organieation = Overview > Details

My Organisation = Overview > Notifications

Competitons > My Competitions > Registration =
Configure Participant to Club’ farm

EEEEEE @
| WAL AT ][

Settings > General > Integrations

DD D D 5 B
bl &l B BB

Emeit: clubhefp@afl. com.au | Call: T800 PLAYAFL | Visit www.afl com.su/clubhelp/oleyhg
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