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Overview

This Quick User Guide provides a brief overview of the online appointments system, Schedula and outlines
the processes that must be followed to update your availability each week and provide additional useful
information for appointments.

This Quick User Guide includes screenshots of Schedula and outlines;

e How to check and update Specific Availability.

e Thetime by when your availability MUST be updated each week.

e Thetime that appointments are generally posted on Schedula each week.

e How to check and CONFIRM your appointments.

e  What to do when you have new appointments (or have a change in an appointment - i.e. venue

change).

Please take the time to read this Quick User Guide fully and carefully. If you have any questions please contact

referees@ffnc.net.au or 0434 856 992.

Schedula can easily be accessed via your mobile phone, tablet or computer.
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1. Loginto Schedula (www.schedula.com.au)

Your default username will generally be the email address that was entered when you registered as a
match official through the PlayFootball website*.

Conlfirmation of your username and password should have been emailed to you by Schedula, with a
follow up email from FFNC.

Ifyou have not received any email, please contact the referee’s mobile number (0434 856 992).

*Please note that every user MUST have a unique email address in order to login, so an alternative email address will be used to
setup your login if the email address entered in PlayFootball has already been used by another match official for their Schedula
login.

Email

Email Address

Password

Raview us on T Trustpiiot

2. Click ‘Update Availability”.
@ seme A
¢ Dashboard 51 Upcoming Appointments

sk riofi You have ne upcoming appointments.

Official List

2 samiisraton : ® Unread Pay Advices © Availabljty

[&] Manual Appointments
You have no unread pay advices,
ecified your general availabilty.

Update Avallabiity | & dan February 2028 Mar
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Appointments
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Scheduia Settings -
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& Previous Appointments
Below are your previous five appointments.
Competition Type Date. Time: Teams Venue MatehStatus
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3. Update your Specific Availability

This must be done not later than 6pm each Sunday to ensure that your availability is correct for the upcoming
week. If you need to correct your availability after this time, please email referees@ffnc.net.au, however do
not change your availability in Schedula.

FFNC makes it known that you should only update your availability by specific availability. Utilising the
‘General Availability’ function creates various issues every week where match officials are incorrectly shown
as being ‘available’ when they are ‘unavailable’.

Select ‘Add Additional Specific Availability”

& ous © Availability
<
B Pro . The following table lists your Availability ©
Manage Availability You heve not specified any genersi svailfbiity.
Manage Your Profile
© Ada Agattional General A
Your Appointment History
Your Pay Advices
ag Ol The following table lists your Avallabiiity ©
Administration

You have 1o speciic svailabiity sftings.

[8) Manual Appointments

Automatic R © Ada Adational Specific Avatiadliity
B8 Appointments

E2 Communications
© Copyright 2025 GemeDay. Al rights reserved. | Privacy Policy

£33 Schedula Settings

@ Reports

Click on the calendar icon and select a specific date that you are available.

@ Add Specific Availability

Use this screen ta select options for

your Specific Availability settings.

Specific Availability overrides any

r 1 [ B ilabifi you may or may

Tima you are specitically avaliable » | 12:000m ~ | onwards. ~ | not have set. Select aparticular date.
time period, organisation sndior region

Date you are specifically available

N that you are specifically available or
Typeot avaisbility unavailable for.

- What is a Region?
® ARegion s collection of grounds
defined by an Organisation that you can
© Selected Organisations ‘make yourself available for. Regions
assist Organisations and Apaintmant
Officers in determining who is available
and where,

[ oe B
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Click on the dropdown box/s to add a time that you are specifically available.

(© Add Specific Availability

Date you are specifically available

Time you are specifically avalizble

Typa of avaiiability

Where youare specifically available (@) All Organisations

() Selected Organisations

Use this screen to select options for
your Specific Availability settings.
Specific Availabifity overrides any
General Availability that you may or may
not have set, Select & particular date,
time period, organisation andfor region
that you are specifically available or
unavailable for,

What is a Region?

A Region iza collection of grounds
defined by an Organisation that you can
mate yourself available for. Regions
assist Organisations and Appointment
Officers in determining who |5 available
and where,

oo IO

Click on the dropdown box and select ‘Available, then select ‘Save & Close’.

(© Add Specific Availability

Date you are specifically available

Time you are specifically avaiiable

Type of avaliability

Where you are specifically available (@) All Organisations

() Belected Organisations

LUse this screen to select options for
our Specific Availability settings.
Npecific Availahifity overrides any
GAneral Availability that you may or may
noi\rave set, Select & particular date,
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When you have updated your availability it will appear in your ‘Manage Availability’ section, as below;

€ Dashboard @ Availability _
c
B¢ schedulaProfile - The following table lists your General Availability @
Hanse Avalabaty cified eny general avallabiity
Manage Your Profiie

€D Add Adaitional General Avallablity
Your Appaintment History

Your Pay Advices

The following table lists your Specific Availablli
€ Official List e following table lists your Specific Avallabllity @

Administration

Date Status Time Period Organisation/Region

[ uaiaic From 8308 Until 2 30m aog

[&] Manual Appointments

Saturday 14 February

Remove
Automatic

i Appointments
€D Ada aaditional Specific Avallabliity

@ Communications -

83 Schedula Settings -

T Copyrignt 2026 GameDay. Al ignts reserved | Pri

@ Reports .

A summary of your current availability can also be found on the ‘Dashboard’ screen. This is the first page you
see after you login to Schedula.

B SchedulaProfile You have no upcorming appointments

'5E Official List
Administration ® Unread Pay Advices © Availability

[&} Manual Appointments

You have no unread pay advices. 5
@  Youhave not specified your general availability.
Automatic

Appointments

Update Availability 4 Jan February 2026 Mar >
€52 Communications

Su Mo Tu We Th Fr Sa

Logend
£6} SchedulaSettings . T |2 |3 | 4|5 |87
@5 Reports . Prtisiy fusiasie 8 9 0 N |12 B W

Days with no colour markings means you are tnavaiisble

15 16 ” 8 19 20 2

22 23 24 25 26 27 28

& Previous Appointments

Below are your previous five appaintments

Competition Type Date Time Teams: Vanue Hatch Status

FENG Mens Lesgue s assrstant uo08izs 1230 n Confirmed View
PPN Hers League 1 2408775 12.307H Hbvtc v Lismor it Confirmed View
FENE Mer's Leaque | 20007125 300PH Burfingbsr v Lismore Thisties Burringhar | confirme | View
[ — . RS P f ccatmed View
[ - - Sonen RS - [ oatemed] View
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Continue the process so that your ‘availability’ (meaning specific times and days) is correct.
Important things to consider are;

e Update your availability every week by 6pm every Sunday night (remembering you are
updating your availability for the upcoming week).

e Ifyou need to update your availability after 6pm one week (for unexpected reasons), then please
email referees@ffnc.net.au or text 0434 856 992.

e When are you playing? If you play (or coach etc.), please ensure you are NOT available during
these times, otherwise you are likely to be appointed to a fixture at the same time.

e Appointments are posted online every Tuesday afternoon (generally by 5:30pm).

¢ You need to confirm ALL of your appointments. You have until 9am on Wednesday to
confirm appointments.

If you are unavailable for an appointed match, you can decline an appointment HOWEVER you need to
specify a reason. Saying you are going on holidays or have something else on is NOT acceptable, given
that you have ample opportunity to update your availability prior to appointments being completed.

Match Officials who don’t update their availability correctly (or on time) and those who do not confirm all their
appointments on time will be noted.

e Please ensure your availability is up to date by 6pm every Sunday night (for the following week)
to avoid mistakes in appointments.

Match Officials who don 't update their availability correctly or don’t confirm their appointments on time each
week may be stood down from future appointments.

If you have any requirements relating to your availability please contact 0434 856 992 (or email in advance to
referees@ffnc.net.au).

The more information you provide relating to your availability, the less chance of making mistakes and the
more we can accommodate your needs.
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4. Checking and Confirming Your Appointments

Appointments are published in Schedula generally by 5:30pm every Tuesday afternoon. When appointments
have been published you mayreceive an email from Schedula saying that you have received an appointment.
Regardless of whether you receive this email or not you should ALWAYS login to Schedula to check if you

have received an appointment.

Appointments MUST be confirmed (or declined only if absolutely necessary) by NO LATER than 9am every

Wednesday.

@ schedule

& Dashboard (9 Upcoming Appointments

B SchedulaProfile Competition
it FFNC Calin HeMilsn Memorial Snie & Divison
&E icial List

Administration 5

[&] Manual Appointments

Type Date Time Teams: Venua
o 1103 P nmas ttavilie Beach £
10; P hmand Ravers v Al e E

Your Status

. Automatic

B Aot ® Unread Pay Advices

€3 Communications You have no unread pay advices

6} Schedula Settings

@ Reports

@ Previous Appointments

Below are your previous five appointments,

Competition

Type

After you select “more” (next to your appointment) on the ‘Dashboard’, the following page will open. This

© Availability

@  Youhave not specified your general availability

Venue

Burringbar

Hortimer Oval

Maich Status

February 2026

Mar =

View

View

View

page outlines the date, time, venue and names of the other officials appointed on your match, as well as other

information.
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In order to confirm your appointment you need to select “Confirm Appointment”.

Please remember that this will only confirm your current appointment. If you have more than one

appointment, you need to follow this process for EVERY appointment.

@ schedula
5 GAMEDAY
G Dashboard

B¢ schedulaProfile

Officlal List
3 piminsiration

[&] Manual Appeintments

] Automatic
=1 Appointments

€5 Communications
£33 Schedula Settings

@5 Reports

[ Match Details

Richmond Rovers v Pottsville Beach
atE2
FFNC Callan McMillan Memorial Shield A’ Division
Round Date
Sunday | March 2026

The following people have been appointed to this match:

Reteroe
I David MePherson
Assistant

[ Matthew Rossington
[ Timothy Webster

@B Confirmed @M Declined @B Not Responded

B Copyright 2026 GameUay. All Fights reserved. | Privacy Palicy

Contact Numberis)
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Contact Number(s)
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A
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Sre D
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= = ¥
Discd Statik
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Lismore CitylView *tna g,
Geogle 221 o

‘# Weather Forecast

East Lismore
Sunday 1March 2026

25°C
Dvercast Clouds

hmiate 618

There should be NO need to decline an appointment (unless FFNC have made a mistake), but IF you
need to decline your appointment you can select “Decline Appointment”.

NOTE that you will then be prompted to specify a valid reason. You should also follow this up with a

text/phone call to 0434 856 992.
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CONFIRM Ap

pointment

When you confirm your appointment, this message will appear in a green box.

e
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DECLINE Appointment

0
25°C
Overcast Clouds

If you decline your appointment a message in a red box will say that you have declined your appointment.

@ schaguio

far Dashboard

B¢ schedulaProflie -
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&L paministration

Manual Appaintments -
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10

[3 Match Details

Richmond Rovers v Pottsville Beach
atEZ
FFNC Callan McMilian Memorial Shield 4 Divisian

Round Date Time
1 Sunoa THarc: 4:308m
The following people have been appointed to this match:
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B Confimed @B Decined @ NotResponded
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Once you have confirmed your appointment, return to your ‘Dashboard’. All of your upcoming appointments
will be shown, with your confirmation status.

Please ensure ALL your appointments have been confirmed.

@ scheduia

£} Dashboard [3) Upcoming Appointments

B SchedulaProfile Competition Type Date Time Teams Venus Your Statuz
. PG Calen ol Meora et i Dvision R o828 w30PH Richniad RovérsvFortavile Bessh [ Confirmea Hore
5E Official List
Adminiatration FFN p Opes Assistant 01103128 2:30PH Richmand Rovers v Alstonvilie ( g | More
[&} Menual Appointments
(3] Qutomatic @ Unread Pay Advices @ Availability
Appointments
&30 Communications You have no unread pay advices )
@  Youhave not specified your general availabilty.
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Bl e
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Below are your previous five appointments.
Competition Type Date Time Teams venue Match Status
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Remember, appointments MUST be confirmed by 9am every Wednesday. If you have any problems

or questions, please call 0434 856 992.
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