	Spond Guide for OODs                                                                         Version 1 (2025)

	Prep
	Before posting an event on Spond, use the OOD Group Chat to check conditions and availability.  It is recommended that new OODs partner with a more experience OOD for a minimum of 6 months or until they are deemed competent.  If additional OODs will be joining the event they can be manually added by the Sponder at Step 12

Make members aware on WhatsApp, that an event will be posted on Spond.  Use Spond to manage names and numbers rather than WhatsApp

Encourage members to use the Waiting List. If a member on the waiting list hasn’t rowed / paddles / sailed recently, the OOD can appeal to other members to release their seat if they have participated recently and often


	Step 1
	Click on Spond App Icon


	Step 2
	Click the + in the top right-hand corner


	Step 3
	Choose Event


	Step 4
	Choose the Group you wish to invite to the event / row 
Findochty Water Sports Club

	Step 5
	Choose Event


	Step 6

	Choose Main Group

	Step 7

	Click Select all in the top right-hand corner (a tick should then appear beside every name)

	Step 8

	Press Next

	Step 9 .1

	Give your event / row a title e.g. Sunday Row

	Step 9.2

	Add a description of your row / event e.g. conditions may require strong and continuous rowing - not recommend for new or light rowers

	Step 9.3
	If you want to add a photo, click on the camera icon


	Step 9.4
	Add a start time e.g. when you plan to begin your row


	Step 9.5
	Add a meet up time e.g. 15 mins below to prepare and launch boats


	Step 9.6
	Add an end time (if applicable).  This may be variable depending on conditions

	Step 9.7
	Add the location e.g. The Howff


	Step 9.8
	Host should state You.  If the row OOD changes, you can select another OOD name my clicking in the box and ticking a new OOD

	Step 9.9
	Registration fee, add task and add attachment not applicable


	Step 10.1
	Click More Settings


	Step 10.2
	Add the maximum number of participants.  Start with 5 and then increase to 10 once the first boat is full

	Step 10.3
	Answer deadline not applicable


	Step 10.4
	Send invite immediately


	Step 11
	Click Send in the top right-hand corner


	Step 12
	The OOD can manually add or remove a member from an event.  To do this, click on the three dots beside the member’s name.

Choose Change Answer or Remove from Event

If you select Change Answer, you can Accept or Decline on their behalf

If you select Remove from Event, they will be removed (we rarely use this function)


	Step 13
	After posting, if the OOD needs to edit the event, select the three dots in a circle in the top right-hand corner


	Step 14
	To cancel an event, select the three dots in a circle in the top right-hand corner and choose Cancel event
If you cancel, you should select Cancel and notify recipients, so they are aware.  You should also notify members on WhatsApp




