Completing the 2024-25 Team Roster on an iPad

These instructions are specific to how to successfully fill out and send the Team Roster using an iPad.  This document does not describe the details for each of the fields on the form.  Those instructions are found on the Instructions for Completing Team Roster page.

Navigate to the Smashers Ways to Play/Teams page and look for the list to the 2024 Team Roster. 

1. Touch and hold the link for the fill-in pdf.  This will cause a pop-up menu to appear. 
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2. A new icon will appear near the top of your screen and you will be shown a file in your downloads folder
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3. Touch the file name shown in the downloads folder and it will, by default, open in preview.
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4. Touch the Share button near the top of your screen (box with arrow pointing out), then touch Save to Files
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5. Select the option on the left to save on my iPad, then either select the Documents Folder or create a new folder.  In my example I created a new folder called Smashers
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6. Enter the File Name you would like to call it.  For example, you could use your team name as the file name.  Important: Please be sure to include the .PDF extension in your file name.  Press Save
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7. Make your updates to the form (see separate instructions for data entry).  Note: the fields may not appear as though they are editable, until you touch where you would enter data.  At that point, the keyboard should pop-up and you can type in the value.  Note: You must exit the field with your content present/selected, in order for the form to retain your entry.

8. Save your changes, by performing steps 4 and 5 above.  This time, instead of creating a new file name you can simply touch the existing file name (causing it to appear in the file name field), and then select “Replace”.
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	Note: the same method can be used to save and return to the file at a later time.

9. Once complete, send the file to Smashers Scheduler. Touch the Share button at the top, then press the email icon.
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When the email opens, fill in the to, subject and ensure the pdf is attached, then press the send button.
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Reopen File at a Later Time
In the bottom bar, I had a icon that looks similar to this, in which it looks like multiple icons with multiple layers.  
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Pressing this icon open the iPad’s Browse functionality with a search feature, using the Search I typed in “Files”
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Then navigated to where on my iPad I stored the Team Roster and touched it to open it again in Preview to continue to make changes.
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