Two weeks before
the competition

The steps to take about two weeks before competition day.

e The Setup Wizard

e Creating the tournament

e Settings and modules

e Creating the rounds and the tables

e Juries and rubrics

e Creating the users

e Entering teams into the system

e Creating the day schedule




The Setup Wizard

The Setup Wizard takes you step by step through the most important settings of your event: the
tournament, the tables, the rounds, the modules and the teams. For a standard regional final
you're done in a few minutes.

e Logging in for the first time and there is no tournament yet? Then the wizard opens
automatically.

e You can always reopen the wizard later through Wizard in the menu.

e Everything you set up in the wizard can be changed later through Setup in the menu. The
other pages in this chapter explain each part in more detail.

At the top right of the wizard you can choose the language. At the bottom of each step are
the Back and Next buttons to move between steps.

Step 1: Welcome

A Welcome to FLL Tools

This wizard walks you through the essentials of setting up your tournament,
step by step. It should only take a few minutes.

o FLL Tools is a tournament management system for FIRST LEGO League. It handles teams, schedules, judging sessions, referee
scoring, live scoreboards, timers and info screens — everything you need to run a competition day.

'!J Create a tournament 58 Setup match tables
The tournament ties together your teams, rounds, schedule and Define the tables where robot matches take place.
results.
M Enable the modules you need Add your teams
Turn on only the features that fit your event, such as digital judging. Enter teams one by one or import a whole list at once.
O Already know your way around? You can skip the wizard at any time and configure everything from the admin menu instead.

e The first step briefly explains what the wizard does.

e Already know the tool well? Click Skip wizard (1). You go straight to the dashboard and
set everything up through the menu.

e Click Next (2) to start.
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Step 2: Tournament

l!] Create your tournament

The tournament is the central piece of the tool. Teams, rounds, the schedule
and results are all tied to it, so let's create one first.

Tournament name @ Select a scoresheet @ v

Location name @

Address

City @ Zipcode

Starting time @ End time

dd/mm/yyyy, —:- | dd/mm/yyyy, —:- |

Match length duration Simultaneous matches Jury session duration

7 1 45

CREATE TOURNAMENT >
<« BACK SKIP WIZARD NEXT -

The tournament is the core of the tool: teams, rounds, the schedule and the results all belong to it.
Fill in the fields:

e Tournament name (1) and Select a scoresheet (2): the name of your event and the
score sheet of the current season.

e Location name (3), Address (4), City (5) and Zipcode (6): the venue of the event.

e Starting time (7) and End time (8): the start and end time of the competition day.

e Match length duration (9), Simultaneous matches (10) and Jury session duration
(11): these are used to create the day schedule.

e Click Create tournament (12).

A detailed explanation of all fields, with advice on the times, is on the page Creating the

tournament. You can only continue to the next steps once the tournament has been created.
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Step 3: Tables

Set up match tables

Robot matches run on tables, created in pairs. Each table has a number and a
colour — you can use either or both. Colours are also shown on the schedule.

i
Ltd

Table pairs
Add table pair
Table 1 Tablepair 1 @
Table number @ . Table number 10 — Blue [ ]
. Table number 12 — Red [ ]
Color @
Tablepair 2
. Table number 7 — Green [}
Table number 11 — Yellow ]
fable 2 Tablepair 3
Table number
. Table number 1 — Purple [ ]
‘ Table number 4 — Orange [ ]
Color
Tablepair 4
p’ « =@ . Table number 2 — Blue [ ]
. . Table number 6 — Red [}
. Table number 8 — Green [}
Table number 9 — Yellow [}
Tablepair 6
. Table number 3 — Orange [ ]
. Table number 5 — Purple [ ]

< BACK SKIP WIZARD NEXT =

Robot matches are played on tables, and you always create tables in pairs. For both tables of the
pair you fill in:

e Table number (1): the number of the table.

e Color (2): the name of the table, for example a colour.

e Colour picker (3): the colour used to show the table in the schedule and on the screens.

e Click Add table pair (4). The pair appears on the right in the Table pairs (5) list. Use
the bin icon to remove a table again.
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e Repeat this until all tables have been created.

Step 4: Rounds

123 Createrounds

Every robot match is scored within a round. Rounds are used in the rankings
and scoreboards. Mark practice rounds so they are excluded from the results,
or hide a round to keep the final exciting.

Add round

Round name @

I Practice round @

Practice rounds are excluded from the rankings and scoreboards.

I Hide scores from the public @

Scores stay hidden on public scoreboards — useful for final rounds.

+ ADD ROUND

€« BACK

Rounds @

Oefenronde

Round 1

Round 2

Round 3

NEXT =

e Enter the name of the round in Round name (1), for example "Practice round" or "Round

1"

e Switch on Practice round (2) for a practice round. Practice rounds don't count in the
rankings or on the scoreboards.

e Switch on Hide scores from the public (3) if the scores of this round should stay
hidden on the public scoreboards. This is handy for the last round, so it stays exciting until

the awards ceremony.
Click Add round (4). The round appears in the Rounds (5) list.

Create the rounds in the order in which they are played, starting with the practice round.

Step 5: Modules
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s Choose your modules

FLL Tools can do a lot, but not every feature is needed for every event. Enable
the modules you want to use during your tournament.

o Some modules depend on others. If a module needs extra setup, an additional step will appear later in this wizard.

Judge Module @- Advanced Team Management -
Let judges fill in judging sheets digitally, or scan paper sheet Invite coaches to manage their own team page, photo and social
back in. links.
Schedule Module - Schematic Generator Module -
Show the tournament schedule to teams and the public. Automatically generate a schedule from your tables, juries and

rounds.
Livestream Module - Custom PDF Templates -
Embed a livestream of your event on the public site. Design custom PDF templates for judging forms and match lists.
Info Screen Module ‘ Practice Table Reservations ‘
Display configurable info screens on venue monitors. Let teams reserve practice-table slots before the competition.
Team Check-in Module -
settings.module.explain.ModuleCheckin

@ B SAVE MODULES
€« BACK SKIP WIZARD NEXT =

e Use the switches (1) to turn on the modules you want to use at your event. Each module

has a short explanation. More information is on the page Settings and modules.
e Click Save modules (2).

Some modules need extra settings. If you switch on the Judge Module, Practice Table
Reservations or Livestream Module, an extra step appears in the wizard for it.

Step 6: Judging (only with the Judge
Module)
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> Judging setup

The judging module lets judges fill in judging sheets digitally, or scan paper
sheets back in with OMR. Pick the rubrics you use and create the jury panels
that will meet the teams.

Judging rubrics

Select which judging rubrics are used in this tournament. Leave empty to allow all rubrics.

Judging rubrics @
. -
Robot Design &3 Innovation Project €3

@ B SAVE RUBRICS

Jury panels @
Add jury panel

1 Panel Alpha i

Number @ Room 1.01
2 Panel Bravo -

Room 1.02
Name 3 Panel Charlie 5

Room 1.03
4 Panel Delta i

i Room 1.04

Location @

5 Panel Echo )

Room 1.05
4+ ADD JURY PANMEL 6 Panel Foxtrot 5

Room 1.06
7 Panel Golf -

Room 1.07
8 Panel Hotel i

Room 1.08

< BACK SKIP WIZARD NEXT =

e In Judging rubrics (1), choose which rubrics are used at your event. If you leave this
field empty, all rubrics are available. Click Save rubrics (2).

e Then create the judging panels. Fill in the Number (3), the Name (4) and the Location
(5) (for example the room) and click Add jury panel (6).

e The judging panels appear in the Jury panels (7) list.

Step 7: Practice tables (only with Practice
Table Reservations)
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o) Practice tables

Practice reservations let teams book time on a practice table before the
competition. Set up the tables, their opening hours and how long each slot

lasts.

Add practice table

Table Number @
Colour @

Slot Length (minutes) @

10
Opening Time Closing Time @
09:00 @ 16:00 @

<« BACK

Practice tables

. Table Number 1 — Red

. Table Number 2 — Blue

. Table Number 3 — Green

SKIP WIZARD

NEXT =

automatically divides this time into time slots.
Click Add practice table (6).

More about booking practice tables is on the page Practice tables and reservations.

Step 8: Livestream (only with the

Livestream Module)

Fill in the Table Number (1) and the Colour (2) of the practice table and pick a colour.
In Slot Length (minutes) (3), enter how long a team may practise per reservation.
In Opening Time (4) and Closing Time (5), enter when the table is available. FLLTools
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m« Livestream

Show a livestream of your event on the public site. Choose your platform and
enter the channel or video.

Livestream Platform @
-

twitch

Livestream URL or Username

first_lego_league_nl

For Twitch: enter username (e.g., 'first_lego_league_nl"). For YouTube: enter video 1D or full URL

@ B SAVE LIVESTREAM
< BACK SKIP WIZARD NEXT =

e In Livestream Platform (1), choose whether you stream through Twitch or YouTube.

e In Livestream URL or Username (2), enter the username of the Twitch channel, or the
link or video ID of the YouTube video.

e Click Save livestream (3).

Step 9: Teams
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«s» Add your teams

Finally, add the teams taking part. Enter them one at a time, or upload a
spreadsheet to import them all at once.

Teams (42) @
Add team
102¢ Demo ngm 30 )
Teamnumber Demo Affiliate 30
1031 Demo ngm 32 8
Demo Affiliate 32
Teamname @ 1019 Demo Team 20 i
Demo Affiliate 20
1002 B.nck Laygrs )
o Billund Builders
Organisation
1027 Demo ngm 28 .
Demo Affiliate 28
+ ADD TEAM 1072 DemoTeam 13 8
Demo Affiliate 13
1026 Demo ngm 27 8
Demo Affiliate 27
Import from spreadsheet
o 1033 Demo ngm 34 )
Upload an Excel or CSV file with columns: team number, team name, Demo Affiliate 34
organisation.
1020 Demo ngm 21 8
Demo Affiliate 21
r e
X Team list file @
. 1025 Demo Team 24 )
Demo Affiliate 24
logz DemoTeam33 .

< BACK SKIP WIZARD NEXT =

Finally you add the teams. You can do this one team at a time or all at once with a file.

e One at a time: fill in the Teamnumber (1), the Teamname (2) and the Organisation
(3) and click Add team (4). The team number must be a unique number and may not
contain letters.

e With a file: choose an Excel or CSV file in Team list file (5) and click Upload (6). Column
A is the team number, column B the team name and column C the organisation. Do NOT
use a header row, or the upload will fail.

e The teams appear on the right in the Teams (7) list.

More about entering teams, for example with an export from your registration system, is on the

page Entering teams into the system.

Step 10: Done!
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g Youre all set!
Here's a summary of what you've configured. You can always change any of

this later from the admin menu.

L 4 B3 123 80
FLL@The Lego 12 4 42
House Tables Rounds Teams
Tournament

o Your tournament is ready. Click Finish to head to your dashboard.

@ FINISH

< BACK

You see a summary of what you have set up: the tournament and the number of tables, rounds and
teams. Click Finish (1) to go to the dashboard.

After the wizard you're not quite finished yet. Don't forget:

e the user accounts for referees and judges (see Creating the users);

e the day schedule (see Creating the day schedule);

o the other settings (see Settings and modules).

Hiding the wizard

Not using the wizard? Then you can hide it. Go through Setup to Settings and switch on Hide the
setup wizard. The Wizard button then disappears from the menu and the wizard no longer opens

automatically.
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Creating the tournament

The e-mail you received contains the login details. Log in to your FLLTools event (see the page

Logging in and finding your way around).

e For the rest of the instructions we use the link yourevent.flltools.nl.

e Replace "yourevent" with the name of your event.

e The language is set to English by default. You can change this in the user menu. The
buttons and icons are in the same place in every language.

You can also create the tournament with the Setup Wizard. It opens automatically if there is

no tournament yet. See the page The Setup Wizard. This page explains how to create and
manage a tournament through the menu, and what all the fields mean.

Going to the Tournaments page

- [
Dashboard = GO FLL@THE LEGO HOUSE v THIJS TOPS

®
& Robot Match

Tournament management + ADD
Judge @
Tournament name Seasonname Starting time
% Teams
FLL@The Lego House BioGlow - Founders 2024-02-10 08:00 H

o2, Check-in

B3 Schedule

[[)  Scoreboard

= Game results

' Competition Results

Judging results

#  Remarks

L. Announcements

A wizard

£ Setup @
o Settings

Ea Tournamen@

54 Tables

e Click Setup (1) and then Tournaments (2).
e You now see a list of all tournaments, with the season and the start time.
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FLLTools can manage several tournaments at the same time. This is handy, for example, when a
region spreads its teams over two days. Each tournament has its own teams, rounds, juries,
schedule and results.

Creating a tournament

e Click Add (3).
e A window opens where you can enter all the details.

Create new tournament

Tournament name @

Copy resources from (opticnal)

FLL@The Lego House

Select a scoresheet @ - Location name

Address @

City Zipcode @

Starting time End time

dd/mm/yyyy, —:— [ dd/mm/yyyy, - [

Match length duration Simultaneous matches Jury session duration

7 2 45

Default Theme -

This theme will be used for all users unless they set their own preference
Judging rubrics -
Select which judging rubrics are used in this tournament. Leave empty to allow all rubrics.

CLOSE SAVE

Tournament name (1): Enter the name of the tournament, for example "Regional final".
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Copy resources from (optional) (2): Choose an existing tournament to copy the rounds, juries,
tables and chosen rubrics from. This saves a lot of work when you create a second day or a similar
event. Teams are not copied. By default this field contains the tournament you are currently
working in. Want to start with an empty tournament? Then clear this field.

Select a scoresheet (3): Choose the score sheet of the current season. Need a different score
sheet for an off-season event? Let us know and we'll load the right one.

Location name (4): Name of the venue, for example "Building".
Address (5): Address of the venue.

City (6): City of the venue.

Zipcode (7): Postcode of the venue.

Starting time (8): Enter the date and start time of the competition day. This is used to create the
day schedule.

End time (9): Enter the date and the planned end time. This is also used for the day schedule.

Match length duration (10): The length of a robot match in minutes. We advise 7 minutes per
match.

Simultaneous matches (11): The number of matches played at the same time. Each match is
played on a table pair, so this is usually equal to the number of table pairs (half the number of
tables).

Jury session duration (12): The length of a judging session, including the time for the judges to
discuss. For a good schedule we recommend a multiple of 9 minutes, with a minimum of 42
minutes. This matches the official flow:

4 minutes to walk in

30 minutes of judging

4 minutes to tidy up

4 minutes to fill in the forms

Default Theme (13): The colour theme all users of this tournament see. Users who have chosen
their own theme in their profile keep their own theme. If you leave this empty, the default theme is
used.

Judging rubrics (14): Choose which rubrics the judges use at this tournament. If you leave this
field empty, all rubrics are available. This only matters if you use the Judge Module.

When everything is filled in, click Save at the bottom of the window. You then return to the
Tournaments page, with your tournament now in the list.



Editing or deleting a tournament

At the end of each row are 3 dots (4) (see the first image). Click them:

"
name Starting time
@ Show
w - Founders 2024-02-10 08:00 @ r Edit
@ il Delete

e Show (1): view the tournament details.

e Edit (2): change the details. The same window opens as when creating it. Click Update
to save.

e Delete (3): delete the tournament.

Only delete a tournament if you are sure you no longer need it. All data belonging to the
tournament can then no longer be used.

Switching between tournaments

@ FLL@THE LEGO HOUSE ~ THIJS TOPS w

The top bar shows which tournament you are working in (1). Everything you see and do in the tool
(teams, schedule, results, exports) belongs to this tournament.

e Have more than one tournament? Click the name. A list of all tournaments opens.
e Click the tournament you want to work in. The page reloads with that tournament's data.

Which tournament visitors see on the public scoreboard and team pages is set in Public

Tournament on the Settings page. See the page Settings and modules.

The tournament has now been created and you can move on to the next step.
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Settings and modules

On the Settings page you decide how FLLTools works at your event. This is also where you switch
the modules on or off: the parts of the tool you don't need at every event.

Go through Setup to Settings. The page consists of several blocks, one below the other. Each
block has its own Save button, so save each block separately after changing something.

Basic settings

Basic settings

These settings are required for running a final .
& v & Final name @

@ Everyone can register @

@ Publish results automatically @

Max practice reservations per team

2

I Hide score on referee input for hidden rounds @

I Hide the setup wizard

@ SAVE

Final name (1): The name of your event. It is shown on the login screen, below the title.

Everyone can register (2): Intended to let visitors create their own account. You don't need this

for a regional final: you create the accounts yourself (see the page Creating the users).

Publish results automatically (3): When this is on, visitors see the teams' match results on the
public team pages, including the filled-in score sheet. When it is off, the results are not visible there
for visitors who aren't logged in. Rounds with hidden scores always stay hidden.
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Max practice reservations per team (4): How many practice table reservations a team may
hold at the same time. Only relevant if you use the Practice Table Reservations module.

Hide score on referee input for hidden rounds (5): When this is on, the total score on the
referee screen is blurred in rounds with hidden scores, so a team can't look along. The referee can
reveal the score by tapping it.

Hide the setup wizard (6): Hides the Wizard button in the menu. The wizard then no longer

opens automatically either. See the page The Setup Wizard.

Click Save (7) to save the changes in this block.

Timer and modules
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Timer
Settings related to the timer START END PAUSE RESET

© © 6 ©o

Modules

The application has various modules, you can manage . Judge Module @
them here 9

# Advanced Team Management
# Schedule Module @

# Schematic Generator Module
# Livestream Module

@ Custom PDF Templates

# Info Screen Module

@ Practice Table Reservations

@ Team Check-in Module

Timer

The Start (1), End (2), Pause (3) and Reset (4) buttons control the match timer on all screens.

Each button opens in a new tab. How the timer works is explained on the page How the timer

works.

Modules

Switch a module on with its switch and click Save at the bottom of the block. After saving, the
matching pages appear in the menu. If you switch a module off, they disappear again. Your data is
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kept.

e Judge Module (5): digital judging. Judges fill in the rubrics on a tablet or laptop, or paper
forms are scanned in. Among other things, Judge and Judging results appear in the
menu, and Jury and the Rubric editor under Setup.

e Advanced Team Management (6): coaches receive an invitation to maintain the team
page themselves, with a team photo, descriptions and social media links. This extra
information is then also shown on the public team page.

e Schedule Module (7): the day schedule. Teams and the public see on the public site and
the team pages where and when they need to be.

e Schematic Generator Module (8): automatically creates a day schedule based on your
teams, tables, juries and rounds. A button to generate the schedule then appears on the

schedule page. See the page Creating the day schedule.

e Livestream Module (9): shows the livestream (Twitch or YouTube) of your event on the
public site.

e Custom PDF Templates (10): design your own PDF documents, such as name cards or
certificates, with the team details filled in automatically.

e Info Screen Module (11): screens in the venue showing, for example, the schedule, the
tables, the timer or the scoreboard.

e Practice Table Reservations (12): teams book a time slot on a practice table
themselves.

e Team Check-in Module (13): keep track of which teams have reported on arrival.
Check-in appears in the menu.

It's best to leave a module you don't need switched off. That keeps the menu tidy for all
volunteers. You can always switch modules on later.

Public Tournament and QR import

Public Tournament

Set the default tournament visible to the public. Default Public Tournament
FLL@The Lego House

SAVE

Import results via QR

Import locally-queued referee or rubric results that were :353 IMPORT REFEREE RESULTS @
transferred from an offline scoring device. This works

even if this device has no local results of its own queued. :ﬂj IMPORT RUBRIC RESULTS @

Public Tournament
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In Default Public Tournament (1) you choose which tournament visitors see on the public
pages, such as the scoreboard and the team pages. This is especially important if you have several
tournaments. Click Save to save.

Import results via QR

Referees and judges can enter results without internet. Those results are stored on their device. If
they can't be sent later, they can be transferred with a QR code. Import Referee Results (2)
reads a QR code with match results, Import Rubric Results (3) one with judging results. You
scan the QR codes with the device's camera. If the browser doesn't support the camera, you can

also paste the code as text. More about this is on the page Referee briefing.
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Creating the rounds and the
tables

The next steps are creating the rounds and the tables. Both are an essential part of the scoring
tool. Referees choose a round and a table for every match, and the scoreboard, the results and the
day schedule are all organised by round and by table. So make sure both are set up correctly
before you continue.

Adjusting the rounds



-
@ Dashboard = GO FLL@THE LEGO HOUSE ~ THIJS TOPS ~
& Robot Match
Rounds + ADD
Judge @
Roundname Type Score visability Priority
22 Teams
Oefenronde Practice round Visible 1
2, Check-in
Round 1 Game Round Visible 2
B3 Schedule
Round 2 Game Round Visible 3
[  Scoreboard
Round 3 Game Round Hide scores 4
= Game results
' Competition Results
Judging results
P Remarks
[ Announcements
A wizard
t o Setup @
t o Settings
2+ Tournaments
B3 Tables
ER  Practice Tabl..
L] Livestream
qp  Rounds @
=] Jury
['j Rubric editor
3% Users
B Exports

L] InfoScreens
Items per page: 25 - 1-40f 4

RPL APl Docs

e Go through Setup (1) to Rounds (2).

e A new environment has 4 rounds by default:
o 1 practice round
o 3 real rounds

e For each round you see the type (Practice round or Game Round), whether the scores are
visible (Visible or Hide scores) and the priority.

e Use Add (3) to create a new round.

e Through the 3 dots (4) at the end of a row you can view (Show), change (Edit) or delete (
Delete) a round.

Check that the last round is set to Hide scores if you only want to show the results of that
round after the awards ceremony. Not set correctly? Change it through Edit.

Creating or changing a round
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Create round

. J Tournament
oundname {C) FLL@The Lego House

I Practice round @ I Hide scores Priority @

CLOSE SAVE

Roundname (1): The name of the round, for example "Practice round" or "Round 1". Referees,
teams and the public see this name.

Tournament (2): The tournament this round belongs to. Usually the right tournament is already
filled in.

Practice round (3): Switch this on for a practice round. Scores of a practice round don't count
towards the results and are not shown on the public scoreboard.

Hide scores (4): Switch this on if the scores of this round may not be publicly visible (yet). This is
usually used for the last round, so it stays exciting until the awards ceremony. See also Making the

last round visible.

Priority (5): The order of the rounds. A lower number comes first.

Click Save (6) to save the round. Want to change an existing round? Choose Edit in the menu next
to the round; you'll see the same window.

Make sure there are no duplicate priorities and that they are in ascending order.

Note: if you load a schedule (see Creating the day schedule), make sure the priorities start at 1 and

go up: the practice round 1, round 1 = 2, and so on. The schedule links the matches to the right
round through the priority. Otherwise an error will occur.

A round that already has scores linked to it can no longer be deleted.

Creating the tables

Tables are a fixed part of FLLTools, so you no longer need to switch anything on in the settings.
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e Go through Setup (1) to Tables (2).

e For each table you see the table number, the table pair and the colour. Hover your mouse
over the colour to see the name and the colour code.

e Click Add (3) to add a new table pair.

Setting up tables
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Tables are always created in pairs, because in the robot game 2 teams always play side by side. So
you always fill in 2 tables at once.

e Table number (1): The number of the table. This must be a number. Start with 1 and
keep numbering across all table pairs (1 and 2, then 3 and 4, and so on). Otherwise
loading the schedule won't work.

e Color (2): The name of the table. Many regions use either the number or a colour here.
The name can be anything.

e Colour picker (3): If the table has a colour, select it here. Otherwise select black. This
colour is used in the schedule, for the referees and on the info screens.

e (4), (5) and (6) are exactly the same as (1), (2) and (3), but for the second table of the
pair.

e Click Save (7) when all fields are filled in. The tables appear on the page.

e Repeat these steps until all tables have been created.

Want to change one table later, for example its colour? Use Edit through the 3 dots next to the
table. You then only change that one table.

Choose clear colours that are easy to tell apart. Teams and referees often look for their table
by colour, and the colour is also shown large on the info screens.
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Juries and rubrics

Besides the robot game, teams are also assessed by judges. In FLLTools you set up two things for
this: the juries (the judging panels or judging rooms the teams visit) and the rubrics the judges fill
in.

The judging parts are only visible when the Judge Module is switched on. See the page

Settings and modules.

Creating juries

A jury is a group of judges in one room who see one team after another throughout the day. In the
day schedule every team gets a judging session with one of the juries.
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e Go through Setup (1) to Jury (2).

Name

Panel Brave

Panel Golf

Panel Hotel

Panel Foxtrot

Panel Charlie

Panel Alpha

Panel Echo

Panel Delta

Search

Location

Room 1.02

Room 1.07

Room 1.08

Room 1.06

Room 1.03

Room 1.01

Room 1.05

Room 1.04

Items per page:

e You see a list of all juries, with their number, name and location.

e Click Add (3) to add a new jury.

25 - |

FLL@THE LEGO HOUSE +

1-80f 8

THIJS TOPS ~
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Number (1): The number of the jury. Start with 1 and keep counting. The schedule (both the
generator and an imported schedule) links the judging sessions to the right jury through this
number.

Name (2): The name of the jury, for example "Jury A" or "Panel Alpha". Teams see this name in
their day schedule and on the info screens.

Location (3): The room or place where this jury sits, for example "Room 1.02". That way teams
and volunteers know where to go.

Tournament (4): The tournament this jury belongs to.

Click Save (5). Repeat this until all juries have been created. Through the 3 dots next to a jury you
can change or delete it later.

Rubrics

For each team the judges fill in a judging form, also called a rubric. The official rubrics of the
season are already available in FLLTools, for example Innovation Project, Robot Design and the
feedback form. In most cases you don't need to change anything here.

Choosing which rubrics you use

For each tournament you set which rubrics the judges use. You do this on the tournament itself: go
through Setup to Tournaments and choose Edit for your tournament.
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e In Judging rubrics (1), choose the rubrics that belong to your event.

e If you leave this field empty, all rubrics are available, and judges will also see rubrics from
other seasons. So always choose the rubrics of the current season.

e Click Save at the bottom.

Which rubrics count towards the rankings for the judges' deliberation is set on the page

Competition Results (see the Judges' deliberation chapter).

The rubric editor

Want to view or change a rubric, or load a rubric you received from us? Go through Setup to
Rubric editor.

Judging rubric editor @ * IMPORT
Name Season Type Sections Results @
Judging Session Feedback Founders feedback 2 0 ra * [ ]
Innovation Project Founders innovation 5 42 s % [ ]
Robot Design Founders robot 5 42 s * [ ]
Engineering Design Rubric Future engineering 4 0 rd * [ ]
Judging Feedback Future feedback 2 0 V. - (]
Project Rubric Future project 4 0

P S |
000
e For each rubric you see the name, the season, the type, the number of parts (Sections)
and the number of completed forms (Results).

e Use Import (1) to load a rubric from a file (a .rubric.json file).

e Use New (2) to create a new, empty rubric. You then fill in the name, the season and
optionally the type.

e The pencil (3) opens the rubric so you can change it.

e The download button (4) saves the rubric as a file. Handy as a backup, or to share the
rubric with another region.

e The bin (5) deletes the rubric. A rubric that has already been used to assess teams can't
be deleted.
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A rubric is built up as follows:
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e Rubric (1): The general details: name, season, type, colour and priority (the order in
which the rubrics are shown).

e Sections (2): The parts of the form, such as Identify, Design and Iterate. Each part has a
title, colour, priority and description.

e Leveled (3): A criterion within a part, with the statement the judges assess the team on.
Dual Core Values indicates that this criterion also counts for Core Values. With Top level
requires comment, the judges must write an explanation when they choose the highest
level.

e Levels (4): The levels the judges choose from (for example Beginning, Developing,
Accomplished and Exceeds), each with a number of points.

e Add leveled criterion (5), Add feedback field (6) and Add award checkbox (7) add,
respectively, a criterion, a text field for feedback or a checkbox for an award nomination
to a part.

e Click Save rubric (8) to save all changes at once.

In the editor you sometimes see texts like rubric.challenge.robot.identify.title. These are
translation keys: judges automatically see the text in their own language on their screen. So
don't change these keys unless you're sure what you're doing.

Don't change a rubric once the judges have started working with it. In doubt? Contact

thijs@flltools.nl.
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Creating the users

Everyone who interacts with FLLTools needs a user account: referees, judges, the scoring desk and
the organisation.
There are several roles, each with its own permissions.
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Creating new users:

e Go through Setup (1) to Users (2).

e Some users have already been created, including the account you are logged in with now.
Possibly also accounts of the developers or other people who already have an account.

e Clicking Add (3) at the top of the page opens a window:
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Name (1): Name of the person the account is for.

Email (2): E-mail address of the person. The person logs in with it.

Password (3): The password for this person. This field disappears when you switch on (4).

Send an invitation email (4): Switch this on to send the person an invitation by e-mail. The e-
mail contains a link with which the person chooses their own password. The link is valid for 7 days.
Roles (5): A menu opens in which you can select one or more roles (see below).

e Click Save (6). The account is now active.

If you don't use Send an invitation email, the user doesn't receive an e-mail. You then
have to pass on the login details to the person yourself.

The roles

A role determines what someone is allowed to do in FLLTools. Give everyone only the role they
need.

e Super Administrator: For the FLLTools administrators. Can also log in as another user.

e Administrator: Full access to the event: tournaments, settings, users, teams, schedule,
results and exports.

e Secretariat: For the scoring desk. Can manage teams, rounds, tables, the schedule,
check-in, remarks and announcements, view and correct all scores and judging forms, and
fill in the results (Competition Results).

e Head Referee: For the head referee. Can enter scores, and also change and delete other
people's scores.

e Referee: For referees. Can enter scores and view the match results.
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Head Judge: For the judge advisor / head judge. Can fill in judging forms, view and
correct all judging forms, change rubrics and fill in the results (Competition Results).
Judge: For judges. Can fill in judging forms and view and change their own forms.
Coach: For coaches. Can change their own team's details and, after the event, view their
own team's judging forms. Coaches are usually created automatically when you invite

them on the team (see Entering teams into the system).

User and Guest: Only viewing rights on the public parts, such as the scoreboard and the
schedule.

All roles except User and Guest can also add remarks about teams.

Changing a user

Click the 3 dots (4) next to a user in the list and choose Edit. You then reach that user's page:

Basic Information @ Roles @

Mame Roles

Jamie Trip Super Administrator  Administrator

Email
jamie@flltools.com SAVE

Language

SAVE

Assigned Teams @ Password Reset

This user is not assigned to any teams in the selected tournament.
Password

Confirm Password

SAVE

Basic Information (1): Name, e-mail address and language of the user.

Roles (2): Add or remove roles here.

Assigned Teams (3): The teams this user is linked to in the current tournament, for
example as a coach.

Password Reset (4): Set a new password. Enter the password twice.

Each block has its own Save button, so click Save in the block you changed.
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Super Administrators also see the Log in as (1) option in the menu. With it you can temporarily
log in as that user, for example to check what a referee or judge sees. A message at the top of the
screen then shows a button to return to your own account.

FLLTools Unified Login

For volunteers who help at several (regional) finals, and for regional partners / operational
partners, we have the FLLTools Unified Login. With it you can log in to every event with the
same login, through the Login with SSO button on the login screen.

You then need just one login to log in everywhere. Would you like to use this? Send an e-mail to

thijs@flltools.com and you'll receive a login.
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Entering teams into the
system

There are 2 ways to enter the teams:

1. Manually
2. Through a file upload

To start, go to the Teams page (1).

- . FIRST

&  Dashboard = LEGO FLL@THE LEGO HOUSE ~ THIJS TOPS v
& Robot Match

Teams + ADD + UPLOAD ch CUSTOM FIELDS
Judae @ ©

D Name Organisation Actions
s Teams @

1000 Nibble The Lonely Four Bits
2 Check-in
= 1001 Flowerbed NSA
@ Schedule 1002 Gearheads Robotics Club Aarhus
[E  Scoreboard 1003 Circuit Breakers STEM Academy
= Game results 1004 Brick Layers Billund Builders
v Competition Results 1005 Null Pointers Copenhagen Coders
Judging results 1006 Cog Wheels Odense Innovators

1nn7T Carun Trnad Aalkhars Aecamhle

Entering teams manually

e To enter a team manually, click Add (2).
e The following window opens:
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Teamnumber (1): Enter the team number here (for example the number from your registration
system). This must be a unique number and may not contain letters.

Tournament (2): The tournament the team takes part in. Usually the right tournament is already
filled in.

Teamname (3): The name of the team.
Organisation (4): The school, club or organisation of the team.

Coach email (5): The e-mail address of the (head) coach. This field is required. Among other
things, the address is used to send the judging forms to the coach after the event.

Invite coach to manage this team now (6): When this is on, the coach immediately receives an
invitation by e-mail. With it the coach can create their own account and complete the team details,
such as the team photo, the team cheer and the descriptions of the robot and the project. This
option is only visible when the Advanced Team Management module is switched on.

e Click Save (7) to save the team.
e The window stays open and the team number automatically goes up by 1, so you can
quickly enter the next team. Click Close when you're done.

Through a file upload

Already have your teams in a spreadsheet? Then you can load them all at once with the Upload
(3) button.
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Tournament
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e Expected format (1) shows what the file should look like. Download example CSV (2)
downloads an example file you can fill in straight away.

Choose your file (Excel or CSV) in Upload teams spreadsheet (3).

In Tournament (4), choose which tournament the teams should be loaded into.

With Invite coach to manage this team now (5), all coaches with an e-mail address in
the file immediately receive an invitation (only when Advanced Team Management is
on). This option is on by default. Don't want to e-mail the coaches yet? Then untick it.
Click Upload (6).

The file format

Use an Excel or CSV file with the columns in this order:

Column A: team number

Column B: team name

Column C: organisation

Column D: e-mail address of the head coach (optional)

Do NOT use a header row, or the upload will fail. Each row is one team.

Most registration systems can export the teams to Excel or CSV. Rearrange the export in Excel if
needed so the columns are in the order above, without a header row. In the Netherlands, you can
use the export from the PTvT regional partner portal in the same way.

Extra team fields (Custom fields)
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Want to keep extra information per team, such as a pit number? Then you can create extra fields
yourself through Custom fields (4).

Custom team fields

Define extra fields (e.g. pit number) that can be filled in for every team. Public fields are
shown on the public team page; all fields are visible to staff and during check-in.

Field name @
(Pitnumme 2 Internal @
4+ ADD FIELD @

©

CANCEL SAVE

Click Add field (3) to add a field.

Enter the name of the field in Field name (1), for example "Pit number".

The Internal / Public (2) switch determines whether the field is also shown on the public
team page. Internal fields are only visible to the organisation and at check-in.

Click Save (4).

You fill in the value of these fields per team on the team's page. See Updating a team.
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Creating the day schedule

The day schedule is the backbone of your event. It shows when and where each team has to be
with the judges, which table it plays at, and when there are breaks or other activities. The schedule
is used in many places in FLLTools: for the referees (filling in the team automatically), on the info
screens, on the public team pages and in the exports.

There are two ways to create a schedule:

1. Let FLLTools generate it (recommended)
2. Import a schedule you created with an external tool

The schedule is only visible when the Schedule Module is switched on. The button to
generate a schedule appears when the Schematic Generator Module is on as well. See

the page Settings and modules.

Before you start

The schedule is built from the data you have already entered. So first check that it is complete:

e All teams are in the system (see Entering teams into the system).

e The rounds have been created, with ascending priorities starting at 1 (see Creating the

rounds and the tables).

e All table pairs have been created, numbered from 1.

e All juries have been created, numbered from 1 (see Juries and rubrics).

e The tournament has the correct start and end time, match length and judging session

length (see Creating the tournament).

Does a team arrive later, leave earlier, need extra time or not attend judging? You can set this per
team on the team's page, in the Scheduling block (Needs extra time, Does not attend judging,
Available from and Available until). The generator takes this into account.

The schedule overview
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e Go to Schedule (1) in the menu.

¢ Generate schedule (2): Let FLLTools create a schedule (see below).

e Check schedule (3): Check that every team has all its matches and its judging session.

e Import schedule (4): Import a schedule from an external tool.

e Export PDF (5): Download the complete schedule as a PDF, showing for each time which
team is at which table and with which jury.

e Add schedule item (6): Add a single item to the schedule yourself.

e The Legend (7) shows what the colours mean: blue are robot matches, purple judging
sessions, green info and breaks, and orange other team activities.

e Use the arrows and Today (8) to move between days. Handy if your event spans several
days.

e Timeline / Grid (9) switches between a timeline (tables and juries below each other) and
a grid (tables and juries next to each other).

Following a team

Click a block in the schedule once. All items of that team are then highlighted in orange, so you see
the team's whole day at a glance.
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Moving items and changing times

e Drag a block to another time, or to another table or jury.

e Drag the edge of a block to make it longer or shorter.

e Double-click a block to see its details. Here you can also enter an exact start and end time
if you want to place an item outside the 5-minute grid. Then click Save.

Event Details

Team ID: 1001
Team Name: Flowerbed
Location:

Start time

10/02/2024, 10:16 |

End time

10/02/2024,10:20 m

Set exact times here to place the event off the 5-minute grid.

CLOSE SAVE
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Changes are saved immediately. If a change isn't possible, for example because it clashes with
another item, you get a message and the block jumps back.

Generating a schedule

FLLTools can create a complete schedule itself: every team gets one judging session and one
match per round, without any clashes. Click Generate schedule.

Tournament overview

42 teams 1 practice + 3 scored rounds 8B juries 6 table pairs

The generator lays out every team's judging session and one match per round without conflicts, using the tournament's teams, rounds, juries and tables.

o A schedule already exists for this tournament. Enable Clear & regenerate below to replace it. Only this tournament's schedule is affected.

Parameters — Match length (min) @ | Judaging length f.mlr'}@
5

Time lengths default to the tournament configuration. 35
Use a seed to reproduce an exact schedule.

— Match buffer (min) @ . — Judaging buffer (min)

2 10
— Simultaneous matches @— — Min. travel between activities (min) -
4 5
Matches running at once (max 6 table pairs)
— Extra time for flagged teams (min) @7 — S'.ar'.tme
5 10/02/2024, 09:00
— End time

10/02/2024, 16:30 = Seed (optional)

Same seed reproduces the same schedule

Breaks @ + ADD BREAK
— Name v — Start + — Min y — For :
Break ‘ 10/02/2024, 09:00 ‘ 30 ‘ ALL - ‘ (]

Custom team events
Extra activities every team attends once, e.g. a pit visit or team picture. Stations = how many + ADD EVENT
teams can be handled at the same time.

‘ Name Location (optional) ‘ []
— Min . — Buffer . — Stations . — Mot before (optional) —— — Fin shed by (optional) —,
‘ 5 ‘ ‘ 0 ‘ ‘ 1 ‘ ‘ dd/mm/yyyy, == ‘ ‘ dd/mm/yyyy, == ‘

[C] Clear & regenerate (replaces this tournament's existing schedule)

CANCEL GENERATE
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At the top you see an overview of what goes into the schedule: the number of teams, rounds, juries
and table pairs. Not right? Then first adjust the teams, rounds, juries or tables.

The times are taken from the tournament by default. You can change them here:
Match length (1): The length of a robot match in minutes.
Judging length (2): The length of a judging session in minutes.

Match buffer (3): Extra minutes between two matches at the same table, for example to reset
the table.

Judging buffer (4): Extra minutes between two judging sessions, for example for the judges to
discuss and fill in the forms.

Simultaneous matches (5): How many matches are played at the same time. This can be at
most the number of table pairs.

Min. travel between activities (6): The minimum number of minutes a team has between two
items, to walk from the judges to the table (or the other way round).

Extra time for flagged teams (7): How many extra minutes teams get that have Needs extra
time switched on.

Start time (8) and End time (9): The start and end of the schedule.

Seed (10): Optional. With the same seed you get exactly the same schedule. Leave this empty if
you don't know what to do with it.

Breaks (11): Click Add break to add a break, such as lunch or the opening ceremony. Fill in the
name, the start and the duration, and choose under For who the break applies to: ALL (everyone),
TABLE (only the robot matches) or JURY (only the judges).

Custom team events (12): Click Add event for an extra activity every team has to attend once,
for example a pit visit or the team photo. Fill in the name, an optional location, the duration, the
buffer and the number of Stations (how many teams can be there at the same time). Optionally
you specify from when until when the activity takes place.

Clear & regenerate (13): Is there already a schedule? Tick this box to replace the existing
schedule. Only this tournament's schedule is replaced.

Click Generate (14). After a few seconds you return to the schedule overview with the new
schedule. Couldn't all teams be scheduled? Then you end up on the Check schedule page (see
below).



As soon as scores or judging forms have been entered, a new schedule can no longer be
generated, because those results are linked to the schedule. You then see this message:

Tournament overview

42 teams 1 practice + 3 scored rounds 8B juries 6 table pairs

The generator lays out every team's judging session and one match per round without conflicts, using the tournament's teams, rounds, juries and tables.

e This tournament already has results recorded. Generating a new schedule would delete data those results depend on, so it has been disabled.

CANCEL

Still want to change something? Then adjust the schedule by hand in the schedule overview.

Checking the schedule

Check schedule shows how many matches and judging sessions each team has. Teams with
something missing are highlighted.

Check Schedule

=4 ADD MISSING EVENTS (3] BACK TO SCHEDULE

o 24 of 42 teams are missing events. Rows highlighted below are short of the expected 4 matches or their judging session
Use Add missing events to create placeholders at the end of the schedule, then drag each into a free slot.

# Team Matches Judging Status
1001 Flowerbed 2/4 1/1 (1]

1002 Gearheads 2/4 1/1 1]

1003 Circuit Breakers 3/4 1/1 (1]

1006 Cog Wheels 2/4 171 0

1009 Byte Brigade 2/4 171 0

1012 Demo Team 13 3/4 1/1 0

e Click Add missing events to create a block at the end of the schedule for every missing
item.
e Go back to the schedule and drag these blocks to a free spot.

Adding an item yourself
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Use Add schedule item to add a single item. First choose the type:

Add Schedule Item

Type of Schedule Item @
-

Team Event

Start time @ End time
=f= =f= ©

©

Team v

Event name @ Location (optional)

CLOSE SAVE

e Info Block: A general block, such as the opening ceremony, lunch or the awards
ceremony. You enter a type, a text and a category (Jury, Table or All), and choose whether
the end time is shown.

e Jury Session: A judging session. You choose the jury and the team.

e Robot Match: A robot match. You choose the round, the table and the team.

e Team Event: Another activity for a team, such as a pit visit. You choose the team and fill
in the name and optionally the location.

For each type, fill in the Start time and End time and click Save.

Importing a schedule

Created the schedule with an external tool? Then you can import it through Import schedule.

e The import page has a link to the schedule generator at https://koenvanwijk.github.io/fll-

schedule/.

e Fill in your event's details there and download the file.

e On the import page, choose Paste JSON and paste the contents of the file, or choose
Load from URL and enter the web address of the file.

e Click Import schedule.

The import is a BETA feature and will probably not be developed further. Preferably use the
built-in generator. When importing, the rounds (priority), tables and juries must be
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| numbered from 1, or loading will fail.

The schedule for the head referee

https://yourevent.flitools.nl/schedule/headReferee has an overview especially for the head referee:

for each time you see which team should be at which table. A dash means the table is free.
Replace "yourevent" with the name of your event.

Schedule

Time Table 1 Table 2 Table 3 Table 4 Table 5 Table 6 Table 7
10:00 1024 | Demo Team 25 - - 1011 | Kernel Panic - - -
10:04 - 1028 | Demo Team 29 1032 | Demo Team 33 - 1021 | Demo Team 22 1023 | Demo Team 24 1015 | Demo Te
10:08 1034 | Demo Team 35 - - 1020 | Demo Team 21 - - -
10:12 - 1019 | Demo Team 20 1030 | Demo Team 31 - 1036 | Demo Team 37 1033 | Demo Team 34 1039 | Demo Te
10:16 1001 | Flowerbed - - 1007 | Servo Squad - - -
10:20 - - 1009 | Byte Brigade - 1017 | Demo Team 18 - 1025 | Demo Te
10:28 - 1032 | Demo Team 33 1015 | Demo Team 16 - 1022 | Demo Team 23 1028 | Demo Team 29 1021 | Demo Te
10:32 1020 | Demo Team 21 - - 1023 | Demo Team 24 - - -
10:36 - 1008 | Torque Titans 1014 | Demo Team 15 - 1034 | Demo Team 35 1039 | Demo Team 40 1030 | Demo Te
10:40 1010 | Spark Plugs - - 1004 | Brick Layers - - -
10:44 - - 1031 | Demo Team 32 - 1040 | Demo Team 41 - -
10:56 1011 | Kernel Panic - - 1029 | Demo Team 30 - - -
11:00 - 1034 | Demo Team 35 1014 | Demo Team 15 - 1018 | Demo Team 19 1030 | Demo Team 31 1023 | Demo Te
11:04 1003 | Circuit Breakers - - 1012 | Demo Team 13 - - -
11:08 - 1026 | Demo Team 27 1031 | Demo Team 32 - 1006 | Cog Wheels 1024 | Demo Team 25 1032 | Demo Te
11:12 1039 | Demo Team 40 - - 1037 | Demo Team 38 - - -
11:16 - 1015 | Demo Team 16 - - - - 1002 | Gearhe
11:24 - 1013 | Demo Team 14 1029 | Demo Team 30 - 1020 | Demo Team 21 1021 | Demo Team 22 1018 | Demo Te
11:28 1007 | Servo Squad - - - - - -
11-32 - 1031 | Deman Team 32 1NNN | Nikkle - 1N24 1 Nemn Team 25 10NA | Nna Wheels 1037 | Nemn Te

The public schedule

Teams, coaches and visitors can view the schedule through Schedule in the menu of the public

website, at https://yourevent.flltools.nl/home/schedule. Nothing can be changed there. In addition,

each team sees its own day schedule on its team page (see Team features).
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Demo Team 29 | Panel Alpha
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