Northeast United Calendar - Instructions for Managers
1. Go to the NEU website – www.northeastunited.org – and click on the Calendar tab on the top menu.
2. Login at bottom with Username and Password.
3. Click on your assigned calendar in the drop-down box on the top left.
4..After you login you will see small "+" signs next to dates. To add an event on that date, just click "+"

5. You will now be taken to your team event screen. You are only authorized to update that calendar so no others can be modified. 
6. When entering names for events, use the team name and very brief title (e.g. U14G Home vs. CFC).
7. Name and Email field should be your information.
8. In the URL: you can add a link to the opposing team’s website with directions to their fields.  
9. The information in the Notes section will be seen when the mouse is rolled over the event on the calendar (see next page).  You can add directions and instructions here also.
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10. Click on the location tab to add location of the event. This will add a link to Mapquest for anyone who may need directions.  (Once you add a location, it will be saved for another event at the same location so you won’t have to enter it every time)
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11. You can enter repeating events by clicking on “Repeating” tab at top. This can be used for tournaments and practice times. 
12. Save your event.
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13. You can edit / delete events after they are saved and posted by just clicking on that event on the calendar..
