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1.0 Creating Notices on Full-Time
Full-Time allows you to post notices (news items) which appear on your website. Notices can also
includes documents or pictures. Any pictures appear alongside the notice – if you post a notice
without a picture, Full-Time will use a picture of its own (of a “general football” theme).
1.1 How to… Create a Notice
Important Note: Please make sure you have read the Football Association guidance on use of
appropriate images (photographs) of anyone under the age of 18. This is available on the Football
Association website at:- http://www.thefa.com/TheFA/WhatWeDo/FootballSafe/Downloads.aspx
Step 1: From “Admin Home”, click on “Notices”.

Step 2: On the “Notices” page, click on “Create New”.

Step 3: Type in your news item. You should give it a title, a summary (250 letters, including spaces)
and the main text of the news item. You may also add an attachment (a picture, or a document).

Step 4: Once you have completed the notice, click on “Next”.
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Step 5: The “Placement” page is used to decide where notices appear. If you want a notice to appear
for all teams in a Division, select “Division Home”, if you want it to appear only on the team page for
one team, select “Display Team”.
If you have more than one notice to display, they’re displayed in order according to their “Sequence
number” – e.g. notices with sequence 1 are displayed first, then notices with sequence 2 etc.

Step 6: Once you have selected where you want the notice to appear, click on “Create”.

Step 7: To add a document or a photograph to a notice, go to the Images and Documents section at
the bottom of the page and click “Create”.

Step 8: The file attachment page allows you add as many files as you wish, either documents (Word .doc or .docx, Excel .xls or .xlsx, PDF .pdf or image files .jpg).
For each file you wish to include, give a caption (to explain what the file is), a sequence (sequence
no.1 will appear first, etc) and then select the file using the browsing tool.
Once you have selected the file, click on “Upload”.

Step 9: Click on “View Site”.

Check that the notice appears the way you want it to.
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1.2 How to… Change the Order of Notices
Full-Time will display one notice in full size, and other notices lower down (click on a notice and it will
appear in full size), in the order you have selected. You may wish to swap these around.

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

Step 2: On the “Notices” page, change the “Sequence” numbers of the news items you wish to swap.

Step 3: Once you have finished changing their “sequences”, click on “Update Sequences”.

The notices will refresh, re-ordered with their new sequences.

The order in which the notices appear will also have swapped around on your website.
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1.3 How to… Delete a Notice
You may wish to delete a news item because it has become out-of-date.
Step 1: From “Admin Home”, click on “Notices”.

Step 2: On the “Notices” page, click on “Delete” for the news item you wish to delete..

Step 3: On the “Delete Notice” page click on “Delete”.

The news item disappears.
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1.4 – How to… Create a Sponsored Notice
Full-Time includes the option to set one of your notices to be a “Sponsored Notice”, which means that
it will be displayed more prominently on your website, and can also include a hyperlink to an external
website (e.g. a league sponsor).
Step 1: From “Admin Home”, go to “Notices” and edit the notice required. On the Edit Notice page,
check the “Sponsored” box.

On the “Home” page of your Full-Time website, this notice will be shown above the league table,
rather than underneath, making it more prominent. Remember that you can also include a picture as
part of these news items (using the image/document link), so you can include a sponsor logo if you
wish, and you may wish to include a Direct Link to a sponsor’s website.

1.5 – How to… Create a Direct Link Notice
Full-Time includes the option to set each notice to be a “Direct Link” notice. If a Direct Link is set for a
notice, then when it is viewed and clicked on from “Home” the user will be taken direct to the external
website, rather than the News section of Full-Time. This only occurs when viewing the notice from the
Home tab, within the News tab the user is taken to the news item concerned.
Step 1: From “Admin Home”, go to “Notices” and edit the notice required. On the Edit Notice page, if
you wish to add a “Sponsored Direct URL” you may do so by entering the details of the website you
wish to redirect to in the “Direct URL” box. If you enter a website here (remember to include the
http://) then if anyone clicks on the notice from the “Home” tab, or the picture with the notice, then
they’ll open up a new browser window with the website specified.
Remember that you can also include a picture as part of these news items (using the
image/document link), so you can include a sponsor logo if you wish, and you may wish to set a news
item as a Sponsor Notice to make it more prominent.
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2.0 Copying to Spreadsheets
2.1 How to… Copy Fixtures to a Spreadsheet
Full-Time allows you to copy (download) fixture/result details to a spreadsheet.
Step 1: From “Admin Home”, click on “Downloads”.

Step 2: on the “Downloads” page, click on “Fixture Download”.

Step 3: The “Fixture Download” page allows you to filter the fixtures according to season/division/cup
competition/club/team and also specific dates. You may also include referee appointments.

Step 4: once you have selected your options, click on “Create Download”.

Step 5: A box appears with a “Download the file” link. Right Click on “Download this file” and select
“Save Target As”. This will allow you to save an Excel (.xls) or .csv file to your computer.

You should be able to edit the file using your spreadsheet package (Microsoft Excel, etc).
The file concerned has columns for the fixture ID (an identifier used by Full-Time), Season, Division,
Competition (if it’s a Cup game), Home Team, Away Team, Date, Day, Kickoff Time, Venue, Pitch
Number, Home Score, Away Score, Fixture Status, and whether the result has been Approved.

Full-Time – Communications

Page 8

2.2 How to… Copy Referees and Marks to a Spreadsheet
Full-Time allows you to copy (download) details of referee appointments and marks to a spreadsheet.
Step 1: From “Admin Home”, click on “Downloads”.

Step 2: on the “Downloads” page, click on “Referee Download”.

Step 3: The “Referee Download” page allows you to filter referee appointments according to season
and also specific dates.

Step 4: once you have selected your options, click on “Create Download”.

Step 5: A box appears with a “Download the file” link. Right Click on “Download this file” and select
“Save Target As”. This will allow you to save an Excel (.xls) or .csv file to your computer.

You should be able to edit the file using your spreadsheet package (Microsoft Excel, etc).
The file concerned has columns for the fixture ID (an identifier used by Full-Time), Season, Division,
Competition (if it’s a Cup game), Home Team, Away Team, Date, Referee, Home Mark, Away Mark,
Home Score and Away Score.

Full-Time – Communications

Page 9

2.3 How to… Copy People to a Spreadsheet
Full-Time allows you to copy (download) details of people to a spreadsheet.
Step 1: From “Admin Home”, click on “Downloads”.

Step 2: on the “Downloads” page, click on “Person Download”.

Step 3: The “Person Download” page allows you to filter people according to season, division, club,
team, role, registration status and also by specific dates.

Step 4: once you have selected your options, click on “Create Download”.

Step 5: A box appears with a “Download the file” link. Right Click on “Download this file” and select
“Save Target As”. This will allow you to save an Excel (.xls) or .csv file to your computer.

You can edit the file using your spreadsheet package (Microsoft Excel, etc). The file concerned has
columns for the Person ID (an identifier used by Full-Time), Role, Teams, Active From and To dates,
User Name, Last Name, First Name, Email Address, Work, Home and Mobile Telephone Numbers,
Status, Date of Birth, Gender, Address and League Registration Number.
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2.4 How to… Copy Statistics to a Spreadsheet
Full-Time allows you to copy (download) player statistics to a spreadsheet.
Step 1: From “Admin Home”, click on “Downloads”.

Step 2: on the “Downloads” page, click on “Statistic Download”.

Step 3: The “Statistic Download” page allows you to filter people according to season, division (“all” is
an option), and also by specific dates.

Step 4: once you have selected your options, click on “Create Download”.

Step 5: A box appears with a “Download the file” link. Right Click on “Download this file” and select
“Save Target As”. This will allow you to save an Excel (.xls) or .csv file to your computer.

You should be able to edit the file using your spreadsheet package (Microsoft Excel, etc).
The file concerned lists each statistic you have chosen to record in order, and has columns for the
Position (i.e. ranking within that statistic), Statistic Type, Last Name, First Name, Team, Total of the
Statistic plus the number separated into League and Cup Games.
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2.5 How to… Copy League Tables to a Spreadsheet
Full-Time allows you to copy (download) league tables to a spreadsheet.
Step 1: From “Admin Home”, click on “Downloads”.

Step 2: on the “Downloads” page, click on “Table Download”.

Step 3: The “Table Download” page allows you to select the required season.

Step 4: once you have selected the required season, click on “Create Download”.

Step 5: A box appears with a “Download the file” link. Right Click on “Download this file” and select
“Save Target As”. This will allow you to save an Excel (.xls) or .csv file to your computer.

You should be able to edit the file using your spreadsheet package (Microsoft Excel, etc).
The file concerned lists each division in order, and has columns for the Position (i.e. ranking within
that division), Team, Position, Home Record (wins, draws, losses, goals scored, goals against), Away
Record (same five statistics), Overall Record (same five statistics), Goal Difference and Points.
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2.6 - How to… Copy Sporting Marks to a Spreadsheet
If the Sporting Marks statistic is in use for a league, then two downloads are available allowing
leagues to access the marks awarded by and to clubs:Sporting Marks Summary – gives a summary of marks over the season, totalling all games.
Sporting Marks – gives marks match-by-match for all games during the season.

2.7 – How to… Access Spreadsheet Downloads (other League Rioles)
Leagues can now configure which administrators have access to the Fixture/Table/Statistics
downloads, the Referees download and the People download.
The default access for these has been amended so that the Fixture Secretary and News Secretary
roles has access to the Fixtures, Tables and Statistics download, the Referees Secretary role has
access to the Fixtures, Tables and Statistics download, Referees download and the Registration
Secretary role has access to the People download. League Administrators continue to have access to
all downloads.
If you wish to amend access to any of these downloads you can do so.
Step 1: From the “People Wizard”, click on “Review and Select Role Types specific to your League”

Step 2: For the role you wish to adjust, click on “Override”

Step 3: There are three check boxes, one for the fixture, statistic and table downloads, one for the
Person download, and one for the Referee download. Check or uncheck the boxes as required and
click on “Update” at the bottom of the screen.
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3.0 Access Options
3.1 How to… Find the URL (web-address) of the League Home Page
You may wish to look up the URL (web-address - URL is the technical term, standing for Uniform
Resource Locator) of the home page of your website, perhaps to pass on to others, or to bookmark
the home page of your website.
Step 1: From “Admin Home”, click on “Access Options”.

Step 2: The “Direct Link” section of the page shows the direct URL for your league home page.

3.2 How to… Find the URL (web-address) of a Division Home Page
You may wish to look up the URL (web-address - URL is the technical term, standing for Uniform
Resource Locator) of the home page of a particular division on your website, perhaps to pass on to
others, or to bookmark so that you can go straight to the division you want.
Step 1: From “Admin Home”, click on “Access Options”.

Step 2: The “Division Links” section of the page shows the direct URL for each division’s home page.
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3.3 How to… Display Fixtures, Results and Tables on other Websites
Important Note: this section is only likely to be meaningful for those with some knowledge of website
programming, HTML and Java-script coding.
Full-Time offers the facility to create Java script for your tables, fixtures or results. Users can copy and
paste it into their own HTML code, allowing them to be displayed directly within other websites.
This option does not require users to have log-in status to Full-Time. It can also be accessed by
anyone via the “Feeds” link on your Full-Time website.

Note: There is no limit on the number of times you can generate this code, so feel free to experiment
with the different colours and schemes. Once you have created a set of live code you must use it
within 30 days, otherwise Full-Time will delete it and you’ll need to recreate it again.
If you use the live code, then it will not be deleted.
Step 1: From “Admin Home”, click on “Access Options”.

Step 2: Within the “Access Options” page, click on “Code Snippets”.

Step 3: The Code Snippets page will offer you a choice of creating code to display a League Table,
Recent Results or Upcoming Fixtures (Results and Fixtures also give options to display 7, 14, 21 or
28 days, and to hide venues from being displayed). Choose the option required and click on “Select”.

Step 4: The “Create Code Snippets” page allows you to select a variety of “Looks and Feels” (colour
schemes), a particular season and division. Once you have chosen your selection, click on “Create”.
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Step 5: Full-Time will display the Java-script code required, as well as an example of how it will
appear once it is published. If you wish to try a different colour scheme, just click on the “Back” button
at the bottom of the page.

Once you are happy with the scheme chosen, the Java-script created can be copied into the source
code of your existing website, and the tables/fixtures/results from Full-Time will be displayed within
that website.

Note: the code generated will always produce an insert with a fixed width of 350 pixels.
The “Code Snippets”/”Feeds” options have been extended to include some all-white and white-grey
colour schemes. See the “Feeds” link on your Full-Time site for more details.
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3.4 How to… Change Your Password
Full-Time includes an option to allow users to change their own password. You are reminded that you
should not use the same password as your username, and that you should not share login details with
others (if other people need access, the league administrators can set them up to do so).
Step 1: From “Admin Home”, click on “Change Password”

Step 2: On the “Change Password” screen, enter your existing password, and your new password
(you are asked to input the new one twice, to ensure you don’t make any typing mistakes).

Full-Time will confirm that you have changed your password successfully.

3.5 How to… Retrieve a Forgotten Password
Full-Time includes an option to allow users to retrieve a forgotten password, by getting it sent to their
email address. For security reasons, this email address must already be registered on Full-Time.
If you have forgotten your password, and your email address is not on Full-Time, then you will need to
contact your League Administrator to get your password reset.
Step 1: From the Sign-In page for Full-Time, click on the “Forgot Password?” link.
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Step 2: On the “Request Password Reset” page you should input your username and email address
within Full-Time. If the email address entered does not match the email address within Full-Time, then
the password reset request will fail (Full-Time verifies who you are by checking this email address)

Step 3: Assuming the email address matches your username, Full-Time will confirm that an email has
been sent to your email address (it cannot be sent to any other email address).

Step 4: Within a few minutes, you should receive an email from Full-Time which includes a link to a
Reset Password page created specifically for you to use. This must be used within 24 hours, or it will
expire and you will need to request the reset password again. Click on the link shown.

Step 5: The Reset Password page will appear. Enter your new password (you will be required to
confirm it, to guard against typing mistakes) and click on “Reset Password”.

Full-Time will confirm that your password has been successfully reset.
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3.6 How to… Change/Verify Your Email Address
Full-Time users who login to the system are asked to verify their email address (this confirms you
have input the email address correctly) and users can also change their email address. You will be
asked to verify your email address only once, unless you change your email address.
Step 1: From “Admin Home”, select “Email/Password” (if you don’t have a verified Email address, you
will be taken to this section when you log in).
Step 2: To verify your email address, simply click on the “To send a verification email, please click
here” link. Full-Time will send an email to your email address, and you can click on the appropriate
link to verify your email address. If you do not receive the verification email, then check that your
email address is correct within Full-Time, and check your spam filters, in case the verification email
has been sent there.
Step 3: To change your email address, simply enter the new email address in the box shown (you will
be asked to enter it twice, to confirm your email address) and click on “Change Email Address”. Your
email address on Full-Time will be updated, and the verification email sent to you.

3.7 How to… Find FA Initiative Leagues on Full-Time
Full-Time has a number of home pages for FA Initiatives (FA Futsal Fives, FA National Futsal League,
Team Sixteen and Team Nineteen). Leagues which are part of these initiatives will not appear on the
main search page, but instead can be found on these home pages.
Links to these home pages can be found underneath the search box on Full-Time.

3.8 How to… Access the Mobile Site for Full-Time
Full-Time has a mobile site, designed to allow users to view fixtures, results and tables from a mobile
device. To access this site, click on the “Mobile” link at the top of a league.
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4.0 Email Options
4.1 How to… Request People Accept Emails from Full-Time
Full-Time includes the facility to send emails to groups of people (league administrators, team
administrators, referees), either manually (i.e. when a league administrator chooses to send one) or
automatically (e.g. when fixtures are generated).
However, before people can receive these emails, a League Administrator has to set Full-Time to
send them a request, so that they can confirm that they wish to receive emails from Full-Time (they
can decline if they wish, though they may therefore miss out on important information).
Note: if People decline to receive emails from Full-Time, or fail to respond to the request, Full-Time
will report this back to you.
Step 1: From “Admin Home”, click on “Email Wizard”.

Step 2: Within the “Email Wizard”, click on “Address Notification”.

Step 3: The Email Address Verification page displays all People with email addresses who you have
logged on Full-Time. There are three categories you can display using the drop-down menu:Unverified
Verified
Block Emails -

People who have not yet had verification requested, or who have not replied.
People who have confirmed that they do wish to receive emails from Full-Time.
People who have confirmed that they do not wish to receive emails (i.e. blocked).

Step 4: select the “Unverified” option. Note that the “request count” column displays the number of
times you have previously requested verification from each person (e.g. if someone is continually
failing to respond to a request, it may indicate an incorrect email address).
For each person from whom you wish to request verification, tick the “Make Request” box (note the
“tick all” option).
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Step 5: Once you have selected everyone required, click on “Send Requests”.

Step 6: Full-Time will send an email to each person selected. You may wish to warn them that this
email will be arriving, so they are looking out for it (and making sure they don’t lose it within a spam
filter!).
The email they receive will be similar to that below, giving them a YES option (they wish to receive
further emails from Full-Time) or a NO option (they do not wish to receive further emails from FullTime). They click on the hyperlink (blue text) for the option they require.
Hopefully (!) they will choose the YES option.

Once they have made their selection, Full-Time will confirm the address has been verified.

Step 7: within Full-Time, if you select the “Verified” grouping, then the person’s details and email
address should now appear there.

Note: if someone decides to choose the “Block” option you can always re-request verification at a
later date. Equally, they can also decide to “Block” emails from Full-Time at a later date, as there is an
option on all emails sent to them by Full-Time. Any of these changes are tracked by Full-Time.
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4.2 How to… Send Out Group Emails
Full-Time allows you to send out emails to groups of People you have registered, including team
administrators from any Division, Cup or Other Fixture Group.
Step 1: From “Admin Home”, click on “Email Wizard”.

Step 2: From “Email Wizard”, click on “Email Groups”.

Step 3: On the “Email Groups – Select Group” page, select whether you wish to send an email to all
League Administrators, All Team Administrators (i.e. to all clubs), Everyone in a Team (Team
Administrators and Players) or All Referees. Once you have chosen, click on “Next Step”.

Step 4: The “Write Email for Groups” enables you to write your message, including a subject.
The page also lists everyone who will receive it, and also reports those who have not yet verified their
email address (see How to… Request People Accept Emails from Full-Time) and those who do not
have email addresses registered on Full-Time.

Step 5: Once you have written the message, click on “Next Step”.

Step 6: The “Email Groups Confirmation” screen shows the list of people who will receive the
message (everyone is blind copied in, so their email addresses are not shown to everyone else).
Once you are ready to send the message, click on “Send Email”.
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4.3 How to… Send Fixture/Referee Appointment Notifications
Full-Time offers the facility to send automated emails to people when you either change a fixture
(creating it, moving kick-off time, etc) or change a refereeing appointment for a fixture in which they
are involved. These may be sent out to any group of people (League Administrators, Team
Administrators, Referees, Players).
Example:- if you create a fixture, along with a refereeing appointment, you can set Full-Time to send
a notification email out to all League Administrators, the Team Administrators and Players for the two
sides involved, and the Referee appointed to the game. Note that all those you wish to receive emails
must have already verified that they wish to receive emails from Full-Time (see How To… Request
People Accept Emails from Full-Time).
Note: when you make a change which will set-up an automated email, Full-Time does not send it out
immediately, but waits for an hour, and if there is more than one fixture involved for a particular
recipient, each will be included in one single email. There is an option for you to “interrupt” these
notifications if you wish (see How To… Cancel an Automated Fixture Notification).
Step 1: From “Admin Home”, click on “Email Wizard”.

Step 2: Within the “Email Wizard”, click on “Notifications”.

Step 3: Within the “Email Notification Status”, make sure the current season is enabled for
notification.
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Step 4: Select the roles for which you wish Notification emails to be sent out and click “Update”.
Example Below: changes of fixtures are sent out to League Fixture Secretaries, League
Administrators, Referees’ Secretaries and Team Administrators. Refereeing appointments are sent
out to the same group of people, plus the referee(s) involved.

Fixtures adjusted using the “Mass Update” page within the fixture wizard now also generate autoemails (assuming that the auto-email functionality is being used).
The auto-emails sent out for fixture/referee appointment notifications now includes a hyperlink to the
fixture concerned on the public pages of Full-Time.
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4.4 How to… Cancel an Automated Fixture Notification
If you have elected to use the automated “Fixture Notification” option, then once you make a change
to any fixture (or referee appointment), a “List Notifications” option link appears on your “Admin
Home”. If you wish to cancel this notification email, you may do so.
Step 1: From “Admin Home”, click on “List Notifications”.

Step 2: The “List Email Notification Details” page shows you when the notification will be sent out,
and offers three options:Notification Roles - a link to the page where you decide who to send notifications to (see How To…
Send out Fixture/Referee Appointment Notifications)
Clear/Don’t Send - cancel this notification email
Send Now
- send out this notification email immediately (don’t wait for an hour to pass
whilst Full-Time waits to see if you have other changes to add).
To cancel the notification email, click on “Clear/Don’t Send”.

Once you have chosen your option, Full-Time returns you to Admin Home (and if you’ve sent or
cancelled the notification email, note that the List Notification option has vanished).
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4.5 How to… Request Subscription to League News
Full-Time offers the facility for anyone to request subscription to any League News items which you
may send out.
Note: this option does not give people access to “automated” news items, nor every email you send
out. However, if you wish to run a periodic (regular, or irregular) “what’s happening in our league”
email bulletin then this can be sent to all subscribers who have registered for news.
Step 1: From the main menu of your Full-Time website, click on “Email Subscription”.

Step 2: On the “Subscription” page, enter your name and email address. Click on “subscribe”.

Any news items the league sends out to subscribers will include this email address.
4.6 How to… Cancel Subscription to League News
If someone has subscribed to League News, they may cancel this subscription, directly through FullTime. Alternatively, when they next receive an email from Full-Time, there is an option to cancel their
subscription within the email.
Step 1: From the main menu of your Full-Time website, click on “Email Subscription”.

Step 2: On the “Subscription” page, click on “Remove your Email Address from Subscription”.

Step 3: The page refreshes. Enter your email address and click “unsubscribe”.

The subscription to League News bulletins is cancelled.
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4.7 How to… Send Out League News to Subscribers
Full-Time allows you to send out League News Items to everyone who has subscribed (see How To…
Request Subscription to League News).
Step 1: From “Admin Home”, click on “Email Wizard”.

Step 2: From “Email Wizard”, click on “Email Subscribers”.

Step 3: On the “Write Email for Subscribers” page, write the details of your News Item, including a
subject and the main message.

Step 4: Once you have finished, click on “Preview”.

Step 5: Full-Time will display the message created. The sections are as follows:Subject
Header
Message
Footer
To List

-

the subject of the message.
a summary explaining who sent the message, and that Full-Time produced it.
the message itself.
a footer telling them how to unsubscribe if they so wish.
a list of recipients (note this is not included on the email that goes out).

Click on “Send Email”.

The news item will be sent to all league subscribers.
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4.8 How to… Include/Exclude Hidden Fixtures from Auto-Emails
The auto-email functionality for fixtures and referees appointments includes an option to be
synchronised with the "Hide Fixtures" option. If a fixture has been set as "Hidden" then auto-emails
will not be generated for it, and if the fixture which has been set as "Hidden" is “unhidden” then autoemails will be generated once it is unhidden.
Step 1: From “Admin Home”, click on “Email Wizard”

Step 2: From the “Email Wizard”, click on “Notifications”

Step 3: On the “Email Notification Status” page, check (or uncheck) the box marked “Exclude hidden
fixtures from email notifications”

Step 4: Click on “Update”

4.9 How to… Specify a Reply-To Email Address from Auto-Emails
An option is now included allowing competitions to specify a Reply-To Email Address from AutoEmails. Although the auto-emails will not be shown as coming from this email address (they are sent
from donotreplyfulltime@thefa.com) it provides competitions with the option of having replies sent to
them if users do try to reply to these automated emails.
Step 1: From “Admin Home”, click on “Email Wizard”

Step 2: From the “Email Wizard”, click on “Notification Settings”

Step 3: Enter the email address you wish to be used if a recipient clicks “Reply” and click on “Update”
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4.10 How to… Send Out Weekly Auto-Email Reminders
The functionality to trigger automated emails allows competitions have the option of having “autoemail reminders” sent out on a weekly basis, in addition to any auto-emails which are sent out when
fixtures or referee appointments are added or amended.
These auto-email reminders can be configured to go out on a regular day/time of the week, and will
include reminders of any forthcoming fixtures for a set period of time.
Remember that the auto-email functionality must be “enabled” for the season concerned and that the
recipients must have verified their email addresses. As with the other auto-email functionality, these
emails are only sent to Administrators/Officials involved in the fixtures concerned.
Step 1: From “Admin Home”, click on “Email Wizard”

Step 2: From the “Email Wizard”, click on “Auto-Email Reminders”

Step 3: On the “Auto-Email Reminders” page, click on “Weekly Auto-Email Reminders”

Step 4: On the Weekly Auto-Email Reminders you will be asked to set three options (each includes
the option to select “blank”, which will disable to weekly auto-email reminders.
Day of Week – the day of the week on which the auto-email reminders will be sent out
Hour of Day – the time of day on which the auto-email reminders will be sent out
Upcoming number of days looking forward for fixtures – the number of days which will be
covered when these automated emails are sent out

Example: the weekly auto-email reminders have been set with settings of “Sunday”, “1800 hours” and
“7 days”. Consequently, every Sunday at 1800, automated emails will be sent out reminding people of
forthcoming fixtures for the next seven days only. Any fixtures which are more than seven days in
advance of the Sunday will not be included, unless the “7 days” is increased to a different setting.
Important Note: Note that these email reminders are sent out in addition to any which are sent out
when a fixture or referee appointment is added/amended. The functionality has been included for
competitions who wish to send out a regular “reminder” about fixtures and appointments.
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4.11 How to… Send Out Instant Auto-Email Notifications
The functionality to trigger automated email reminders includes an option to send out reminders
“instantly”, to cater for clubs, teams and match officials who may have lost their original emails or
when a competition wishes to send out reminders immediately.
Step 1: From “Admin Home”, click on “Email Wizard”

Step 2: From the “Email Wizard”, click on “Auto-Email Reminders”

Step 3: On the “Auto-Email Reminders” page, click on “Instant Auto-Email Reminders”

Step 4: On the Instant Auto-Email Reminders you will be asked to set one of three options (each is
set to blank by default, plus the “upcoming number of days” (which is the number of days which will
be covered when these automated emails are sent out). The three options are as follows:Fixture Group – instant reminders will be sent out for all fixtures within the selected fixture group (this
may be a division, a cup or an “Other Fixture” group)
Club – instant reminders will be sent out for all teams which are part of the club selected
Team – instant reminders will be sent out for the team selected

Step 5: Once you have selected the Fixture Group/Club/Team required and the “Upcoming number of
days” click on “Send Now”.

The instant email reminders will be sent out. Full-Time also displays the last fifty sets of instant autoemail reminders send out using this option.
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4.12 How to… Include Footer Notes with Auto-Emails
Full-Time includes the option to include some notes within the automated email notifications sent out
– for example reminders or references to forthcoming events.
Step 1: From “Admin Home”, click on “Email Wizard”

Step 2: From the “Email Wizard”, click on “Notification Settings”

Step 3: On the Email Notification Settings page, click on “Settings” tab

Step 4: In the “Footer Text for Auto-Emails” enter the text required, and click on “Update”

This text will be included at the bottom of all auto-emails sent out from Full-Time (note that this text
can include HTML tags if you wish to include them).
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4.13 How to… Include Document Links with Auto-Emails
Full-Time includes the option to links to documents (PDF, .doc, .docx, .xls or .xlsx) within the
automated email notifications sent out – e.g. report forms, rules or other guidance notes.
Note: these documents will be stored within Full-Time, and email recipients will have to click on the
links shown to access the documents. They are not circulated as “attachments”, as this increases the
chances of auto-emails falling foul of spam-filters.
Step 1: From “Admin Home”, click on “Email Wizard”

Step 2: From the “Email Wizard”, click on “Notification Settings”

Step 3: On the Email Notification Settings page, click on “Footer Documents” tab

Step 4: In the “Add a Document” page, enter the following information:Description – this is how the document will appear within the administration section of Full-Time (so
give it a label you will be able to identify).
Footer Document File – you can use the browse button to search and load this file from your
computer. Note that it must be a PDF, Word (.doc or .docx) or Excel (.xls or .xlsx) file
Document Link Text – this is the text which will appear on the auto-email, so should explain what the
linked document is – you will probably want to begin this description with “Click here to….” to make it
clear that it is a link to a document.
Include to Role – you can specify which roles within Full-Time will receive this document link on their
auto-emails (note that you will only be offered those roles who you have set up to receive autoemails). This allows you to potentially send different linked documents to different roles (e.g. guidance
for referees might only be sent to referees, and not team administrators).
Sequence – each linked document can be given a sequence number – this determines the order in
which they appear if more than one document is included.
Check to go out to all fixture groups – if you check this option, then the linked document will be
included on auto-emails for all fixture groups. If you do not check this option, you will be separately
prompted to confirm which fixture groups should have this linked document included.
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Step 5: Once you have made the selections required, click on “Add”.

Step 6: The linked document will be added to the list of documents which appears at the bottom of
this page. If you wish to edit the document you may do so via the “Edit” button. You may also delete a
document by clicking on the “Delete” button.

Step 7: If you elect to edit a document, then the edit document page allows you to amend the
description, document link text, recipient roles and the sequence number, as well as specifying which
fixture groups the document will be included to. Once you have finished editing it, click on “Update”.

When auto-emails are sent out, the link to the document will be included on the footer of the autoemail, and recipients can click on the link to access the document concerned.
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4.14 How to… Include Referees’ Contact Details on Auto-Emails
Full-Time includes an option to have match officials’ contact details (email address and telephone
numbers – addresses are not included) included on auto-emails, allowing clubs to contact referees
directly when confirming fixtures. If you wish to hide an individual referee’s contact details from autoemails, you may do so (see How to… Set Referees’ Contact Details as Hidden from Auto-Emails),
either for all contact details, or selected contacts.
Important Note: Please ensure you have a match official’s permission before you include their
contact details on auto-emails.
Step 1: From “Admin Home”, click on “Email Wizard”

Step 2: From the “Email Wizard”, click on “Notifications”

Step 3: On the “Email Notification Status” page, check (or uncheck) the box marked “Include match
official contact details in email notifications”.

Step 4: Click on “Update”

When any auto-emails are sent out for fixtures involving the match official concerned, their contact
details will be included, unless they have been set as hidden via the Edit Person page..

Full-Time – Communications

Page 34

4.15 How to… Set Referees’ Contact Details as Hidden from Auto-Emails
Full-Time includes an option to have match officials’ contact details (email address and telephone
numbers – addresses are not included) included on auto-emails, allowing clubs to contact referees
directly when confirming fixtures. However, individual match officials may not want all of their contact
details to be included on auto-emails.
Important Note: Please ensure you have a match official’s permission before you include their
contact details on auto-emails.
Step 1: From “Admin Home”, click on “People Wizard”.

Step 2: Click on “Referee”.

Step 3: Click on “Edit” for the referee required.

Step 4: On the “Edit Person” page, check the boxes required to hide contact details from Auto-Emails
(email address, home phone number, work phone number and mobile phone number).

Step 5: Click on “Update”.

When any auto-emails are sent out including match officials’ contact details, the selected details will
not be included.
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5.0 Contact Messages
5.1 How to… Send a Contact Message to the League
Full-Time enables people to send messages to the League, which Full-Time will store until one of
your league officers has had time to respond to it. These can be sent by anyone, there is no need for
them to log into Full-Time to send the league a message.
Step 1: From the main menu of the Full-Time website, click on “Contact”.

Step 2: Full-Time will launch a “Contact” Window, with options to Contact the League or Contact a
Team in the League. The default option is to Contact the League.
Enter the message you wish to send to the league, ensuring you give your name, email address and
a subject. Once you have completed the message, click on “Send Message”.

Full-Time sends the message, and gives the sender an on-screen confirmation.
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5.2 How to… Send a Contact Message to a Team
Full-Time allows people to send messages to a particular Team, which Full-Time will store until one of
the Team Administrators has had time to respond to it. These can be sent by anyone, there is no
need for them to log into Full-Time to send the league a message.
Step 1: From the main menu of the Full-Time website, click on “Contact Us”.

Step 2: Full-Time will launch a “Contact” Window, with options to Contact the League or Contact a
Team in the League. Click on “Contact a team in the League”.

Step 3: The “Team Contact Message” page will appear. Select the team required from the drop-down
menu (note that a team will only be shown if one of its Team Administrators has logged into Full-Time
during the past 30 days) and click “Submit”.

Step 4: Enter the message you wish to send to the team, ensuring you give your name, email
address and a subject. Once you have completed the message, click on “Send Message”.

Full-Time sends the message, and gives the sender an on-screen confirmation.

If the league has disabled the option to allow Team Administrators to access Contact Messages, then
the section to allow messages to be sent to teams will not appear.
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5.3 How to… View/File Contact Messages
Full-Time allows people to send messages to the League or to a particular Team, which Full-Time will
store until one of your league officers has had time to respond to it. Once you have looked at a
message, you should file it so that other league officers know it has been dealt with.
Step 1: When a message has been left, a reminder will appear in Admin Home, under “High Priority”.

To access the message, either click on “Go”, or from “Admin Home”, click on “Contact Messages”.

Step 2: The “Contact Messages” page will appear, with a drop-down menu offering three categories:New
Open
Closed -

Messages which no-one from the league has yet looked at.
Messages which have been looked at, but have not yet been answered.
Messages which have been answered, and need no further action.

It is important to note that once a message has been answered, you should make sure it is closed.
This will prevent another league officer from answering it as well.

Step 3: Select the category of message required (New, Open or Closed) and click on “Read” for the
message you wish to look at.

Step 4: Full-Time displays the message, including the sender’s email address.
If you wish to send an email to the contact who emailed the league, you should do so using your
normal email system. You cannot use Full-Time to send replies to these messages.
Once you have finished reading the message (and possibly responded), click on “Back”.
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Step 5: Full-Time returns you to the “Contact Messages” page. Note that the message just read no
longer appears under “New” (because you have read it).

Step 6: Change the status drop-down box to “Open” and the message you have just read will appear.
You have three options – Read (if you need to read it again), Close (in which case Full-Time will flag
the message as “Closed”, though it will not delete it) and “Delete”.

Note: we recommend that you check your “Open” messages periodically, as it is quite possible that
one league officer will read a message, decide to leave it for someone else, and you do not want
messages to slip through un-noticed.
There is also an option to have any incoming messages copied by email to your email account (see
How To… Get Contact Messages Copied to Your Email).
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5.4 How to… Get Contact Messages Copied to Your Email
Full-Time enables people to send messages to the League, which Full-Time will store until one of
your league officers has had time to respond to it. It also has an option to have these messages
copied to your email address, so that you can reply to them directly from there.
Step 1: From “Admin Home”, click on “Contact Messages”.

Step 2: The “Contact Messages” page will appear. Click on “Email Notification Contact Preferences”.

Step 3: Full-Time will take you to your entry on the “Update Person” page (so you could also access
this via the People Wizard). In the box marked “Contact Us Preference” select “Receive Email”.

Step 4: Click on “Update”.

Any messages sent to the league will now be copied to your email address. Any number of league
officers may set this option, and all would then receive a copy.
This is why it’s important to “Close” any message once you have dealt with it (see How to… View/File
Contact Messages), so that other League Officers know you’ve answered the message.
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6.0 Match Reports
6.1 How to… Create Match Reports
Full-Time allows League Administrators to create Match Reports, which appear on the Full-Time
website. Match reports can include photographs (which must be .jpg files). Team Administrators may
also be given access to create Match Reports for their own teams (see How To… Allow/Prevent
Team Administrators to Create Match Reports).
Important Note: Please make sure you have read the Football Association guidance on use of
appropriate images (photographs) of anyone under the age of 18. This is available on the Football
Association website at:- http://www.thefa.com/TheFA/WhatWeDo/FootballSafe/Downloads.aspx
Step 1: From “Admin Home”, select the correct division and then click on “Match Reports”.

Step 2: On the “Match Reports” page select the team required from the drop-down menu.

Step 3: Full-Time displays all matches for the team concerned (including those which haven’t yet
been played). To create a new match report click on “Create New”.

Step 4: The “Create Match Report” page allows you to give a Title, and space for the main text report.
You should also enter the author’s name (if you leave it blank, your name is used by default). If you
include any email addresses or web-addresses within the report, then tick the “Auto Link” box and
Full-Time will display these as hyperlinks.

Step 5: Once the match report is complete, click “Create”.

Step 6: The “Images and Documents” section appears. If you want to add photographs to your match
report, click on “Create”, otherwise click on “Finished/Cancel”.
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Step 7: The “File Attachment” page appears. Write a caption for the photograph you want to include,
give a sequence number for it (the photograph with sequence number 1 will appear first, then
sequence number 2, etc) and use the “Browse” option to select the photograph you wish to upload.
Once you have selected the caption, sequence and file, click on “Upload”.

Step 8: Full-Time will upload the photograph for you. Assuming the photograph is not exactly the right
size (236 pixels high, up to 451 pixels wide) it will offer one or two options for editing the photograph.
Option 1 – Let Full-Time automatically resize the photograph for you.
Option 2 – “crop” the photograph using a “Java-enabled applet”. This option will only appear if you
have Java enabled in your web-browser (there is a link for more information if you need it).
If you want to leave Full-Time to do it automatically, or the Java enabled option doesn’t appear, then
click on “System Load” within option 1 (hint – if in doubt, select this option).

Step 9: The photograph and caption appear within the “Images and Documents” section. To add
more photographs, click on “Create”. When you’ve added all your photographs, click on
“Finished/Cancel”.

Step 10: The Match Report is now listed at the top of the team results page.
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6.2 How to… Prevent Team Administrators Creating Match Reports
The default setting for Full-Time allows Team Administrators to create Match Reports without League
Approval (though you can see who posted them). If you wish to disable the option for Team
Administrators to post Match Reports you may do so.
Step 1: From “Admin Home”, click on “League Setup Wizard”.

Step 2: Click on “League Options”.

Step 3: Within the League Options, click on “Define Roles and Security within your League”.

Step 4: Full-Time lists all of the roles you have decided to use (see How to… Create Other League
Roles). For Team Administrators, click on “Override”.

Step 5: The “Maintain Security” page appears, which shows all of the functions within Full-Time that
are normally allowed for the role selected (in this case, Team Administrators). To prevent Team
Administrators creating Match Reports, un-tick the “Create Match Reports” box.

Step 6: Click on “Update”.

Team Administrators will no longer be given the option to write match reports.
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6.3 How to… Approve Match Reports
Full-Time includes the option for leagues to allow Team Administrators to post match reports for their
games, and we have now added functionality such that these match reports cannot be published until
they have been approved by a League Administrator. Once a match report has been approved, it
cannot be updated by a Team Administrator.
We recommend that leagues check and approve all match reports, to be sure that Team
Administrators are not posting anything which may cause offence.
Step 1: From the League Setup page, select League Options and find the Match Reports section.
We recommend that you check this box, to ensure that all match reports have to be approved by a
League Administrator before they are published. If you leave it unchecked, then any match reports will
not be subject to the league approval step, and will automatically be published.

Step 2: To enable (or disable) Team Administrators from submitting match reports, go to League
Setup, League Options and select the Define Roles and Security for Your League option. Go to
the Team Administrators and check (or uncheck) the “Create Match Reports for Teams within their
Domain” option – checking it will allow Team Administrators to submit match reports.

Step 3: When a Match Report is submitted by a Team Administrator, a warning appears on Admin
Home. Click on the “Go” link (or use the Match Reports link on the main menu).

Step 4: The Match Reports page will appear, which has a drop-down menu for “Submitted” (awaiting
consideration by the league), “Approved” (approved by the league for publication) and “Declined” (the
league have not approved the match report for publication).
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If you have any concerns about the content of a match report, please seek guidance from your
County Football Association. Remember that an “honest report” is not the same as an appropriate
report!

Step 5: Click on “Edit” for the match report required.

Step 6: The match report will appear, and can be reviewed and amended by the League
Administrator as required.

Step 7: At the bottom of the screen there is an option to change the approval status from “submitted”
to “approved” (or “declined” if necessary). Select the option you require and click on “Update”.

The match report will be approved and can be seen on the Match Reports page.
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