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TEAM SNAP CHEAT SHEET 

Welcome to the 2022-23 LMHA Season! 

Thank you for taking on the role of Team Manager. We have created this TeamSnap cheat sheet 

to assist you in getting your team communication up and running as smoothly and as quickly as 

possible.  

IMPORTANT: LMHA provides access for two (2) Team Officials (both the Head Coach and 

the Team Manager) to have TeamSnap manager functionality. The Head Coach will be 

granted manager access when the roster is uploaded.  Once the Head Coach has a Team 

Manager in place, either the Head Coach or Team Manager must email 

info@langleyminorhockey.ca with the full name of the Team Manager, Team Division / 

Name (i.e., Under-6 LY1), and the Team Manager’s email address. Please ensure that the 

Head Coach, Team Manager, and Division Manager are copied on these emails. The 

LMHA Administrator will notify once manager access has been added. 

Now that the Team Manager has access, please review our TeamSnap to do list for a successful 

season start up! 

• Please contact your families to ensure they update contact information, and they have 

their profile set to receive emails. To find out how to “Manage Your TeamSnap Account 

Settings, click HERE. 

• Please do not adjust your team name in TeamSnap unless you are adding to the end of 

it. Example Under-6 LY1 can be adjusted to Under-6 LY1 Canucks but not U6 LMHA 

Canucks. 

• Managers can add Assistant Coaches and HCSP’s as non-players. Please note, they will 

not have manager access, but this can be helpful, so your families know who has 

volunteered for these roles. The TeamSnap Help feature has a detailed step by step 

outline of how to complete this task. 

 

• Add Practices (Events) and Games: 

 

➢ Add a Game or Event in a Team (web) 

➢ Log into TeamSnap 

➢ Click your name below the Team name under the ‘My Teams’ section 

of the dashboard 

➢ Click the ‘Schedule Tab’ 

➢ Click ‘New’ 

➢ Click ‘New Game’ or ‘New Event’ - Make sure you choose the correct 

event type! Once created, games cannot be converted to events and 

vice versa. 

mailto:info@langleyminorhockey.ca
https://helpme.teamsnap.com/article/1229-managing-your-teamsnap-account-settings
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➢ First time? The buttons will look a bit different - click ‘Schedule your 

first game’ or ‘Schedule your first event’ 

➢ Enter game or event details 

➢ Date 

➢ Time 

Events only: 

➢ Optional: Select ‘Recurring Frequency’ in the Repeats dropdown 

➢ Once repeating option is selected, the Until field will appear 

➢ Select the ‘Repeating Event End Date’ *required 

Games only: 

➢ Select ‘Opponent’ (games only) 

➢ Select ‘New Opponent’ to create an opponent here. You can add 

more opponents in the schedule view using the ‘Edit’ > ‘Edit 

Opponents’ button 

➢ Select a location  

➢ Select ‘New Location’ to create a location here. You can add more in 

the schedule view using the ‘Edit’ > ‘Edit Locations’ button 

➢ Location Details 

➢ Optional Info (Click the ‘Show’ button): 

➢ ‘Home’ or ‘Away’ (games only) 

➢ Uniform (games only) 

➢ Duration 

➢ Arrival Time 

➢ Extra Label (games only) 

➢ Canceled: Probably won't do this during event creation but it's good 

to know where it is just in case! You can always come back to edit 

your event to change the selection here. 

➢ Not for Standings (games only): Don't want the score for this game to 

count toward your overall standings? Check the box here. 

➢ Display Icon: You can select the flag icon color for your game or event 

here if that tickles your fancy. Only the colors shown are what's 

available, there isn't a way to do custom colors. 

➢ Notes 

➢ Availability: This is checked by default so that availability can be 

tracked. If this is unchecked, the game or event will not appear in the 

Availability tab for members to make a selection 

➢ Optional: Enter assignments details to create an assigned or 

volunteer task 
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➢ Check the box for Notify the Team? if you'd like to email team 

members with updated event details 

➢ Click ‘Save’ 

➢ Add a ‘Game’ or ‘Event’ in a Team (mobile) 

➢ Tap the ‘Schedule Tab’ 

➢ Tap the + and choose either to ‘Add a new game’ or a ‘new event’.  

➢ Enter event/game details 

➢ Optional: Select the checkbox (Android) or toggle on (iOS) the option 

to Notify your team and send an email and push notification (if 

enabled on the mobile app) with the new event or game information. 

➢ Tap ‘Save’ 

➢  

• Editing scheduled events is easy if you follow these steps: 

 

➢ Edit Team Games and Events (web) 

➢ Click the S’chedule Tab’ 

➢ Click the ‘Edit’ button next to the game or event you would like to edit 

➢ Update event details as desired 

➢ Click ‘Save’ 

 

➢ Edit Team Games and Events (mobile) 

➢ Tap the ‘Schedule Tab’ 

➢ Tap the event/game you wish to edit. 

➢ For Android tap the 3 dots in the upper right and choose ‘Edit’. For iOS 

users tap the ‘edit option’ 

➢ Update event details 

➢ To edit opponent or location, tap the opponent or location name 

➢ Optional: Select the checkbox (Android) or toggle on the option (iOS) to 

send an email and push notification (if enabled on the mobile app) with 

the updated event information. 

➢ Click ‘Save’ 

➢  

• Communication is key and this is how TeamSnap can help. Please review the 

information found HERE to review the TeamSnap Email, Chat, TeamSnap Live, and much 

more! 

Thank you once again for managing your player’s team!  

We wish you a fun and successful season, 

LMHA 

https://helpme.teamsnap.com/category/1187-communication

