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INTRODUCTION

This pack contains a summary of the key tasks and useful
links from our help guides to assist Institution Administrators
(I1As) through the most common tasks on BUCS Play.

To view our full library of help guides, click here.



https://bucsappsupport.zendesk.com/hc/en-gb
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WHAT IS BUCS PLAY?

- BUCS Play is the hub for ALL BUCS sport.
- It is used for league and knockout programmes and events.

- EVERY athlete who wishes to compete in a BUCS event or
for a BUCS team must create a BUCS Play account to be
eligible to participate.

- Download the BUCS Play app or visit the desktop version
via bucs.playwaze.com (PC only)



https://bucs.playwaze.com/british-universities-colleges-sport/5hny59fp9fv3/community-network

CONTENTS Vo

IA Overview Team Entries Fixture Admin Results

Onboarding Squads and Events Help and
students Team Sheets Support




INSTITUTION
ADMINISTRATOR
OVERVIEW



W2ycs

WHAT IS AN IA?

An Institution Administrator (IA) is a role within BUCS Play granting full
administrative access over an institution.

Examples of actions performed by IAs are:

* Entering teams into league and knockout competitions, and team-based
events

« Managing fixtures (setting times, venues and raising fixture change requests)

 Managing event entry applications from participants

« Setting up captains to manage their teams

« Entering and approving results (captains can enter results for |As to approve)
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LEVELS OF ACGESS WITHIN BUGS PLAY

There are four main role types:
1. Admins sit at the top of the access chain (e.g. BUCS staff).
2. |As have administrative control over an institution.

3. Captains have administrative control over a team (or multiple teams)
(as well as a team captain, this can be a coach or manager).

4. Members are all other BUCS Play users without any administrative access
(e.g. participants and supporters).

For more information on what tasks each role can complete, click here.



https://bucsappsupport.zendesk.com/hc/en-gb/articles/360025319971-What-are-the-different-roles-on-BUCS-Play-

W2ycs

DASHBOARD

The dashboard is the administrative hub where |As complete the bulk of their
BUCS Play actions, through the use of the six available tabs.

|As receive alerts on the dashboard for important actions and upcoming
deadlines. Some of these include:

* Entering and approving outstanding results

» Approving fixture change requests

* Upcoming team and event entry deadlines

For more information on the dashboard, click here.



https://bucsappsupport.zendesk.com/hc/en-gb/articles/360019819852-Institution-Administrator-Dashboard-
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ADDING AND CHANGING IAs

Only an existing |A or MyBUCS master user from your institution can request
the addition or amendment of another |A needing overall dashboard access.

Prior to requesting the addition, the new individual must create a BUCS Play
account and join at least one sport community to join the BUCS Play network.

Next, an existing |A or MyBUCS master user must email bucsplay@bucs.org.uk
with the account details of the individual to be added (hame and email address).

To remove an |A’s access, email bucsplay@bucs.org.uk and a member of our
support team will action your request.



mailto:bucsplay@bucs.org.uk
mailto:bucsplay@bucs.org.uk

W2ycs

SPORT-SPECIFIC IA AGCESS

|As are most commonly set up to manage an entire institution across all sports
(with access to the dashboard). |As can also be set up with administrative
capabilities only within a specific sport community and without dashboard
access (e.g. a Hockey Performance Manager).

|As with overall access have the ability to set up sport community IAs (without
contacting BUCS) by following these steps.

TEAMS INSTITUTIONS

Q, Search

Name Home Kit Away Kit  Venues Admins Actions

Aberdesn Dundee International Sports Centre (DISC), Get Active (@ Cults, Baseball Pitch, . AUSA Sport, Tanis Tilk, George Mitchell 14 a -


https://bucsappsupport.zendesk.com/hc/en-gb/articles/360020041011-Adding-changing-Institution-Administrators

\ L
MYBUCS AND THE MEMBER DIRECTORY

MyBUCS is the member section of the BUCS website, where you can set your role,
select the emails you wish to receive, and gain access to the member directory.

The member directory houses all the contact details of fellow |1As and staff members,
which will be useful when conducting your fixture administration.

MyBUCS and BUCS Play are separate systems,
thus, you will need to set up an account on each site.
Click here to create a MyBUCS account.

Once registered, your institution’s MyBUCS master
user will need to approve your addition for you to
be added to the Member Directory and gain access.

aaaaaaaaaaaaaaaaaaaaaaaaaaaaa

Institution staff member

For more information, click here.

CS


https://www.bucs.org.uk/login.html
https://www.bucs.org.uk/user-guide/approving-staff-at-your-institution.html
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ENTERING/REMOVING TEAMS DURING THE ENTRY WINDOW

At the start of the 2024-25 season, all team entries began afresh and needed to be
entered on BUCS Play. No teams were automatically carried over from previous
seasons. The team entry window is now closed; thus, changes can only be
requested by emailing bucsplay@bucs.org.uk (see next page).

To enter a team during the team entry window, go to the dashboard and ensure
you are in the correct season. From there, navigate to the team entry tab, filter to
your sport and institution, select the number of teams you wish to enter for that
sport and team type, and click update. For more information, click here.

Home Dashboard Analytics Reporting News Feed Members Venues Groups Teams Seasons

--All Communities— —-All Institutions—

CCCCC


mailto:bucsplay@bucs.org.uk
https://bucsappsupport.zendesk.com/hc/en-gb/articles/360025217771-Team-Entries-during-the-team-entry-window
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LATE ENTRIES AND LATE WITHDRAWALS

If the team entry deadline has passed, the process for entering/withdrawing a
team is slightly different. Please email bucsplay@bucs.org.uk with your:

- Name

- Email address

- Institution

- Sport and team(s) you wish to be entered or removed

We will let you know the viability of your request and the next steps.

Changes are not guaranteed, and we may need to speak to other institutions to
consider your request.


mailto:bucsplay@bucs.org.uk

LEAGUE AND
KNOCKOUT FIXTURE
ADMINISTRATION
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SETTING TIMES AND VENUES

Prior to the start of the season, |As will receive a list of fixtures with set dates from
BUCS. |As are required to set the time and venue for each home fixture.

You are only able to set the fixture time once, thereafter you would need to submit
a fixture change request to confirm any time/date changes with the opposition.

Away
Home Team Result Away Team Team Date Time Venue Actions
Sheet

Aberdeen Men's 2 € - @ Stirling Men's 2 & 0 09/10/2024

Follow the links below for more information on these processes:
« Setting the time for a fixture
« Setting and creating the venue for a fixture



https://bucsappsupport.zendesk.com/hc/en-gb/articles/360020313211-Changing-the-time-of-a-fixture
https://bucsappsupport.zendesk.com/hc/en-gb/articles/360019817532-Adding-venues
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FIXTURE CHANGE REQUESTS

Any time/date changes (by either the home or away |A), after the initial time has

been saved, need to be requested through a ‘fixture change request’ (FCR). This can
be done through the dashboard or a sport community.

Competition Home Team Result Away Team |

Men's Premier - South Imperial Men's 1 ‘ . ’ " ol King's College Men's 1 06/1 a i @ =

Men's Premier - South Bath Men's 1 ﬂ l W Imperial Men's 1 e i m =

A Change Request

Y

You will need to enter the details of the newly proposed fixture date/time and

rationale as to why it requires alteration. An automated email and alert will be sent
to the opposing IA for them to either approve or decline the FCR.

For more information on fixture change requests, click here.



https://bucsappsupport.zendesk.com/hc/en-gb/articles/360020332871-How-to-raise-a-Fixture-Change-Request
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REVERSING THE HOME/AWAY TEAM OF A FIXTURE

You firstly need to attain written confirmation from the opposition agreeing to this
change. Changes must not be made on BUCS Play without prior approval.

There are two ways to reverse a fixture, either via the list view (below) or via the
table view. For more information on how to do this, click here.

The opposition will need to follow the same process to reverse their home fixture.

Rugby Union 22-23 - Women's Western Tier 4 - Division 1

Borders Home [ Borders Women's 1 | BPP (Archived)

B ORDERS Date Borders Women's 1
EPP Women's 1
Time 15:00 ®
e Vs
-l o
COLLEGE Venue v| S

4 Borders Women's 1 BPP Women's 1


https://bucsappsupport.zendesk.com/hc/en-gb/articles/360032247311-How-do-I-reverse-the-home-and-away-fixtures-between-one-particular-institution-
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CREATING NEW VENUES

You can create new venues through the dashboard using the ‘Institution
Mgmt’ tab or in a specific sport community. Click here for more information on
this process. New venues cannot be created with the same name as an existing
venue.

If a venue is used across

Community Venues  search. Q
multiple sports, after the
venue has been created, it will ®@
need to be added to the other +
sport communities that will Add A New Venue D e
make use of this venue. For e ettt

Q Marsh Ln, Oxford OX3 ONQ, UK Q Shinfield Rd Reading RGE 6D

further information, click here.



https://bucsappsupport.zendesk.com/hc/en-gb/articles/360019817532-Adding-venues
https://bucsappsupport.zendesk.com/hc/en-gb/articles/4417461770001-Adding-existing-venues-to-other-Sport-Communities
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KIT COLOURS

BUCS Play allows you to set the home and away Primary colour X
kit colours of your institution as a whole, per sport "

or per team. The kit colours will then be shown on &
each team’s fixtures. |

-

¢ » -
9
q
Q
q

The process of assigning kit colours can only be _, | | ;
done on the desktop version of BUCS Play. Kit ‘ S, E_,
colours can be displayed and switched between

the home and away kit for a fixture within the app.

e
S -
-
—

IR TTE
—
—
S

For more information on how to assign and change

kit colours, click here. I



https://bucsappsupport.zendesk.com/hc/en-gb/articles/4419116761873-How-do-I-assign-and-change-kit-colours-for-my-institution-team-

a§28§g.."u : ."'."‘,

589 Feanngeeecsitt s

f”.:”f-‘f’“""u.un‘:’uul"""':.':'f"
Sh80805800087 " 19999000

canll sene pesensssttt i cesr” )4 o

PP PP f Pt o pores 1977 |9

SOCELOSE

L LR LY S S PRI T P T

JESRONNOnONNRNNOUORaNesnRNEtERbaNaINS :

T T T T T L s o
1 f*}ssfszs;:;uuuluuunn._.lunnuu.
W -;:zscz;unuuuuuunuuunnul;'; B
" '.::ﬁfh‘a_ullllé'.lllll“”llllllllll!'l’l;l N
q ° L T I T L L L e ey
i

andes ek o

o naid d 111110550
WML L YT ITYT)




W2ycs

RESULTS

Captains and |As of both the home and away teams are able to enter the result for
each match. The IA of the home team is responsible for approving the result.
Click here for more information on how to input the different types of results.

Basic scoring is where only an overall score is required (e.g. Hockey and Football).

Additional scoring contains an added element to calculate the points which
contribute towards the league table (e.g. tries for bonus points in rugby union).

Complex scoring requires multiple levels of scoring such as rubbers/sets/games/
points to populate league tables, and where you are encouraged to enter the full
results of each individual match (e.g. badminton, squash and tennis). For players to
be selectable on the scorecard, you must first complete the team sheet.



https://bucsappsupport.zendesk.com/hc/en-gb/articles/360033677811-Entering-results-on-desktop
https://bucsappsupport.zendesk.com/hc/en-gb/articles/360034199212-Results-for-sports-with-rubbers-and-singles-matches-Badminton-Tennis-Table-Tennis-and-Squash-etc-
https://bucsappsupport.zendesk.com/hc/en-gb/articles/360034199212-Results-for-sports-with-rubbers-and-singles-matches-Badminton-Tennis-Table-Tennis-and-Squash-etc-
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RESULT APPROVAL

After results have been inputted, they need to be approved by the home team’s IA.
This can be done via the fixtures tab on the dashboard. You will receive an
‘outstanding result approval’ alert on Dashboard, which when selected will take you
directly to the result to be approved. rres | Teamenry | Teamstess | Everts | vanes

You have 265 matches whose results have not been submitted. (last 30 days)

If the result is correct, select approve. fou o L et s it s your e

If the result is wrong, you can change the
result and then approve the correct result.
Click here for the full list of steps of how to B

Approve Result Pending ® Approve Dispute

approve results. e —

History

ResultSubmitted Daniel Fabre 10/10/2019 12:44:49

Once the result is approved, it will lock. Thereafter, it can only be changed by

submitting a result change request to BUCS.


https://bucsappsupport.zendesk.com/hc/en-gb/articles/360034659312-Result-Approval
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RESULT CHANGE REQUESTS

If a result is discovered to be incorrect after it has already been approved and thus
locked, a result change request will need to be raised to amend the result.

Result details
Only the |IA of the home team can
submit a result change request. This SO
is done by navigating to the fixture, R
clicking ‘details’ and selecting ‘raise’ B
next to ‘result change request’. e Crange R

This sends your request to BUCS Play support, where a member of the
competitions team will action the request and communicate to you when this has
been completed.

For more information on result change requests, click here.



https://bucsappsupport.zendesk.com/hc/en-gb/articles/360035047991-Result-Change-Request

ONBOARDING
STUDENTS
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ONBOARDING STUDENTS

Every athlete who wishes to compete in a BUCS event or for a BUCS team must
create a BUCS Play account to be eligible to participate. This can be done on
either the app or the desktop version of BUCS Play.

Students must then enter events (approved by an IA) and join their team
(approved by captains or an IA, to be added to each team sheet) to compete.

The following links provide more information on:
« How to register a BUCS Play account and join a Sport Community

« How to join a team
* How to enter an event



https://bucsappsupport.zendesk.com/hc/en-gb/articles/360035489472-How-to-register-an-account-and-join-a-Sport-Community-
https://bucsappsupport.zendesk.com/hc/en-gb/articles/360034865312-How-to-join-your-team
https://bucsappsupport.zendesk.com/hc/en-gb/articles/360031772352-How-to-enter-an-event

CAPTAIN

in BUCS Play can be defined as

An individual who is responsible for the
management of their team and for the
selection of their players for fixtures.
As well as a student, this could be a
coach or manager.

'/PLAY



A GAPTAIN'S JOB

#1 Managing their squad

#2 Setting pre-match team sheets
#3 Approving or disputing opposing team sheets

#4 Entering scores

'/PLAY



HOW TO BECOME A CAPTAIN

STEP 1

Join your Sport Community

STEP 2

Wait for your Institution
Administrator (IA) to grant
you Captain access

STEP 3

You will receive an email
once you've been set up

OO

Your Institution Administrator (1A) will
not be able to set you up as a captain
until you have joined the sport
community.

The help guide for |As on how to set
up a captain can be found here.

¥/BUcs

PLAY

I'm looking for:

Sport Communities <

Of this sport:

Find Sport Communities

ploywoze

We have found 2 Sport Communities
for you

'/PLAY


https://bucsappsupport.zendesk.com/hc/en-gb/articles/360020039771-How-to-set-up-change-your-Captains

JOIN YOUR SPORT COMMUNITY

SICISISINIS

STEP 1
Download BUCS Play

STEP 2
Go to Search

STEP 3

Select Sport Communities
from the dropdown list

STEP 4
Filter by your sport

STEP 5
Click Find Sport
Communities

STEP 6
Select the Sport you
want to join

'/BUCS

PLAY

I'm looking for:

Sport Communities <

Of this sport:

Find Sport Communities

We have found 2 Sport Communities
for you

QOO

STEP 7
Click Join

STEP 8

Login/Create an account if
you hadn'’t earlier

STEP 9

Fill in your information

STEP 10

Wait for your Institution
Administrator (IA) to grant
you Captain access

STEP 11

You will receive an email
once you've been set up

'/PLAY
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SETTING UP CAPTAINS

Captains must be registered on BUCS Play and must have joined the relevant sport
community in order to be set up.

After this, to set up a captain, go to
the relevant sport community, click 2 . Aberdeen Open1*

into the applicable team to open the et
team hub, and click ‘select your

captains’. S “o «

Home Kit Away Kit

Click here for the full list of steps. ... |
(You may set up multiple captains) :

A captains pack will be distributed at
the start of the season which can be
shared to all captains to guide them
through all their BUCS Play tasks.


https://bucsappsupport.zendesk.com/hc/en-gb/articles/360020039771-How-to-set-up-change-your-Captains
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HOW T0 JOIN A TEAM

Participants can join their team on BUCS Play either via the
app or desktop version.

| 12:53

Participants can join their team by clicking search, ‘I'm looking
for’: teams, filter by their team, fill in their details and follow :
the prompts.

Once they have applied, the captain or IA will need to accept
their application by moving them into the team’s squad and
from there they will be able to be selected into team sheets.

We have found 4 Teams for you

Click here for the full help guide on how to join a team.



https://bucsappsupport.zendesk.com/hc/en-gb/articles/360034865312-How-to-join-your-team

h

SISISISICIS

STEP 1
Download BUCS Play

STEP 2
Go to Search

STEP 3

Select Teams from the
dropdown list

STEP 4
Filter by your sport and

institution

STEP 5
Click Find Teams

STEP 6

Select the Team you
want to join

W/BUCS

PLAY

I'm looking for:

Of this sport:

<Bournemouth

Find Teams

Y Show filters

A
<

Representing this institution:

plagiaze

We have found 4 Teams for you

OIN A TEAM ON APP

¥/Bucs

PLAY

U

Bournemouth Women's 2 <
Activity: Badminton
Organiser: BUCS Badminton 23-24

< Back To Results

Favourite

Find More from BUCS Badminton 23-
24

QOO

'/PLAY

STEP 7
Click Join

STEP 8

Login/Create an account
if you hadn'’t earlier

STEP 9

Fill in your information

STEP 10

Click Continue

STEP 11

Wait for your Captain or 1A to

approve your application and
move you into the squad



HOW TO ENTER AN EVENT

Participants can enter an event on BUCS Play either via the app or
desktop version.

To enter, click search, ‘I'm looking for’: events, find the event, select
the category to enter (e.g. Men’s 100m), fill in your details, click
‘complete booking’. Click here for the full list of steps.

The events calendar for the season and the corresponding entry
information can be found here on the BUCS website.

|As will need to approve their students’ event entry applications via
the event which can be found via the events dashboard or the
relevant sport community. Learn more here.

W2ycs

(¥ Show el View ver)

We have found 4 Events for you

Golf: Stirling International
[ R e L



https://bucsappsupport.zendesk.com/hc/en-gb/articles/360031772352-How-to-enter-an-event
https://www.bucs.org.uk/events-listing.html

SQUADS AND
TEAM SHEETS
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SQUAD MANAGEMENT

Once a student applies to join their
team, the 1A or captain will need to LB - Averdeen Men's1*
approve their application by moving

them into the squad. Only after this, will
they be selectable for team sheets. B YRy

Home Kit Away Kit

Add / Invite

SSSSS

To move a participant into the squad, go | — - —
to the relevant sport community, click ‘

into the team to open the team hub, tick

the checkbox next to their name and

click the left arrow. For the full list of

steps, click here.



https://bucsappsupport.zendesk.com/hc/en-gb/articles/360025211651-Moving-Participants-into-your-Team

SQUAD MANAGEMENT ON APP

SISISIO,

STEP 1
Go to My Play

STEP 2

Select the relevant
Sport Community

STEP 3

Scroll down to the Teams
section

STEP 4

Select your team to
open your Team Hub

/ Welcome To Strathclyde Men's 2

\@/ Team Hub

[ 1]

OO

STEP 5
Go to Squad

STEP 6
Click Applied

STEP 7
Tick the checkbox to
select your teammates

STEP 8
Click Add to Squad

'/PLAY



TEAM HUB

SICISXQ,

FEATURES

HOME

View |As and Captains,
add Captains, view upcoming
fixtures and select team sheets

SQUAD

Add and remove players to the
squad for the season

FIXTURES

View fixtures, enter results,
select team sheets

RESULTS

View results

Welcome To Bath Men's 1 Team
Hub

Home Squad Fixtures Results

Team Contacts

Below are the contacts for Bath Men's 1

S~

/ ) Hannah Tyre
K Institution Administr

i erling XXIII Jo Dixon
Institution Administr.

Upcoming Fixtures

Set your availability for your upcoming matches.

Men's Western Tier 1

a Wed 13th Oct a

Bath Men's 1 Swansea Men's 1

0 Selected . 5 Pending . 1 Available

Can you play?
A - Q
Home

My Play Search

SIGISIS

'/PLAY

HOW TO ACCESS

STEP 1
Go to My Play

STEP 2

Select the relevant
Sport Community

STEP 3

Scroll down to the Teams
section

STEP 4

Select your team to
open your Team Hub



TEAM SHEETS

Team sheets must be completed for every match as a
regulatory requirement. This can be done by a captain or an
|A using the app or on desktop.

Follow the links below for more information on:
 Completing team sheets on app
 Completing team sheets on desktop

» Setting front rowers in rugby union

Team sheets should be completed prior to the fixture and

require approval from the opposing team once at the venue.

This is the equivalent to signing off a paper team sheet.

W2ycs



https://bucsappsupport.zendesk.com/hc/en-gb/articles/360033678411-Selecting-your-team-sheet-for-matches-on-app
https://bucsappsupport.zendesk.com/hc/en-gb/articles/360033315352-Selecting-your-team-sheet-for-matches-on-desktop
https://bucsappsupport.zendesk.com/hc/en-gb/articles/360034568431-Setting-front-rowers-in-Rugby-Union

TEAM SHEET

SISICIS

STEP 1

Go to the relevant
Sport Community

STEP 2

Scroll down to the
Teams section

STEP 3

Find your team to open
the Team Hub

STEP 4

Go to Fixtures or
Upcoming Fixtures in
Home

SELECTIONONAPP ¥~

Strathclyde Men's 2

Wed 6th Oct

SIS

STEP 5

Click Select team for
the relevant fixture

STEP 6
Click Pending/Available

STEP 7
Tick the checkboxes to
select your teammates

STEP 8
Click Select



TEAM SHEET APPROVAL PROGESS

Team sheet approval opens 1 hour before a fixture’s
scheduled match time, and can be completed on the app or
on desktop by a captain or IA.

Should your institution dispute the team sheet or any of the
participants listed, you must complete a ‘Playing Under
Protest’ form in accordance with BUCS REG 11.

Follow the links below for more information on:
* Approving or Disputing Team Sheets
* Playing Under Protest

W2ycs

Men's South Eastern Tier 5

-’ Wed 5th Feb

\;‘o

London Met Men's 1

y
Fixture info Team sheets Scorecard

HOME

Andrew Baird @ @Ca Parsons
Jack



https://www.bucs.org.uk/rules-and-regulations/general-regulations/reg-11-team-selection-and-team-sheets.html
https://bucsappsupport.zendesk.com/hc/en-gb/articles/360034237552-Approving-or-Disputing-a-Team-Sheet
https://bucsappsupport.zendesk.com/hc/en-gb/articles/4405929865489-Team-Sheet-checks-and-Playing-Under-Protest

TEAM SHEET APPROVALONAPP ™

NB

Approve or Dispute will only open
1 hour before kick-off

STEP 1
Find the Fixture

STEP 2
Click into the Fixture

STEP 3

Go to Team Sheets

Men's South Eastern Tier 5

View BUCS Play ID Cards

Andrew Baird @ @ Carl Parsons
Jack Berry @ @ Clement Koszuta

Jack Wild @ @ Di Kye Chuah

®®
nio
®®
®®
®®

STEP 4

Check opposition Team
Sheet in line with REG 11.2
with opposition Captain

STEP 5
Click Approve if Team Sheet

meets the regulatory
requirements


https://www.bucs.org.uk/rules-and-regulations/general-regulations/reg-11-team-selection-and-team-sheets.html

DISPUTING A TEAM SHEET

NB
Approve or Dispute will only open
1 hour before kick-off

STEP 1
Find the Fixture

STEP 2
Click into the Fixture

STEP 3

Go to Team Sheets

Men's South Eastern Tier 5

£ Wed 5th Feb
s 2:00 PM

London Met Men's 1 City Men's 1
Fixture info Team sheets Scorecard

View BUCS Play ID Cards

HOME

Andrew Baird (

BUCS PLAYING UNDER PROTEST PRO FORMA
PUBLISHED | 1 SEPTEMBER 2019
L~
BUCS

This document should be read and completed in conjunction with BUCS REG 12 (‘Playing Under Protest).

Name of Institution/Playing Entity Playing Under Protest
Sport (E.q. League/Knockout Name
Rugby Union) (E.g. South Eastern 2A)
Date and Time of Fixture

(Scheduled start time)

Home Team (E.g. Away Team (E.q.
Bath Men’s 1st) Bristol Men’s 2nd)

Reasons for Playing Under Protest: (List and justify all alleged regulation breaches)

Regulation(s)
alleged to
have been

contravened

Brief explanation of specific grievance and any opposition response (The end
of each statement from each captain should be initialled by both captains to note its
conclusion)

Away Captain’s Name
Away Captain’s Signature

PLEASE SEE OVERLEAF FOR PERTINENT REGULATIONS/KEY POINTS TO REMEMBER

'/PLAY

STEP 4

Check opposition Team
Sheet in line with REG 11.2
with opposition Captain

STEP 5

Click Dispute if Team Sheet
does not meet the regulatory
requirements

STEP 6
Complete BUCS Playing Under
Protest Form (REG 12)


https://www.bucs.org.uk/rules-and-regulations/general-regulations/reg-11-team-selection-and-team-sheets.html
https://www.bucs.org.uk/rules-and-regulations/general-regulations/reg-12-playing-under-protest.html

PAPER TEAM SHEETS

Under exceptional circumstances (e.g. no signal), if you are
unable to complete or approve/dispute a team sheet on
BUCS Play at the venue, the captain must complete a paper
team sheet to be signed by both teams before the game.
Two copies should be carried by captains at all times.

The paper team sheet must be uploaded to BUCS Play after
the match, using the ‘Upload match card’ feature by
navigating to the fixture and clicking into the scorecard tab.
For the full steps, click here.

The team sheet must then be completed on BUCS Play
digitally after the match.

\ Joh



https://bucsappsupport.zendesk.com/hc/en-gb/articles/360034767012-Uploading-a-Paper-Team-Sheet
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THE BASICS OF EVENTS

All event entries and their subsequent approval takes place on BUCS Play.

There are 3 different methods used for event entries, depending on the event:

- Individual entries (e.g. clay pigeon shooting, surfing, the majority of our events)
- Individual entries in combination with team entries (e.g. swimming relays)

- Team entries (e.g. rugby 7s, rowing, team cycling, etc.)

The events calendar for the season and the corresponding entry information can
be found here on the BUCS website, where all entry criteria and the method to
apply for the various competitions will be listed.

Each event contains a series of categories (e.g. men’s and women’s 100m, 200m,
400m, etc.), where participants will need to apply for each category they wish to
compete in separately.


https://www.bucs.org.uk/events-listing.html

ENTERING AN INDIVIDUAL EVENT

To enter an individual event (e.g. surfing), click search, ‘I'm
looking for’: events, find the event, select the competition(s)
to enter (e.g. men’s or women'’s), fill in your details, ‘continue
and once you have reviewed the entry click ‘complete
booking’. Click here for the full list of steps.

)

|As will need to approve their students’ event entry
applications via the event itself, this can be accessed via the
community or the events tab on the dashboard.

The student deadline is typically on a Tuesday at 23:59, and
the IA deadline 48 hours later on Thursday at 23:59 (these
deadlines may differ for any given event).

W2ycs

Golf: Stirling International



https://bucsappsupport.zendesk.com/hc/en-gb/articles/360031772352-How-to-enter-an-event
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APPROVING AND MANAGING INDIVIDUAL EVENT ENTRIES

Individual event entries are managed through the event. The event can be accessed from
the |A dashboard or the sport community. This can only be performed by an IA, or a
sport-specific |A (click here for a reminder on how to set these up). To access the admin
page, click ‘Manage entries’ or scroll down the page to see a breakdown of all categories
and click the settings cog and manage entries to skip straight to those entries.

réﬁ% BUCS Athletics 23-24 °

Aberdeen

Individual Team
Applied Approved Approved Total Applied Approved Approved Total
1 1 £25 (0] 1 £100

BUCS Outdoor Athletics

. 31 Aug 2024 - 01 Sep 2024 £20 - £100

per entry

| @ cMizEH :
Register

Entry Schedule

05 Aqu(_J_.Z_Z_f Individual Entries Open

05 A‘Uzozz* Team Entries Open
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APPROVING AND MANAGING INDIVIDUAL EVENT ENTRIES

By scrolling down to the categories, you can see a breakdown of the number of
students in the approved and applied sections as well as the total cost of the
approved applicants and teams. You can also see which event categories have
students pending approval.

Events

Q Search
0 Applied Approved 0 0 Applied Approved 0
Open 100m Brea . 1 2 Open 4Xx100m Medley Relay 0 1
£25 Approved Total Free Approved Total
Register £50 Register £0
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APPROVING AND MANAGING INDIVIDUAL EVENT ENTRIES

Clicking ‘manage entries’ will open a list of all those people who have applied as well as
those you have approved and rejected for that event. You can use the filters at the top to
switch between the event categories. To approve or reject the applicants simply tick the
box next to their name (multi-select is possible) and select approve or reject. If you wish
to approve all you can by not ticking any boxes and selecting ‘Approve All'. If you reject,
you have the option to add a reason to send to the applicant.

oA _
(57 BUCS Athletics 23-24

BUCS Outdoor Athletics

vent Typs vent categor
Individual N Men's 100m

Reject All Approve All
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APPROVING AND MANAGING INDIVIDUAL EVENT ENTRIES

Each category has a limit to the number of guaranteed entries it will allow per institution
(this will sometimes be 0). After this limit has been reached, any additional participants
will need to take up non-guaranteed places. Approved applicants can be ranked in priority
order. The BUCS Event Lead will determine which entries are approved, based on factors
such as the event’s capacity, best qualifying times, priority, etc.

r(flj > BUCS Athletics 23-24 * Back

BUCS Outdoor Athletics

Individual ¢ Men's 100m

ABPLIED {0) APPROVED (1/0) | REJECTED (0)

Total

£20

Participant Priority Applied on Approved on Price

D @ GCeorge Mitchell ]
Aberdeen
Seee APRL AL

06 Aug 2024, 1438 06 Aug 2024, 1534 £2000
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APPROVING AND MANAGING INDIVIDUAL EVENT ENTRIES

When you tick the name(s) to approve, tick guaranteed if required, and click save,
the headline figures on the event homepage will automatically update.

By approving an event entry, you are accepting your institution’s responsibility for
those entries and their associated payment, which will be billed after the event.

You can export all your entries by clicking ‘export’ within the applicable event
page. This will display the participants, their entry information and the status of
their entry (e.g. guaranteed)

For more information on approving event entries, click here.



https://bucsappsupport.zendesk.com/hc/en-gb/articles/360032117171-Approving-event-entries-as-an-Institution-Administrator

\ Joh

ENTERING A TEAM EVENT CATEGORY

|As must enter the number of teams (relay teams/boats/rugby 7s teams, etc.) that
they wish to enter by going to the relevant sport community, navigating to the
event, and clicking ‘register’ on the relevant category (e.g. men’s or women’s 4x
100m relay).

Each individual competitor must then apply to join the team (which is the same
process as entering an individual event), which must be approved and assigned to
a team by an IA. For more information, click here.

This process is the same for team competitions within a typically individual event
(e.g. relay races in a swimming event) and team competitions (e.g. rugby 7s and
korfball).


https://bucsappsupport.zendesk.com/hc/en-gb/articles/8290274557969-Events-using-Team-Entries
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ENTERING AN EVENT TEAM AS AN IA

Find the relevant event

category (e.g. Open O e Applied poproved &
4x100m Medley Relay) and ~ Open #x100m Mediey Relay 0 1

click ‘Register’. The blue £100 Aporoved Tota

icon with the white shield £100

identifies a team entry tile.

Enter your institutionand ~ ~ L SoeetYourTeams .
click ‘+add’. To add another

team s|mp|y C"Ck the add Abertay LCS Open 4 x 100m Medley Relay 1 e

button again. You can O oo moeray -

delete a team by clicking ey Summary

the red bin.

Abertay LCS Open 4 x 100m Medley
Relay 1
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APPROVING AND ASSIGNING APPLICANTS INTO TEAMS

Click ‘manage entries’ from the event. Once in the event entry management area you can
use the filters at the top to switch between the event categories. For approving
individuals into team events, you will need to filter by individuals and then the team event

category. Tick the box next to the name of the applicant(s) you wish to approve and add
to a team and click ‘Assign to team’.

If you approve an applicant without assigning to a team, they will not be moved into the
team. You will still need to assign them to a team from the approved section.

Event type Event categories Team Q.
.. % * E search
Individual Open 4x100m Me... All '

APPLIED (1) I APPROVED (0/0) REJECTED (0)

ticipant Team Applied on Price
George Mitchell Student ) 15 Aug 2024, 10:03 £0.00
Aberdeen
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APPROVING AND ASSIGNING APPLICANTS INTO TEAMS

You can then choose which Assign to team [x)
team you wish to assign the o

participant(s) to and click

‘Assign to team’ to approve D

the applicant(s) and add

them to this team.

If applicable to the event, rorsr e~ SR :
you can also tick guaranteed

. . . APPLIED (O) |  APPROVED (0/1) | REJECTED (0)
places and assign a priority
Total
order from the approved €0
° C | ° k ( S h ) Participant Team Priority Guaranteed (1/4) Applied on Approved on Price
S e Ct I O n ° I C a Ve C a n ge S 0O @- f’)ezlsiir‘M‘-LChe” Student Aberdeen LCS Open 4 x 100m Medley Relay 1 1 15 Aug 2024, 10:03 16 Aug 2024, T1:40 £0.00

once filled out.
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MANAGING STAGE 2 EVENT ENTRIES

Stage 2 (or late) entries give participants a second opportunity to enter, although
they will not be available for every event. If the event is using stage 2 entries, it
will be detailed on the BUCS website here.

They follow the same |A approval process as a normal individual entry and are
classed as non-guaranteed.

To accept an entry as stage 2, approve the later entry which will usually be at a
slightly higher price and click save.

For more information on the process of managing stage 2 entries, click here.



https://www.bucs.org.uk/events-listing.html
https://bucsappsupport.zendesk.com/hc/en-gb/articles/360032903471-Managing-Stage-2-Entries-as-an-Institution-Administrator

\ Joh
CHANGING ENTRY INFO AND WITHDRAWING ENTRIES AFTER
THE ADMIN DEADLINE

In BUCS Play, participants can edit their own entry information via their account settings
on their profile.

Their details must remain within the eligibility guidelines of the event or else the entry
won't be allowed.

Withdrawing an individual or team entry after the admin deadline must be done by
submitting a request to the event lead (found here) with the information about the event
and individual.

The following link can provide more information:
Withdrawing an individual entry after the IA admin deadline



https://www.bucs.org.uk/events-listing.html
https://bucsappsupport.zendesk.com/hc/en-gb/articles/360033344111-Withdrawing-Individual-Entries-from-Events

W2ycs

EVENT ENTRY APPROVAL PROCESS

After a student has applied to enter an event, and the |A has approved the entry,
there is one more approval step to confirm their participation: BUCS approval.

Once the |IA deadline has closed, the BUCS event lead will finalise the entry list
based on the event-specific qualifying criteria and the event's capacity. For

example, a golf event may be limited to the top 100 applicants based on who has
the lowest golf handicap.

Once the entry list has been finalised, an accepted/provisional entry list will be
published on the BUCS website via the specific event page. All students on the
final entry list, will receive a pre-event email from BUCS with everything they
need to know about competing at the event.






Wacs
ACCESSING OUR HELP GUIDES

You can access our full help guide library here.

The help guides are also accessible from BUCS Play:
On desktop, click ‘Help Guides’ in the top menu on the home page (see below).
On app, select ‘More’ in the bottom menu and then ‘Help & Support’.

‘uggﬂs Gl “ Q

Home My Play Search More

BUCS

327373 members

Q 20-24 King's Bench Street, London, UK

British Universities
and Colleges Sport

¥ info@bucs.org.uk

ssssss

Home About Help Guides BUCS UNlversal Gym How to Enter Events Late Entries and Withdrawals


https://bucsappsupport.zendesk.com/hc/en-gb

\ Joh

CONTACTING US

For further BUCS Play support or feedback, please email bucsplay@bucs.org.uk or
appsupport@bucs.org.uk.

When reporting an issue, it is helpful to supply as much information as possible
and we encourage the use of screenshots and screen recordings.

For help on how to record your screen, please view the guides for your device:
« Desktop

(O]

* Android

(Please keep the total file size below 7MB).



mailto:bucsplay@bucs.org.uk
mailto:appsupport@bucs.org.uk
https://support.office.com/en-ie/article/record-your-screen-in-powerpoint-0b4c3f65-534c-4cf1-9c59-402b6e9d79d0
https://support.apple.com/en-gb/HT207935
https://www.pcmag.com/how-to/how-to-record-the-screen-on-your-android-phone

THANK YOU
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