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Practice Field Request Instructions

This document contains instructions and screen shots of the system.  
Note: The practice request form requires an email address and password, which should be emailed to you.  If you do not receive an email from MYS, please email fields@mcleansoccer.org  to request one.
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General Guidelines

1. Recreation teams, including SFL, will be allocated 1 practice slot per week.

2. Travel and MPS teams will be allocated practice slots per week. 
3. Please indicate any special requests in the text box on the form.  Examples of special requests which will be considered are: back to back practices to accommodate a coach's or trainer's multiple teams; requests for general practice locations (e.g. any SHR field); absolute conflicts (I am an airline pilot and I fly Wed-Fri). 
4. In general, Tues and Thurs are the most popular days. Please select alternates.

Login

You can use Internet Explorer, Mozilla/Firefox or Safari (Mac).
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If you have received a username and password by email, use that to login, and proceed to the "Verify Personal Information" step below.

--------------------------------------------------------------------------------

Create a New User

If you don't have or haven't received a username/password by email, you can create a new user-id by clicking the "New User" link.  Please fill out the required fields in red and hit save.  
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	A
	Enter your email address.  Note, if you have receive a notice that says "Email Already Exists", please email fields@mcleansoccer.org your password.

	B
	Create a Unique Use-rid.

	C
	Last Name

	D
	Birth month and day

	E
	If you want to associate yourself with one or more teams, press the "Add" button.

	F
	DOUBLE CLICK to select your team from the list.

	G
	DOUBLE CLICK to select your role from the list.


Repeat steps E-G to add another team.

Press the SAVE button to save your record.

It may take up to 24 hours for your username and team association to be approved by the Administrator.  You will receive notification and your password by email.  If you have any other problems, please email admin@mcleansoccer.org. 
Verify Your Personal Information
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You can navigate through the system by selecting the tabs at the top of the screen. 

Select the Personal Information tab to verify and update your personal information. 
Press the "Save" button when you are finished making changes, or cancel to start over.

Input Practice Requests

Choose the Season Practice Request tab (not the One Time Request tab) to request and review your request.  Select your Team, Field (after you select this field, the web form will reload), Date, and Time Slot.

	A
	is for the session of the week you are choosing.   House teams should specify 1.  Travel and SFL teams should make separate requets for session 1 and session 2.

	B
	is for the priority ranking for each request, ie., 1 is your first choice, 2 is your second choice, etc.  You may enter up to 5 choices per session.

	C
	(New Request) will erase your unsaved information and reload the form.

	D
	(Save) will verify your information, and if complete, save the request.

	E
	(Delete) will allow you to delete a practice request, after you reload it using button I.

	F
	(Cancel) will cancel this request.

	G
	(Refresh) will reload the form.

	H
	This will load the rows of data on the bottom grid onto a spreadsheet which you can save for your records. 

	I
	(Select)  Press this button to load an existing practice request to delete (E), modify and/or save (D) the request. 
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Please follow these steps:

1. Enter your team, field, day of the week, and time slot. Also, enter any special requests in the text box. 

2. Verify the session and priority entries (ie, for the first practice of the week, choose 1 for session, and enter "1" if the request is your first choice). 

3. Hit Save (button D). 

4. To enter another request, hit New Request (button C).

5. Once you have entered all of your requests, please hit "Log Out".  We also suggest that you close your browser.

Note that you can log in at any time at a future date and view your practice requests on this screen.

View Your Field Assignments

Come back later and view your field assignments.

The default tab is the calendar view.  On this view you can see your requested, assigned, and rejected field requests.  Choose "week view" for more detailed information.
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Color Status Explanation

	Color
	Status
	Explanation

	GREEN 
	Approved
	This is your field assignment.

	ORANGE 
	Pending
	The schedulers have reviewed your request, and don't need further information from you.

	YELLOW 
	On-hold
	The schedulers hare reviewed your request, and require additional information.

	WHITE 
	New
	Your field request is new and has not reviewed.
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