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User Guide for Individuals wishing to undertake 
appointments from Area Branch Level



1. How to enter your availability

2. How to see your Past & Future appointments

3. How to claim expenses for your appointments

What this guide covers



The Home Screen



• For EHO Gold & Silver members, you are 
eligible to receive appointments to officiate 
matches from your Area Branch of the EHO

• You can indicate your availability to your Area 
Branch Appointers, indicating your 
willingness to receive appointments

• You can claim reasonable travel expenses for 
any appointment you undertake

Why is this section 
important?



To enter your Availabi l i ty

Click on your initials to

bring up the menu

Click on My Calendars



Press Search

To enter your Availabi l i ty

Select which 

months you want 

to enter your 

availability for



Click the edit button

To enter your Availabi l i ty



To change each day 
of that month in one 
go

You can tick your 
availability per day 
here

To enter your Availabi l i ty



Any specific notes 
for the appointers in 
relation to your 
availability for the 
month goes here

Any notes around 
your availability for 
ALL months can go 
in here.

Then press save so 
the appointers can 
now see your 
availability

To enter your Availabi l i ty



To view upcoming Appointments

Click on your initials to

bring up the menu

Select My Appointments



Click on the 
“edit” button 
here to enter 
your expenses

Enter Date Range and press Search 
to bring up all your upcoming / 
previous appointments

To view upcoming Appointments



Click on the 
icon here to 
enter your 
post match 
reports.

If it shows a 
Green Tick, it 
shows this has 
been 
completed and 
saved

Enter Date Range and press Search 
to bring up all your upcoming / 
previous appointments

To enter post match reports



For matches 
that have 
passed, you 
can now enter 
your expenses

Click on the 
“edit” button 
here to enter 
your expenses

To enter your expenses



A calculated mileage will 

appear here, however you 

can overwrite if you had to 

take a detour / travel from 

pitch to club house, etc.

If on Public Transport, 

please delete mileage and 

use “Other expenses” to 

claim your travel fares.

To enter your expenses

This will be set to your 

Appointing EHO Area 

Branch for this match

Complete all then press SAVE



Click Submit Expenses

To claim your expenses



Tick the box to claim 
& Press Submit.



Thank  You
More information is available here: 
www.englandhockey.co.uk/deliver/gms

http://www.englandhockey.co.uk/deliver/gms

