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SECTION
ONE

CENTRE
ADMINISTRATION
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CENTRE ADMINISTRATION

CENTRE DETAILS

This section is were the particulars of your centre are entered and saved
including Centre contact details (eg Secretary or Registrar), user name,
password and bank account details for credit card payments. Most of this
information will have already been entered by VLAA however they will
need to be updated as changes occur. For security reasons bank
account details can only be changed by IMG eCommerce on lodgement
of approved paperwork.

1.

2.

Eali

Go to the clubs online website
https://www.clubsonline.com.au/console

Enter Centre Username and Password. Contact VLAA if these have
been forgotten.

Click on Administration and then Details.

Check all current details and alter as necessary

0" b s @ N L ! N E Hame | Suppart | ContactUs |

Details

Lizers

Mermbership Data Impaort
Custom Fields

Credit

e | Members | Reg s | Shop | Registrations | Results | Took | Administration

Centre Details

Card Gateway

Centre Name: + WLAA Test Centre
Club
Moticeboard Centre Code:
Title: Miss
First Name: ¢ Ja
. Biow Cheqk all current
details and alter as
Address: + 2/95 Salmon Street necessary
Suburb: Fort Melbourne
State: « “ictaria
Postrode: « 07

Under Security details you can either change username and
password or leave it as provided, however it must be unique. The
system will not allow any duplicate usernames or passwords.

Bank account detail is a secure area which can only be updated
by IMG eCommerce. To amend bank account detail a Bank Details
Authority Form must be completed with details to be amended and
signed by two officers of the centre. This ensures that bank account
details cannot be altered without the authority of the centre.
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Access Information
Change username and

Username: + ’W‘ password or leave it as
— provided

Bank Account Details

The following information is only required for direct transfer payment of accounts. If bank account details

are incorrect please

< complete a Bank

Account Name: ¢

Bank: + Details Authority and
send to IMG

Bank Sort Code (BSB):

|
| |

Branch: « | |
| | eCommerce.
| |

Account Number:

7. Click Update and the following screen will appear for checking. If
changes are required click on edit and correct errors.

S
|

Haorme

esults | Tools | Administration | Lag Off

Centre Details

Organisation 1D

1610

{Internal Use Only):
Centre Name: YLAA Test Centre
Centre Code:
Name: Miss Jo Blow
Address: 2/85 Salmon Street
Suburb: Part Melbourme
State: Yictoria
Postcode: 3207
Country: Australia
Username: Testdrive

rd- Read

This completes the Centre details section.
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USER DETAILS

The Centre can determine how many administrators (users) will have
access to the online registration system. The centre can also control
access rights to what sections of the system each user will have (eg
Administration, Membership Options, Subscriptions etc.). A unique
username and password must be provided for each user.

1. Click on Administration and then User.

2. Click on Add

3. Enter name, username, password and access rights.

vubSONLINE

Users

| | Administration |

Canc

el

Name:

Title:

Email Address:

Telephone:

Website Contact: Oves @Mo

Console Access: Oves @mMo

UserName: +
Password: +
Website

Website: Orves @MNo

Basic Information: Oves  @Mo

Contact Information: Oves ®Ho

Club Directory: Oves @Mo
Members Section: Oves  @Mo
Members Directory: Oves  ®@HMHo
Subpay: Oves  @MNo

Popup Message: Oves @MNo

News

Menu: Orves @MNo
Listings: Owiew [Cedit [add
Types: [(vigw Cledit [ladd
Options: Oves @Mo

Filter: @ al O User Only
Sponsors

Menu: Oves  @Mo
Listings: Cwiew Cedit [Cadd
Types: [Cvigw ClEdit [ladd
Options: Oves @Mo

Filter: @ al Cruser Only
Website Links

Menu: Oves @MNo

Ccopy
[Ccopy

L Copy
Ccopy

[oelete [Jstatus
[pelete [status

[Coelete [Jstatus
[Opelete [Jstatus

1. Type in name of user. Additional
information can also be added here.

2. Type in username and password
|_to be allocated to this user.

3. Select Yes, No or available
option to indicate if user has access
rights to these section

/

4, Click on Update and following screen will appear for checking.

© Copyright 2008. Victorian Little Athletics Association

Page 7 of 93

13/02/2009




\Website | Members | Registration Fees | Shop | Registrations | Results | Tools | Administration | Log Off

Details
Users

Users

Membershio Data

Custom Fields Record successfully added to system

Credit Card Gate
Club

Noticeboard
Name: Rob TESTY
Title:
Email Address:
Telephone:
Website Contact: Mo
Console Access: Mo

5. If changes are required click on Edit and correct errors.

6. If another user is required click Add and repeat steps 1 to 5

This completes Adding User Details.

COPY USER DETAILS

If a Centre wishes to have multiple users with the same or similar access

rights the copy function can be used.

1. Click on Administration and then Users.
2. Click on Copy and select name of user to be copied

Hare | Support | ContactUs |

Toolz | Administration |

Details

Mernbership Dats

Custom Fields

Credit Card Gate

Contact Access Edit view Delete)

Moticeboard ~driana Yes Mo & =\ %]
Fred Flintstone Mo Mo E 4 [}
Jo Elowr No Mo A 4 @

3. Click on Copy User.

Home | Support | ContactUs |

| Administration |

Details
Users

Membership Data

4. Click on drop down
Existing Users: Select Record To Copy v / box and select name of

Select Record To Copy .. .
Adriana existing user to be copied

Fred Flintstone 5. Click on Copy User
@ Elow )
Munawading Little Aths Test User

Custom Fields

Credit Card Gate

Canre

Noticeboard

Rob TESTY
WLAA TEST TREASURER
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4,
just copied. Click on
and any access right

The following screen will display with (Copy) following name of user
E{Ii’r and change name, user noye, password
S.

ite | Members ation Fees

| Reg

Shop | Reg

Users

islrations | Results | Tools | Administration | Log Off

MName:

Title:

Email Address:
Telephone:
website Contact:

Console Access:
Username:

Password:

Name: «
Title:

Email Address:

Record successfully c% in system

Listing

Fred Flintstone (Copy)

GEIUMIEG
MSdPPORT

‘Fred Flintstone (Copy)

Telephone: ‘ —
Website Contact: Oves @Ho
Console Access: Oves ®No Change name
UserName: + P Change User name
Password: + NSdPPOP| - Change password
Change access rights as
required
website
Website: Oves @ho
Basic Information: Oves @no
Contact Information:  Oves &no
Club Directory: Oves ®No
Members Section: Oves @ho
Members Directory: Oves @No
Subpay: Oves  @HNo
Popup Message: Oves @Ho
5. Click on Update and following screen will display.
Users
Record successfully updated in system
MName: Wilna Flintstone
Title:
Email Address:
Telephone:
Website Contact: Mo
Console Access: Mo
Username: pebbl
Password: bambai
6. If changes are required click on Edit and correct errors.
7. To return to the list of approved users, click on Listing.
This completes Copy User Details.
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REGISTRATION FEES - Types

The Association’s Registration fees, set at the VLAA Annual General
Meeting for each age group, will be loaded intfo the online registration
system. The amounts loaded are only those applicable to VLAA
(Association Fee) and each Centre is required to add their Centre'’s fee to
the system before proceeding.

ADD CENTRE REGISTRATION FEE
This must be done for the Centre to record manual payments correctly
and receive online credit card payments.

1. Click on Registration Fees.
2. Click on Registration Fees Types.
vubs O N L l N E Home | Support | ContactUs |

| Registration Fees | Shop | R

Generate Registration Fees

Registration Fees - Types

m Transfer Distribute Unattached Export

A

Manage Registration Fees

Transactions

Registration Fees - Types

Options

Order Amount Edit Yiew DeleteMembers

Family Registration Additional Child - NIL FEE 12809 0 $0.00 4
Farrily Registration for Five Children 250950 14 $185.00 .
Farnily Registration for Six Children 25345 18 22200 o
Farnily Registration for Three Children 26057 12 26000 o
Under 10 Surnmer Registration 26029 5 $47.00 o

Under 11 Surmmer Registration
Under 12 Summer Registration
Under 13 Surmmer Registration
Under 6 Summer Registration

B 6 B R B 6 B B B

jo] ape] @ pe) @ pe) o
ecececee

d By IMG eCommerce

3. Click Edit to add Centre registration fee and the following screen will
appear.
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[P o | s

S eman s p -

Registration Fees - Types

Title: »

Cancel

|Under11 Summer Registration

Detail:

1997.

Tou are considered Under 11 if you were bhorn between 1 Octokber 19596 and 30 September o

L Summer Registration will allow you entry into all VLAL events during the 200772003
Zeason.

Total Amount: «

AsS0|
37.00

< Click in this box, enter Centre fee, Club
57.00 e
fee plus Association fee.
Club: L. .
P Click in this box, enter your Club fee

only. (If applicable)

Click in this box, enter your Centre fee
only.

N

Click in Total Amouynt box oﬁq enter the total registration fee for the

Association, your Centre and Clubs if applicable. eg Association fee
is $37.00 (amount already shown in Association box) plus centre fee
of $10.00 and Club fee of $10.00, enter 57.00 in total amount box ($

sign is not required).

5. Click in Centre box and enter your Centre fee eg 10.00 using above

example.

6. If applicable click in Club box and enter your Club fee eg 10.00
using above example
7. Check that the Centre, Club and Association amount agree with

the Total Amount

Cancel

Update

Title: «
|Under11 Summer Registration

Detail:

You are considered Under 11 if you were born between 1 October 1996 and 30 Septenber
1997,

A Summer Registration will allow you entry into all VLiL events during the 2007/2008
Season.

Total Amount: +

57.00

Club: Check that

Total Amount equals

Centre: Club fee plus

Centre fee plus
| | A

Association: Association fee

37.00
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Other Options

Order: R

Archive: No -

owered By IMG eCammerce

8. Click on Upcé’re to finishing adding Centre registration fee for age
group selected.

9. Click on Listing to select next age group and repeat steps 3 to 8 until

all age groyps have been updated with centre registration fee

Home | Support | Cor

sults | Took | Administration | Log Off

Registration Fees - Types

Recdrd successfully updated in systemn
Code: 26040
Title: Under 11 Surnrer Registration

You are considered Under 11 if you were born between 1 October 1996 and 30
Detail: Septernber 1997, & Surnmer Registration will allow you entry into all vLAA events
during the 2007 /2008 season,

Total Amount: $57.00

Club: $10.00

This completes adding your Centre Fees to Registration Fee - Types

© Copyright 2008. Victorian Little Athletics Association
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REGISTRATION FEES DETAILS

As for registration fees all age groups have a sample wording which
provides sufficient information to enable the online user to select the
correct age group.

Centres, if satisfied with the sample wording, need not update this section.
However it can be a useful tool in distributing information such as payment
options, date, time and location of Registration Day and Registrar’s
details.

UPDATE (AMEND) SAMPLE WORDING

1. Click on Registration Fees.
2. Click on Registration Fees Types.

Home | Support | ContactUs |

Generate Reqgistration Fees

Registration Fees - Types

Manage Reqgistration Fees

Transactions

m Transfer Distribute Unattached Export

Reqgistration Fees - Types

Options

Order Amount Edit View DeleteMembers

Farnily Registration Additional Child - NIL FEE 12909 0 $0.00 4 5*
Farmily Registration for Five Children 255950 14 418500 o 4 @ 35
Farrily Registration for Sk Children 25845 18 $22200 o 4 @ &5
Farmily Registration for Three Children 26037 12 426000 o @ 4 @ Q
Under 10 Surmmer Registration 26039 5 $47.00 o 4 (%] 55
Under 11 Summer Registration 26040 ] $4 Ci 4 @ 35
Under 12 Surnmer Registration 26041 $47.00 o (5] 35
Under 12 Surnmer Registration 42 2 $4700 o 4 @ 35
Under & Surnmer Registration 25325 1 $37.00 &7 4 (] 5*

3. Click Edit fo update/amend sample wording and the following
screen will appear.
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Registration Fees - Types

Title: «
|Unc|er11 Surnmer Registration

Detail:

Tou are considered Under 11 if you were born between 1 October 15996 and 30 September
1997,

L Jummer FRegistration will allow you entry into all VLAA events during the 200772008
Seqson.

Tjtal Amount: «

I =
Click in the Details box and change wording where appropriate ie
Registrar name, date, time and location of registration days.
Standard word processing editing tools/commands can be used to
make changes.

&

Other Options

Archive: Mo ~

Update

Click on Update tfo finish Updating/Amending Cenftre information.

© Copyright 2008. Victorian Little Athletics Association
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6. Click on Listing to select next age group and repeat steps 3 to 6 untfil
all age groups have been updated with Centre registration
information

Home | Support | Contact Us |

‘Website | Members | Registration Fees | Shop | Registrations | Results | Took | Administration

Generate Registration Fees

egistration Fees - Types

Manage Registration Fees

Transactions
Registration Fees - Types Recokd successfully updated in system

Code: 26040
Title: Under 11 Summer Registration

You are considered Under 11 if you were born between 1 October 1996 and 30
Detail: September 1997, & Summer Reqistration will allow you entry into all YLAR events
during the 20072008 season,

Total Amount: $57.00

Club: $10.00

This completes Update/Amend Sample Wording for Centre Registration
Fee details.

NB: The Centre Registration Fee and Detail Wording can be updated af
the one time for each registration fee type by completing steps 3 to 8 for
Centre Registration Fee and 3 to 6 for Update (amend) Sample Wording.

If your Centre is satisfied with the updated wording and has added your
Centre and Club portion of the registration fee to all age groups you have
completed all the necessary administrative function for the online
registration system.

No other changes or additions are required unless your Cenfre wishes to
add customised declarations or add addition registration fee types such
as family registrations, discounts or levies that are applied by your Centre.
If this is the case please follow instructions below for OPTIONAL
CUSTOMISATION otherwise proceed to MEMBER REGISTRATION

© Copyright 2008. Victorian Little Athletics Association
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OPTIONAL CUSTOMISATION
CUSTOMISED DECLARATIONS

Additional customised declaration statements can be added to the
online system which will only appear on your Cenfre’s Online system. There
are two types of declarations that can be added -
a. Generic declarations which will appear on all online registrations
for your Centre irrespective of the age group selected. There are 3
additional declarations that a Centre can create and add to the
system.
b. Specific declarations which will only appear on the age group
selected. Only one declaration can be created for each age

group.

ADD GENERIC DECLARATION

1. Click on Members.

2. Click on Registration Declarations.

3. Click on Edit

4, Click in Declaration Title and type in the fitle of the declaration.

Home | Support | Contact Us |

"Fees | Shop | Registrations | Results | Tools | administration

Title: Parent Helger

Declaration:
: ERsource H
e B |

‘é Style = | Format | Mormnal

~ | Font ~ | Size - g~

Itis a reg\irement ofthis Centre that one parent sistin the conduct of events 1 week\ every 3. A roster will
be preparey and presented to all families by Octob 4th 2008,

Type in declaration title

Type in wording of Use editing/formatting tools
declaration here provided

4. Click in Declaration and type in declaration wording. Edit/format
tools can be utilised from the section immediately above the
declaration wording area.

© Copyright 2008. Victorian Little Athletics Association
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Confirmation: |I agree to assist with the conduct of ggents as stated above |

\ Type in wording

of declaration
5. Click in Declaration Confirmation and type in statement indicating
acceptance of the declaration.
6. If you wish to add a further generic declaration for your Centre

repeat steps 3 to 5 under Declaration 2. You can create up to 3
declarations, all of which will appear on all online registrations for
your Cenfre. Remember each declaration confirmation will have to
be accepted by the online registrant for them to proceed.

Declaration 2

Title: | |

Declaration:
iEsouc: BEiY BBEBBEio ~iB 7 U
A Style| |'|Format| |'|F0nt|

Confirmation:

Cancel

Update

7. Once you have finished creating your declaration scroll to bottom
of form and click on Update and the following screen will appear for
checking. If changes are required click on Edit and correct errors.

Home | Support | ContactUs |

Log Off

Declaration 1

Title: Parent Helper
Options
1t is 2 requirement of this Cenfre that one parent assist in the conduct of events 1

Declaration: week in every 3. & roster will be prepared and presented to all families by
October 4th 2008
Confirmation: I agree to assist with the conduct of events as stated above

Declaration 2

Title: MfA

This completes Generic Customised Declarations.

© Copyright 2008. Victorian Little Athletics Association
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ADD AGE SPECIFIC DECLARATION

1. Click on Registration Fees.
2. Click on Registration Fees Types.

QUbS ONLINE A | SRt | S |

| Registration Fees | Shop | Regi

Generate Reqistrat
Manage Registrati

Transaciae Distribute Unattached Expart

Registration Fees -

Options

Code Order Amount Edit View DeleteMembers

Famnily Registration Additional Child - MIL FEE 12809 u] $0.00 4 @
Family Registration for Five Children 25950 14 $185.00 o 4 i @
Farnily Registration for Six Children 25345 18 $2z22.00 & G [%] @
Family Registration for Three Children 26027 12 f26000 o 4 i@ @
Under 10 Surmer Registration 26039 5 $47.00 o7 [%] @
Under 11 Surmmer Registration 26040 =] $47.00 o 4 5] @
Under 12 Summer Registration 26041 7 g & =Y @ @
Under 12 Surmmer Registration 26042 E] $47.00 o 4 i @
Under 6 Summer Registration 25325 1 $37.00 & A [%] @

Powered By IMG eCommerce

3. Click Edif for age group that specific declaration is to be added.
4. Click in Declaration Title and type in title of declaration.

Declaratign Information

Declaration Title:

| h " 4 |
v

Declaration:
i [ElSouce [ & ®
& e 0

11
11
Ak

]

9

: Sityle ~ | Format | Mormal
A H

Use editing/formatting tools
provided

Type in declaration title
Type in wording of
declaration here

5. Click in Declaration and type in declaratfion wording. Edit/format tools
can be utilised from the section immediately above the declaration
wording areaq.

© Copyright 2008. Victorian Little Athletics Association
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6. Click in Declaration Confirmation and type in confirmation wording
eg | accept and agree to this policy.

¥

Declaration Confirmation:

Guardian Approval Required:

7. Select if Parent/Guardian Approval is required.

Archive: (K18} >

8. Click on Update to finish customised age group declaration.

o

If another specific declaration is required click on lising to select

Home | Supporf

= | Members | Registration Fees | Shop | Registrations | = | Tools | Administration |

Registration Fees >Types

Record successfulpdpdated in system

Options

s ||| oo |

Code: 26041

Title: Under 12 Summer Registration

“You are considered Under 12 if vou were born between 1 October 1995 and 30
Detail: September 1996, A Summer Registration will aliow you entry into al YLAA events
during the 2007,/2002 season,

Total Amount: $47.00

Chihe #n nn

This completes Specific Age Group Customised Declarations.
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CREATING CUSTOMISED REGISTRATION FEE TYPE

If your Centre has a special registration fee you can create a Customised
Registration Fee and add it to the online system for your Centre. This
Customised Registration Fee Type will appear in addition to those already
provided by VLAA

1. Click on Registration Fees.
2. Click on Registration Fees Types.

Home | Support | ContactUs |

Generate Registration F

OR— Registration Fees - Types

Treneciol A | cCoy | Twnser | Disirbuie | Unatiaches

Reqistration Fees - Type

Cptions

Order Amount Edit Yiew Delete Members

Family Registration Additional Chid - NIL FEE o $0.00 4 @
Farrily Registration for Five Children 25950 14 $18500 o 4 @ @
Farnily Registration for Six Chidren 25845 18 $222.00 o -4 @ @
Farrily Registration for Three Children 26037 12 $26000 o 4 @ @
Under 10 Surnmer Registration 26039 5 $47.00 o @ @
Under 11 Summer Registration 26040 i} $47.00 o -4 (%] @
Under 12 Surmmer Registration 26041 7 $47.00 o @ @
Under 13 Surnmer Registration 26042 8 $47.00 o 4 (%] @
Under 6 Surnmer Registration 25325 1 $37.00 o @ @

3. Click Add to create new registration fee.

4, Click in Title and type in the title of the registration type

a: \ ot vran | p g | e | v

Horme | Support | Can

5 | Took | Administration | Log Off

Generate Registration F . q
Registration Fees - Types

IManage Registration Fe

Transactions

Reqistration Fees - Typ

Options

5. Click in Details Box and add appropriate wording for the
registration type.

© Copyright 2008. Victorian Little Athletics Association
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10.

1.

Click in respective boxes and add Total Amount, Club, Centre
and Association fees ensuring that the total amount agrees with
Centre plus Club plus Association amount. Also ensure that the
association fee equates to that advised by VLAA.

Total Amount: +

57.00

Club:

10.00 . y
4\ Add fee amount for centre and

Centre:

association; total of both should equal
10.00 <

I total amount.
Assol:latlon:/

If possible try and maintain the same requirements for other fields as
for the standard age group registration fees. If a declaration is
required go to step 8, if no declaration is to be entered go to step
12.

Click in Declaration Title and type in title of declaration.

Declaration Titlg:

Declaration:
§ =] Souce 63 BB B 7 UIEE|CEGEEE=R
i @0

‘= Style * | Format | Mornal * | Font * | Size Ty~ 5~

Click in Declaration and type in declaration wording. Edit/format
tools can be utilised from the section immediately above the
declaration word area.

Click in Declaration Confirmation and type in confirmation wording

eg | accept ond/éree to this policy.
|

K

Declaration Confirmation:

Guardian Approval Required:
es b

Select if Parent/Guardian Approval is required.

© Copyright 2008. Victorian Little Athletics Association
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12.  Type in Order, this being the number of the order you want the
registrationfee to appear. You may have to amend the association

loaded registrafion fee order numbers to maintain correct order
sequence.

Order: 1]

Archive: Mo v

Update

13.  Click on Update to finishing creating Customised Registration Fee
Type.

© Copyright 2008. Victorian Little Athletics Association
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Custom Fields

Custom Fields allows you to add additional fields to the system, which
require information to be entered. The fields are inserted on the
registration section and can be questions, date, yes/no, number and list
box data entry points. This allows you to customise the details that you
want to extract from members in addition to that requested by VLAA. Your
Customized Fields will only appear on your Centre registrations.

1. Click on ADMINISTRATION

2. Click on CUSTOM FIELDS and the following screen will appear.

elubs ONLINE

Fees | Shop | Regist

Details
Custom Fields
Users
Mernbership Data [mpart
Custom Fields
Credit Card Gateway . . . . e
Question Show RequiredRegisterMemberview  Edit Default
Club
Hoticeboard
Mo Mo No Mo No Mo
Mo Mo Mo Mo Mo Mo
Mo Mo No Mo No No
Mo Mo No Mo No Mo
Mo Mo Mo Mo Mo Mo
Mo [lu} Mo [lu} Mo [[u}

3. Click on Edit. Enter/Change any of the text in the fields and change
the drop down box displays to read either YES or NO depending on
what status you require.

nFees | Shop | Registrations | Results | Tools | Administration | Log Off

Custom Fields

Update Cancel

Question 1: School (eq Mount Bank Primary Schoal)

Show: @ves O

Required: ®ves O&

:;iitj::' g::z 3\@ Refer below for explanation of the
— ®ves OM\ YES/NO status for each heading.
Edit: ®ves ONE

Question 2: Flease Specify any disability

Show: @ves ONo

Required: Oves @No

Register: @ves ONo

Member: COves @No

View: ®ves ONo

Edit: ®ves ONo

© Copyright 2008. Victorian Little Athletics Association
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Ma
Ma
Mo
Mo

Mo
Mo
Mo
Mo

Ma
Mo
Mo
Ma

Mo
Mo
Mo
Mo

Mo
Mo
Mo
Mo

Ma
Ma
Mo
Mo

Ma
Ma
Mo
Ma

L3R T K
L4 40¢
L] %)<
L€l %0<
L4 1404
L3R A S
LAl [ 4

<

How many vears have you been a Little Athlete Yes (w|Yes w|¥Yes v|No v |Yes v|Yes

Mo | Mo | Mo | Mo | Mo | Mo

<

Registration Type (eg New, Re-Registering) Yes |[w|Yes w|MNo (v|Yes |vw|Yes v|Yes v

MNew Registration, Re-Registration, Transfeﬂ

Proof of Age Sighted Yes |[w|Yes w|Mo (v|Yes |vw|Yes v|Yes v

Passport, birth certificate, health centre book, previously sighted, not yet sighted

4. Click UPDATE to save changes and upload to the system. These
custom fields will now appear on your Centre registration.

Brief explanations of the options provided for your custom fields are -

SHOW:
Means that by selecting YES the question will be displayed on
screen.

REQUIRED:
Means that by selecting YES the member must answer the question;
hence it becomes a mandatory field. The system will not accept a
field if left blank and will prompt the member to complete the
necessary field.

REGISTER:
By selecting YES the question will appear on the REGISTRATION.
By selecting NO the question will only be available for Centre
officials to complete.

MEMBER:
By selecting YES allows the member to edit the details.

VIEW:
If the member is entered at Association level (VLAA), can the club
view the member’s information and vice versa.

EDIT:
If the member is entered at Association (VLAA) level, can the club
edit the member's information and vice versa.
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SECTION
TWO

REGISTRATION
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MEMBER REGISTRATION
MANUAL PAPER REGISTRATION

Member attends registration day and completes the entire registration
process by completing the paper registration form and pays the
registration fee manually. Centre registrar will issue registration number
and other necessary items and add member into the online registration
system as follows.

1. Click on Members
2. Click on Members Listing
3. Click on Add

elubSONuNE

Members |

Mernbers Listing

ponEs Members Listing

S Member Status: Al Search
Registration Declarations Financial Status: Al

Members Portal

Cptions Club:
All Club v
Al Records ABCDEFGHIJKLMNOPQRSTUYWXYZ
Last Name First Name Code  Edit View Delete Status Groups History Subs Email
Cadwallader Percy & 4 © = @ = &
Caclwallader Pippa E % (9] = ] = =
Cadwallader Poppy & 4 ® & @I = =
4, Complete the Members Details fields displayed on screen. All fields

marked with an ® are mandatory. Check that athlete has been
entered in correct age group, confirm proof of age has been sited
and select yes from drop down box
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Homme |

Member Details

First Name: +« |F'erc:y |

Other Names: | |

Initial: P 1

Last Name: + |Cadwa|lader |

Complete all fields from

information supplied on
Address: « [100 Smertonsmee Rd | paper registration form.

| |
Suburb: = |Nurnur|-<ah |
State: « |VIC |
Postcode: + jefajela}
Country: | Australia v |
R Area Code: MNumber:
Business: | | | |
Direct: | || R |
\
Private: e |[a2B4 1125 \ |
\

Mobile: 0419 641 125 \ |
Facsimile: e |[3535 3330 \ |

Emergency Contact |I_ady lzmelda Cadwallader |

Person:

Emergency Contact [0470 841 125 |
Number:

Date Of Birth: « [17 [~||Dec  |+|[2001 ~|
Gender: « Cmale @ Female

Occupation:

Complete all fields from
information supplied on
paper registration form.

Email Address: |cadwa|lader@dududu.E:Drn.au |

Email Format: = @HTML O Plain Text

Access Information

Username: + ERCH47IM
Password: = Rh48sigP

rMembership Information /

Club: | WhAaS Test Centre V|

Centre Number: 37

||

Competition Number: 103
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Age Groups: =

Default Registration
Fees Type:

rMember Data Available

Under 7 Athlete

-

Family Registration for Three Child

To League / @ves ONo
Association: +

Financial: « Yes Mo
Financial End Date: +

Directory: = Oves E N
Mailing List: & ves O No
Publish: COves @EmNo

Registration Type (eqg

i i -

New, Re-Registering) + MNew Registration
Proof of Age sighted « Fassport ~
Duty Roster preference
(Mo guarantee can be Starter -
given) =
School Name St Trinians
redical
problems,/ allergies—if |[N/4
none type NSA »
CETCLOATTETC BT Ismelda Cadwallader
Name +
Parent/l_suardlan SneEliz
Occupation
Permission to seek
medical treatment if @ ves C'No
requried?
Do you have ambulance

U @ ves CrNo
cover?
DO NOT USE New Req O wes ENo
DO NOT USE Age Proof Cives  &No
Where did you find out  [Joeme——— B Sight proof of age and

about Little Athletics?

(Office Use) Is this a
new registration? «

Mo

confirm by selecting Yes
from drop down box.

/
(Office Use) Has proof of ves 7

age been sighted? »

[=] Source H B 7 U i= PR
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5. Click on the Update button at the bottom of the Member Details
screen to upload inputted information and the following screen will
appear. If changes are required click on edit and correct errors.

Home | Suppart | Co

tions | Results | Tools | Administration |

Wermbers Listing

Member Detail

Age Groups
Member Groups
et il Record successfully updated in system
Export Groups Histary Subscription
Registration Declarations I S
P Relationship m Seating
Optians
Title: Master
First Name: Percy
Other Names: Check all details have been
Last Name: Cadwallacler entered correctly and click on
Initials: P edit if changes necessary
Address: 100 Snittonsmes Rd
Suburb: Mumurkah
6. If all details are correct click on Subscription this will generate a
registration fee to allow you to create payments and record
payment record.
7. The following screen will display, indicating the payment record

created for this member This should be the age group of the athlete
just entered or the specific registration type eg Family Registration

for Three Children.
(If a Family Registration is used only the first child’s subscription

should show the “Family Registration Type” all subsequent family
members should select Family Registration Additional Child — Nil

Fee.)
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vubs ONLINE

| Members | s Lag Off

Generate Registration Fees

Registration Fees -

Types: » |Under1D Surmmer Registration

Continug =3 Previous

8. Click on Continue if registration type is correct, if not click on the
drop down box and select the correct registration type and then
click on continue. (This last action should not be necessary as system
should select correct age group charge based on the details
entered). The following screen will appear.

Home | Support | ContactUs |

ation Fees | Shop | Registrations | Results | Tools | Administration | Log Off

Generate Registration Fees

Title: » |Under 10 Summer Registration

Detail: +

Cptions

FTou are considered Under 10 if you were born between 1 October 1997 and 30 September
1995.

A Summer Registration will allow wou entry into a&ll YLAL events during the 2007/2008
season.

Total Amount: « A7.00

Centre: 10.00

Association: [37.00

Maximum Instalments @1

Allowed: +

el
(Days):

Update Financial Status: @ves  OMNo
Financial Till Date: » ERRET -

Generate Previous =<

9. Do not change any data and click on Generate and the
following screen will display.
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Haorme

Generate Registration Fees
Age Groups

Post
Send Email

Expiort

Registration Transaction record syfcessfully generated in the system,

Opptions Undet 10 Summer Registration

You are considered Under 10 if you were born between 1 October 1997 and 30
September 1993, A Summer Registration will alow you entry into all VLAA events
during the 200772002 season.

Details:

$47.00 (Includes GST Of $3.36)
(This amount of $47.00 includes Transaction Fee of $432.64, GST of $2.36 and Administration Charge of $0.00)

Instalments: 1

10.  Click on Post to record amount against member and the following
screen will display.

ubsonLINE T P——

Transaction regbrd has been successfully posted in the system,

Options

11.  Click on Payment to record method of payment and receipt
number. The following screen will appear.
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Title: Under 10 Surmmet Registration

You are considered Under 10 if you were born between 1 October 1997 and 30 September
Details: 1992, A Surmmer Registration will allow you entry into all YLaA events during the 20072003
52350,

Total: $47.00
Enter Payment Method from

Payment Method: | Cash | drop down box ie Cash, Cheque.

Payment Reference: .
Y :\ Enter Number from receipt issue

The financial end date of the member will be updated to 30 Sep 2008. when payment was made.

Proces: M Cancel Offline Credit Card Payment

12.  Enter Payment Method from drop down box and the receipt
number of recéipt issued when payment was made. Click on
Process Payment to finalise the adding of a member and recording
payment details. The following screen will display.

Con

Home

| Support |

s | RegistrationFees | Shop | Reg 2 o Log O

Payment Confirmation

Mermber Listing hernber Transactions Unpaid Transactions Paid

Transaction successfully paid in the system.

13. Click on Member Listing to return fo Members list (refer screen
below). The athlete just entered will now appear on the list in
alphabetical order with status of active .

TTCIToer 3 Crsarng

Member Status: ® &l Olnactive Oactive O 0nine O Pending Search

Financial Status: @ al  Cunfinancial O Financial

. [l Club ~
Al Records ABCDEFGHIIKLMMOPQRSTUYVWXYZ
Last Name First Mame Code Edit View Delete Status Groups History Subs Email
Abca Betty & G @ @ ) [ =
acland Eill P -4 @ (=] B Jewi] =)
Allen Samuel & G @ ] P ) =]
anna ala S [~] =) ] L=l
B Micka &5 G (-] & ] &
bbb f 2 @ & L
bibbb 3233 EECY © & @ =
BEMMNETTS GARY 2 © & | o
hishop jayden & @ [~] & [ E
Burke Greg S @ = &= [eus] B
Cachwallader &5 G F-] [ewg] G
g T 2 ]
= » Y =) —

\.a
1Kl ©

Parcy
Cachvwallader Pippa
ST

New athlete just added appéars
in list with status flag of active

This completes adding a member from manual paper registration.
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ONLINE REGISTRATION — CREDIT CARD PAYMENT

Member completes the entire registration process online by entering their
particulars and electing to submit payment online via their credit card.
The Registration Fee is generated, completed and the system updated
with payment details. On registration day member presents receipt
emailed immediately credit card payment approved as proof of online
payment together with proof of age documentation.

Centre registrar will issue registration number and other necessary items
and update member registration with registration number issued, proof of
age sighted etc by the following steps.

1. Click on Members
2. Click on Listing

Home | Support | Cor

Members Listing

Members Listing

Age Groups

IMember Groups Add m m Search
Send Email For:

Export In: [Mame %

Registration Declarations

Mernbers Portal

Member Status: O al  Olnactive Oactive ®orline O Pending

Search

Financial Status: @&l C'unfinancial O Bifancial

Options

LAl Club v

Club:

All Records

ABCDEF@HIIKLMNORQRSTUYWXYZ

Last Name

Code

Edit VYiew Delete Status Groups History Subs Email

First Name

Allen Sarmuel & . | @ ") [ = =
Burke Greg PLANE T N ™ 2
Dariiel Jessica E . ® @ A g = &
mckenzie tvler scott FENE S~ [ A

3. Set Member Status to Online by clicking on the hyper linked titles until
the status of Online appears. Only those new members that

Members Listing

registered via the web will appear.

sults | Tools | Administration | Log Off

Reqgistration Declarations

Merbers Portal

Member Status: Oal Olnactive Qactve @ 0onine O Pending

Age Groups

Member Groups search
Send Email For: |

Fiport in:

Search

Finandial Status: @Al Ounfinandal O Financial

Cptions =
. | All Club v
Al Records ABCDEFGHIJKLMMOPQRSTUWWXYZ
Last Name First Name Code  Edit Yiew Delete Status Groups History Subs Email
llen Samiuel g 4 8 @ A ) =
Burke Greg F Ly @ @ 8 [r) =
Dariel Jessica E L\ @ @ & i ]
mickenzie twler scott E {ix] & = [ruz| =) s
4. Locate the member's name and Click on Edit
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5. Scroll to Membership Information and enter registration number
issued.

Membership Information

Club: |VLAA TE;?{Centre -
Centre Number:

Competition Number: 4875

Age Groups: s | Lnder 6 #ﬂ”ﬂete V|
peiaultReoistration | Lnder B Su}qmer Fegistration V|
Fees Type: +

rMember Data Available

To League / @ves ONo
Association: «

Financial: « Yes © No
Financial End Date: +

6. Check that athlete has been entered in correct age group by
comparing date of birth and age group entered with VLAA
Registration Ages sheet for the current season.

7. Scroll to Centre Custom Fields and complete any relevant fields your
Centre has established. Eg in the case below select type of
documentation sighted for proof of age from drop down box. Use
previously sighted if a re-registration at your Centre. Select registration
type from drop down box. Note down their preference for Parent
Duty Roster.

Other Options

Directory: « Oves @No
Mailing List: « Oves @No
Publish: + Oves @ No

Centre Custom Fields

Select registration type from drop
Registration Type (eg | M - - ey down box. )
New, Re-Registering) « L " Fegistration > Select type of documentation
Proof of Age Sighted  |Passport - v sighted for proof of age from drop
Duty Roster preference down box.
(No guarantee can be | Starter < = Note their choice of duty
given) «

8. Click on Update

|
/

Update
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9. The following screen will appear showing updated member details.
If changes are required click on Edit and correct errors.

te | Members | RegistationFees | Shop | R 5 s | Tools | Administration | Log Off

Subscription

Cptions

First Name:
Other Names:
Last Name:
Initials:

Address:
Suburb:
State:
Postcode: 3119
Country: Australia

Wictoria

11.  If no changes are required click on Listing and the following screen
will display

12.  Change member status to active by clicking on the status button for
the member just updated.

Home | Support | ContactUs |

| Shop | Registrations esults | Took | administration |

Members Listing

Member Status: O 2l Olnactive Oactive @ online  ORending

Financial Status: @&l  CuUnfinancial  C Financial
Optiong

Club: [l club v

All Records ABCDEFGHIIKLMMNOPQRSTUYWXYZ

Last Name First Name Code  Edit view Delete St~ tusGroups History Subs Email

Allen Sarmuel

Burke Greg S4B @ & L

Daniel Jessica & G @ @ & ) =]
' o . 3 L = 3 =N N r

13. To update another member from an Online Registration with credit
card payment repeat steps 1 to 12.

This completes updating a member from an Online Registration with credit
card payment.
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ONLINE REGISTRATION - INVOICE/MANUAL PAYMENT

Member completes the registration process online by entering their
particulars and elects to manually pay on registration day. An invoice for
the registration fee will be produced which the member should print on
completing the online registration details.

On registration day member presents invoice as proof of online
registration, the amount due together with proof of age documentation.
Centre officers will issue receipt for payment, registration number and
other necessary items following which they will update member
registration with registration number issued, proof of age sighted and
payment details etc by the following steps.

1. Click on Members
Click on Listing

O"b s O NLINE Home | Support | ContactUs |

/ebsita | Members | R nFees | Shop | Registrations | Results | Tools | Administration

Mernbers Listing

Members Listing

Age Groups

IMember Groups Add m

Send Email

Export

Registration Declaratiors Member Status: O 8l Olnactive Oactive @ 0nine O Pending

Members Partal
Financial Status: @2l Ounfinancial - O Fngfcial
Options

(A club / ~]

Club:

All Records ABCDEFGHIJKLAMMOPQRETUVWXYZ

Last Name First Namr Code  Edit Yiew Delete StatusGroupsHistory Subs Email

Daniel Jessica & L @ @ & [ = M
mckenzie tyler schtt . @ @ & | [ &4
Rocgers Gracey & L @ ® & [ = M
Rodaers Twlg & @ A [l =

3. Set Member Status to Online by clicking on the hyper linked titles
until the status of Online appears. Only those members that
registered via the web will appear. Any member who is returning
from the previous season and has reregistered will appear in the
Member Status — Active list.
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5 | Results | Tools | Administration | Log Off

Members Listing

Member Status: O 4l Olnactive  Oactive ®0nine O Pending

Financial Status: @&l  Ounfinancial O Financial

All Club b
Club: ‘
All Recards ABCDEFGHIJKLMNOPQRSTUYVWXYZ
Last Name First Name Code Edit Yiew Delete StatusGroupsHistory Subs Email
Dianiel Jessica g 4 0 @ F-) I
mckenzie tyler scott A (%] @ 2 | L3
Rodgers Grace 4 @ @ 2 [ =]
Rodoers Tuler S A @ A [l el

4. Locate the member’'s name and click on Edit
5. Scroll to Membership Information and enter registration number
issued.

ership Information

Club: [WLaa Test Cefitre ~

Centre Mumber: 2@
Competition Number: 17886

Age Groups: + | Under 6 Athlete V|
pefaultiteaiStuation | Under B Summer R&@tratlun V|

Fees Type: +

Member Data Awvailable
To League / @ves OMNo
Association: «

Financial: « Yes Mo

Financial End Date: «

N

6. Check that athlete has been entered in correct age group by
comparing date of birth and age group entered with VLAA
Registration Ages sheet for the current season. (Ready Reckoner)

7. Scroll to Centre Custom Fields and complete any relevant fields your
Centre has established. Eg in the case below select type of
documentation sighted for proof of age from drop down box. Use
previously sighted if a re-registration at your centre. Select
registration type from drop down box.
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Other Options

Directory: « Oves @No
Mailing List: « Oves @No
Publish: + Oves @ No

Centre Custom Fields

Select registration type from drop
Registration Type (eq ; - < down box. .
New, Re-Registering) » [Mew Registration ~] Select type of documentation
Proof of Age Sighted  |Passport 4% sighted for proof of age from drop
Duty Roster preference down box.
(Nn\;uarantep:a can be | Starter < ~| Note their choice of duty
given) «

8.

Click on Update

Cancel

9. Following screen will appear showing updated member details. If
changes are required click on Edit and correct errors.

Log Off

Record successfully updgsl in system

Merge

o = @& m m =z o =

Title:

First Name:
Other Names:
Last Name:
Initials:

Address:
Suburb:
State:
Postcode:
Country: Australia

10.  If no changes are required click on Listing and the following screen
will display.
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Home | port | Contac

Members

Merrbers Listing

Members Listing

Age Groups

Send Email For:

Export In:
Reqistration Declarations Member Status: Oal Olnactive Oactive ®0rine O Pending

Mermbers Portal
Financdial Status: @ al  OUnfinancial O Financial
Options

All Club -

Club: |

Al Records ABCDEFGHIIJKLMMNOPQRSTUYWXYZ
Last Name First Name Code Edit View Delete Status Groups History Subs Email
Daniel Jessica & 4 @ @ 2 ] = M
mckenzie tyler scott & -4 (%] =] = o B
Rodgers Grace & 'S @ @ 2 [ewg] =]
Rodaers Tler A L ) =2 [ewt] B4

11. Click on Registration Fee.

Transactions

Date Range Selection: 01-]an-2006 To 31-Dec-2007

Transaction Status Records Total
Unpaid 19 1,570.00
Paid 57 5,120.00
Cancelled 1 100.00
Refunds 0 0.00

Feqgistration Fees - Types
Options

13. The following screen will display. Locate the member's name just

completed and click on symbol to update payment details.

Home | Support | Coi

Lag Off

Generate Registration Fees

Transactions Unpaid (01-

IManage Regisiration Fees

Transactions

Unpaid

Club Payments

Member Total ¥iew Pay CancelRemind

@ =

17 Aug
2007
17 Aug
2007
21 Aug
2007
22 Aug
2nn7

s, katie

Registration Fees - Types 5, david

-4 433151433151
Options

aa, aa $100.00 O

sch, katie $180.00 5 i |
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Select Payment Method from the drop down box and enter the number
of the receipt issued to member in the Payment Reference box.

o | Registrations | Results | Tools | Administration | Log Off

Generate Regisiration Fees

Transaction Payment - Manual

MManage Registration Fees

Transactions Member: Greg Burke
Title: Under 6
Details:
Total: $47.00
Registration Fi =T
bl o = T Select method of payment from the
Optiong drop down box.
Payment Method: | Cash <+ V‘

Enter Receipt number issued.

A

Payment Reference:

Process Payrment Cancel Offline Credit Card Payment

14.  Click on Process Payment to update payment details. The following
screen will display indicating that member has now paid.

0 u b s O N L I N E Home | Support | ConfactUs |

Generate Registration Fees

Manage Reqgistration Fees

Transactions

Transaction successfully paid in the system.

15.  Click on Transactions Unpaid and the following screen will display
showing remaining unpaid members, absent the member just
completed. This member has been transfer from Transactions
Unpaid to Transactions Paid.
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Home | Support | Cor

Lag Off

Generate Regisiration Fees

P— Transactions Unpaid (01-Jan-2006 To 31-Dec-2007)

rpai — -
Template Cancel Al In: |Mame h

Member Total ¥iew Pay CancelRemind
17 Aug .
433151 5, katie 18000 1 =
tes 2007 ' $ L 5 o
. . i 17 Aug
Registration Fees - Types 433152 . 5, david $0.00 -, 433151433151
Options
21 4
436380 YU 4 o 4§ o 2=
2007
2 8
437155 Y9 oo, katie fl0m 4 05 09 2=
2007
22 4
437156 Y9 sk, david $0.00 437155437155
2007
AATE 30 AUQ +1 L el

16. To view Transactions Paid list, click on Paid in the Transactions menu.

17.  To update another member from an Online Registration with
manual payment repeat steps 1 to 16.

This completes updating a member from an Online Registration with
manual payment.
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SECTION
THREE

MEMBER
ADMINISTRATION
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MEMBER ADMINISTRATION

MEMBER DETAILS

VIEW MEMBER
1. Click on Members
2. Click on Members Listing
3. Set Member Status to either Active, Online, Pending, Inactive or All
by clicking ©n the hyper linked titles unfil the status that you want

appears. It isrecommended that you set this to All to ensure you
search all member listings if you don't know the status of the
member

Home | Support | Contact Us |

Website | Members | Registration Fees | Shop | Registrations | Results | Tools | Administration Lag Off]

rMembers Listing

Age Groups

Member Groups search
Send Email For:

Export In:
Registration Declarations Member Status: O al  Olnactive O active @ 0nine O Pending Search

Members Portal
Financial Status: ® sl Ounfinancial - O Financial
Options

All Club -

Club: |

All Records ABCDEFGHIIKLMNOPOQRSTUY WXYZ
Last Name First Name Code Edit View Delete Status Groups History Subs Email
Dariiel Jessica & @ ] 2 ] = E=
mckerzie tyler scott & (] - 2 [eus] — 4]
Rodgers Grace & @ - = [ens] =i (=)
Rodoers Twler & (%] ] -1 [ews] B

Active: all members who have been approved, lodged and paid
for applications.

Online: all applications submitted online regardless of whether
payment has been lodged.

Pending: lodged at club level, awaiting approval by the Centre.
Inactive: Members who have not paid subscriptions.

All: all members contained in the system regardless of status.

4. Set Financial Status to Financial, Un-financial or All by clicking on
hyper linked titles until the status that you want appears. It is
recommended that you set this to All to ensure you search all
member listings if you don’t know the financial status of the
member.
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5. A list of all of the member names will appear on screen according
to your member and financial status selections. They will appear
listed in alphabetical ascending order.

6. You can perform a Search if you know the member’s name,
address, membership number or email address by typing in the
details in Search For and selecting\he field from the drop down

menu of where to search

Home | Support | ContactUs |

te | Members | R ationFees | Shop | Registrations e ools Adm tioin Log Off

Mermbers Listing g
== Members Listing

Age Groups

Send Email For: t
In: |Mame v
Registration Member Status: @ sl Olnactive Oactive Oorline O Pending Ezmzss

Centre Nurnher

Financial Status: @21 Ounfinancial O Financial Competition Mumber
opors B —

— {4l Club v
All Records ABCDEFGHIJKLMMOPQRETUVWXYZ
Last Name First Name Code  Edit view Delete Status Groups History Subs Email
Abca Betty & & @ =] é @ E M
acland Bil E = @ & [
Allen Sarnuel i @ & g = M
anna ala F__ " & = el
7. Click on Search.
8. The mempber’s detail will appear in the list view on screen.

elubs ONLINE ppp——

ite | Members | Registration Fess | Shop | Registrations | Results | Tools | Administration | Lag Off]

Merrbers Listing

embers Listing - Search Results
Age Groupns

Merrber Groups

Send Email
Export:

Registration Decl Member Status: @2l Olnactive Oactive OQOrine O Pending

Mermbers Portal

Financial Status: @&l Ounfinancial O Financial
Options

[Al Club v

Al Records ABCDEFGHIIKLMMNOPOQRSTUYWXYZ

Last Name First Name Code  Edit View Delete Status Groups History Subs Email
Greg s N © F-) ] E E

Click on the view A icon aligned with the name to see all of the
Member Data for that particular member.
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Home | Support | ContactUs |

| Members | R

Members Listing

Age Groups

Member Groups

Send Ermail

Registration Declar

Members Partal
Options

12 Burke S5t

Murkyille
Wictaria
Postcode: 3119
Country: Australia
10. Click on Listing to exit from member details and click on Clear

Search to return to the full member listing.

QUbS ONLINE e U

ite | Members | Registration Fees | Shop | Registrations | Results | Tools | Administration |

Mernbers Listing

Members Listing - Search Results

AgQE Groups

Member Groups

Send Email
Expart

Registration Declar. Member Status: ® a2l Olnactive Oactive  Oonine O Pending

Mermbers Portal

Financial Status: @ al  Ounfinancial - O Financial
Options

Club: [All Club v

Al Records ABCDEEGHIIKLMMOPQRSTUV WY Z

Last Name First Name Code Edit View Delete Status Groups History Subs Email

12.  Alist of all members’ surnames, which commence with the selected
letter, will appear on screen.

13.  Scroll down the screen until you recognize the member’s name (first
and last).

14.  Click on the view A icon aligned with the name to see all of the
Member Data for that particular member.
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15.  You can at any time display all members by clicking on All Records

Horre | Support | Contact Us |

te | Members | Registration Fees | Shop | Registrations | Results | Tools | Administration | Log Off

Members Listing

" Members Listing - Search Results
ge Groups

Mernber Groups

Clear Search

Send Email

Registration Decl : ivg”” O active O online O Pending

Mermbers Portal

Financial Status: @ 2l Infinancial O Financial

e /u Club

All Records ABCDEFGHIJKLMMOPOQRSTUYV WYY Z

COptions

Last Name First Name Code  Edit Yiew Delete Status Groups History Subs Email
Burke Greg & G @ é @ E M

This completes how to View a Member saved in the system.

EDIT MEMBER
1. Locate the member’'s name that you require from the Member
Listing by following the steps for viewing member detail above.
Click on the Edit icon aligned with the member’'s name.

Home | Support | Cor

te | Members | RegistrationFees | Shop | Pegistrations | Results | Tools | Administration | Log Off

Members Listing

Members Listi
Age Groups

Member Groups £ Search For: l:l
Serd Ermil n:

Search

Export Member Status: Al
Financial Status: 21

Registration Decl
Mernbers Portal
Opticing Club:

All Club ¥
All Recards ABCDEFGHIJKLMNOPQRETUYWXYZ

Last Name First Name Code Edit View Delete StatusGroupsHistory Subs Email
Cadhwallader Percy G [~] -} ] = E
Cadwallader Pippa g (<] & ) B =
Cachwallader Poppy Y @ F-) ] E =
Cancian Ajdan s @] & ] =

3. A screen will appear which displays all of the current member data
in field boxes. Go through and edit or delete any incorrect
information or add additional information.
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Title: «

First Name: «

Other Names:

Initial:

Last Name: »

|Master

|F'ercy |

I |
[P

|Cadwa|lader |

Address: « |1DD Smertonsmee Rd |
I |
Suburb: |Numurkah |
State: « |V|C |
Postcode: « |3535
Country: | Australia e |
) Area Code: MNumber:
Business: | | | |
Direct: | || |
Private: o=z |[1234 678 |
Mobile: |D404040404 |
Facsimile: o=z |[2589 9980 |
4, Click on Update.

Update Cancel

5. Following screen will be displayed with the member information that
was just updated. If further corrections are required click on edit
and repeat steps 1 to 4.

elubs ONLINE

ration Fees | Shop | Registrations tesults | Tools | Administration | Log Off

Home | Support | ContactUs |

Members Listing

Member Detail

Record successfully updated in s;ﬂgﬂ/

Groups Subscription

Merge

AgE Groups

Mernber Groups

Send Email

Listing

Registration Dec

Relationship

Seating

Members Portal
Options

Title:
First Name:

Master
Percy
Other Names:

Last Name: Cachweallader

Initials:

Address: 100 Sryertonsmee Rd
Suburb:

State:

6. To return to member list click on\isﬁng.

This completes how to Edit Member Data in the system.

© Copyright 2008. Victorian Little Athletics Association
Page 49 of 93 13102/2009



MEMBER HISTORY

1. Locate the member’'s name that you require from the Member
Listing by following the steps for viewing member detail above.
2. Click on the History Icon aligned with the member’s name.

o‘,bs ON L l N E Home | Support | Con

7| Registrations | Results

hsite | Members | Regis

Members Listing

Members Listing

For: |BURKE

O Pending Search

AQE Groups

Member Groups

Send Email

Reqistration Declarations Member Status: @2l Olnactive Oactive O Onlind

Mermbers Portal

Financial Status: @&l  CuUnfinancial  C Financial

Options

[ club

All Recards ABCDEFGHIIKLMMOPOQRETUWWXYZ

Last Name First Name Code Edit View Delete Status Groups nistory Subs Email

Cachwalader

Cachwallader Fippa

Cadhwallader Poppy
Cancian Aidan

Ry [y
&
(I
8.6
EE

i

3. A screen will appear which displays all of the items that Member
History can be viewed such as financial and email communications.

4. Select item for which history is sought (e.g. Transactions Paid) Click
on View.

Member History

Listing

Registration Fees

Unpaid: [u] $0.00
Paid: 1 $260.00
cancelled: o $0.00

Shop Orders

DOutstanding: a $0.00
Completed: a $0.00
cancelled: [u] $0.00
Communication

Email o

Messages:
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5. The following screen will display with history of the paid transactions
for the member selected.

ions | Results | Tools | Administration |

Date Title

Farnily Reqistration foxJhree Children $260.00 26 May 2008 -4
Options

6. To return and view other history items click on Menu and select
other item to view. If finished with history click on listing to return
members listing.

Log Off

ration Fees | Shop | Re tioris s | Tools | Administration |

r'd

Registration Fees

Options Unpaid: i} $0.00

Paid: 1 $260.00

Cancelled: u] 40,00

Shop Orders

Outstanding: 0 $0.00
Completed: ] $0.00
Cancelled: u] $0.00

This completes how to View Member History in the system
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MERGE MEMBERS

Clubs Online allows you to merge member records if a duplication occurs.
A duplicate member prompt has now been installed into the system and
should be observed to alleviate the problem of duplication. Merging
records will transfer any orders, event registrations and subscription
payments into the one record. The member’s personal details are not
merged so the administrator needs to consider whether to merge the
older record into the newer, or vice versa.(Note the members added date
will be that of the ‘merge to’ record and should be considered when
deciding which record to merge from)

Click on Members

Click on Members Listing

Locate the member record that you are planning to merge from.
Click on Edit icon and edit as required. ( We recommend editing
the from record as it will automatically be deleted after the
merge)

4, Click on Update then Listing.

Qlubs ONLINE

Website | Members | RegistrationFees | Shop | Registrations | Results | Tools | Administration

W~

Mermbers Listing

o Members Listing

Mernber Groups Add Search For:
Send Erai in:
Expart Member Status: Al
Registration Declarations Financial Status: 2l
Mermbers Portal
Options Club:
Al Club 1
Al Records ABCDEFGHIJKLMMNOPQRSTUYVWXYZ
Last Name First Name Code  Edit View Delete Status GroupsHistory Subs Email
Fitzwilliarn Gertrude & 4 [~] 82 [ews] = ©
Fitzwilliarm Leopald & 5 @ & [u] =
flinstone fred & 3 @ & ] = =
Flinstone fred & & © =] | ==
5. In Member Listing click on the Merge Button. The following screen

will display
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ees | Shop | Registrations | Results | Tools | aAdm

Members Listing

- Member Merge

Member Groups

Merge From Member: ‘ flinstone, fred V|

Send Email

Tt Merge To Member: ‘ Flinstone, fred

Registration Declarations
Members Portal
Options

Select from the menu the record you wish to mergs
Select from the menu the record you wish to merge TO.
Click the MERGE button.

The member’s records will be merged, and the from record will
be deleted. The following screen will display.

0 0 N o

IS LS 2 L2 Ty

Member Merge

AQe Groups

Mermber Groups

Listing

Send Email
Export
Registration Declarations Member merge successfuly completed in the system.
Members Portal

Mntinne

10. Click on Listing and repeat steps 3-8 for any additional records
that need to be merged.

TRANSFER MEMBERS

For a member that has fransferred from one Little Athletics Centre to
another please follow these procedures.

1. Once the transfer has been approved and fully processed the
paperwork will be held by VLAA.

2. The ‘FROM'’ club which should have already registered and paid for
that member will keep them in their Clubs Online active database
until the end of the season.

3. The ‘To’ club will do nothing online until the following season when
they can add the athlete to their database.

This is simply an administration procedure. The athlete can still run and
represent the ‘TO’ club for the current season provided applicable
approval from Victorian Little Athletics Association has been granted.
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EXPORT

The system enables data stored to be exported for use in Microsoft Excel
and allows the content to be categorized for merging with other
applications such as Microsoft Word.

CREATE EXPORT TEMPLATE

1. Click on the MEMBERS.
Click on EXPORT

Log Off

Age Groups

Mermber Grg

Edit View Delete
%]
%]
@
@
@

Registration Declarations Standard Expart F

IMembers Portal wher to mysgl &

L
el - Ead - s

Options

Powered By IMG eCommerce

4, Click on the ADD button.
5. Type in a Title that the export template will be known as.

Members Listing

s ort Template

Member Groups
Send Email
Export

Title: « Age Groups

System Member ID:

Export: Templates

Registration Declarations Title:
First Name:
Members Portal -
Initial:
Optiong
£ Last Name:

Company Name:
Telephone:

Select YES if data field IS to be

Email Address: included in export

Address:
Suburb:
State:
Postcode:

Select NO if data field IS NOT to
be included in export.

Courtry:
Date Of Birth:

Complete for all data fields
displayed

Gender:

Occupation:

6. Select each data field and indicate by YES or NO if field is to be
included in the export

7. Click on UPDATE to save template. The following screen will display
indicating template has been successfully saved in system
© Copyright 2008. Victorian Little Athletics Association
Page 54 of 93 13102/2009



ubsonLine e

> | Members | R N | Results

Merbers Listing

Export Templates

Record successfully added to system

Gppiitoine: Initial:

Last Name:

8. Click on Add and repeat steps 1 to 7 to create another template or
click on Listing to view all export templates.

This completes the Creating Export Template section.
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o~

EXPORT DATA

Click on MEMBERS.

Click on EXPORT

Click on ALL MEMBERS, the following screen will display
Select from the Club drop down box the Club required and from the
Export Template drep down menu the export template required(eg

Home | Support | ContactlUs |

sie | Members | Registration Fees | Shop | Registrations 2esults ools ation Log Off

IMembers Listing

Export - AlNMembers

Age Groups

IMember Groups

i WLAA Test Centre v
Send Email Club: | |
Expart \
Export Template: All Fields bt
All Fields
Member Status: Al ?bgT G{ﬁups
£5
Financial Status: &/
Registration Declarations Emergency Contact
shannyn's
Members Portal

Standard Exiort

Options

5. Click on NEXT, the following screen will display.

Members Listing

Export - All Members

g Groups

Mernber Groups

Send Email

== Previous

6. Click on EXPORT, the following screen will display.

© Copyright 2008. Victorian Little Athletics Association
Page 56 of 93 13102/2009



) Gearch S

:
ENEEAIP ¢ Favaites {2) - B Q3
acdchess | ] hitps./omsw.clubssnline cam.aufconsele/levelmembersespot indes i PR equestTimeoul=5000000k s 8585620080527 =20080527 05858

Google (G- v Googd B~ % Bookmarksw B 22blncked % Check = o -

Yr -

s 4 7 4

[ Sendtow

[[Searchweb ]| Upgadeyour Toobar Mow « | (=0 Mal = | Help =

~ 8

Ga

R
() Settings

Links >

& -

®

File: Download

Do you want to open or save this
@ j Mame:  members.sls

0 Type:  Microsoft Excel Worksheet
From: s clubsorline com.au

“fhile filgé from the Internet can be useful, some files can potentially
ham yalr computer. I you do not tust the source, do not open o

is file. \w'hat's the risk?

5.

https://www.clubsonline com. au/console/level2membersexpol dex_cim?RequestTimeout=5000000%dts - Microsoft Internet Explorer,
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File Edit View Inset Fomat Tools Data GoTo  Fawoites  Help o
€ © - [ [& G| O seacn Favaites €2) | ) (0 o i 3
Address @_1 https:/Awww.clubsonline. com. au/console/levelZmembersexport findex, cfm? R equest T imeout=H000000%dts 03585820080527 =20080527 085858 ¥ Go | Links *
Google G+ v Goo g B+ ¥ Bookmaksw 1 22blocked | P Check v %, - | s Send tov () Settingsw | & ~
X7 -] Searchweb || Upgiade your ToolbarMaw ~ | 3 Mal ~ | Help =
Al = % First Name
A B c o] E: F G H | J 1
First Marme Last Name Address1 Address2 |Suburb State  |Postcode |Business Direct Private )
1
2 |Bett Abca aa a a ACT 300jaa aa
| 3 |Bill acland a3 a a ACT 300]aa aa
4 | Sarmuel Allen 7 Evelyn Drive Sale Yictoria 3950|03 51431640
5 |ala anna aa a3 aa aa 9999 9993
& |Micko B here |theer WVictoria 3880 ritkd
7f bbb bbb bb Victoria 33 88585656
| & |aaaa bbbbb 53 james st Eenalla WVictoria 3672|103
9 |GARY BEMNETTS 11 Active Strest TAYLORS LAKES |VIC 3038 5656 5656
10 |jayden bishop 57 first avenue cockatoo Yictoria 3781 S0E396530
11 | Greg Burke 12 Burke St Murkville Wictoria 3138 03 997 5899
| 12 |Pippa Cadwallader 100 Smertonsmee Rd Mumurkah wviC 3636 03 5864 1125 041
13 [Popp: Cadwallader 100 Smertonsmes Rd Murmurkah WIC 3636 03 5864 1125 041
14 |Percy Cadwallader 100 Smertonsmee Rd Murnurkah WIC 3636 03 1234 5678
15 |Aidan Cancian 12 Cavendish st portland Yictoria 3305|03 55231635
16 |CCCECECECE  |CECCECECECEC cc CCCCECCCEOED vic 3333
17 |Jessica Daniel 3 Catalina PI Ashburton Victoria 375
18 |Roger Doger 12 New St carnbenwell Victoria 31 1234 5678
19 |Test Entry Testing Test Yictoria 300003 03
20 |Leopold Fitzwilliarn 22 The Road Camberwell WIC 3124 03 98225700 041
21 [Beryl Fitzwilliarm 22 The Road carmberwell vic 3124 03 98225700 041
22 |Gertrude Fitzwilliam 22 The Road Camberwell WIC 3124 03 98226700 041
23 |fred Flinstone marble st bedrock WVictoria 3333 03 B9B01432
24 |Little Girl here kl Victoria 6809
| 25 |angela goodwin 36 High =t rye vic 3841 SEEE SE56
26 |hermione Granger Cf- Hogwarts school Shepparton WIC 3630|03 56300000
27 |j I I vic I I ] i
28 |BETTY JONES 111 OME ROAD OMESVILLE Wictoria 3666 03 11111111 -
4 4 » whindex / I< >

Click on Open to load exported data into excel. Data can then be
saved as an excel worksheet in the normal manner.

13/02/2009



7.

Alternatively click on §ave to save exported data to a file name and

director{ of your choic

= = N
T G = J ﬂ -:i
vy clubzonline. cnr\ au/consolelevelZmembersexport/inds:. nlmW!équestT\manut:EDDDDDD&dtsDSEE582D[I8I]52?:2DEI8I]52?I385BEE /
v ko4 5 B~ €% Bookmaksw S 22blcked | %% Check = 5 ~ ¥ | Senfl tow

\[Saalch\l\f’eb]l Uparads your Toolbar New -\ | G0 Mail ~ | Hel ~

File Download

Do you want to open or save this Kle?

= Mame: members. xls
-ul Type: Microsoft Excel Wworkstest

From: s clubsonline. com. au

[ open | [ ssve | [ Camcel

Always ask before opening this wpe of file

harrn your computer. If you da nat trust the source, do not open gi

@ “wihile files from the Intermet can be uzeful, some files can potentizly
save this file. What's the risk?

tack - J \ﬂ @ _;') /._\J Search \;‘:I( Favorites ﬁ‘} f' :,\-‘ _J ﬂ &

B ‘@ hitps: /fwww.clubsunhne.cum.aufcunsD\E/IeveIZmembelsexpurla‘md\&cIm'?dlsElB58352008052?:20080527085835 / A Gao
le G- v Goo D Ef + o Bookmakse\ B 22blocked 5P Check + o - | [ Send tow () Settings
| Searchweb || Upgrade your ToolarNaw + | E Mail + | Help =

Save As

Horme: |

Save in: | [ Clubs onling centre administration

ty Recent
Documents

(i

Desktop

Members Listing

Age Groups
Member Groups
Send Email

My Documents

C

My Computer

Registration Declarations

File name: ‘membsrs.xls ~ | [ Save ]

Members Portal

MyNetwole | Saveasbpe | Miciosoft Excel Workshest

Options

Download complete

-
= Download Complete

Saved:
mermnbers. =iz from wisny. clubsonline. corm. au

Downloaded: 588 EKE in1 zec
Download o C:ADocuments and Setti. \members. =iz
Transfer rate: 8.8 KB/Sec

[ liCloze this dialog bow when download completes

/‘[ Open ] [Elpen Eu:ulder] [ Cloge

Click on open to display exported data in excel.
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ciosoft Excel

EE)

Edit View Insert Format Jools Data  Window Help  Adobe PDF Type aquestion for help =
=N NEREIR= NN SN N AN RN AW 3 § arial 0 -|B I U |E s |- O-A- K
| 1l 2] By @3 | 9 Reply with Changes... End Review... !
- % First Name
Z membe: BEE
B € 5] E F G H | J B
47 |Albus Potter Wornping YWillow Godrics Hollow WIC 3600
| 48 |James Potter Womping Willgw: Godrics Hollow VIO 3600
49 |Lily Putter Womping Willaw Godrics Hollow WIC 3600
50 |Tyler Rodgers 4 Gladstone Street WWarrnambool ictoria 3280 03 55620537
&1 |Tyler Rodgers 4 Gladstone Street Warmarnhool “ictoria 3280 03 55520537 z
52 |Thane Rodgers 4 Gladstone Street warmamboolcity Wictaria 3280 03 55620537
53 |Grace Rodgers 4 Gladstone Street warmnarmboolcity Wictoria 3280 03 55620537
54 |katie S 1 |nuna ictaria 3131|087 BY77EEE
55 s 1 addr sunbrun Other 9576 €
56 |david s overthere in the corner nuna Other 3131 my dad
57 |david sch 11 AZdr nuna Victoria 9875|03 98880527
58 |katie sch tr aves nunbawe ictaria 9000
| 59 |danid schul 11 adrr nunawading ictaria 331
B0 |katie schul 11 adrr @ ictoria 3131
61 |Sue Smith 123 Ham 5t Geelong “ictoria 3333|03 55555555
62 |John Smith a a ACT |a aa a aa
| 63 |david srnith 11 addr nuna ictaria 1] i
64 |vince srnith 23 dawid st |glenray ictaria 3046 ‘
65 [Scott Smith 123 Hamn St Geelong Wictoria 3333|03 55555555
Edward Smith Jones 124 Railway Cuttings Anyplace “ictoria 2000|01 1234 5678 |01 9876 5432 (99 9939 9393 1232
=]
67 |david srnith 11a adder nuna Wictaria 313 41%
68 [dd 55555 1 ddrt sub Other 67899 9954444
69 |Joe van S Ralph Altana ictaria 333
70 |Rachael Ward 10 Popin 5t Willawood Wictoria 3222 03 395 9939 5999
Ginny Weasley C/- The Burrow Godric's Hollow ic 3640
1
72 [Ron Weasley The Burrow Godric's Hollow WIC 3640(03 5862 1100 -
W« ¥ ¥ members / |« >
iDrawv | | Autoshapest N\ [ Al 4l i @] | - - A~ Eﬂ.j!

This completes Export Data section.

** Using the same steps to the above, data can be extracted for a single
member and specific age groups by selecting the appropriate tab in the
MEMBERS, EXPORT area.
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SECTION
FOUR

FINANCIALS
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FINANCIAL

By inputting payment information and completing transactions using the
system, the payments are allocated immediately and are live to all users.
This simplifies all transaction procedures by allowing the history of
fransactions to be searched with up-to-date results, receipts to be printed
and reports to be performed immediately.

TRANSACTIONS UNPAID

1. Click on REGISTRATION FEES

2. Click on TRANSACTIONS and UNPAID and following screen will
display.

Home | Suppart | ContactUs |

Generate Registration Fees

p—— Transactions Unpaid (01-Jan-2006 To 31-Dec-2007)

e search For:
Tomplate | Cancel Al | n:

Member Total Yiew Pay Cancel Remind
433151 ;Z;ug 5, katiz $10.00 L ® =
Registration Fees - Types 433152 ;Z;;ug 5, david 4000 . 433151433151
e 436380 zéui;ug anna, s #0000 4 e =
437155 zsui;ug sch, katie #6000 4 o
437156 isui;“g sch, david $0.00 L 437155437155
3. If there are transactions unpaid in the system a LIST will appear with
the Reference, Date, Member, Total amount outstanding. You will
have the option to use the icons aligned with each member
transaction to VIEW, PAY, CANCEL or email the REMIND.
4, You can use the FILTER to obtain unpaid transactions, which fall
within certain parameters such as ORDER numbers, DATES or
AMQUNTS.

Generate Registration Fees

Transactions Unpaid - Filter Sefection

Manage Reqgisiration Fees

Transactions

(=]
Reqistration Fees - Types
Options
Order;

Transaction Date:

Amount: To:

Display Clear Filter

Cancel Chnages
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5. Enter the minimum and maximum or from and to for one or all of the
REFERENCE, DATE or AMOUNT field:s.

LENEraE FKegqIsTanon Fees

Transactions Unpaid - Filter Selection

IManage Registration Fees

Transactions

Unipaid

Reqgistration Fess - Types

Cptions
Order: To:
Transaction Date: | b || b || e To: | e ‘ ‘ b ‘ ‘ i
Amount: 0.00 To: [100.00]

Clear Filter Cancel

6. Click DISPLAY
7. A LIST of the UNPAID TRANSACTIONS according to the search criteria
will appear on screen.

Generste Registration Feas

Transactions Unpaid - Filtered

IManage Regisiration Fees

Transactions

Unpaid

3 Member Total ¥iew Pay CancelRemind|
17
433152 Y9, david 4$0.00 L 433151433151
2007
21 A )
436380 Y9 arna $100.00 o
. 2007
les
22 A
PR e - e 437156 2007“'9 sgh, david $0.00 4 437155437155
Opti 30 A
RIS 442574 Y8/ i, 40.00 . 442573442573
2007
31 A i
443863 7 smith, david $100.00 4 @ =]
20017
314 )
443575 D7ug srmithy, david $100.00 & &
0z S
445346 B schul, katie $0.00 L 445395445345
2007
09 Sep %
450121 B, Nicko 47.00 ]
o s b3 4 =]
17 Oct i
5252 Granger, hermione 57.00 ==
e ger, b3 4 [~ ]
25 0ct )
512153 Weasley, Ginn 0.00 L =
. s iy $ 3 P
L ] 310ct Allmam " e omd A mE A

8. Any list displayed on screen can be printed as a report by clicking
on the Report button.
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VLAA Test Centre 27 May 2008
Transactions Unpaid Listing
Reference Date Member Title Amount
433152 17-Aug-2007 s, david Family Registration for Two Children 0.00
436380 21-Aug-2007 anna, ala Under 11 Summer Registration 100.00
437158 22-Aug-2007 sch, david Family Registration for Two Children 0.00
442574 30-Aug-2007 bbi, Family Registration for Two Children 0.00
443863 31-Aug-2007 smith, david Under 10 Summer Registration 100.00
443875 31-Aug-2007 smithy, david Under 10 Summer Registrafion 100.00
445348 02-Sep-2007 schul, katie Family Registration for Two Children 0.00
450121 09-Sep-2007 B, Nicko Under 10 Summer Registrafion 47.00
508253 17-Oct-2007 Granger, hermiong Under 15 57.00
512153 25-Oct-2007 Weasley, Ginny Family Registration Addifional Child - NIL FEE 0.00
517324 31-Oct-2007 Allen, Samuel Under 12 Summer Registrafion 47.00
451.00

8. Click on Export to export the data as an excel document. This can be
viewed or saved the Export section above.

Transactions Unpaid - Filt

Generste Registration Fees

Manage Reqistration Fees

R

Transactions

Unpaid

Ref Date Member Total ¥iew Pay Cancel Remind|
43152 A G $0.00 4 433151433151
2007
21 Aug =
436380 anna, ala 100.00 |
S 3 $ 3 i
' 22 &
Registrafon e 437156 zﬂmug sch, david $0.00 4 437155437155
opt 204
S 442574 Y9 bbb, f $0.00 . 442573442573
2007
£
443863 Y9 gmith, david $100.00 4 e =
2007
31 Aug ’ : )
443875 smithry, david 100.00 |
P ¥, $ 3 i
4a5395 2P i, ket $0.00 L 445345445345
2007
09 Sen
450121 B, Micka 47,00 (=
— : $ S i
17 Oct
508253 e Granger, hermione $57.00 4 (=] =4
2007
25 Oct )
512153 ‘Weasley, Ginn 0.00 [ =
2 Y, y $ L =
c4mAmA 31 0ct Bllmn Pome 1 AAT Am Y ~=a

This completes the transactions unpaid section.
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TRANSACTIONS PAID

1. Click on REGISTRATION FEES
2. Click on TRANSACTIONS and PAID and following screen will display.

Generate Registration Fees

Transactions Paid (01-Jan-2006 To 31-Dec-2007)

IManage Reqistration Fees

Unpaid

Template In: |Mame v

Search

Member Total Paid Date Yiew Cancel Receipt]

arames PP oenNeTTS, GaRy gsn.an L AA . @ &=
2007 2007

o718 o atland, B 460,00 =0 Y L 8 &

i 2007 2007
(4

soomts M e vou g60.00 11O . @ =
2007 2007

s1zez M e, Shanmn gs0.00 22 M0 { @ &
2007 2007

41516 Pt T0h g37.00 04 5P . @ &=
2007 2007

4zmsy MM adand, B $100.00 11O C 9
2007 2007

4zsu1s A o s180.00 DN . @ =
2007 2007

433119 UMM s0.0p DL MO . 433118
2007 2007
13 Aug 15 Aug

433514 Rodgers, Ty 100.00 =
- odgers, Tyler 4 o . L= ]

3. If fransactions have been paid in the system a LIST will appear with

the Reference, Date, Member, Total and Payment Date. You will
have the option to use the icons aligned with each member
transaction to VIEW, CANCEL or email the RECEIPT.

4, You can use the FILTER to obtain paid transactions, which fall within
certain parameters such as ORDER numbers, DATES or AMOUNTS.

Generate Registration Fees . . | .
Transactions Paid - Filter Selection

Manage Registration Fees

Transactions

Ik T =}

Reqistration Fees - Types

Options
Drder:
Transaction Date: v W |~ v v
Payment Date: A A4 A A4

Amount: 0.00

Display Clear Filter Cancel
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5. Enter the minimum and maximum or from and to for one or any of
the ORDER, DATE or AMOUNT fields.

L IR Sl REY IS LI RS

Transactions Paid - Filter Selection

Manage Registration Fees

Transactions

Export Template
Registration Fees - Types
Options

Order: To:

Transaction Date: | 1 A || Sep v | ‘ 2007 V‘
Payment Date: | hd || b H V‘
Amount: 0.00 To: |[100.00

Click DISPLAY
7. A LIST of the PAID TRANSACTION according to the search criteria will
appear on screen.

ubsonNLINE

o

Generate Registration Fees

Transactions Paid - Filtered

Mew Filter Clear Filter

Manage Registration Fees

Transactions

Unpaid

Member
0z S B
445536 =p $a7.00 0 L @ =
2007 2008
03 5 03 5
445552 =P amith, Sue o0 - P 445851
2007
03 Se
Reqgistration Fees - Types 446157 Danigl, Jassica $47.00 o . L @ =
Options 03 se
[ Merla, Shannyn $47.00 » A (7] =
2007
04 Sep
Merlo, Shannyn 47.00 - =
2007 : i ¥ 2007 > 5
04 5 04 5
447804 S0 atland, BiI $0.00 . oP L, 447803
2007 2007
AAZTONS 04 Sep A~ Dedbe Ei=lalply] 04 Sep 2] [ ]

8. Any list"displayed on screen can be printed as a report by élicking
on the Report button.

Transactions Paid Listing

Reference Date Member Title Payment Date Amount

445536 02-Sep-2007 Burke, Greg Under 6 26-May-2008 47.00

445952 03-Sep-2007 Smith, Sue Family Regisiration for Two Children 03-Sep-2007 0.00
446157 03-Sep-2007 Daniel, Jessica Under 9 03-Sep-2007 47.00
446620 03-Sep-2007 Merlo, Shannyn Under 13 Summer Registration 03-Sep-2007 47.00
447791 04-Sep-2007 Merle, Shannyn Under 10 Summer Registration 04-Sep-2007 47.00
447804 04-Sep-2007 acland, Bill Family Registration for Two Children 04-Sep-2007 0.00
447805 04-Sep-2007 Abca, Betty Under 10 Summer Registration 04-Sep-2007 80.00
447806 04-5ep-2007 acland, Bill Under 12 Summer Registration (Family 04-Sep-2007 70.00
448337 05-Sep-2007 withers, gemma Under 10 Summer Registration 05-Sep-2007 47.00
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9. Click on Export to export the data as an excel document. This can
be viewed orsaved as in the Export section above.

Home | Support | Con

s | Registration Fees | Shop | Registrations | Res. Adrministration Log Off

Generate Regisiration Fees

Transactions Paid - Filtered

Manage Registration Fees

Transactions

Member Total Paid Date Yiew CancelReceipt
0z Se 26 Ma
443536 P Burke, Greg $47.00 & A o =
o007 2008
03 5 03 5
443552 =P amith, Sue o0 - P |, 445951
. 007 007
25
03 Sep 03 Sep
Reqistration Fees - Types “e157 Daniel, Jessica $47.00 T 4 @ E4
Options 03 se 03 se
P 448620 P Metlo, Shanmyn $47.00 - L @
2007 2007
04 5 04 S
447701 =" Merlo, Shannyn $a7.00 - o L @ =
2007 2007
aa7end DUSOP i 4n.on 0% S=P 447803
2007 2007
anasone 04 58P FYEY . son nn 04 Sep ey =

This completes the transactions paid section.
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REMITTING ASSOCIATION FEES RECEIVED
1. Click on REGISTRATION FEES
2. Click on TRANSACTIONS and PAYMENTS RECEIVED and the following

Home | Support | Co

. ——
te | Members | Registration Fees | Shop | Registrations | Results | Tools | administration | Log Off

Generate Registratjd

payments Received (01-Jan-2006 To 31-Dec-2007)

IManage Regisfpdtion Fees
Transactions

Linpaid

Search

Category:
All Payment Types bt

Registration Fees - Types

; Member Amount View Cat Settle
Options

11 &pr

& EEMMETTS, GARY 50,00 L C N
o007
29 Ma

Y acland, Bill t60.00 & [H N

2007
291

Hn Merlo, Shannyn $60.00 4 M
007
BhAug . £ + o

Click on FILTER

Enter the start and finish date for the period you wish to remit

Log Cff

Generate Registration Fees

Manage Registration Fees

Transactions
01 |+ Se B 31 & Oct &
payment Date: o Ot ]
2007 B 2007 B
Username: | All Users v |

Display Clear Filter Cancel

Reqistration Fees - Types
Options

d By [MC eCommerce

5. Click on DISPLAY. The following screen will display showing the
names of members whose registration fees you have received
within the time frame that you selected.
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Reqgistration Fees - Types
Options

Clear Filter ilter Template Summmary

Category:
‘AII Payment Types VL

2 Member Amount View Cat Settle

03 Sey

P mith, scatt $3000 4 € N
2007
03 S

=P omith, sus 000 L C N
2007
e Daniel, Jessica $47.00 4 C N
2007
03 S

= Merlo, Shanmyn $47.00 4 C N

credit card payments. Choose the relevant payment type from the
drop down box. To obtain the registration fee reports for VLAA click
on the ASSOCIATION button. Repeat this step for each payment

type used.

é Sign ~ 7

] = ;% ‘h_. ﬁ |ﬂ|]}salec¢ E ®\* __L

=5

This will display a list of those members for whom registration fees have
been received for the period selected, their membership details, received

date and total amounts received.

The Online Credit Card Payments amount will have already been

received by VLAA who will verify names and amounts from this Centre

report to that received from IMG eCommerce for each Centre.
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@
:
a WLAA Test Centre 28 May 2008
Payments Received
Referenca Date Membar Title Payment Cate Amount
412262 Z9-Jun-2007 Ferio, Shannyn Under 12 Part Year Reglsiradon 28-Jun-2007 2600
435344 21-Aug-2007 acland, S Family RaglsTation for Twa Chiidren 21-Aug-2007 74.00
435347 21-Aug-2007 Abca, B2ty Famiy Reglsyration for Twe Chidren 21-Aug-2007 74.00
431616 14-Aug-2007 Linford, Josh Under 11 Summer Regisiration 0d-5ep-2007 3T oa
47a05 [4-Sep-2007 Abca, Betty Under 10 Summer Reglsiration 04-5ep-2007 3roa
447308 04-Sep-2007 acland, Sl Under 12 Summer Registration (Family  04-5ep-2007 37.00
A4ETES DE-Sep-2007 Eniry, Tast Undear 12 Summer Regisration DE-Sep-2007 Jroa
4457EZ O&-Sep-2007 Canclan, Aldan Family Reglsration for Two Chiidren 7400
DE-Sep-2007 Abca Bty Undzr 10 Summer Registration (First aroa
E DE-Sep-2007 Canelan, Akdsn Undar 10 Summer Regisiration (Family 37.00
Finstona, rad Family RaglsTation for Twoe Children 74.00
£ Janes, Ruby Under & 7
E Menio 130307, Shanmn Under 10 Summer Regisiration 37.00
5 Abca, Bty Famiy Reglstraion for Twe Chidren 7400
:g Abca, Batty Under 10 Summer Reglsiralion IToa
= acland, 51l Under 10 Summer Reglsiration (Fari of 3r.0a
?/ OEOCCOCTOSE, BLCOONICE Undar 13 Summer Regiration 3700
o B, Micko Undear 10 Summer Regisration 22-58p-2007 3700
T= el 111007, Shanmyn Under 10 Summer Reglsiration 11-0c-2007 3700
E Menio, Bemie Undear & 11-0-2007 37.00
s
o Pags: 1 Clubs Oniing
= 1z [ b pl M= He

13/02/2009



Print two (2) copies of the reports, one (1) for your Centre Records
and one (1) for the Association. This report should then be sent to
the Association along with the cheque for the Manual Payments
amount only and the VLAA Registration Reconciliation Form.

It is important that you keep copies of each report or a list of the dates on
which you have remitted registration fees; otherwise you will run the risk of
either missing or doubling up on payments to VLAA.

8.

To reconcile Centre Fees for same period, choose the relevant
payment type from the drop down box. To obtain the registration

fee reports for VLAA clic
each payment type used.

Reqgistration Fees - Types

Options

9.

Clear Filter

Centre

Category:

All Payment Types

Member

03 S

P Smith, Seott
2007
TS g, Sue
2007
035

= Dianiel, Jessica
[O07
03 Sep

Merlo, Shannyn

Template

Summary

on the CENTRE button. Repeat this step for

Amount View Cat Settle

$130.00

$0.00

$47.00

$47.00

4

4

4

4

C

The following report will display showing Centre fees received for the
period selected.

WLAAL Test Centre 28 May 2008
Payments Received

Reference Date Membsar Tile Payment Date amount
412282 29-Jun-2007 Merig, Shannyn Under 12 Fart Year Regisiralon 28-Jun-2007 4.0
435344 21-ALG-I007 aciand, 5l Family Reglsation for Two Chidren 21-Aug-2007 106.00
435347 2-Aug-2007 Abcs, Satty Family Reglsiration for Twa Chidren 21-Aug-2007 106.00
447305 [4-Sep-2007 Abca, Satly Under 10 Summer Regisiration 04-Sep-2007 4200
447306 [4-Sep-2007 aciand, 5l Undar 12 Summer Regisration (Famiy  04-5ep-2007 3200
445755 [6-Sep-2007 Eniry, Test Undear 12 Summer Regisiration D&-Sep-2007 10.00
445762 [6-Sep-2007 Cancian, Aldan Family Reglstation for Twa Children D&-Sep-2007 TEDD
445784 [&-Sep-2007 Abca, Setly Under 10 Summer Regisiration (First DE-Sep-2007 4200
445765 D6-Sep-2007 Cancian, Aldan Undear 10 Summer Regisration (Family  06-5ep-2007 3am
452335 13-Sep-2007 Filnstone, frad Family Reglsiation for Two Childen 13-Sep-2007 TEOD
452364 13-Sep-2007 Jones, Ruby Under § 12-Sep-2007 20.00
453020 13-Zep-2007 Menig 130307, Shanmm under 10 Summer Regisration 13-5ep-2007 1000
453025 13-Sep-2007 Abca, Setty Farnily Reglsiration for Two Chiidren 12-52p-2007 TEDD
43530325 13-Zep-2007 Abca, Satly Under 10 Summer Regisiration 12-Sep-2007 4200
453029 13-Sep-2007 aciand, 5l Undar 10 Summer Registration (Fartof  12-5ep-2007 3200
43534E5 14-Zep-2007 COCCLOCOCCOE, DOCLOOLot Undear 13 Summer Regisiration 14-Sep-2007 7.0
433335 22-Sep-2007 B, Nicko Undear 10 Summer Registration 22-Sap-2007 20.00
LT3 11-Oct-2007 Meria 111007, Shanmm undezr 10 Summer Regisration 11-00-2007 10.00
0514 11-Oct-2007 Merio, Bemie Under 3 11-0c-2007 10.00
443804 [6-Sep-2007 G, Littie Undear 3 11-0c-2007 10.00
Paga: 1 Clubs Omiing
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9. Click on Report to obtain a list of payments which includes both the
Association fees as well as the Centre fees.

10.  Click on Export to export the data as an excel document. This can
be viewed or saved as in the Export section above.

11.  Click on Summary and the following screen will display. This is
report that summarizes payments received by Member type and
subscription type. This report can be used to help reconcile the
manual VLAA Registration Reconciliation Form

Generate Reqistration Fees

Payments Received Report

Manage Registration Fees

Transactions

Unpaid

Registration Fees - Types

Options
Member Type Count Amount

Under 10 Athlets 22 $776.00
Under 12 Athlete $252.00
Under 13 Athlete $123.00
Under 15 Athlete $30.00
Under 16 $76.00
Under 6 Athlete $106.00
Under 2 Athlete $20.00
Under 9 Athlete $20.00

ST C I RS VR VI |

$1,403.00

This completes Remitting Association Fees Section.
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SECTION
FIVE

EMAIL

© Copyright 2008. Victorian Little Athletics Association
Page 72 of 93 13102/2009




EMAILING MEMBERS
Emails can be sent to members in your Clubs Online MEMBER LISTING once
Email templates have been created. Emails can be sent to members on
mass, individual members, specific age groups or member groups.

EMAIL TEMPLATES

1. Click on Too

plates and the following screen will be displayed.

Home | Support | ContactUs |

5 | Shop | Registrations | Results | Tools | administration | Log Off

Ernail Templates

Ernail Databases

Donations

Reserved Seating

Media Matrix

Membership Cards

Edit View Delete HTML Text Test

1300907 Standard Username and Password
40307 VLAA Traning with Username
Shiannyn's test

andard Username and Password
$tandard Username and Password - to use
sername and Passward - 060907

YRR
Il Pl Bl

N O N 1 [/ o e
N O N 1 [/ o e
HEHDEOEE

Powered By IMG eCommerce

3. Click on the Add button and the following screen will display

Home | Support | Contact Us |

Log O

Email Templates

Email Templates

Email Databases

Donations

Update Cancel

Reserved Seating

Media Matrix Title: «

Mernbership Cards

Poweres BrCE

4. Click in Title and enter the title for your email femplate. The fitle field
is for internal use and will help identify the template in the list.
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5. Click in Subject and enter the subject of the email. The subject filed
is the subject line that will appear in the email when sent to
members. This can be changed prior to sending and therefore is not
a mandatory field.

6. The Archive field is used for email template management and will
allow the template to be archived when no longer used. When
creating the template leave as NO.

| Tools | ad on Log Off

Email Templates

Email Templates

Email Databases

Donations

Update Cancel

Reserved Seating

Media Matrix

Title: «
|Membersh|p Renewal |

Membership Cards

Subject:
|Litt|e Athletics Membership Renewal |

Archive:

7. Click Update. The following screen will display to confirm the
template has been successfully added to the system.

Home | Support | ContactUs |

| Tools | aAd an Log Off

Ernail Templates

Email Templates

Ernzil Databases

Donations

Reserved Seating Record successfully added to system database

Mernbership Cards
Title: Mermbership Renawal
Subject: Little athletics Membership Renewal
Archive: [§a]

http: f furwew. dubsonline, com. aufcdubconsolepopups fdsn_email_viewer,cfm?

Web ¥ersion Link: )
ErnailTermplatelD=172180rglD= 1610

8. If changes are required click on Edit and correct errors.
9. To create another new Email Template click on Add. Clicking on
Delete willremove the newly created template from the system.
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10. To return to the list of Email Templates click on Listing. The following
screen will display. The new template now appears in the
templates list.

LG s e

Email Templates

Email Databases

Donations
Reserved Seating
Media Matrix

Membership Cards Edit View Delete HTML Text Test

111007 - Email [with Username and Password

dgpd Username and Password
40907 WLAA Training with Username
Mermbership Renewal

BB e
I EEE

Chwran e+t

The Edit icon allows for the edit of the Title and Subject. The View icon
simply allows the view of the data. The Delete icon will delete the email
template.

The Clubs Online system sends members a HTML and PLAIN TEXT version
of the email template. If their system can read HTML, they will see a
HTML version: if they can only accept PLAIN TEXT they will see the plain
text version. The difference between HTML and PLAIN TEXT is that in a
PLAIN TEXT version, any pictures, colours, heading styles, hyperlinks or
any other formatting will not be seen. Only text in plain formatting will
be seen by the member.

The system has been programmed to send emails in this way because
quite often members who could only read plain text would get the
HTML version, where all the HTML code could be seen which caused
unnecessary confusion for members.

Therefore when setting up your email templates, you will need to
create two versions. A HMTL version and a second, PLAIN TEXT version.

PREPARING THE HTML VERSION

1. Click the HTML icon aligned with the Email Template.

LINGI | SR Iausa

Email Zemplates

Emnail Databases

Donations

Archive

Reserved Seating

IMedia Matriz
MemtersEEERS tdit View Delete HTML Text Test
111007 - Ernal with Usernarme and Passwird & N | =
130907 Standard Username and Password [4]
4
(4]
i

L
40907 WLAA Training with Username & 3 @
Merbershin Rensal y @

Tl s beet o
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2. The new window will tfake a few seconds to load and open.

&] Done 2 & Intemet

3. The editing area allows the use of different heading styles, the
adding of images and tables to give your email colour and
movement. (If you have access to HTML codes and are competent
in executing the procedures you can click on the SOURCE button to
support the programming of HTML JUsing HTML allows
organisation to pre mplex and visually appealing emails.

=| =] Source i - = - |

N

ADDING TEXT

The recommended way to prepare the text is to create it in MS Word,
and paste into the editing area. The system can email merge fields
such as the member’s first name, surname, username and password.

To create the merge fields, the field MUST be in capital letters and spelt
as detailed below.

First Name MEMBERFIRSTNAME

Surname MEMBERLASTNAME
User name MEMBERUSERNAME
Password MEMBERPASSWORD
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Ofther fields within the database are also supported, such as:

MEMBERADDRESS1
MEMBERADDRESS2
MEMBERSUBURB
MEMBERSTATE
MEMBERPOSTCODE
MEMBERCOUNTRY

This content can simply be added within the text and the Clubs Online
system will automatically merge the data into it.

1. Create text in MS Word. When com:le’red co“ fext.

Wiews Inserk  Format Tools  Table Window Help  Adobe PDF  Acrobat Comments Twpe a guestion |
3 (A P E L B - @ ] 100w - fEAd TmeshewRoman - 12 - B I U |[E]= | E
EEEEEEE E RN g ----- E R FEeo e 108 -+ IO 216 - v 2EZ . Zag e S o+ o+ SO+ FEE - e o Syttt dEE s S04 -

This is a Test Email

Atthe start of the season I will send an email out which will included:
Logao:

First Mame: MEMBERFIRSTINAME

Surname: MEMBERLASTINAME

Uszername: MEMBERTTSEENAME

Password: MEMBEE PASSWORD

This process can alse be used for member address

2. In the clubs online window. Click on the TEXT area and this will
activate the editing tools availablke at the top of the screen.

{ = Source
2 Sile

-2 Paste from Word —— Web Page Dialog
Paste from Word

Flease paste inside the following box using the keyboard [Ctrd+¥) and hit OK.

lgnore Font Face definitions Clean Up Box

[ Remave Styles dafinitions

hitps: /7w, chubsonline, com. austc | @ Intemsi Y

4. Using th trl+V) function, paste the text in the window and click
on
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ADDING PICTURES

The editing area also supports the addition of images. To insert an image,
the image must first be added to the Clubs Online IMAGE GALLERY (as
part of the WEBSITE menu.) Each image that is uploaded to the GALLERY is
given a unigue URL, which can then be inserted into the editing box.
(More detailed information about the image gallery can be viewed in the
Clubs Online Website Manual)

To insert the image

1. Click on WEBSITE.

2. Click oyﬂAGE /GALLERY.

Basic Information

Image Gallery

Contact Information

Club Directory

IMembers Section

Use the image gallery to provide wisitars with 3 pictorial of important events, historical images or action shots that relate
Mernbers Directory to your organisation, Image galleries are separated by gallery types to alow images to be categarised,
SubPay
The image gallery is also used by many organisations for storing “offine” or “hidden” images. These are images that might
appear elsewhere in your website site, such as within your events, in an invoice narrative or in your member’s registratior
area.

Fop Up Message
Mews

Sponsars
wiebsite Link The image gallery is currently enabled

Image Gallery

The last image added was header at 05:12 PM on Sunday 12 August, 2007

Tmages

Image Types The last image edited was www.Me at on
Options
Profiles
Calendars & Events
Folls

Uzer Defined Data

3. Click on IMAGE TYPE
Click on ADD to add an image type called HIDDEN.

5.

Home | Support | Cor

Basic Information

Contact Infor rmation

Club Directary
Members Section
Members Directory
SubPay

Fop Up Message
News

Sponsors

\iebsite Links

Image Gallery

Prafiles

Calendars & Events
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6. Click on IMAGES

website |

Basic Informati
Caontact Infor m.

Club Directory

Members Secti

Iermbers Dire
Imagp Types:

SubPay |AII Image Types v
Pop Up Messa

MNews

Sponsors e = e @ = @
header =Y
Website Links

I Gall
il =S i Me: S04 @ @

Profiles
Calendars & E
Palls

User Defined D.

7. Click on the ADD button. The drop down menu will automatically
select HIDDEN (the TYPE previously defined.)

Hore | Support | Con

ons | Results | Tools | Administration |

Basic Informati

Contact Inform.

Club Directory

Metnbers Secti

Mernbers Direc Gallery Type: «

SubPay | Hidden v
Fop Up Messag
Title: «
Sponsars
‘ebsite Links Detail:

Image Gallery

Profiles

Calendars & E

Uger Defined D

Interactive Moo

8. Give the image a TITLE for easy identification.
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computerdrives and double click:

mage:

9. In IMAG{:(IiCk on the BROWSE button. Find the image within your

|| Browse...

Random Image:

Random Image Link URL:

Random Image Location:
|Leﬂ Column - ¥Website =

Random Image Order:

10. Do not complete any other fields, they are not necessary.

11.  Click the UPDATE button.

Images

Record successfully added to system

Type: Hidlden
Title: st
Detail: MNiA

Image:

Dimensions: 200 width X 600 Height

Random Image: Mo

Link URL:

Location: Left Calumn - website

Order: 0

File URL: https: f fwewwr dubsonline. com. aufconsole/ galery firmages Ainter . jog

12.  When the image is updated there will be a file image URL at the

bottom of the page. Copy the entire address.

13. Go back to the Editing box for your Email template.
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Update

i [El Source (22 B

é Style - Format Mormal

B 7 UiiSi

- | Fonit | Arial

Dear MEMBERFIRSTNAME,

‘hank you for asking for your information.
‘0 access the system pledse use your log in information.
Jsername: MEMBERUSERNAME

2assword: MEMBERPASSWORD

smail: MEMBEREMAIL

fyou require further information plecse call me.

THANK YOU

14.  Click inside the editing area to where the image should appear.

15.  Click the INSERT IMAGE ICON. The following pop up screen will

appear.

: [=] Source : =8

Aé Style - Farmat Mormal v | Font | Arial

A Image Properties - Wi

Thank you for asking for your i

To access the system please | g

Image Properties

Image Info | Link Upload  Advanced

Dear MEMBERFIRSTNAME,

eb Page Dialog

5 /e Ww.clubsonhna.cum.aufconsole/gal\ery/images/winleripdl[ Browse Server ]

J»
Username: MEMBERUSER ﬁawe Tent

Password: MEMBERPASSY [y,

eight

e

Ernail: MEMBEREMAIL Border
HSpace :l
If you require further informatiyl ¥Seace

Align ~

Prewview

~
Larerm ipsurm dalar sit amet, consectetuer adipiscing =
elit. Maecenas feugiat consequat diam. Maecenas
metus, YWivamus diam purus, cursus a, commaodo
non, facilisis vitag, nulla. Aenean dictum lacinia
tartar, Munc iaculiz, nibh non iaculis aliquarn, orci
felis euismod neque, sed oinare massa mawns sed
welit, Mulla pretiurm mi et risus. Fusce mi pede, tempor
id, cursus ac. ullamcorper nec, enim. Sed tortor.
Curabitur molestie. Duiz velit augue, condirmenturn at,
ultrices a, luctus ut, orci. Donec pellentesque
egestas eros. Integer cursus, augue in cursus
faucibus. eros pede bibendum sem. in tempus tellus

THANK YOU

https: /v, clubsonline. com. auffeckeditor fedi | @9 Interre

/

16. Paste the
17.  Click OK
18. The image will appear in

in the first field.

the editing box.
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i [E] Souce Tx Hs)

A Style ~ | Format  Mormal - | Font | Arial ~| Size

To access the systemn pledse use your log ininforrnation.
Username: MEMBERUSERNAME

Password: MEMBERPASSWORD

Email: MEMBEREMAIL

If you require further information plecse call me.

% Cut

Copy

Image Properties

THANK YO

19. If the image is too large, right click on the image and open the
IMAGE PROPERTIES menu. Re-size the image by entering in a
different width or height in the relevant box.
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ADDING TABLES TO EDITING BOXES

It is advisable that tables should be created in MS Word and copied and

pasted into the editing box in the same manner as text is. The tables
feature in the editing box can be used however columns can be
restrictive to varying column widths and heading formats.

HYPERLINKING IN THE EDITING BOXES

Hyperlinks can be created to link words or images to other parts of your

Clubs Online Website or External Website.

To Hyperlink to other areas of your Clubs Online website.

1. Click on WEBSITE.

2. Click on e FRONT END WEBSITE button. This version of the
website shows dirgct hyperlinks to each page.

Website | Merbers 1 s | Shop | Reg

Basic Information

Contact Information

" so N L I N E Home | Support | Contact Us |

Lag Off

Club Directary
Introfuction

Mernbers Section

Mermbers Directory and reguires no special software or website developrment training.

SubPay
Fop Up Message
these iterns depending on the content requirements of your site,

Sponsors

wehsits Links The User Defined Data sub menu allows you to create your own menu items and customised pages.

Irnage Gallery

Profiles @I

Calendars & Events
Front End Website

User Defined Data

Interactive Modules

Fiacian Mntiame

3. Navigate to the page you wish to hyperlink into.

The rebsite is a content management system that is easy to use, can be modified by multiple users at the same time,

The/standard menu inclusions are, Members Section, Members Directory, SubPay, a Pop Up Message, News, Sponsors,
‘wasite Links, Image Gallery, Profiles, Calendars and Events and Polls. our organisation may wish to include all or none of

= Edit Wiew Favorites Tools  Help

’Eack % \\) B @ \:h pSearth \:}\?Favnrites @ Ezgv (}! M E LJ ﬁ “ﬁ

Home

drzss | @] hitp: v, clubsanline com.aujcustompageindex. cfrfuseartion=display_main&Categoryll=2101&0rqlD=16108cfid= 106744 348cftoken=81 7730608t s=25620083410 ¥ | [ Go

Caontar

4, Copy the hyperlink — EXCLUDING the token references. The last

part of the hyperlink will look similar to this:
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...... main&origid=1

[8.cfid=1348728Cfloken=431451558.dts=203200726 1|

Your organisations unique organisation ID number
— Every hyperlink will end with this reference.

This section is called “token references” and MUST

be deleted. Not deleting this Information can
cache member personal Information

=[] Source Hors B
A; Style = Fomal | Nomal

This is an email to members.

Dear MEMBERFIRSTNAME,

Go online to update your information. Go to the address: www liteathletics.com.ou etc etc, then use your
usernarne and password tologin. To register,

A Link -- Web Page Dialog
Usermarne: MEMBERUSERN AME

Fassword: MEMBERPASSWORD Target | Upload | Advanced
gre v
1 Protocal URL .
Th an k you H | http: 2/ | . clubsoriing com. au/custompage/inde.cfm Fuseaction=dis|

Browise Server

https: ffwww,clubsanline, com, akfch & Internet

Gotot box you wish the hyperlink to appear in.

Highlight the word or image that you would like to hyperlink.

Click the INSERT / EDIT LINK icon.

Paste the address that you copied into the URL box.

Click OK. The item that you highlighted will now house that

hyperlink.

10.  If you have hyperlinked on an image, and a blue border has
appeared, right click on the image. Go to IMAGE PROPERTIES
and in the BORDER field enter the number “0".

0N O

To link to an EXTERNAL WEBSITE follow steps 5 to 10, however instead of
pasting the Clubs Online URL, enter the relevant webpage.
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PREPARING THE PLAIN TEXT VERSION

Once the finishing touches have been made to the HTML version, follow
these steps:

1. Select all the text from the editing box of the HTML version and
copy it.

PEsowee (25 4 B BB iB I

‘g Style ~ | Format | Wommal - | Faont

n.ou efc efc, then use your

oyl
2. Click the CANCEL button.
3. In the EMAIL TEMPLATE LISTING select the TEXT icon aligned with
the email template you have created. This will open a PLAIN TEXT
editing window. Notice that there are no editing icons — it is
simply a white space.

Ernail Termplates

Email Templates

Ernail Databases

Reserved Seating

Media Matrix

Mermbership Cards

Edit View Delete HTML Text Test
111007 - Email with Username and Password &4 4 |
130907 Standard Username and Password [
40907 YLAA Training with Usermame
Membership Renewal

Shannyn's test

Standard Username and Password

Standard Usernarme and Password - to use
Username and Password - 060907

cooocoLe
[ EE D E D EE

e d el s
e e e

NN

4, Paste the text into this area. Any differences in font size, bolding
or formatting will have been removed.

Update Cancel

Thiz iz an email to members.‘

Dear MEMEERFIRSTHNALME,

Go online to update your information. Go to the address: www,.littleathletics.com.au ete etc, then
use your username and password to log in. To register, CLICE HEERE

Usernsme: MEMEERUSERNLME

Passyord: MEMEERPASSWORD
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5. If the information in the HTML version has hyperlinked words such
as “Click Here" going to an external website or to a member's
area of your website, it will appear just as “Click Here” without
any link. You will need to modify you text to make it simple for
your members to go to the link. For example in the Plain Text
version you may write something along the lines of: “To renew
your membership, go to our website, www littleathletics.com.au
and click on members area in the left menu” OR “to renew your
membership, copy the following link intfo your internet browser to
go directly to our membership portal ( ensure you copy from the
“h"” to the "1
https://www.clubsonline.com.au/reistrationclubportal/index.cfm
efuseaction=display logoff&orgid=1

6. The spacing and headings may need to be spaced and
capitalised to ensure easy readability for your members.

7. Click on Update.

TEST THE TEMPLATE

Before sending any emails to members it is recommended that a version is
sent to yourself.

There are two ways that this can be done.

Click on the TEST icon in the EMAIL TEMPLATE listing. This will send an email
to the email ad s that is saved in Centre’s Details. (To check this email
address is correct go DMINISTRAION. Click on DETAILS to check and

adjust if necessary.)

Ernail Termplates

Email Templates

Email Databases

Reserved Seating

Media Matrix

Membe e Edit viow Delete HTML Text Test
111007 - Emal with Username and Password
130907 Standard Username and Password
40907 WLAA Training with Usernarne
Mernbership Renewal

Shatiryn's test

Standard Username and Password

Standard Usernarne and Password - to use
Usernarne and Password - DB0907

E0E 0L

If this email address is not appropriate, we suggest adding yourself to the
MEMBERS LISTING as a member. This way too, you will ensure success in the
email out when you receive the batch email. Once you have added
yourself as a member follow these steps.
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1. Click on MEMBERS

| Tools | Administration |

Members | g Shop d tions | Results Log Off

Members Listing

Member Status; 2l Search
Financial Status: al

Club:
All Club v
Al Records ABCDEFGHIJKLMNOPQRSTUVWXYZ

Last Mame First Mame Code  Edit ¥iew Delete Status Groups History Subs Email
Abca Betty s & @ @ ) [ =
acland Eil 1 @ @ =) Jeug =l
Allen Samuel J & @ @ -} fo] =
anna ala 1 4 (] é s —

Micka #d S ] =

Click on MEMBER LISTING
Find your name. Click the EMAIL icon aligned with your name on the
far right.

4. From the drop.down box on the next screen select the relevant
email template:

vubsom_l ——

site | Members | RegistratonFees | Shoo | Registrations | Results | Tools | Administration | Log Off

w N

Email Templates: Blank Template R

Blank Template

111007 - Email with Username and Passw)
\J0207 Standard Username and Password
40907 VLA Training with Usernarme
Meribership Renewal

Continue ==

aMl Usermame and Password
Standard Username and Password - to use
Username and Password - 05090

By MG eCommerce

Click CONTINUE

o,

Scroll down to the bottom of the page and click the red SEND
button.

Plain Text:
~
Go online to update your information. D to the address: wuw.littleathletics.com.au
etz etc, then use ywour usernsuns ancd ssword to log in.
Usernsme: MEMEERUSERNAME
Password: MEMEERPASSTOI 71
Thank you! )
v
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Note: When the email comes into your box, you will only ever see ONE
version of the email, depending on what your email system reads. That is if
your system reads HTML you will see the HTML version, if your system reads
only Plain text, you will receive the Plain text version.

If you need to make any changes return to the EMAIL TEMPLATE to update
accordingly. Remember to update both the HTML and the Plain text
version.
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SENDING AN EMAIL TO MEMBERS

Sending emails to members can be separated out by ALL MEMBERS, by
MEMBER TYPE and by MEMBER GROUPS, all with the capacity to filter on
MEMBER STATUS and FINANCIAL STATUS. This way targeted
communications can be made to members.

The process of sending an email blast is the same for ALL MEMBERS,
MEMBER TYPE AND MEMBER GROUP.

1. Click on MEMBERS

2. Click on/SEND EMAIL

" so N L ‘f N E Home | Support | ContactUs |

WWebsite | Members | Registration Fees | Shop | Registrations | Resulls | Tools | Administration

Members Listing

Send Email
Age Groups

Member Groghs
Clubs Online provides for cormplete email integration.

Export
Registration Declarations
Members Portal

Options

3. Select ALL MEMBERS or MEMBER TYPE or MEMBER GROUP.
If MEMBER TYPE or MEMBER GROUP has been selected, choose the
relevant TYPE or GROUP from the drop down list.

Home | Support | ContactUs |

e | Members | R Shiy Reqistrations

Results | Tools | administration Log Off

Metmbers Listing

Send Email - All Members
Age Groups

Mamber Groups

i All Club v
Send E Club: |
Email Templates: Blank Template ~
Blank Template
111007 - Email with Username and Passw
Member Statusgg Al
Export AN —— 130907 Standard Username and Password
Registration Declarations 7 40907 \/LA_A Training with Username
Membearship Ranewal
Members Portal Mext == Shannyn's tes
Options Standard Userdame and —
Usernare and Password - 060907

4. Select the emdil template from the drop down list.

5. Modify the MEMBER STATUS or FINANCIAL STATUS by clicking on the
hyperlinked word ( Active, Inactive, Online, Pending, All and
Financial, Unfingncial, All)
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6. Click the red NEXT button.

7. The email template will appear.

Home | Support | ContactUs |

wermnbers Listing

Send Email - All Members
Age Groups

wlernber Groups

Email Campaign Title: +

Sender Name: WLAA Test Centre

Sender Email officei@vlaa.asn.au

Sxport Address: «
Registration Declarations
viembars Portal Subject: Your Information as Requested - to use
Dptions
HTML:
[=] Source B 7 U :i= iz EMIisEE==iI4
Sty Formnat Font 5 :Ig- Oy

This 1s an email to members.

Dear MEMBERFIRSTNAME,

8. Fillin the required fields:

Campaign Title The Campaign Title is the name that will be stored in
the CAMPAIGN MANAGEMENT for that particular send.

Sender Name This is the name that will appear in the members
email box.

Sender Email Address If the member responds to email, the
response will go to this email address. In addition, any soft email
bounces will be sent to this email address.

Subject The subject is the subject line that was entered when
creating the email template. If the subject line is more appropriate
as something different, change it here. This does not automatically
change the subject line in the email template. The subject is the fitle
of the email as the member sees it in their members listing.

HTML The HTML Section Shows what the email looks like in the HTML
version.

Plain Text Plain Text is the version received by members who can
only receive plain text emails.
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9. When satisfied, click the GENERATE button

Home | Support | Contact Us |

e | Members | RegistrationFess | Shop | Registations | Results | Tools Administration Log Off

Members Listing

P Send Email - Member Group

Mermber Groups
P Your email message request has been added to campaign management.

Send Email

hdanage

Export

Reqistration Declarations
Mernbers Portal

Options

10. After the campaign has been generated, click on MANAGE.

eu b s o N L f N E Home | Support | ContactUs |

| Members | tion ions | Results | Tools A on Log Off

Mermbers Listing

Campaign Management (Not Started)

AgQe Groups
Member Graups Mot Started  Incomplete  Complete
Send Email
Selected ps Send Delete
25 Jun 2003 test 3 i} o & = (=]
Mass emall to all finandal rmerbers -
11 Oct 2007 4 4 o & (| (%]
username and p...
Ernail to all unfinancial rernbers with .
13 Sep 2007 % 1 0 & 4 =]
username
Regisiration Declarations Members Username and Password to al =
06 Sep 2007 9 4 0 & (| (]
Mernbers Portal members
" mernber information sent to financial .
Options 04 Sep 2007 g 3 0o & 4 =]
members
21 Aug 2007 210807 9 g 0 & 4 @
0 0 -5 = Q@

11.The following screen will display. It will automatically show the ‘Not
Started’ campaigns.

12.The following columns can be seen
Selected The number of members that are on the mailing list, have
an email address and were within the filtered range that you
selected (Active, Financial, Member Type etc).
Dups Begins as a ‘0’ value but will display how many members
within the send range have duplicate emails ( which would be the
case for family members) is pressed before the send.
Sent When the campaign has been sent the number of emails sent
will be displayed. This is helpful for the organisations that have
thousands of members where the email campaign may take a long
time to send, the administration can determine the status of the
send.
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Dups( ) When sending a generic email to members, such as a
newsletter or an update, it is worthwhile ‘de-duplicating’ the email
send to prevent members with the same email from receiving
multiple copies of the email, in the instance of members of a family
all having the same email address. If your organisation is mailing
usernames and passwords, this feature would not be used to ensure
that each member received their log in information.

Send The send icon should be clicked when the campaign is ready
to be sent.

Delete If the details of the send are incorrect, or the number
selected does not appear correct you may wish to cancel the
campaign. Click the delete icon to delete the whole campaign.
This does not change the email template or any member
information.

13.1f happy and ready to commence click the SEND icon.

CHECK THE RESULTS OF THE SEND

Once the email campaign has been sent, the results of the send are able
to be seen through the console by going to the COMPLETED campaign
management menu.

Website | Members | Registration Fees

Members Listing

" Campaign Managemeng{Not Started)
ge Groups X

IMember Groups Mot Started  Incomplete  Complete

Send Email

Selected Dups Sent Dups Send Delete

Mass email to all financial members

11 Oct 2007 4 4 o & =] (=]
username and p...

13 Sep 2007 Email to all unfinancial members with 5 1 o 2 = @
Lisernarne

06 Sep 2007 Memlhers Username and Password to all 9 4 0 2 = o

The Following screen will appear.

elubs ONLINE

WA | ™Members | Registration Fees | Shop | Registrations

Members Listing )
o= Campaign Management (Complete)

Mernber Groups Mot Started  Incomplete Complete

Send Email

Sent  Hard soft

25 Jun 2002 test 3 0 a a @

ign Management

Sent Is the number of emails that were sent.

Hard A hard bounce back is where the email address does not
exist. The spelling could be incorrect or the member’'s email may
have been cancelled. A hard bounce back email will automatically
be deleted from the email database.
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Soft A soft bounce back is where the member’s mail box may be
full or the email has been prevented because of spam filters, or
server restrictions. Soft bounces will not be deleted from the
database. The server will attempt to resend the email for 72 hours.
Opt Out This shows how many members clicked the unsubscribe
button on the email that was sent, these opt out members are
automatically deleted from the database.

Delete Deletes the history of the campaign being sent.
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