
INSTRUCTIONS FOR CLUB REGISTRARS FOR SELF-SCHEDULING: 

 

1. LOG IN TO YOUR ACCOUNT at http://ohionorth.affinitysoccer.com 

 

 

2. GO TO TEAMS ON THE LEFT HAND SIDE.  
a. CLICK SEARCH FOR THE LIST OF YOUR TEAMS.  

b. SELECT ANY TEAM THAT IS PLAYING IN STATE CUP.  

c. GO TO THE TOURNAMENT TAB AND SELECT EDIT NEXT TO STATE CUP. 

 

 

3. ONCE IN THIS SCREEN, CLICK ON SCHEDULING ON THE LEFT HAND SIDE 

 
 

 

4. CLICK ON ASSIGN GAME SCHEDULE MANUALLY ON THE LEFT OR RIGHT OF 

THE PAGE. 

 
 

 

http://ohionorth.affinitysoccer.com/


5. SELECT AN AGE GROUP FROM THE FLIGHT DROP DOWN THAT YOU 

ARE SUBMITING THE SELF-SCHEDULE GAME REQUEST. THEN HIT 

SEARCH. 

 
 

6. THE GAMES THAT ARE SELF-SCHEDULE GAME WILL APPEAR WITH A 

RESCHEDULE BUTTON. CLICK ON THE RESCHEDULE BUTTON FOR 

THE GAME YOU ARE SUBMITTING. 

 
 

7. THE GAME RESCHEDULE BOX WILL POP UP. ENTER THE DATE, 

TIME, VENUE, FIELD NUMBER, AND REASON. CLICK SEND REQUEST.  
PLEASE NOTE: IF YOU DO NOT SEE YOUR VENUE IN THE DROP DOWN, PLEASE STOP THE PROCESS AND EMAIL 

JESSICA CHAMBERS TO HAVE HER PUT THE VENUE IN THE SYSTEM.  

-THE FIELD NUMBER FOR SINGLE FIELD VENUES ARE NOT IMPORTANT BUT REQUIRED. PLEASE JUST SELECT THE 

FIELD NUMBER AVAILABLE. IN MOST CASES, IT WOULD BE FIELD 1. 

 

mailto:JCHAMBERS@OHIONORTHSOCCER.ORG?subject=VENUE%20REQUEST


 

8. AFTER HITTING SEND REQUEST: 

The system will email the opposing Team Administrators. The opposing Team then needs to Log into the system and 

go to the schedule for the respective Team.  

On the schedule they will see, that the Game has a red message Reschedule in progress on the bottom left hand corner 

of the row for the game. On the right hand side is a View Reschedule History button the Team Administrator can click on 

the Button to respond to the request.  

 

By clicking the View Reschedule History button you can respond to the request by:  

 

i) Accepting the request: If the reschedule is accepted then the game will be:   

(1) Rescheduled by the system  
(2) An email confirming the reschedule will be sent by the system to:  

(a) Both Team administrators  
 

ii) Send Alternate Reschedule: This allows the Team Administrator to send back an alternative 
suggestion to the reschedule.   

(1) The Team Administrator can also add comments for the reschedule.  
(2) Both Team Managers can also view the history of the reschedule alternatives.  
(3) The League Administrator can also view the history progress of the reschedule.  
(4) The system will send emails informing of the reschedule alternatives to:   

(a) Both  Team Administrators  
 
IF YOU AND YOUR OPPONENT CAN NOT DECIDE AFTER THREE TRIES, THE SYSTEM WILL LOCK YOU OUT OF 
RESCHEDULING THE GAME AND OHIO NORTH WILL INTERVENE AND SCHEDULE THE GAME FOR YOU. AFTER 
THIS IS DONE, THE GAME TIME/DATE/LOCATION WILL BE FINAL. 


