
 

Updated 12/2023 Page 1 of 18 

 
 

 

 

 

Scheduling / Changing Games on a Computer or on the App 
 

To be able to schedule / change games either on a computer or on the app, you will need to be assigned to 
your team(s) as a Coach or Team Manager. You can be assigned to multiple teams (Varsity, JV1, JV2). 

 
To be assigned to your team(s), you first have to register following the INGLA Coach or Manager / Volunteer 

link on the Registration Page. 
 

An admin will then assign you to your team(s).  
 

If you have any questions, please email the INGLA Secretary at inglacommunications@gmail.com with your 
name and school/club before proceeding. 
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Log into your INGLA/Sportsengine account. Your picture/initials will be in the top right corner. Click “My 
Organizations” and then select the team you are scheduling for. This takes you to Sport Management. 

 
Click on New Game (or New Event – for practice, team dinners, etc…). 
 

Fill out the form using the drop-down menus. 
Leave “Notify Team Now” off, do not check it, unless you want 
notifications sent out each time this is edited. 
 
Start time is local time. Time zone is automatically set at 
East(Indiana). Only change this if the game will be in a different 
time zone. 
 
Duration – Varsity is 1hr 30min.  JV is 1hr. 
 
Location Name or Address – start typing the high school, or 
field name, choose from what populates, or put the full 
address in. Double check with your opponent on game 
location. 
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Finished schedule for a 
game at Carmel HS. 
 
 
 
 
 
 
 
Example of typing in 
field name instead of 
address. 
 
 
 
 
 

 
Optional – Once the schedule is filled out, you can scroll down to 
input information that will only be visible to your team and 
specific to that game: 
Arrival Time – Drop down choices. 
Uniform – Type in. 
Team Notes – Type in. 
 
 
 
 
 
 
 
 
 
When completed, click the “Add Game” button. 
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Once your game(s) are scheduled, they will show up in Sport Management like this. You will need to click the 
arrows to change the month you are looking at to see games or events scheduled in that month.  You can also 
click “Calendar” to get a full calendar view of the month you are on. 
 

 
If you click the game itself, the game details information will show up. 
 

 
Opposing team view of the same game. Notice the team specific information (input by Carmel) is not listed. 
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You can then click the pencil icon to edit your game details to add in any information you would like for your 
team for the game. 
 
 
 
 
 
 
 

Scroll down for information on how to schedule games through the SportsEngine App. 
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Click on the team you want to 
schedule. Only the teams that 
you are on the roster for will 

show up in the app. 
 

 
Click on Schedule. 

 
Click the plus button near the 

bottom right. 
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Click on New Game (or New 

Event – for practice, team dinners, 
etc…). 

 

 
Tap the date for the calendar 
to come up, choose the date. 

 
Tap the time for the time to 
come up, choose the time. 
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Tap the duration, choose the 

duration. 
 
 

 
Tap the opponent, scroll 
through, and choose the 

opponent. 
 

 
Tap the location, start typing 

and choose the location. 
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Verify location and click save. 

 

 
Make sure Home/Away is 
correct. The highlighted 

(blue) is the chosen choice. 

 
Optional – add in team 

specific information. 
Then click Add. 
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You will receive a notification that the game 

was created. 

 
The game will show up on your schedule, in 
the app, in Sport Management and on the 

website. 
 

   
Game on the website.
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Log into your INGLA/Sportsengine account. Your picture/initials will be in the top right corner. Click “My 
Organizations” and then select the team for the scheduling you are looking to change. This takes you to Sport 
Management. 
 

 
Use the directional arrow to get to the month of the game you are wanting to delete. 

 

 
Click the box next to the game you want to delete.  It will highlight and the “Delete” button will also highlight. 
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When you click delete, a warning box will appear.  You will then have to click “Delete Event”. 

 

 
A notification will be in the upper right had corner indicating the game has been deleted (could not screen shot 

fast enough). The schedule will then be updated, and the deleted game will be removed. 
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Click on the team you want to 
schedule. Only the teams that you 
are on the roster for will show up 

in the app. 
 

 
 

Click on Schedule. 

 
 

Click on the game you want to 
edit. 
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The selected game will show, 
there will be an edit button (circle 
with a pencil) in the bottom right 

corner. Click the “Edit” button. 

 
 

The screen will change. Click the 
“Edit” button (the word or pencil)  

again. 

 
 

The screen will change. Scroll 
down and “Delete Game” will be 

present. Click it. 

   

 

 
 
 
 
 
 
 

When you click delete, a warning 
box will appear.  You will then 

have to click “Delete”. 
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If a game is scheduled and has to be canceled (not deleted) due to any reason; weather, travel, staffing, etc., 
DO NOT DELETE the game from the schedule. Please cancel the game. 
 

 
Log into your INGLA/Sportsengine account. Your picture/initials will be in the top right corner. Click “My 
Organizations” and then select the team for the scheduling you are looking to change. This takes you to Sport 
Management. 
 

 
Click on the game (name of the opposing team) that needs to be canceled. 
 

 
Game Details will open up.  Click the “Edit” pencil.  
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A screen with the game information will appear.  The 
“Status” will show “Scheduled”.  Click the drop-down 
arrow and click “Cancelled”. 
 
 
 
 
 

 
 
“Cancelled” will then be highlighted.  Click “Save 
Changes” to finish. 

 
 
 
 
 
 
 
 
 
 
The game will show “Canceled” on your 
Team Page Upcoming Events as well as 
On the INGLA Teams Game Schedule. 
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Click on the team you want to 
schedule. Only the teams that you 
are on the roster for will show up 

in the app. 

 
 

Click on Schedule. 

 
 

Click on the game you want to 
edit. 

 

 
 
The selected game will show, 
there will be an edit button (circle 
with a pencil) in the bottom right 
corner. Click the “Edit” button. 

 
 

The screen will change. Click the 
“Edit” button (the word or pencil)  

again. 

 
 

The game details will show. Status 
will be “Scheduled”. Click on 

“Scheduled”. 
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Choose Status will appear. Click on 
“Canceled”. 

 
 

Status will show canceled. To 
finish, click “Update”. 

 
 

A notification will show indicating 
the schedule has been updated. 

 

 
 
The schedule will reflect the game 
is canceled. 
 

 


