
Club to Club Rescheduling

Below are the steps to initiate a reschedule request as a Registrar and how to accept a request.

Requesting a Reschedule
Log in to the system with your Registrar access
Click on the Scheduling tab
Assign Game Schedule
Search for the game you want to reschedule
Click Reschedule Game

Enter Reschedule Information

Fill out the New Requested Reschedule information

● Select Date- Select new date



● Time- Select new time
● Venue- Select new venue if different
● Field no-  Select field no
● Reason- Enter a reason for the reschedule request
● Comments- This is not a required field however, you can provide more context
● Once that information is filled, please enter Send Request

Accepting Requests

As the away team registrar you will need to accept the request on behalf of the team.

Accepting a Request as the Away team Registrar
To accept the request you will log into the system
Click on Scheduling
Assign Game Schedule
In the filters, under Games select: Reschedule in Progress and click Search

*If you have the game number, you can search for that as well.

When the game comes up, click on the View Rescheduling button on your  away team

In the pop up that comes up you will be able to:



● Accept- As soon as the request is accepted, the system will automatically change the game
information

● Decline & Reset- This will decline the request and leave the game as is
● Reject & Deadlock- This will reject the request and not allow any reschedule requests for this game.
● Send Alternate Request- You will be able to suggest a new time, field and day, the request will then

appear for the Home Registrar
● Message Only- This is used by coaches to send messages to each other, since coaches will not be

a part of this process, please do not use.
● Close- This will close the window without making any changes, the request will still be pending.

Accept the Request to approve the reschedule

Utilizing the Game dropdown

● Scheduled Games- See all games that are scheduled on a date, some games may still be needing
a time and a field

● Un-Scheduled Games- See all games that are not scheduled on a date
● Reschedule Complete - See all games that have been rescheduled using the “Team to Team

Scheduling” feature
● Reschedule in Progress- See all games that have a reschedule initiated however, is still missing the

acceptance



● Reschedule deadlock- See all games that have been rejected and deadlocked, these games will
need to be unlocked by the League/Tournament Administrator

● Reschedule Accept, Not Complete- See all games which the reschedule has been accepted
however, the change has not been made in the system


