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Register: U & players 
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All players, incl. captains: 

  

Step 1 : Join your University on Sportalise: 

• Click the relevant link below & click “Join 

Club”  & register as a new user, activating 

your account when the link is sent to you 

University / College Name Signup Link 

BPP Law School  www.sportalise.com/L6683  

Central School of Speech & Drama (CSSD)  www.sportalise.com/L5033  

City University  www.sportalise.com/L5027  

Goldsmiths - University of London  www.sportalise.com/L626  

Heythrop College  www.sportalise.com/L5030  

Imperial College London  www.sportalise.com/L629  

Imperial College School of Medicine (ICSM)  www.sportalise.com/L5031  

Kings College London  www.sportalise.com/L1294  

Kings College Medical School (KCLMS)  www.sportalise.com/L6649  

London School of Economics (LSE)  www.sportalise.com/L5032  

London South Bank University (LSBU)  www.sportalise.com/L630  

Queen Mary, University of London  www.sportalise.com/L1287  

Royal Free & UCMS (RUMS)  www.sportalise.com/L1292  

Royal Holloway  www.sportalise.com/L1297  

Royal School of Mines (RSM)  www.sportalise.com/L1293  

Royal Veterinary College (RVC)  www.sportalise.com/L5028  

School of Oriental & African Studies (SOAS)  www.sportalise.com/L1289  

School of Pharmacy  www.sportalise.com/L1288  

Schools of Slavonic and East European Studies (SSEES)  www.sportalise.com/L5025  

St Barts & the Royal  www.sportalise.com/L1295  

St Georges University  www.sportalise.com/L1296  

St Marys University College (SMUC)  www.sportalise.com/L5026  

University College London (UCL)  www.sportalise.com/L519  

University of the Arts, London (UAL)  www.sportalise.com/L5029  

University of Westminster  www.sportalise.com/L1290  

Step 2 : Join your club teams  

• Log in and click “Clubs, Orgs, 

Associations” on the menu bar 

• Click the “Affiliated Clubs” button (the     

icon) next to your university name 

• Next to the relevant club e.g. “Imperial 

Hockey”, click the “Club Teams” button (the  

                icon) 

• Click “Join Team” next to the relevant team 

& gender (the          icon) 

 

 Please pass these instructions to all your players 

http://www.sportalise.com/L6683
http://www.sportalise.com/L5033
http://www.sportalise.com/L5027
http://www.sportalise.com/L626
http://www.sportalise.com/L5030
http://www.sportalise.com/L629
http://www.sportalise.com/L5031
http://www.sportalise.com/L1294
http://www.sportalise.com/L6649
http://www.sportalise.com/L5032
http://www.sportalise.com/L630
http://www.sportalise.com/L1287
http://www.sportalise.com/L1292
http://www.sportalise.com/L1297
http://www.sportalise.com/L1293
http://www.sportalise.com/L5028
http://www.sportalise.com/L1289
http://www.sportalise.com/L1288
http://www.sportalise.com/L5025
http://www.sportalise.com/L1295
http://www.sportalise.com/L1296
http://www.sportalise.com/L5026
http://www.sportalise.com/L519
http://www.sportalise.com/L5029
http://www.sportalise.com/L1290
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1. Managing Your Team 

 

 These help slides are for : 

- team managers / captains and players  

 

They give an overview of your team’s and clubs’ home page 
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1. Manage your Club / Team – Your Home 
Page 

Copyright © 2009 Rivonia® Consulting Ltd 

Each team has a  

Team Home Page 

from which you can 

manage your players: 

Click on Teams 

then click on the  

team’s link   

Note that all your clubs have a Club 

Homepage where you can keep 

updated with the club’s leagues, 

news and events 
 

To go to your club click  

“Clubs, Orgs Associations” at the top 

of the tool bar 
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1. Your Team Home Page 
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From here  

you can 

manage your  

team: 
• Members database 

• Change captain 

• Contact members 

• Add photos 

• Forums & 

• Polls 

Clubs and Leagues/ tournaments have a similar page 

 On the cub homepage you can see all club events 

 

IMPORTANT : ULU events are against the ULU & your own uni’s events will be against 

your uni club 
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1. Your University / Club Home Page 

From Here you can 

• Manage your: 

• Members database 

• Revenues 

• Communicate with members 

• Add leagues (intramurals 

• Events and taster sessions 

• Put up forms, polls  

• and more 

(League / Tournament 

administrator help 

slides can be found by 

clicking here) 

 

http://www.sportalise.com/help/matchreturns.pdf
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2. Register Your Players into the ULU 
leagues / tournaments 

 

 These help slides are for : 

- team managers / captains or  

- club Head Coaches / administrators  

 

to sign up teams & register players to Leagues / KO’s / Round Robins 
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2. Register your players to leagues 

Once your players have registered on the system and joined their teams, you need to 

formally register them in each league they are playing in, as follows: 

 

Click “Clubs, Orgs, Associations” on the menu 
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2. Register your players to leagues 

• Leagues are available for you at your university level and (Intramurals) or ULU level 
 
• Click “Leagues / tournaments” next to “University of London Union (ULU)” to enter 

the ULU leagues  
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2. Register your players to leagues 

• Click “Signup / Registration” next to the relevant league / tournament 
 

• NOTE : If this button is not visible then it means either:  
i. player registration is not required / for this league / event or  
ii. you are not eligible to sign up e.g. you are not a club admin or team 

manager / captain / vice captain 
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2. Register your players to leagues 
       (ONLY shown if the league / tournament requires it) 
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•Click the team name you are entering  
•Tick the signup tickbox to the right to include the players 
who are entering to the tournament 
 

 
• Click the “Signup” button 
 

 
• IMPORTANT :  
• You can always come back and edit this list by clicking on the Signup 
/ Registration icon in the previous slide. 
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3. Squad Selection for Team Matches 

These slides are for team captains or club admins to perform squad selection for matches 

 

 
 

 

IMPORTANT :  

• Your matches must already exist on the system before proceeding with this step 

 

If your matches do not exist yet, you can: 

• Either create ad hoc Competitive matches  (if your league / tournament organiser is not using Sportalise)     

 (for help creating ad hoc fixtures click here) 

  

OR  

 

• Generate match schedules / fixtures by running the league or tournament on the system 

 (for help creating leagues or tournaments click here) 

 

http://www.sportailse.com/help/events_comp_chall.pdf
http://www.sportalise.com/HelpSource/GeneralHelp.aspx
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•Go to Matches & Events  
•Scroll down to the appropriate match / event and click the “Invite your team” link 

3. Squad selection 
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• 1 : Select the players you want to player in this particular match 
• 2 : Choose the invitation type for each player (The system will remember the setting for next time) 
• 3 : Show any suspended or injured / away players  
• 4 : Add a message (on sending the system will email your message with the invitation) 
•  

• When ready to invite the players,  click the “Send Invitations” button & then click “Close” 

3. Squad selection 

2 5 

4 

3 

1 
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• The players will receive an email invitation similar to the one above 
 

• Players Accept / Reject (with or without transport) to set their status for each match/event 
 

• When they click the links, they will be taken top  a screen where they can add the event to 
their calendars and set availability for the following matches 
 

• NOTE : If the email gets caught up in a junk / spam email filter then ask the players to add 
notifications@sportalise.com  to there junk mail and spam filters or “white lists” 

3. Squad selection 

mailto:notificatins@sportalise.com
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• On the “Matches & Events” page the link will change to “Manage Invitations”  
 

• Click this link again to monitor invitation statuses, send reminders, invite other players or  
monitor attendance 

3. Squad selection 
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3. Squad selection 

• 1 :     = player has not responded yet;        =  player accepted the invitation;      = player is not attending 
  
• 2 : Resend invitations. The system will resend via the method you first invited the player via e.g. email / SMS 
• 3 : Remove players from the event 
• 4 : Set your own status to Accepted 
• 5 : Invite more players from the team that were not originally invited 
• 6 : Set Actual attendance i.e. who actually came to the match / event 

 
• A         icon means the player has offered to provide transport.  
• A         icon means the player has not offered to provide transport 

 Click on the                 icons to toggle them on and off 

5 

1 

6 2 

4 

3 
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• Squad members can also maintain their statuses for each event via the Matches & Events 
page 
 

• i.e. even after they have clicked the links in the email invitations, they can still update their status in the system 

3. Maintain your own status (Team 
Members) 
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3. Maintain your own status (Team 
Members) 

• This is for invited players to maintain their own status for the invitation 
 

• Click “Matches & Events” on the menu bar then click “Maintain your Status” next to the 
match / event 
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3. Maintain your own status (Team 
Members) 

• In this example, “Player Thirteen” is the player viewing his own status 
 

• He can Withdraw himself and toggle his transport status on and off via the               icons   
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4. Create Practice & Coaching Session 

 

 These help slides are for creating a practice or coaching session 
 

The sessions can be recurring e.g. like MS Outlook / other calendars 
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4. Starting from the Homepage (Cockpit)… 

• Click “New Match / Event” option on the menu bar 
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4. Create Practice Session 

• Select “Practice Session” or “Coaching Session” from the drop down 
• Tip ! : Enter date and time (Daylight Saving Time (DST) is automatically taken into account) 

 
• Select the venue and team  

• Tip ! : Create all your venues up front so they appear in your drop downs throughout the system 

 
• Enter the day of week (DOW) and the number of weeks the sessions occur for 
 

• Add any comments into the comments box. Users will see these comments in the email 
notification sent to them 
 

• Click “Submit” 
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4. Email Notification Sent 

• Each player in the team in the team will receive an email notification 
 

• All occurrences of the sessions will now appear in the “Matches & Events” screen when 
players log in 
 

• The player can set his attendance for the FIRST session by clicking on one of the links 
 

• To set availability for future sessions follow the instructions on the system 



26 Copyright 2011 Rivonia © Consulting Ltd. All rights reserved 

5. How to view match schedules (fixtures) 

 

  

There are a number of ways to view schedules in the system. 

 
It is geared towards showing only what is relevant to you so as to make it 1-click & easy to 

see your stuff. So if you want to see stuff that’s not directly relevant to you e.g. your entire 

club’s schedules, it’s a couple more clicks…. 
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5. How to view fixtures (match schedules) 

• There are a number of ways to view schedules…. 

 

1. “Matches & Events” screen 
 this is the quickest way to view YOUR recent & upcoming matches & events i.e. with 1-

click you see: 

• all league or tournament matches that you or your teams are taking part in,  

• plus social events, practice & coaching sessions created for clubs you belong to 

 

 On this screen click “Show selection parameters” to change the date range or filter on a 

particular team, club or league 

Tip ! : shortcut buttons take you to key screens for 

leagues & tournaments as well as Google maps for 

venues 

Tip ! : throughout the system , click the names of players, 

venues, teams, leagues, clubs or organisations to go to the 

homepage for that object 

Tip ! : 

perform 

squad 

selection 

Tip ! : 

user 

guides 

Tip ! : change the From & to 

Date range 
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5. How to view fixtures (match schedules) 

 2. Individual League / Tournament Schedules (1) 
 this shows the full schedule for a single league or tournament 

 there are two ways to access this screen 

 option 1 below…. 
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5. How to view fixtures (match schedules) 

 2. Individual League / Tournament Schedules (2) 
 option 2 below…. 

 NOTE : The “Leagues & Tournaments” screen shows leagues & 

tournaments that YOU are involved in i.e. that you or your teams are 

entered into 
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5. How to view fixtures (match schedules) 

 2. Mass Schedule Viewing (1) 
 you can show all schedules for all leagues and tournaments running 

for a club / organisation 

 there are two ways to access this screen 

 option 1 below…… 
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5. How to view fixtures (match schedules) 

 2. Mass Schedule Viewing (2) 
 option 2 below…… 

 NOTE : Leagues & Tournaments will run at different levels!! 

 

e.g. For your intramurals click the button next to your university or  

for your inter university / club click the button next to the association level etc 
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5. How to view fixtures (match schedules) 

 2. Mass Schedule Viewing 
 now choose Mass / Editing Viewing 

 and select your leagues & tournaments…. 

Tip ! : To select all the leagues & tournaments for a season year, tick the top tickbox 
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5. How to view fixtures (match schedules) 

 2. Mass Schedule Viewing 
 now choose Mass / Editing Viewing 

 and select your leagues & tournaments…. 

 NOTE : Highlighted fixtures are editable by you i.e. home fixtures 

where you are the team manager / club admin 

Captains – from here you can also change the match schedule – but don’t forget to notify your opponent !  
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6. Results & Stats for Leagues, Round 
Robins & Knockouts 

 

• These help slides are for : 

 team managers / captains / vice captains for team tournaments & 

 players for tournaments for individuals e.g. tennis 

 

for entering results and stats / team sheets for leagues, round robins 

and knockout tournaments. 
 

(League / Tournament administrator help slides can be found by clicking here) 

 

 

 
Steps : 

1.  The home entrant(*) must enter the result 

2.  The away entrant gets an email to confirm the result 

3.  The away entrant must Accept / Object  to the result 

4.  If the away entrant objects, then the league / tournament admin receives an email 

 
(*)  “Entrant” means manager / captain / vice captain of the team in the case of team sports e.g. Football or 

tennis team league. For individual sports e.g. Tennis individuals or squash, it is the individuals in the match. We 

refer to either as the “entrant” 

 

For help slides to change your team’s manager, captain, vice captain click here 

http://www.sportalise.com/help/matchreturns.pdf
http://www.sportalise.com/help/edit_team.pdf
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6. Starting from the Homepage (Cockpit)… 

• Home Entrant * 
 

• Click “Matches & Events”  
 
 

 * Remember, for teams this can be the manager, captain or vice captain 

Method 1 
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 Home entrant:  
 
• On this screen you only see the matches you’re involved in 
 

• Find the match and click “Enter Result “ 
 

•Remember, the home entrant (manager / captain / vice captain for team sports) has to enter the score first 

6. Enter Results & Stats 
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Home Entrant: 
 

•“Submit” enters the score 
 

• Points : Calculated automatically or entered manually, depending on the setting chosen by 
the league / tournament administrator 

6. Enter Result & Stats 

(Part I) 
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• This section can be edited by the entrants or administrator at any time once the result has been 
submitted 
 

• All stats / team sheet data is optional 
 

• Simply select the player names from the drop downs 
• The drop downs will display players invited to the match first, then all other players from that team 

 
• To add more players to the score card etc, simply click the green      sign  
 
 

TIP ! (some sports only): 
• If a player has not registered on Sportalise yet then you can enter them as a Free Text entry for some 
sport. Tick the box in the “F” column and simply type in his name. 
 

• Later, when he registers on Sportalise, you can untick the box and select from the drop down or use the 
mass replacement facility (see the “NOTE” box above the score card section) 
 

• The drop downs will display players invited to the match first, then all other players from that team 

6. Enter Result & Stats 

(Part II) 
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• Away Entrant * 
 

• The away entrant will now receive an email asking him to confirm the score is correct or object 
to the score.  
 

• Neither the home or away can edit the score at this point – only away can enter objections to the score. 
• Any further adjustments to the score have to be done by the league / tournament administrator  

 
• * NOTE : This email will only be sent to the away team manager  in the case of teams. It will not be sent to the captain or vice  
captain 

6. Enter Result & Stats 
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• Away Entrant : 
 

•Accept Result:  
• Click this button if you’re happy with the result 

 
• Object :  

• If you’re unhappy with the result, enter your objections to the result & click “Object“ 

• The league tournament administrator will receive an email with your objections 
•  He will then adjust the score accordingly 

6. Enter Result & Stats 
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7. Create your own Intramural leagues / 
tournaments and events 

 

• These help slides are for : 

 University and club administrators 
 

 
For your university club you can create:  

• Leagues 

• Tournaments 

• Taster sessions & events 

 

 

You can also manage your members database and get robust reporting 

 

Give this a go….. 
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7. Start from 

Go to  

• Clubs, Orgs Associations 

• Click “Leagues / Tournaments” against YOUR university, not against ULU 

• Click create team (make sure you’re an admin of your uni. To be made admin at the uni level, 

get your existing admin to you or contact help@sportaliise.com ) 

 

If you need help on getting your halls / colleges setup, or general advice on how to set up 

intramurals, simply contact help@sportalise.com. There’s no charge. 

mailto:help@sportaliise.com
mailto:help@sportalise.com
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Help? 

•  
 
 

•Lots of manuals are available for you at the help center on the tool bar 
 

•For any questions or help please don’t hesitate to contact the Sportalise 
Service Centre via  
 

Email    help@sportalise.com 
 

• You’re welcome to include your number and we’ll give you a call right 
back 

mailto:help@sportalise.com

