
SCHEDULING	EVENT











• Log	on	to	Website

• Sign	into	your	page	to	use	

“Edit	Mode”


• Select	“Traveling	Tab”

• Scroll	down	to	“Teams”

• Choose	Team


• Under	Team	Calendar,	
select	“View	All”










• Select	“Add	New	Event”


• Add	Event	Name

• Add	Date	and	Time	(time	

is	2-hour	time	blocks)

• Add	Repeats	(only	for	

weekend	tournaments	
with	unknown	time)


• Add	Location

• Check	“Add	Link	to	

Location”

• Add	Location	Details	

(specify	field)

• Use	“Description”	for	

notes	(i.e.	dual	practice)

• Click	“Create	This	Event”







EDITING	CURRENT	EVENT










• Example	of	Scheduled	
Event


• When	adding	a	link	to	
location,	select	“Absolute	
Location	Link”


• Copy	and	Paste	from	
Google	Maps	the	location	
address


• The	mbl.bz/fields	website	
has	some	field	locations


• Scheduling	field	locations	
helps	communication	
between	coaches	and	
parents,	especially	those	
who	are	new	to	program


• To	edit	an	event	detail,	
click	on	scheduled	event


• Click	on	“Settings”	Wheel







• For	one	event,	select	
“Only	This	Event”


• For	recurring	events,	
select	“All	Events	in	the	
Series”


• From	there,	update	event	
details



