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TEAM PORTAL MANUAL 

Welcome to OneClickIce™  

This document is protected by Canadian and International copyright laws. Reproduction and distribution of this 
document without written permission from OneClickIce (Synatech Inc) is prohibited. Intellectual property of 
OneClickIce (Synatech Inc). Please DO NOT share this document with parties outside of your association or other 
persons that do not have an account with OneClickIce Team Portal. 
 

Login 
Your association ice scheduler/admin will send you a custom email with the site address, username and password 
for your team: 

 

Click on the site link or copy the address into your internet browser. A login page customized to your association will 
load with the association name and logo. 
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Enter the username and password provided in the email and press “Login”. The password is case sensitive so please 
make sure that the first letter is not capitalized by default when you type it in. 

Note: All the transaction in the team portal are communicated to teams via emails. At the end of each transaction 
your team will get confirmation emails and so will other teams involved as explained in each section of this manual. 
Whilst not explicitly mentioned in each section, after each transaction is completed, the association ice 
scheduler/administrator will also get a summary email, and, if the association chooses, the involved arenas will also 
get an email to updated their boards.  
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Navigation 

 

The home page shows your team’s current schedule which includes any blackouts or events that you might have. 

You can also generate an export file that you can use to import your schedule into TeamLinkt. Other export options 
will be added in the next couple of weeks. 

Note: Not all menu options might be available to your team, it’s up to each association to decide what they want 
their teams to have access to. 

Contact Emails: Manage the coach and team managers emails 

Blackouts: Manage your team’s blackout requests 

Give Back Ice: Allows your team to give back ice to the association so that it can be picked up by someone else 

Transfer Ice: Allows you to transfer your ice to another team in one schedule so that the team can return the ice on 
another schedule (one way trading) 

Take Available Ice: Allows your team to pick up any ice that was return or that was published by your association 

Request a Trade: Allows your team to request a trade with other teams for your ice 

Open Trades: Lists all the trade that you have not finalized yet 

History: Lists all your activity, any ice that you have picked up, or return, transferred or traded 
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Contact Emails 

The site has the email that your association entered for your team: 

 

You can add an email to the coach box for example or add a new manager to your team by using a semi-colon and 
pressing “Save”: 
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Each email address will receive an email in order to get the email verified: 

 

The  email will be sent  from notifications@1clickice.software. Please make sure you add this address to your contact 
list so that emails don’t end up in the spam folder. 

Click on the “VERIFY EMAIL” link, a page will open in the browser and you will get this message: 

 

And your Contact Emails page will change to: 

 

You can now use all the features that the Team Portal offers. If NO email is present and verified you will not the able 
to use any of the features even though you can see them. 
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Blackouts 

Here you have your association blackout rules for the season and a list of the blackouts that you have requested: 

 

Period Start: Blackout period start date 

Period End: Blackout period end date 

Max Num Blackout Requests: Max number of blackouts request you can have in the period 

Max Num Days Per Request: Max number of calendar days for each request submitted 

Lock Date: You can make changes to your blackout requests for the period up to this date, once this date has passed 
no changes can be made using the portal, you will need to contact your ice scheduler/administrator. This date is 
important, it allows the ice scheduler to work on the next practice scheduling period whilst honoring your blackout 
requests. 

You can delete a request by pressing the “Delete” button next to the request, or you can add a new one by pressing 
the “Add New Blackout Request” button: 
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Fill out the fields and press “Save”. 

If your request is within the rules you will get this message: 

 

Else you will get an explanation why your request was denied: 
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Give Back Ice 

If you cannot trade an ice and cannot use the ice you can give it back to the association. 

 

Select which ice you want to give back and press the “Give Back Ice” button. 

Note: Unlike previous seasons, when you give up an ice that ice will return to the association, even when the ice is 
shared, the ice will NOT be given to the shared partner. 
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You will receive an email confirmation that you gave up the selected ice time: 

 

If your team gave up a shared ice, an email is also sent to your sharing team to inform them that they will get a new 
sharing team when the ice is picked up. 
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Transfer Ice 

Transferring an ice allows teams to make a one-way trade, that is, a team transfers an ice to another team in one 
scheduling period and get a reciprocating ice on another scheduling period. 

 

Select the team that you want to transfer the ice to then select ice and press “Transfer Ice”. Only teams that have 
contact emails will show up in the team list. 
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You will receive an email confirming the transfer: 

 

And the team that you transferred the ice to will also get a confirmation email: 
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Take Available Ice 

This page lists any ice that has been returned by teams or published by your association for pick up. Unlike previous 
seasons, associations can now publish an ice as full or shared: 

 

At the moment the list does not tell you what team you will be sharing with but that will be available for the next 
season. 
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If you are successful in picking up an ice time you will get a confirmation email: 

 

If you are picking up a shared ice, the shared team will also get a confirmation email that the ice assignment has 
changed: 
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Request Trade 

This is a two-way trade, you will offer an ice time in order to get an ice time: 

 

Select which practice you want to trade, a full ice time will appear twice on the list, once as shared and once as full.  

Select a target date, the system will list any available trades 2 days before and 2 days after this date. 

You can also enter a note that the teams will see when they get the email with the request. 
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Click on “List Possible Trades” to see a list of available trades: 

 

Based on the day of your ice the system automatically only lists teams that do NOT already have ice on that day and 
any teams that don’t have a blackout on that day.  

If you are trying to trade an ice on the weekend the list of possible teams will be very limited since most teams will 
already have ice booked over the weekend.  

Select which teams you want to send a request to by clicking on the “H” (Half Ice) or “F” (Full Ice) icons as shown 
above then press “Send Requests”. 
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Each team will get an email informing them that you are requesting a trade: 

 

By clicking on the “Trade Details” link the “Open Trades” page will come up, see next session. 
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Open Trades 

Here you can see all the trades that you have requested or that other teams have requested from you: 

 

This is what is shows when you have trades requested from other teams to you. On the sample above this is what 
Team 2 would see: 
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You can select to “Decline” or “Accept” a trade request. 

  



 

 

support@oneclickice.com 20 www.oneclickice.com  

In this example if Team 2 Accepts the trade you will see this on your own team Open Trades page: 

 

At this point, NO ICE has been traded, nothing happens until you press the “Finalize” button.  

If you are no longer interested in making a trade you can cancel your trade anytime by just pressing the “Cancel this 
trade request” button next to the ice time you are trying to trade. An email will be sent to ALL teams involved in the 
trade informing them that you have canceled the trade request. 
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Once you “Finalize” it, the ice is actually traded into OneClickIce, you will get a confirmation email and all the others 
teams involved will get an email as well. The team that you traded with will get a confirmation email and all the 
other teams will get a cancelled email since you did not continue the trade with them. 
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History 

Lists all the transactions that you have made on the portal. Any ice that you gave up, transferred, picked up or 
traded: 
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You can click on the link “Click here to show history” to show more details on the transaction. 

 

 

 

 


