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Receiving your invitation and creating your account:  

1. A Fenworks admin will send you an email invitation to the platform. This invitation 
will have a link to begin creating your general manager account. 

 
2. Fill out the information to create your account as seen below 

 



  

 

 

   
 

3. Once your account is created, you will see you are now the manager of your school 
on the Fenworks platform. 
 

4. You will arrive at the dashboard page of the Fenworks platform. 

 

Inviting members to your school: 

1. On the dashboard page, click the “Users” tab to navigate to the list of users in your 
organization and to invite new users to your school page.  

 

2. Here you can invite students by clicking the red “Invite Students” button. 

 



  

 

 

   
 

3. You will select what school to invite the students to and then you will be presented 
with two ways to invite students. 

 

a. First, you may generate an invite link. This link can be sent to any student to 
register their account under your school. This link expires after 7 days. After 
those 7 days a new link will need to be generated in order to invite new users. 

i. Please note generating a new link at any time will invalidate the 
previous link regardless of the time remaining. 



  

 

 

   
 

b. Second, you may directly invite students via email by typing in their email in 
the provided text box. Once the desired emails are typed, you will need to 
click the red “Invite Students” button at the bottom. 

 

4. Once you have invited your students, you may return to the “Users” tab on your 
dashboard. Here you can view a list of your students. 

a. If you invited students via the invite link, you will only see them listed once 
they have accepted and created their user account. 

b. If you invite students via email, you will be able to see those who have not 
accepted their invite at the top of the list of users. From this list you have the 
following options: 



  

 

 

   
 

i. With a pending invite, you can copy a direct invite link from the 
dashboard. This link is for the corresponding user only and cannot be 
used for another. 

ii. Resend the invite email if it has expired. 
iii. Or click the trash icon to cancel and remove the pending invite 

 

 

Creating and editing rosters: 
1. Navigate to the “teams” tab on your dashboard. 

 

2. Click on the “New Team” button. 

 

3. Fill out the team information by selecting the title they will compete in, the team 
name, and which school the team is affiliated with. Be careful when selecting the 
game as some titles have more than one format; reference your league rules 
handbook to find what format is run during the season you are registering for.  



  

 

 

   
 

 

4. Once a team is created it will appear on your list of teams under “My Teams.” 

 



  

 

 

   
 

5. Click “Add User” to add one of the users you added previously to the roster

.

 
6. You can also/alternatively click on the name of any team to view their details, active 

seasons, team members, and schedule.  

 



  

 

 

   
 

7. On a team’s overview page, click on the “Members” tab to view the roster of the 
team. 

 

 
8. Here you can view the team’s roster. This is also where you can add and remove 

players from the roster. 

 

9. Clicking on the add button will show a list of all eligible players that can be added to 
this team (this is a list of members you added to your school earlier). Click the red 
add button next to a player’s name to add them to the team. 

 
10. To remove players, you can click the edit button, and then click the trash can logo. 

You can also mark a team captain by clicking the star. Once you have finished 
editing the roster, click the save button. 



  

 

 

   
 

 
11. The “Team Schedule” section will show that particular teams upcoming and past 

matches:  

 

Registering teams to a season: 

1. In your dashboard, click the Teams tab. 

 

2. You will be shown a list of all the teams you have created, sectioned by title. When 
you’re ready to register a team for a season, click the red “Not In a Season” text 
displayed underneath the name of the team you want to register. 



  

 

 

   
 

               

 
3. The seasons your team is eligible to be registered for will then appear. After 

selecting which season to enter your team into, click the red “Submit” button at the 
bottom of the page. 

 

4. Congratulations! Your team has been registered for the season. 
5. Alternatively, you can register teams in your dashboard by clicking the Teams tab.  



  

 

 

   
 

              

6. You will be shown a list of all the teams you have created, sectioned by title. When 
you’re ready to register a team for a season, click the team's name in the box shown 
underneath the Teams tab.  

              

 
7. After clicking on a team, you will be brought to their team page. On the team page, 

you should see a blue “Season Selection” button on the right side. Click the blue 
“Season Selection” button to register that specific team for an eligible season. 



  

 

 

   
 

 

8. The seasons your team is eligible to be registered for will appear. After selecting 
which season to enter your team into, click the red “Submit” button at the bottom of 
the page.  

 

9. Congratulations! Your team has been registered for the season. 

 

Fenworks Match Schedule Guide: 

How the Match Schedule works 

1. The default view of your dashboard will display the match schedule. 



  

 

 

   
 

a. The match schedule will show the Ongoing and Upcoming matches your 
teams have. 

 

2. You can also view any past match, by clicking the “Past” button. 

 

3. Clicking on a match in the will take you to the match page. 
4. You can filter the displayed matches by season. 

a. Select show all seasons to return to default view. 

 

5. You can filter the match schedule by date using the calendar option in the top right. 
a. Clicking clear will reset the filter to default. 

 



  

 

 

   
 

 

6. You can also use the search function in the top right to search your match schedule 
by team name.  

 

  



  

 

 

   
 

Fenworks Inbox Guide: 

How to access your inbox 

1. From your dashboard, click the “Inbox” tab. 

 

2. Here you will see the three inbox categories: Announcements, Direct Messages, and 
Match Chats. 

 

3. Announcements: Important information from the Fenworks platform will be shown 
here. 

a. For example, when a team forfeits a match you will be notified here. 

 

4. Direct Messages: Here you can view any direct message you receive, and have the 
ability to send messages to other GMs and Fenworks Administrators.  



  

 

 

   
 

 

5. To send a message, click the “New Message” button. 
a. You’ll be asked to enter a subject of the message 
b. What school you would like to message 
c. What member(s) of that school you wish to message from a drop-down 

menu listing all General Managers from that school. 
i. You may select multiple people to include in this message 

d. You may directly message Fenworks Admins from this interface. 

 

6. Once you have the correct school and people selected, you can click submit. Doing 
so will open a chat with the selected people.  

a. You may begin typing your message at the bottom of the chat box. 
b. You can also upload and send images if needed. 



  

 

 

   
 

 

7. Clicking the “close” button in the bottom left of the chat will close the chat view.  
8. You can reopen this chat at any time by navigating back to “Direct Messages” and 

clicking on the chat you created. 

 

9. Whenever you receive a message in a chat you will be notified.  
a. This notice is shown as a red number over your inbox tab on your dashboard 
b. When viewing Direct Messages, chats with new messages will be pushed to 

the top of your list and have the red number showing how many new 
messages are in the chat since you last viewed it. 

 



  

 

 

   
 

 

10. For both Announcements and Direct Messages, you can click the check box next to 
the message to select it. This gives the option to archive the message. 

 

11. Archiving will hide the selected messages. Archived messages can be viewed by 
click the “Show Archived” button 

a. If a new message is sent in an archived chat, it will automatically unarchive 
itself and notify you. 



  

 

 

   
 

 

12. The last in the Inbox is “Match Chats”. Here you can view any match chat of matches 
your teams are in. By default, it will only show match chats in which an admin has 
been flagged. 

 

13.  By clicking the “Show Flagged” you can switch your view to see ALL match chats for 
your teams. 

 

14. Select “Show this Week” to display match chats from the current week of the 
season. 

15. Clicking on any match chat will immediately take you to the match page. 
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