


Step 1: Login to your AES account 

Step 2: Select “Events” from the naviga�on bar 

Step 3: Click “Add Event” 

Click Add Event to 

begin crea�ng new 

event 

Click Yes under “Copy an 

Exis�ng Event” if you are 

copying a previous event. Select an event from the 

dropdown menu, then 

press the red Copy 

bu'on 



If not copying previous event, begin entering New Event under Details 

(All fields with an * are mandatory) 

 

e.g. Junior Volleyball 

e.g. Two Day Format 

e.g.  

USAV 

AAU 

JVA 

Other 

e.g. “Orange County 

Conven�on Center” 



Select “Yes” if using AES online schedule 

Specify Open and Close Time 

Roster requirement is 

your choice 

Usually the same as 

Event Start Date 



Set Visibility to your preference.  This controls 

what the public can see. 

Enable all 3 checkboxes 

Do not select unless you want to allow teams to 

remove their registra�ons without contac�ng 

you. 

Enable if allowing Officials' Registra�on 

through AES 

Enter Event Policy e.g. “AES Rosters must be completed prior to play” 

Enable 

Enter Event Info (# of courts, when entry fee is due, etc.) 

Your choice for addi�onal text 

Click Create Event when finished 



Click Divisions icon—view division list, # of teams accepted, registered, and paid 

Click Add Divisions to begin crea�ng a new division 

Select age group e.g. “18 Girls”  *you can customize division descrip�on later.  

# of Teams you want to accept 

Enter entry fee for division 

*System will close the event to this division and not allow any 

more entries a?er Max Teams is reached for Accepted teams. 

Do not accept teams immediately, wait for payment. By not 

accep�ng teams you can generate a backup list of teams. 

Click Create Event Division when finished and  

con�nue adding all Divisions before con�nuing 



Can change name of division e.g. “18 Open, Club, etc…) 

Can change division name displayed on schedule 

Do not select any 

This allows teams to enter w/o 

any rostered players 

Leave minimum set as “0” 

This allows teams to enter w/o 

any rostered players 

Click Update to save 



Click Copy Division Requirements to copy the requirements 

of one division to all other divisions 

Select age group to copy from e.g. “18 Girls” 

Click Copy to All Other Divisions 

This will copy these division requirements to all of the divisions YOU created for this event. 

Any divisions added a?erwards will s�ll need to be updated. 


