
ADDING VENUES 
 

 

1. From School Home, select ‘Venue’ (the fourth blue button from the left) 

 

 

 

 

 

 

 

 

 

 

 

2. Select “Add Venue” (Blue button to right) 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Enter the Name of your school in “Venue Name” window 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



4. Click the “+” sign “Add Assets” to add gymnasiums, fields (etc) that are located at your 

school address. 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. Enter desired details then click “Save” 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. Repeat #4 and #5 to add other assets (other gymnasiums, fields, etc) ) that are located at 

your school address. 

 

7. Enter school address information then click “save” 

 

 

 

 

 

 

 

 

 

 

 

 



8. If wish to create additional venues that are not located at your school address, return to your 

School home screen and select ‘Venue’ (the fourth blue button from the left) 

 

 

 

 

 

 

 

 

 

 

9. Select “Add Venue” (Blue button to right) 

 

 

 

 

 

 

 

 

 

 

 

 

 

10. Enter the Name of your school in “Venue Name” window and add description –                    

e.g. “John Paul II – Football Field” 

 

 

 

 

 

 

 

 

 

 

 

11. Repeat steps #4-7 except enter the address of the new added venue 


