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​
Help Guide for Admins​

​
How to build and nominate your teams 

​
After signing into Squadi admin HERE​
​
Step 1: Select the Registration module via the main navigation in the top right hand corner  
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Step 2: Hover over the Registrations tab then select Football Australia Registrations​
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https://admin.squadi.com/login


Step 3: Here you will see all of your organisations approved registrations from PlayFootball. You 
will need to move these participants to their respective competitions.   
  
To do this use the filters to narrow down your selection, then Individually Select or Multi Select 
the user/s and then select Move in the top right​
​
​
​
​
​
​
​
​
​
​
​
​
​
​
​
​
​
​
Step 4: Then select the Year, Competition, Affiliate, Role and Age Group the participant/s will 
move into  
  
Repeat this process for all of yours participant roles Players, Managers, Coaches and Team 
Officials to be added into teams​
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Step 5: Select the Teams module via the main navigation in the top right​
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Step 6: Select the correct Year and Competition​

 
 
 
 
 
 
 
 
 
 



 
Step 7: Select Action and Create Team then add in the Name and Age Group of the team 
following selecting Save (there is no need to add a team logo)​
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Step 8. Individually Select or Multi-select participant/s from the left hand side, then hold and 
drag them into their team on the right hand side  
  
By default the list of participants will only show those not in a team. You can toggle this on/off 
and also use the filter or search option to narrow this list.​
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Once the users have been assigned into their team, you can then see the total count for each 
Role and can select on the number count to see a summary view  
P = Players  
C = Coaches  
M = Managers  
O = Team Officials​
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You can make any changes and unassign participants by selecting unassign and save. This 
will then populate them back onto participant list on the left hand side​
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You can also change the teams or participant/s into different age groups by selecting the 
participant or team then Action and Change Age Group​
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Step 9: Select the team/s and then select Submit for Grading ​
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Step 10: Select a Proposed Division for your team/s by selecting from the list of available 
divisions and select the chat icon to put in a comment to confirm the reason for your 
nomination in that division. Then select Submit​
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Once you’ve completed this for all your teams in competition and age group, you have 
completed the team building and nomination process  
  
You can revise the nominations if needed up until the nomination close date. Once the 
competition organiser has finalised the division the column ‘Final Division’ will be 
populated with the teams Final Division.​
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