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1.2

1.3

About Clublink

Clublink makes information easily accessible and provides the necessary tools for the operations of your club.
This program is designed to simplify the day-to-day administration of your club with the ability to import and
export data to your Central Office (governing body) if you have one.

More specifically, you can use Clublink to record all of your member's personal information, registration details
and fees (which may be determined by your Central Office) and payments. Complete schedules for your club can
also be created allowing you to register membersin classes, assign teachers and charge appropriate fees for each
class. Extensive reporting options are also available for detailed reports on your membership data.

slublink

Thismanual contains complete step-by-step instructions for all aspects of Clublink and includes descriptions or
explanations of each feature.

This Manual

Thisinformation has been divided into five main sections as follows:

Introduction

Setting Up Y our Clublink — customizing Clublink to suit your needs

Day-to-Day Clublink Operations — Clublink functions used on aregular (daily) basis
Specia Clublink Operations— Not as frequently used functions

For Central Offices Only — Instruction for functions used by Central Offices
Conventions used in this manual :

= Indicates step-by-step instructions for Clublink.

Bold  Bold text indicates Clublink specific terms.

+Note+: Indicates an important tip in a set of instructions.

Minimum System Requirements

= Any Microsoft® Pentium operating system with Windows® 98 or newer.
= A minimum of 15 MB of available hard drive space.
= 64 MB RAM.

Recommended System Requirements
= Windows® XP or Windows® 2000.

= 100 MB of available hard drive space.
= 256 MB RAM.

©2005 Integrated Sports Systems (ISS) Inc.
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1.4 Installation Procedure
If the Clublink 30-day evaluation is already installed:

= Insert the CD and install the Unlock Evaluation Mode.
= Run Clublink and enter your serial number using your Installation Key.

If Clublink isnot aready installed:

= Insert the CD and install the Clublink Full Installation.
= Remove the CD and reboot your computer.
= Run Clublink and enter your serial number using your Installation Key.

+Note+: If you have a Central Office Setup Disk or you are Importing Data see
Receive Central Office Setup Disk and Import Club Data.

2 Clublink Application Launcher

Application Launcher isused to start the various Clublink Applications availableto you. Access Clublink
Application Launcher by double clicking on your Clublink icon on your desktop or by selecting Clublink on
your Start Menu and then selecting Application Launcher. Y ou can choose to Close Automatically, Minimize
Automatically or Leave Open Application Launcher after you have opened a program. Use the Options menu in
Application Launcher to indicate your preference. Below isabrief description of each program selection in
Application Launcher.

Clublink Application Launeher 1.2

Opions

@ Clublink - The Leader in Integrated Sporte Spetems Inztalled
“% Clublink - One Step Backup Inztalled
‘% Clublink - Utilities: Inztalled
% Clublink - Chit System Inztalled
| Chublink - Setup Wizard Inztalled
@ Clublink - Task Manager Irnstalled
n Clublink - Cus Card Tour Installed
D Clublink - Features Tout Installed

Clubbnk: Products \Web Page

Clublink — Click on Clublink — The Leader in Integrated Sports to open Clublink

Setup Wizard — A 7 step process that allows you to quickly set-up many defaults for your Clublink program. We
suggest that you use Setup Wizard as the first step to getting started with Clublink.

+Note+: Clublink must be closed when using Setup Wizard.

One Step Backup — allows you to backup al of your Clublink data with the click of one button.

©2005 Integrated Sports Systems (ISS) Inc.



9 Clublink

Utilities — allows you to perform various maintenance tasks on your Clublink database.
+Note+: Clublink must be closed when using Clublink Utilities.

Task Manager — allows you to perform specific tasks such as importing or exporting data to the web, creating a
web page that includes your class schedules, generating an email list from a group of members, etc.

Chit System — designed for quick assessments of fees. Primarily designed for socia clubsthat use a chit system
rather than accepting cash.

Cue Card Tour —abrief overview of Member Level, Class Level, finances and advanced features of Clublink.

Features Tour —avisual tour of Clublink's features that includes screen shots.

3 Setup Wizard

= Ensure Clublink is not running.
= From the Application Launcher, choose Setup Wizard.

See

Page 2 - General Settings

Page 3 - Data Disks

Page 4 - Data Fields

Page 5 - Custom Drop Down Lists
Page 6 - Linked Registration Options
Page 7 - Miscellaneous

3.1 Page 2 - General Settings

= Enter your default area code, province, country and sport.

3.2 Page 3 - Data Disks

See
Central Office Setup Disk

Import Club Data
3.2.1 Central Office Setup Disk

If you have a governing body using Clublink, they will provide you with a setup disk/file that includes
registration categories and fees for your members. Thisdisk/file will also setup your Clublink to show which
datafields are required and requested by your Central Office.

= If you have a setup disk, choose Have Disk and proceed with the on screen instructions. Detailed
instructions for Receiving Central Office Setup Disk can be found later in this manual.
= If you do not have a setup disk, contact your Central Office.

©2005 Integrated Sports Systems (ISS) Inc.
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3.2.2 Import Club Data

Y ou may import your existing club from your Central Office.

= If you have adata disk, choose Have Disk and proceed with the on screen instructions. Detailed instructions
for Importing Club Data from your Central Office can be found later in this manual.
= If you do not have a data disk, proceed to page 4.

3.3 Page 4 - Data Fields

The tabs across the top show you the 5 roles of membersin Clublink (Competitive, Recreational, Coach, Judge,
Member)

5:; Clishlink Setup Wizard 1.6

o B Stahaz
7 ||

o K
Fl & b et
7)]
(7] ]
7]

i 5

Family-Contact 17171 o
| 7 | En
2 K 2l o
(1] ] Bl Edsditss
™ Kl ol bsvberhpCadd H b

Eloza  [BetailsMErint T E— -

At this point you have the opportunity to specify which data fields you would like to use for each role of
members. Don't worry if you aren't sure yet, you can always come back to the Setup Wizard and make changes.

By placing aV in the box you will make that data field available to enter information. If you do not havea in
the box, that data field will not be visible when using Clublink.

If you seea that is greyed out, you cannot remove it asit isadatafield required by your Central Office.
Clicking on a? beside the data field will give you a brief description of what the datafield is used for.
= Click on each of the five tabbed pages and select the data fields that you wish to use.

See
Data Fields

3.4 Page5- Custom Drop Down Lists

Two Custom Drop Down Lists are provided for each Role. The General Tab page for each member will have
the Custom Drop Boxes. Here you can track specific items for each member. Thiswill assist you with reporting
and management of your members. (ex: how the member found your club).

+Notet+: If aCustom Drop Down List isyellow, it has been defined by your Central Office and cannot be
modified.

©2005 Integrated Sports Systems (ISS) Inc.
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3.4.1

3.4.2

3.4.3

3.5

= Sdlect aRole.
= Enter atitle for each Custom List Title Box.

- Clublinh S=dup Wizord 1.6

Judge | ek |
CustomList B2 T [Cowch

Regisational

Couptore List 01 Tie [ Forad Ui s

L lierat -~
CATHY SMTH

LIOHM HOLHES

OTHER ki BLUE
AECFEATION GUIDE
AEFERAAL
TELEWISION

HEWSFAPER

DeiiETn! <

See

Adding a list item
Modifying a list item
Deleting a list item

Adding a list item

= Click Add.
= Typethelist item namein the box.
= Click Add again to add another list item.

Modifying a list item

= Select thelist item you wish to change.

= Click Modify.

= Typethenew list item name.

= Choose Y es when asked if you would like to update all members.

Deleting a list item

= Select thelist item you wish to delete.
= Click Delete.
= Choose Y es when asked if you would like to update all members.

Page 6 - Linked Registration Options

Linked Registration Options gives your Central Office the opportunity to create categories for your members,
assign fees to those categories and assign minimum and maximum age requirements for those categories If a
Lined Registration Option List isyellow, it has been defined by your Central Office and cannot be modified.
Y ou can assign your own club feesto compliment your Central Office fees, you can also assign sub categoriesiif
they are unused by your Central Office. If you do not have a Central Office, you can setup your own categories,
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fees and age requirements.

Each Role can have categories (linked list #1), sub categories (linked list #2) and sub sub categories (linked list

#3).

fi Clublink Setup Wizard 1.6

Linkes Lkt H1 Tiie Link.e Lt H2 Thie Linkie Lt H3 Tie :J:';:Emm
CaTEGDAY EIGHT CLAGS i
| I“I | 1T
~ - FET0 10
UKDER 75
IR MATICEAL TETOOIDD JF PROVMCLL
IR PACINCLAL UIHOER 75 ﬂ'f&;ﬂ'“ﬂm
Jm:nft T’Amm 5F MATIDMAL
MESTERS. & FROMSHCIAL
Gl LEATTACHED
SR FROVIKCIAL
UKaTTaCHED

+Notet: Each selection in Linked List #2 and #3 will be dependant on the selection in Linked List #1. When
determining registration fees, Clublink will look for the first non-zero registration fee moving from right to left.

Linked List #1

=
=
=
=

=

Select a Role.

Type the title of Linked List #1 in the Title box (even if your Central Office has set up this list, you
can type in your own title).

Click in the List Items column under Linked List #1.

Click Add to add a category to the list (if your Central Office has set up this list, you will not be able
to add another category).

Type the List Item name and enter the appropriate ages and fees in the boxes.

+Note+: You can view the structure of your linked lists by clicking the Hide/Show button at the bottom
right of the screen. You can also view the details of your linked lists by clicking the Details button.

Linked List #2

You can set up sub categories for each category in your Linked List #1.

LUy

Select a Role.
Click on a category in Linked List #1 for which you want to create sub-categories.
Click on the Linked List #2 column and then click Add near the bottom of the screen.

Enter the name, ages, and fees and click OK. You will notice the your new sub category on the
tree diagram to the right of your linked lists.

Linked List #3

You can add sub categories to your Linked List #2 categories in the Linked List #3 column. Follow the
same steps as you did for Linked List #2.
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3.6 Page 7 - Miscellaneous
{i Clublink Setup Wizard 1.6
Chabiirk v pous it uze 3 difmsent briancad scoounis
'T |Ex Genera, Indescusl, Furd Fating)
Aok B2 Tike Class and Aegrtizion Fees asionsboaly 9o inlo acoount 21
Farel Ay L BTe0e o g ramber of Secounts. Tou ey decide Lo have & Furd A asng sccount and
Apsrat B3 Tik ol chow i on an imeca o the snd of e o
Tiiewsl Vo coukd e 2 specil points acoourd and show i sepacately
Credit Card Typas
See
Accounts
Custom Edit, Check and Date Boxes
Payment Types
Credit Card Types
3.6.1 Accounts
Clublink allows you to track financial information in 3 different accounts for each member (ex. General, Travel,
Fundraising).
= Typethe name of each account in the boxes provided at the top left of the screen.
+Note+: You do not have to name all 3 if you won't be using them all.
3.6.2 Custom Edit, Check and Date Boxes

For each Role, you have six custom boxes available on your registration form.

Custom Edit Boxes are used to type any information you would like to include for your members that you
haven't already recorded in the data fields. (ex. Cell phone number)

Custom Check Boxes give you the opportunity to create your own check boxes for each role. (ex. Preferred
membership status)

Custom Date Boxes are used to record dates that are not already recorded in the datafields. (ex. Anniversary
date)

= To set up your custom boxes first select the appropriate Role from the tabbed pages.
= Decide on the type of boxes you want to create and then enter their namesin the boxes.
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+Note+: Select these Extra Boxes on Page 4 of the Setup Wizard in order for them to show up on your

registration form in Clublink. They are located under the Miscellaneous section on the Data Fields page of Setup
Wizard.

3.6.3 Payment Types

Under Payment Types you must setup which methods of payments you will be accepting from your members.
(ex. Cash, Cheque, Credit Card, Debit)

= To add a payment type click the Add button and type the name of the payment in the list item box.

= If you wish to record a credit card type, number and expiry for this payment type, put a\ in the Use Credit
Card List box. If thisisnot acredit card, leave the checkbox blank and click OK.
= Click Add again to enter another payment type.

3.6.4 Credit Card Types
Under Credit Card Types you can add the types of credit cards you will be accepting (ex. VISA, MasterCard,

American Express). This selection will appear in Clublink only when you have selected Use Credit Card List
when entering the payment type.

= You can add your credit card types by clicking the Add button and typing the name of the credit card.
= Click Add again to enter another credit card type.

4 Setup Options - Found in Clublink

Under System Setup you can make font selections and colour selections.
= From the Options menu on the Clublink Opening Screen select System Setup.
= Select each of the menu items to customize Clublink's appearance to your liking.

See

Administrator Password
Read-Only Password
Lanquage

Tax System
Member Reports — Waiver Forms

4.1 Administrator Password

The administrator password protects your data by only allowing those who know the password to access Clublink
on your computer.

Setting the Administrator Password

= From the Options menu on the Clublink Opening Screen select Administrator Password.
= Select Set.
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Clublink

4.2

4.3

4.4

= Enter the Password and click OK.
= Re-enter the Password and click OK.

Turning the Administrator Password On or Off

= From the Options menu on the Clublink Opening Screen select Administrator Password.
= Select Enable to turn the Password ON, select Disable to turn the Password Off.

+Notet+: To enable the password you must re-enter your password or set a new password.

Read-Only Password

The read-only password is used in conjunction with the administrator password. The read-only password allows
users to view Clublink data but does not alow them to change any data. The Add/M odify/Delete buttons are
disables when a user acceses Clublink with the read-only password.

Setting the Read-Only Password

From the Options menu on the Clublink Opening Screen select Read-Only Password.
Select Set.

Enter the Password and click OK.

Re-enter the Password and click OK.

Uu iy

Turning the Read-Only Password On or Off

= From the Options menu on the Clublink Opening Screen select Read-Only Password.
= Select Enable to turn the Password ON, select Disable to turn the Password Off.

+Notet+: To enable the password you must re-enter your password or set a new password.
Language

Y ou can select English, French or German for operating Clublink.

= From the Options menu on the Clublink Opening Screen select L anguage.

= Select alanguage.

= Click OK.

Tax System

The tax system is used to set the default tax for each financial edit box in Clublink. Taxes can beindividually
changed when required by double clicking the financial edit box and overriding the Tax System settings.

= From the Options menu on the Clublink Opening Screen select Tax System.
= Begin at the top left of the Tax System screen and enter the appropriate details.
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4.5

5.1

Tax System El
Ta Stnectur Enample
™ Mo Taees
™ OneTax
" Two T aves $100 .00 3100.00
Mol | S
Tax Slyle x 7.00%
# Tax1onCozt+ Tae2 on Cost $107.00 $7.00
- $100.00
g
Tauw1 onCost+ Ta2on Tan 1 B O
1 $108.00 48,00
Hame G/ Tps
Peicentags il - 3115.00

Hame |?sIJTvq

Paicentage B
_X o

+Notet: An example of a$100 purchase using the tax codes that you have selected is shown in the right side of
the Tax System window.

Member Reports - Waiver Forms

Use the Member Reports button B to select one report to be associated with each Role in Clublink and one
with Class Level. If you have a membership waiver form, this can be assigned and printed for any member with
just one button click. We can make a custom waiver form for your club. Visit www.integratedsports.net for
samples and ordering information.

= Select Member Reportsfrom the Options menu on the Opening screen.
= Select an appropriate report from each drop box for each Role and for Class level report.

= Click OK to save your changes.
To use the Member Reports, select amember in Member L evel or Class L evel and click the Member Report

button B on thetoolbar. Thiswill generate the report that has been linked to the current Role.

Day to Day Operations

See

Opening Screen
Clubs

Members

Opening Screen

The Clublink opening screen is your access to each of the three levels of Clublink — Classes, Members and Clubs.

The Classes button gives you direct access to your schedules and the class information in those schedules.
The M ember s button takes you directly to all of your member data for each of the five roles.

The Clubs button allows you to view or edit your club information including mailing address, phone
numbers, your logo and other club details.

Uy

The opening screen also gives you accessto alist of upcoming birthdays and a quick way to backup your data.
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Clublink

"
F
5

Madule  Options '-‘,3-,..1I How ba,.. { Internet Reoistrat

L.J & Clublink o

Clagzes

“Reminders- Meszages
Birthdays thiz month Ipdate Ages #
Birthdays next month

Backup Data
Wwihat's Mew
ClubMame  BOARDWORES
Kl Last Revision Date 2004-09-22 .
ilese Club Mumber (110 Clubs
Mext Card n® 25
Chublink. website
Main |C:'I,PROGRF'.~1'I,CIUI:|Iink Yersion: 5.1

Administrator Password
Read-Only Password

Language
Tax System

Member Reports —Waiver Forms
Receive Central Office Setup Disk
Import Club Data

Export Club Data

Clubs
o

= From the opening screen, click the Clubs button Clubs  to view or edit your club information.

Postal

= Click on the Postal tab to enter your club name, address, phone numbers.
+Note+: The club mailing address can be included on member invoices.
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Clublink (=03

Postal ]Cu:untau:tl General| Logo |

Chub Mame

|.-’.'-.|:FH:|B,£'-,TS Registration Status
Addrezs Line 1

|4‘I2WESTDN ROaD

Address Line 2

| Renistered
L) Expiy |2003-08-31

VICTORIA
Province Postal Code Club Murnber
Phone Mumber  Fax Mumber Satelite Mext Card n?

|[25EI]4?EI-5555 |[25EI]4?9-5555 W 25

/ 1] x Cancel

Main A PROGR A~ 1Y Clublink Yersion: 5.1

Registration Status

L ocated on the Postal tab Registration Status will show you your current affiliation with your Central Office (or
governing body). A green light indicates that your club registration with your Central Office isin good standing
and ared light indicates that you are not currently registered with your Central Office. The Expiry letsyou know
when your registration will expire. Y our registration status will automatically update when your Central Office
sends you confirmation of your registration.

Club Number

A number assigned to your club by your Central Office.

Next Card No.

Clublink generates membership card numbers automatically for new members. They are sequentially numbered
with additional information depending on your sport and location. Consult your Central Office for your
membership numbering method.

+Note+: If you do not have a Central Office, you can ignore the Registration Status and Club Number section
of the Postal tab page.

= Click the Contact tab and enter the e-mail address, name and phone number for your club's primary contact
person.

= Click the General tab and enter any additional information that pertainsto your club.
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Club Logo
= Saveyour club logo (bmp or jpeg file) to Clublink\Images folder.
= From the Opening Screen click the Clubs button.
= Select the L ogo tab.
= Click the See File List button at the bottom of the window.
= Sdlect afile.
5.3 Members
The Member < section of Clublink includes all your member data organized into five Roles. Theroles are pre-
defined as Recreational, Competitive, Coach, Judge and Member. When you begin using Clublink, you will
either have Member datain your system (as described in Page 5 (data disks) of Setup Wizard) or you will need to
enter your current Member data.
See
View Order of Members
Active Members
Financial Mode
Registration Form
5.3.1 Viewing
Members
= Click on the M embers button on the Opening Screen.
= Inthetop right corner of the screen, select the Role that you wish to view from the drop down list. The

member list will appear on the left side of your screen.

= Click on the name of the member you want to view. If you don't see the name on your screen, type the last
name in the Sear ch box above the member list.

= Click on each of the seven Tabbed Pages to view all of the member's information.
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Clublink
File: 0\ Search  Lists  Setup s Finance T,;r-,\ How ko, % Help
B m O\ o s 9 ﬂ% = -, Rale |Competitive -
Search | General lFamiI_l,l] Hegistration] Phata ] Hist-:-ry] Medical] Mizc. ]
Last Mame |First M ame | 4| Last Mame @ @ CATEGORY
] ANGROVE MICHAEL |GELLER HUNIOR NATIONAL
¢]BuGSLAG LIANA Tile First Name Mail address
z BURTOM [SHIDJIMA] DANMY | =] [ea =
] BURTON (SHIDJIMA] S4RA Address Aot
| BYERS KIRA |791 WATSON RD. |
] CAMPRELL ROBIM City
| CARNDUFF SEAN [ORENGEVILLE
L CENCIARINI TONY Province Postal Code Phone NMumber
| COLE e il [N  [7BeRz 416555555
[ ] CUMMING JEFF
i DEBRUIN LEVI Test Invaice List
| DREVER JENNA a, w
| DURWARD ELIZABETH
| EARTHY JASON
(2] EBANKS JESSICA
FAGELLER  [BA
[#| GELLER CHLOE
| GELLER MICKY
| GIBEONS LACHELLE
E-_L LClose "E Add % Todify "'E Delete Invaice Repart ‘ ﬁ R eqistration Finance
# 5 10 237 3
Main CHPROGRA~ 1 Clublink Version: 5.1

+Note+: If you aren't sure which Role the member isin, you can click the Search All Roles button on the

toolbar and type the last name of the member. When you have found the right member, click Select to view that
member's details. If you think you may have lost a member, there are many other search options from the Search
All Roles button (ex. Phone number).

5.3.2 Active Members

When viewing the member list, you will notice green  or red X to the left of the member list. These symbols
indicate whether or not the member is active in your club.

= Toview Active Members Only click on the " on the toolbar.

= To switch back to viewing al members, click on the " again.

5.3.3 Financial Mode

Y ou can also choose to view your membersin Financial Mode. Thiswill allow you to see which members have

outstanding fees at a glance.

+Note+: We recommend that you use Financial Mode only when it is necessary as it slows down the program

operation.

= From the Clublink Opening Screen choose the Options menu.

= Click Financial M ode.
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= Click the checkbox to turn Financial Mode on.

= Select which accounts you would like to recognize.

= Select where you would like to be able to see the financial indicator.

= Click OK.

When you view your Member List, Phone Lookup, or Class Lookup, you will seea s beside the members
who have outstanding account balances.

5.3.4 Registration Form

See
Adding Members
Editing Members

5.3.4.1 Adding Members

The Registration Form is a two-page form that includes the selected Data Fields (see Page 4 — Data Fieldsin
Setup Wizard). It isused when adding a new member to your database and is also used to edit existing member
information.

+Note+: You can also add new members directly from Classlevel. See Classes/Adding Members.

= Inthetop right corner of the Member screen, select the Role that you want to add the member to. (ex.
competitive, recreational, coach, etc.)

= From the bottom of the Member screen click the Add button.

= Typethelast name of the person you are adding in the search box to ensure they are not already in your
system.

+Note+: You can choose not to search by clicking the I gnor e button at the bottom of the search window if you
are certain the member does not already exist in the system.

search all Roles

[~ Use MICHAEL ANGROVE —
| Lazt name ;I Search I M
Lazt Mame First Mame Phore Mumber
3925 ANSELL RD Recreational | (2500477-1815
| ADAMSON DEREK 1298 DALLAS RD Recreational | [250)385-0964
| ADAMSON DEREK 1298 DALLAS RD Recreational | [250)355-0964
3| AGATHOKLIS GEMYA Recreational [250]592-8231
E] Al SALVADOR 1215 ROY RD Recreational (250)380-5700
E! ALE=ANDER MARISSA Recreational [250)598-0317
@ﬂLEKﬁ.NDEH MNIGEL Recreational [250)598-0317

v’ Select * lgrore | x Cancel |

To add a Family member, find a Family member and press Select

= If you do not find the person click the I gnor e button or if you find afamily member of the person you are
adding, you can click Select and then choose No to indicate that you found afamily member. Thiswill
allow you to enter the new member's information with much of it automatically filled in.

= Members should not exist in arole more than one time. If you found the member in the role where they are
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to be added, then Select the member and press No to Add Again.
= Fill inthefirst page of the Registration Form by typing in the necessary information (highlighted areas are
Required Information and should not be |eft blank).

| C—
rstwersonro. [
o

JUNIOR HATIOMAL -

(| -]
. -

—

‘ Required Information

GEIER Compstiive | v | X cancal | F8 = Paste fram cliphoard 777

= Click Next at the bottom right of the screen to proceed to the second page of the form and fill in the
remaining information.
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B GELLER:

 Medical

444 555 BEERT [#16]722-3333 | [41E)333-2222 | |
|

"WHITE

CHRISTOPHER

Required Information
F8 = Paste from clipboard 777

= Check the bottom left corner of the screen to ensure that you are adding the member to the correct Role.
This can also be used in the case that a member changes roles during the season.

= Click OK to close the form.

= You can choose to see the M ember Worksheet by clicking OK or click NO to skip.

5.3.4.2 Editing Members

Click on the member you want to edit in the Member List or use the Sear ch feature to find the member.
Click the M odify button at the bottom of the screen. Alternately, you can double click the member.
The Registration Form will come up for you to edit the Member details.

Click Next to make changes on the second page of the registration form.

Click OK when you are finished making changes.

Y ou can choose to see the Member Worksheet by clicking OK or click NO to skip.

R R

5.3.5 Member Maling Address

The member's mailing address H is often the same as the address entered on the Gener al tabbed page. You
can specify an alternate mailing address for a member.

Ex: Change the name on the mailing address to mail invoicesto the parent rather than the child.

Some reports use the information on the General tabbed page whereas some other reports will use the Mailing
Address. If you make a change to the member's address, you will be asked if you would like to update the mailing
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address too.
+Note+: Labels can be printed using either address. Thereis an Avery 5160, 5161 and 5162 reports setup for
mailing address.

6 Member Worksheet

The Member Worksheset ¢ assesses the member's file to determine which automated actions (ex. charge
registration fees, assign a membership card, prepare member for export to central office, charge class fees) need
to be performed.

= Check the Active box to indicate amember is active. This should already be checked.

= Check the Registration box to add the member to the Registration Drop Button and have them
prepared for export to the Central Office. Adding membersto the Registration Drop Buttonisalso a
handy way to know how many members you have registered during your session.

= Check the box for your Central Office Registration Fee (ex. Ontario Gymnastics Fee). Thisfeeis
defined in your Linked Registration Options (selected on the Registration Form) and is usually
assessed once per season.

+Note+: If you do not have a Central Office, you don't need to check this box.

= Check the box for your Club Registration Fee if you have one. Thisfeeisdefinedinyour Linked
Registration Options (selected on the Registration Form) and is usually assessed once per season.

= Check the Next Card Number box to have the next membership card created for this member.

= Click OK to save the changes and |eave the Member Worksheet or Cancel to leave without applying
the changes.
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Clublink

BANMDY: WALKER:

Riestore Uncheck all | X Eancell

The Restor e button a the bottom of the Member Worksheet can be used to restore the original selectionsin the
Member Worksheet and recal culate the Registration Fees.

The Uncheck All button will remove the checks from all boxes except the Active box.
+Note+: When registering amember in the Member L evel, class fees, pro-rated fees and discount options will

not be visible on the Member Worksheet. These options are available when you add a member to a specific
class. (see using the Member Worksheet in Class L evel).

Fees

Fees can be viewed by clicking the Fees button s on the toolbar. Y ou will also be prompted to view the Fees
for amember after closing the Member Worksheet.

There are three tabbed pages in the Fees section of Clublink.
Payments - includes a detailed list of all payments made to the club by the Member.
Summary - isaquick view of all three of the member's accounts.

Fee Assessments - isalist of al fees charged to the member with arecord of what is due, what's been paid and
what the balanceis for each assessment.
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7.1 Fee Assessments

Fees are assessed by member and may be viewed for an individual member or for the entire family by selecting
individual or family in the bottom right corner.

+Note+: Family is defined as individual s with the same phone number.

RANMDY WALKER |
F'ayments] Summary Fee Assessment Details | _
General ].-’:-.u:u:u:.untEI .-’-'-.u:u:nuntEI - | e d
Details [Due |Paid [Balance  [Mame 2 ) $75.0
Reqistration FR0.00 0000 $50.00 RAMDY Papments | Pazt 30 d
Program Reg'n $25.00 $000  $25.00 RANDY T2 $0.0
Invoice
T Pazt B0
| $0.00
Clear Al
i Past 90
A — | $n.nd
Fiadd || @ Modiy] +iDelete 5]
o |ndividual
" Earnily
= Balance
AL Doz $75.00
=
See
Fees
Adding a Fee
Modifying a Fee
Deleting aFee

7.1.1 Adding aFee

= Click the Add button at the lower left of the screen.
= Click the drop down box at the bottom of the window to select the type of fee you want to add. If the type
you want is not in your system yet, you can add it by typing the name of the fee in the details box.

+Note+: It isimportant to be consistent with fee naming to facilitate financial reporting.

= Enter the amount of the fee.
= Click OK to complete the fee assessment.

+Note+: Thereisan on screen calculator for your convenience.
See

Fees
Fee Assessments
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7.1.2

7.1.3

7.2

7.2.1

Modifying a Fee

Click on the fee you wish to modify.

Click the M odify button at the lower |eft of the screen.
Change the name and/or amount of the fee.

Click OK.

© LUy

Fees
Fee Assessments

Deleting a Fee

= Click on the fee you wish to delete.
= Click the Delete button in the lower part of the screen.
= Click OK to delete the fee assessment.

+Note+: It isagood ideato only delete fees that have been assessed in error or if the amount dueis equal to the
amount paid. Y ou can delete any fee but this can sometimes confuse the member on their invoice.

See
Fees
Fee Assessments

Payments

See

Fees

Applying a Payment
Modifying a Payment
Deleting a Payment

Applying a Payment

Y ou can apply a payment to outstanding fees from the Fee Assessments tab, the Summary tab or the Payments
tab.

Pavrnents

= Click on the Payments button g located near the upper right of the window.
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RANDY WALKER 3

T Receipt#_[Amount__[Date |

0410017 Ralun 2004-10-M
0410012 |50.00 2004-11-M
0410013 | 50.00 2004-12-M

Credit Card - I

. Close _ $75.00

Select the date of the payment (or the date of the first payment if you are entering multiple payments).

Enter the Amount of the payment. Enter the amount of the most common payment for multiple payments.
Select the appropriate Payment Type from the drop box.

If the payment typeisa Credit Card, enter all requested details.

For asingle payment, click Next, click on the fee or fees the member is paying, then click the Apply button.
Click the OK button to save the changes.

For multiple payments, click M ultiple Payments, enter the number of payments being made and click OK,
review the dates and amounts of the payments (you can edit the dates and the amounts as necessary by double
clicking on the list of payments shown in the top right corner of your screen), click OK, then apply each payment
to the corresponding fee by selecting the fee and then clicking Apply. Click the OK button to save the changes.

LU diy

See
Fees
Payments

7.2.2 Modifying a Payment

Y ou can modify the date of a payment from the Payments tab in the Feeswindow. Y ou cannot modify a
payment that has been deposited.

Click on the Payments tab in the Fees window.
Select the payment you want to modify.

Click M odify.

Change the date of the payment.

Click OK.

LU diy

nyj
SR ¥
.
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7.2.3

8.1

Deleting a Payment

Y ou can delete a payment from the Payments tab in the Feeswindow. Y ou cannot delete a payment that has
been deposited.

Click on the Payments tab in the Fees window.

Select the payment you want to delete.

Click Delete.

In the Details window ensure that you are deleting the correct payment.

Click OK. You will notice that the Balance in the bottom centre of your screen has changed to reflect the
deletion.

Uduuu

3

Fees
Payments

Accident Reports

Accident Reports are used to record the details of any accident or injury that may occur at your club. Y our
Central Office may have sent you a template for recording accident details (the template would have been
received on your Central Office Setup Disk). If you do not have atemplate for your Accident Reports, you can
create one using the M edical Template feature (see creating a Medical Template).

Completing an Accident Report

= In Member level select the appropriate member from the member list.

= Click the Accident Report button = .

= Click the Add button.
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Accident Report Form

File Edit Help

Last Mame Ciy

|GELLER: |ORANGEVILLE

Title First Mame Province  Postal Code

] |B& [oN L7B BR2

Addrezs Apt. Phone Mumber Age Sex

| 791 WATSON RD. | |416)5555555 30 F
Description |FaII off Trampoline Date  |2004-10-01
Dletails Page Break > @ F3 <-- Skip to next entry

ACCIDENT REFORT i

Date of Accident: Oct. 1/04
Time of Accident: 3:30pm|
Location of Accident: <enter location here=

Type of Injury. <enter injury here>

Enter a description of the accident in the Description box.

Edit the date in the Date box if necessary.

Press F3 on your keyboard to proceed to the first Data Entry Area (data entry areas are enclosed in <
>).

Enter the appropriate information and press F3 again to proceed to the next Data Entry Area.
Complete the form.

To print the Accident Report, select Print from the Filemenu or click Close to close the report and
save your changes.

= Closethe Accident Reports window.

uul

U Uy

+Note+: When you are preparing your data to export to your Central Office, you will be given an option to
include Accident Reports.

See
Accident Reports

9 Classes

In Class L evel you have the ahility to create an unlimited number of schedulesfor all of your classes and
programs. Within each schedule you can create classes, assign teachers and times, add members to each class
and setup class costs to automatically charge fees when amember is put into aclass. Class Level isaccessed by
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9.1

clicking the Classes button u from the Opening Screen.

See

Creating a Schedule

Modifying a Schedule

Creating Classes
Copy/Paste a Class Structure

Moving a Class
Adding to aClass

Make-up Class
Searching all Schedules

Attendance

Creating a Schedule

=

Use the scroll buttonsin the top right of the Class L evel screen to scroll right until you see atab called
NEW OR from the Tools menu, select Schedules then select Add then click OK.

Sehedule Seliings
Tl | S || Few Hesbg) || ok g |
Coges Fran
kel bee T -
Dot |
Dzt
Datad
Dtk
| W Ok I xuﬂﬁl

On the tabbed page called Title enter the Schedule Name. This name will appear on the tab for this
schedule and in the drop list of schedules.

Use the Details boxes for a description of the schedule (ex. dates that the schedule isin effect, days the
classes are offered, location of the classes). The Details of the schedule name will beincluded on al Class
reports.

In the Copy Frame drop box, you can select an existing schedule and copy it's frame (row headings, column
headings, class structures and fees) to create your new schedule.

On the tabbed page called Size, enter the number of columns and rows you would like to usein your
sechedule.

+Note+: You can adjust the schedule size later if necessary.

=
=

Click OK when you have completed the Title and Size tab pages.

On the new schedule, double click on a column heading to name the column. Enter the name of the column
in the Column Heading box (column headings are often the times the class is offered). Repeat this step for
each column.

Caro 4 | 2002 Fundiivs Camps | ADULT DINE APRIL 02

|-: hE'L-i:.New‘- Hesw | W

IES Il

£ Mew s

< Blpay =

[ < e
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THs | o Noaliasdeny  Colre Hsadeg |

Colre Heading
i HEw

o i X Coond

= On the new schedule, double click on each row heading to name the row. Y ou will be given the option to
select from your employee list for your row headings.

+Note+: You are not obligated to use employees or teachers for your row headings. Y ou may simply put any
heading you like in the L ast Name box. Members marked as Employees on the Miscellaneous registration
tabbed page will appear in the Employee list.

:—i[l-lece'

L'l X oo

%

Classes

9.2 Modifying a Schedule
Schedule Name

= To modify the name of a schedule, click the Tools menu, select schedule, then select modify. Alternately,
double click the cell at the top left of the schedule.

= Edit the name of the schedule.

= Click OK.

Rows- Add, Maodify, Delete

From the Tools menu, select Rows.

Select Add to add arow to your current schedule, then enter the Teacher (Row Name), click OK.
Select M odify to change the name of an existing row. Alternately, double click the yellow row heading.
Select Delete to delete an existing row.

U uud

+Note+: Deleting arow will delete all class datain that row.
Columns - Add, Modify, Delete

= From the Tools menu, select Column.
= Select Add to add a column to your current schedule, then enter the Column Name, click OK.
= Select Modify to change the name of an existing column. Alternately, double click the yellow column
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9.3

9.3.1

heading.
= Select Delete to delete an existing column.

+Note+: Deleting acolumn will delete all class datain that column.

Adjusting Column Width

= Put your cursor on the line between two column headings.
= When cursor changes to adouble arrow, click and drag to desired width.

+Note+: Adjusting the column width is only temporary and is often used for preferred printing results.

See
Classes

Creating Classes

In the Class level you can add new classes, add members to those classes, code the classes for easy reference and
automatically charge feesto membersregistering in aclass.

See
Classes
Adding aNew Class

Modify a Class
Deleting a Class

Adding a New Class

= From the Schedule view, double click on the cell where you want to add aclass.
= Click on the Advanced button in the bottom right of the open class screen.
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= Enter aClass Description in the class description box.
+Note+: This description will appear in the cell on your schedule.

= Youmay Colour code the class by selecting a colour for the font and a colour for the background.
= Enter the maximum number of participants for the class.
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= Add the names of any Additional Teachers.
= Add the names of the prices you will be charging for the class and the amounts.
= Add pro-rated fees.

+Note+: The pro-rated fee usually is the amount that will be discounted if a member is absent from one class or
registers late.

= Click OK to save your settings.

See
Classes

Cresating Classes
9.3.2 Modifying a Class

From the Schedule view, double click on the Class that you wish to modify.
Click on the Advanced button in the bottom right of the class screen.

Edit the class settings.

Click OK to save the new settings.

® UUuy

i

I
Creating Classes

9.3.3 Deleting a Class

= Select the Class that you want to Delete.
= Pressthe Delete button on your keyboard.
= Click OK to confirm the delete.

3

Creating Classes

9.4  Copy/Paste a Class Structure

Copying and pasting a class structure will result in a new class with the exact settings of the class you copied
however, the new class will be empty (no membersin it).

+Note+: Y ou can copy a class structure from one schedul e to another.

To Copy aClass Structure, select the class you want to copy.

Click on the Copy Class button £ on the Class level toolbar.
Select the cell where you want the new class to be.

Click on the Paste Class button rE on the Class level toolbar.

© U ouUou

Sg
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Moving a Class

= Drag any classto anew location in the schedule. Drag a class onto an existing class to swap them.

See
Classes

Adding Members to a Class Method 1

It is best to add members to a class after you have used the Advanced button to adjust all the settings for the
class (particularly the prices for the class).

Double click the Class that you will be adding the member to.
Click the Add button.

From the Sear ch All Roles window, type the last name of the member you wish to add. If you found the

member, select them and then click the Select button, then choose Yes. If you are adding a new member to
the class, click Ignore.

uul
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= Update the member'sinformation or add the new members information to both pages of the

Reqistration Form then Click OK.
Click Y es when asked if you would like to see the M ember Worksheet.
On the Member Worksheet ensure that the Active box is checked, check the Registration box if thisisa
new member of if you have updated any member information that should be passed on to your Central
Office. This box will be checked automatically if the member is not aready on the Registration Drop Button.
= For anew member, the Registration boxeswill be checked (ex. Central Office Fee) For an existing

member, the Registration boxes will only be checked if the member has not yet been charged these fees for
the current season.

Y
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= Select the appropriate Price to charge.

+Note+: You can use the Fee Options section to charge monthly fees rather than a onetime classfee (ex. a
member registers with your club for the entire season but pays their fees monthly). See setting up Fee Options.

= If desired, check the Pro-rated box and enter a number for the number of pro-rated fees to be calculated.
(ex. amember isinjured and will missthe first three classes of the session)

= If desired, check the Discount box and enter a discount amount as a percent of the total price (ex. the second
family member registered for the same class may receive a 10% discount).

+Note+: Discounts do not apply to Registration Fees.

= Click OK to save changes to the Member Worksheet.

= Click Yes to view the Fees page or click No to go back to Class level. Normally we view the Fees page if
we have a payment ready to apply.

+Note+: You can use the Restor e button at bottom of the Member Worksheet to restore the original settings.
Y ou can use the Uncheck All button to uncheck all the boxes on the Member Worksheet except the Active box.

9.7 Adding Members to a Class Method 2

= Open the Sear ch All Roles window.
= Drag amember directly into an open class.

+Note+: You will not be prompted to see the Reqgistration Form, Member Worksheet or Fees window. These
can be opened manually with their respective speed button.
+Note+: Dragging a member directly into a class will place the member in Pending Mode, to remind you that

you have not processed them yet. Pending mode can be turned on and off via the Pending @ speed button.

See
Classes
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9.8

9.9

9.10

Moving a Member to a Different Class

Open the Class the member isregistered in.

Open the Class the member is switching to.

Drag and drop the member from the current class to the new class.
Click OK to confirm the move.

Uy Uy

+Note+: If the new class has a different fee structure you will be notified. However, you will have to make any
necessary adjustments on the members Fee Assessments page in the Feeswindow manually.(see Fee
Assessments).

See
Classes

Removing a Member from a Class

Open the Class.

Select the member.

Click the Delete button at the bottom of the Class window.
Make the necessary Delete from Class selections.

Uu iy

+Note+: If you uncheck the Active box in the Delete from Class window, the member will become inactive. If
the Remove from Registration Drop Button is checked, the member will be taken off the Registration Drop
Button.

Delete from Class E I

MICHAEL MORRIS
v Active

[+ Remove from Begistration drop bution

ClubEndDate | - - =
YN |
X Eancell

%

Classes

Searching all Schedules

= Fromthe View menu in Classlevel select Search. Alternately click the Search All Schedules button i
on the toolbar.
= Typethelast name of the member in the Sear ch box.

+Note+: You have the option to search the current schedule only by checking the This Schedule Only box.
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= Select amember to view the classinformation on the right side of the Search Results window.
= Toopen aparticular class, click the Show Class button at the bottom of the Sear ch Results window.

3

Classes

9.11 Member Status in a Class

Y ou can change amember sstatus in aclass to Pending (ex. has signed up for the class but has not paid yet,
Wait List (ex. wantsto register in the class but the class is full so they have to wait for someone to drop out), or
Trial Class (ex. will try the class once then the member or the teacher will decide about registering for the class).
The member sstatus is shown by the indicator to the left of the Age column in the class list.

@ # -

To indicate Pending , Wait List == or Trial Class = statusfor amember in aclass, select the
member, then select the appropriate status button from the Class level toolbar.

To turn off astatus indicator, select the member, and then select the appropriate status button from the Class
level toolbar.

U

U

%

Classes

9.12 Make-up Class

A member can be temporarily placed in another class for aMake-up Class and will automatically be removed
after the date specified. Y ou can aso credit amember with a make-up class (for a missed class) using the M ake-
up ClassList.

Open the class that the member is currently in.

Open the class that the member will be doing his’her make-up in.

Drag and drop the member from the current class to the make-up class.

When prompted, click No to indicate that this move is for amake-up class only.

In the Make-up Class window, set the date for the member to return to his/her regular class and set the date
for the member to leave the make-up class. The member will be added to the Make-up Class List and
removed automatically.

Loy

+Note+: |If the date is unknown, check the None box.

= Click OK.
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Make Up Class
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Credit a Make-up
Modifying Return Dates

Restoring a Member
9.12.1 Credit a Make-up

= Tocredit amember with aMake-up Class when a member has missed a class, select the member in the
class.

= Click the Make-up Class List button =—.
= Set the date for the member to return to the original class.

+Note+: |If the date is unknown, check the None box.

= When the makeup class is determined, drag the member from the Make-up Class List into the make-up
class and schedule the return date.

See
Make-up Class

9.12.2 Modifying Return Dates

From the View menu select Make-up Class List.
Select the member you want to modify.

Click Modify.

Make necessary changes to dates.

Click OK.

LU diy

9.12.3 Restoring a Member

= From the View menu select Make-up Class List.
= Select the member.
= Click Resotre.

9.13 Attendance

Clublink has abuilt in Attendance Module as well as close to 100 attendance reports.

See
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Creating an Attendance Form
Completing an Attendance Form
Classes

9.13.1 Creating an Attendance Form
= Select the Class.

= Click the Attendance button @ on the Class level toolbar.

= Inthe Attendance Advanced window, select the days of the week that the class runs.
= Sdlect aStart Date and End Date.

= Click OK, then close the attendance form.

9.13.2 Completing an Attendance Form
= Select the Class.

= Click the Attendance button @ on the Class level toolbar.
= Inthe Attendance window click to place an X in each cell corresponding to an absence. (ex. cellsthat are
empty indicate that the member attended the class that day, cellswith an X indicate that the member was

absent)
Attendance Fernm .. E"EI
[
[T (TS TS E ETAT TR s R R ~
[EDAHSON, DEREF. [ Carpd
(L B2\ DEF, MARIEES 5vH &1
AHDERSIR. ACETH " -
T = APDREW NOARIS 0N
FrOLME, EIFSTER T T 10100
o s
L4
[ Erdvancsd |
L

1T choe

10 Finances

See
Bank Statements and Deposits

10.1 Bank Statements and Deposits
Viewing and printing your bank statement before you go to the bank to make your deposit will help you to
organize your deposit. Y ou will be able to reconcile the transactions entered in Clublink with the payments you
will be depositing to ensure that nothing is missed.

= In Member Level select Bank Statement from the Finances menu.
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= Select your Deposit Date.
= Select Short for abank statement that includes name, date, amount and payment type OR select Long for a
statement that also includes receipt number, credit card type, name on credit card, expiry date and credit card
number.
= Click the Gener ate button.
= Review the statement to ensure that it matches for your deposit. If it doesn't match, you can close the bank
statement and make the necessary adjustments in each member's Fees window and regenerate the bank
statement after your changes are complete.
+Note+: You can not regenerate a bank statement that has been confirmed so it isa good ideato print the bank
statement or save it as atext or MS Excdl file for future reference. Use the File menu in your report preview
window to select save or print. Daily Bank Statements can be recreated from the Financial Reports windows.
Hoport Provimy E@|EI
Bl e
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4
= When your bank statement matches your deposit, you can close the bank statement report preview window
and click Confirm in the bank statement window.
= Onceyou have Confirmed the bank statement, all transactions included in the statement will show as
Deposited in the Payments section of each members Fees window.
+Note+: This process cannot be reversed. If you are uncertain, be sure to backup your data before Confirming
your bank statement.
10.2 Financial Reports

Financial reports can be done to provide information on previous transactions (deposited) and future transactions
(not deposited). Y ou can choose the report output to show transactions listed by member (Transactions Only), by
Transaction Details (the breakdown of the payments ex. t-shirts, club fees, track suits) or Transactions with
Details (payments with the breakdown of where the money went). Select a date range for your report and
whether you want minimum information (short) or maximum information (long).
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= In Member level select Financial Reports from the Finances menu.
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= Sedlect aStart Date and End Date for your report.

= Inthe Transactions section select either Deposited transactions or Not Deposited transactions for your
report.

= IntheReport Type section choose Transactions Only for transactions listed by member.

+Notet: For Transactions Only you can select Short for areport that includes name, date and amount OR
select Long for areport that also includes payment type, receipt number, credit card type, name on credit card,
expiry date and credit card number.

Example (Long option):
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OR select Transaction Details for transactions listed by type.

Example:
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= Click the Gener ate button to create the report.

+Note+: Usethe File menu to print the report or to save it as atext or Microsoft® Excel file.

10.3 Group Fees

Y ou can view/assess and modify fees to membersin a group using the Group Fees window. Group Fees can be
assessed to agroup using the Finance Drop Button or by selecting Group Fees from the Finances menu in

Member level.

See
Finances

10.3.1 Finance Menu

= Select Group Fees from the Finances menu.

Finances

Lasgt Mame

Firgt Mame

Role

GIEBONS

NAKITA

CEMCIARIMI TONY Compehitive
COLE STEWVEM Competitive
DREYER JEMMA, Competitive
DURWARD ELIZABETH Competitive
GELLER B Compehtive

W

i Clear &

¥ Add Al

Account
* General

" Account 2
™ Account 3

Dretails

| DG two Daps

| OG two Days

Mest 3

= Drag and drop each member (for whom you would like to assess fees) from the Member List into the Group

Feeswindow.

uul

Click Next.

Select the Account you would like to charge the fees to.
Use the drop box to select an existing Fee Assessment OR enter anew Fee Assessment in the Details box.
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Finances
Remove
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%
7
Print
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= Enter the amount of the fee.

Click Apply to All to apply the same fee amount to all memberslisted. OR Click Apply to apply the amount to
the highlighted member.

See
Finances

Group Fees

10.3.2 Finance Drop Button

Finance
= Add the members to the Finance Drop Button (see Drop Buttons)
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Finance
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= Inthe Output Format section select Group Fees.
= Click Start.
= Select the Account you would like to charge the fees to. (see screen shotsin the Group Fees from Finances
Menu section above.)
= Usethe drop box to select an existing Fee Assessment OR enter a new Fee Assessment in the Details box.
= Click Next.

= Enter the amount of the fee.

Click Apply to All to apply the same fee amount to all memberslisted. OR Click Apply to applythe amount to
the highlighted member.

See
Finances

Group Fees
10.4 Invoices

Invoices are a statement of account listing Fee Assessments with amounts due, amounts paid and abalance. A
list of undeposited (post-dated) payments can also be included. Y ou can invoice individual members or families
from the Fees window OR you can use the I nvoice Drop Button to invoice individuals or groups of members.

See

Finances

Fees Window
Invoice Window
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10.4.1 Fees Window
= Select the member from the member listin Member Level or from a Classes.

= Click the Fees s button on the toolbar.

. . [ . .
Click the Invoice rvace button in the Fees window.

Check the appropriate boxes in the I nvoice window (see | nvoice Window for descriptions of each
checkbox).

= Click OK to print theinvoice.

Uy

+Note+: To E-mail the invoice, generate the invoice as a PDF file and attach it to an email.

See
Finances
Invoices

10.4.2 Invoice Drop Button

) . [nvai .
Open the I nvoice Drop Button Window M2 in Member level.

Add the members that you want to invoice to the I nvoice Drop Button. (see adding membersto drop
buttons)

Select Invoice in the Output Format section.
Click Start.

Check the appropriate boxes in the I nvoice window. (see | nvoice Window for descriptions of each
checkbox)
Click OK to print the invoices.

L (Y’

U

3

Finances
I nvoices

10.4.3 Invoice Window

Invoice accounts — select one, two or al three accounts to be included on the invoices.

Language — select alanguage for heading on the invoice.

Not Deposited Payments — shows a list of Payments that have not been deposited (ex. post-dated cheques)
Balance = 0—only printsan invoice if the total balance due for the member or family is zero.

Outstanding Details Only — shows Fee Assessment Details for fee assessments with a non-zero balance only (ex.
if the amount due is equal to the amount paid, the details will not appear on the invoice)

Note — shows a special note on the bottom of the Invoice (ex. No practice Dec. 25" and 26".)

Family Invoice — prints Fee Assessment Details and Payments for all family members on the same invoice.
Invoice Summary Only — displays a summary report of the invoices but does not print the actual invoices.
Current, Past 30, Past 60, Past 90 — shows the amount due for specified time periods.

Club Return Address — prints the club's return address in the top right of the invoice.
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Page Offset — allows you to shift the printing of the invoice down the page to accommodate your club |etterhead
(every page offset is equal to oneinch)

Payment Details (page 2) — shows details of when payments were made, how they were made and how the
payments were applied.

Print to PDF Document(s) — prepares invoices to print to a PDF file.

In¥oice
Account Ll

v G | Hr. bann Club

L) Bzt 123 Happy Trai 456 Cormer 5t.

[ Account 2 General

M| fsemenis Details  Due Paid Balance
Language
; Em;ﬁ;hal Cument Pazt 30 Paszt60 Past 20
(" French Mot Deposited Payments
£ Gemnan Date Amount  Date  Amount
Print O ptionz
|w Mot Depozsited Payments
| Balance=0
v Outztanding Details Only
v Mate
[ Family Invoice
I Irvoice Surmary Oy
| Current, Past 30, Past 60, Past 30
v Club return address
|w Payment Details [Fage 2]
[ Print to PDF Document(z]

Balance Due Upon Receipt
Muote
0 5| Page Offset |Ealann:e Due Upon Receipt

v OK X Cancel

See
Finances
I nvoices

Certifications

Y ou can use the certifications window to track a member's certifications (ex. levels completed, dates compl eted).
Y ou can have up to seven certification charts for each of the five roles. Some of these charts may be locked by
your Central Office, the others are available for you to customize. Certifications can be viewed and updated from
Member Level or Class Level.

See
Updating Certifications
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Customizing Certification Charts

11.1 Updating Certifications

Select the Member.

Click the Certifications button on the toolbar.
From the drop box in the top left of the certifications window, select the chart you want to update.
Update the dates and/or certificate numbers.

If you have proof of the certification on file, click the circle at the bottom of the appropriate column to
change it to green to indicate proof onfile.

R

Certifications

BA GELLER
|ﬁtheletesﬂLevel1 ‘Level? |Leurel3 |Nmrice IJuniu:ur |Seniu:ur |.-5.|:Iu|t
Theary 04/01/27 045037300 7 7 Il Al s dd

Technical  |04/01/27 04706730 7 7 I i A A
Practical 04/0215 ¢ ¢ I ' 4 i A
A ! Hd Fa £ H A
Cerlified 04/03/01 4 4 i/ N H Hi '
Cert, Number {83775

Proof onFile | @@ @ ® [ ] @ ® ®
Atheletes =

= Close the window when complete.

See
Certifications

11.2 Customizing Certification Charts

In Member L evel select Certifications from the Setup menu.

In the Certifications window, select the appropriate Role.

Select achart to customize from the right side of the window.

In the upper left corner of the chart enter the name of the chart.

Edit the column and row headings. (ex. change level 1, 2 and 3 to Beginner, Intermediate and Advanced)

Lo gy
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12.1

Certifications

Fale | b ember LI @ N

P50 Reservec Beginner
Part &
Part B

Intermediate &dvanced

PS0 Re
Jruged
Unuged
nused
. Unuged
Uruzed

1.
2.
3
4,
5,
B
7.

= Close the window to save your changes.

+Note+: Row headings that are in grey can not be changed.

See
Certifications

Keywords

Keywords are an effective method of assigning attributes to a member. Keywords assist you in reporting on
members and finding groups of members (ex. you can assign a keyword to all members who attended provincial
championships on aMay 1/04). Y ou can recall the list and report on those members by dragging the keyword
onto any Drop Button (see Drop Button Lists).

Assigning Keywords - Individual Members

= Select the member inthe Member List or in a Classes.

= Click the Keywords button % on the toolbar.

F |
MICHAEL MORRIS

Ienter a new kepword here ﬂ 1]

4 | Delats |
Complete Kewsord List
I.ﬁ.ttending Banguet j

= Click the Complete Keyword List drop down list.
= Select aKeyword from thelist, then click the red arrow + and click Add.
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OR if you want to use a new keyword
= Enter the Keyword in the enter a new keyword here box and click Add.

See
Keywords

12.2 Assigning Keywords - Group of Members

= Drag and drop all the members who need the keyword onto any Drop Button (see Drop Button Lists).

+Note+: You can also assign a keyword to groups of members that already exist in Class level by right clicking
on aclass, select add to drop button list, select adrop button, select the group you want to assign the keyword
to. Then proceed with the instructions below.

= From Member level open the appropriate Drop Button window.
= From the File menu select Assign a Keyword.

New Keyword

I.-“-‘-.ttendin_u B anguet

| Attending Banquet =]

x LCancel |

= Usethe Drop Box to select aKeyword.

= Click OK to add the keyword to all members on the Drop Button.
OR

= Typethe new keyword in the upper box.
= Click OK to add the keyword to all members on the Drop Button.

See
Keywords

12.3 Deleting Keywords

Select the member inthe Member List or in a Classes.

Click the K eywor ds button %ﬂ on the toolbar .

Select the Keywor d that you want to delete from the top drop box.
Click Delete.

Click OK to confirm the delete.

U

+Note+: To delete akeyword from all members, select Keyword List from the Lists menu in Member Level.
Select the keyword you want to delete then click Delete then click OK to confirm.

See
Keywords
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12.4 Reporting with Keywords
= Select Keyword List from the Lists menuin Member Level.
= Select aKeyword.
= Drag and drop the Keyword on to the drop button you want to use for reporting.
+Note+: All members who have been assigned this keyword will be added to the drop button list.
See
Keywords

13 Drop Button Lists
Drop Buttons are used to organize members for reporting purposes. There are four Drop Buttons in the
Member level of Clublink. Members can be individually dragged and dropped onto these buttons OR groups of
members can be put on the drop buttons for reporting.

. Invoice L . .
Invoice Drop Button used to create invoices to be viewed or printed.
A eport
Report Drop Button thisis a general button for reporting on any type of member data.
Eﬁ! Regiztration
Registration Drop Button used to prepare members for export to your central office.
Finance

Finance Drop Button used for Group Fee assessments.
+Note+: Each of the above Drop Buttons has a selection of System Reports that relate to the type of drop
button. (See Reporting)
See
Adding Membersto Drop Buttons
Reporting

13.1 Adding Members to Drop Buttons

The following methods can be used to add members to any of the four drop buttons:

= Drag and drop Individual member s from the Member level member list.

= DragaKeyword fromthe Keyword List (from the Lists menu in Member level select Keyword List) to add
all members with the selected keyword.

= Drag aLinked Registration Option (from the Lists menu in Member level select
Linked Registration Options) to add all members with the selected Linked Registration Option.

= DragaCustom Drop Box selection (from the Lists menu in Member level select Custom Drop Boxes) to
add all members with the selected Custom Drop Box item.

= Drag aFee Assessment Detail (from the Lists menuin Member level select Fee Assessments List) to add all
members with the selected Fee Assessment Detail.

= Add aschedule, row, column or class (from Class level select the appropriate schedule, from the Tools
menu select Add to Drop Button, choose a drop button then select what you want added to the drop button).

= Usethe File menu in the drop button window and make a selection from the list.

Use the Wizard button for an advanced selection of members to be added to the Drop Button.
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See

Drop Button Lists
Reporting

14  Reporting

Reporting is done from any of the four Drop Buttons in Member level and from the Reports menu in Class level.
There are ready to use System Reports as well as alarge selection of Custom Reports available for you to register
inyour system.

There are many ways to get members onto the drop buttons for reporting.
Thereisatutorial installed in the How To section on the Opening Screen showing many of the methodsto get
members onto the Drop Buttons.

The File menu in the Drop Button Window is a good place to start. Depending on which membersyou are
currently looking at in Clublink, will affect the menu option.

Ex: If you arelooking at Active Only Recreational members, then select "Add all of this Role", then only active
recreational members will be added to the button.

Ex: Select all members all roles on one button, select a single role on another button, subtract the two lists and be
left with 4 of the 5 roles.

Drag n Drop asingle member

Drag n Drop any Linked Registration Option
Drag n Drop any Custom Drop Box List
Drag n Drop any City

Drag n Drop any Fee Assessment

uUu iUl

+Note+: Any time the cursor turnsinto a Clublink, that item can be dragged onto areport button.
+Note+: Drag any item into the open Drop Button window or directly onto the button

Though Clublink stores all information in uppercase, you may choose not to "Output Info Completely in
Uppercase" from the file menu in the Drop Button window. Clublink will convert all applicable information to
Title case.

Ex: MCDONALD -->McDonald

See

Drop Button Lists
Class Level Reporting
Schedule Statistics
Class Reports

Drop Button Reports
Registering Reports
Report Wizard

14.1 Class Level Reporting

In Class level you can choose to report on the statistics of a Schedule (summarizes information about each of the
classes in the schedule) or you can select various types of reports to report on a Class.

See

Drop Button Lists
Reporting
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14.2

14.3

Schedule Statistics

= Select the schedule you want to report on.
= From the Reports menu, select Statistics.

Report Preview

File Help

Statistics - 2002 FunDive Camps

Details

Yolume

W aiting

IHake Up + lHake Up - |Fendim_:| A

Total

25

Hows

KAYLEE GRAY

AYLA/KAYLEE

AYLA/KAYLEE

JUANITA SHORKEY

Columns

CAMP1: JUME 24TH-JULYETH

CAMP2: JULY 15TH-26TH

CAMP3: AUG 5TH-16TH

CAMP4: ADW AUG 19TH-23TH
£

From the File menu you can choose to save or print the report.

See

Drop Button Lists
Reporting

Class Reports

= Select the Class you want to report on.
= From the Reports menu, select Reports.

2

0

1 2
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Class Level

File  Reporks  Remowe Help
Repart Format
2002 FunDive Camps i* Systern Report
CakPa AlUG BTH-16TH " Custom Repart
AvLAMKAYLEE
4PM CLASS Selection
Aitend-a by time [Te] ﬂ
Dutput Format
" Prinker
* Screen
Cloze
i + & %
=

= Select the Report Format (system or custom).

= Select aReport from the drop box OR register anew report. (see Registering Reports)
= Select an Output Format.

= Click Start.

+Note+: If you select Screen as your output format, you can print or save your report once you have viewed it
by selecting Print or Save As from the File menu.

See

Drop Button Lists
Reporting

14.4 Drop Button Reports

Select a Drop Button to report from.

Add members to the drop button. (See Adding Members to Drop Buttons)

Select the Report Format. (system or custom)

Select aReport from the drop box OR register anew report. (see Reqgistering Reports)
Select an Output Format.

Click Start.

R

+Note+: |f you select Screen as your output format, you can print or save your report once you have viewed it
by selecting Print or Save As from the File menu.

See

Drop Button Lists
Reporting
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14.5 Registering Reports
= Open the appropriate Drop Button.
= From the Reports menu select Register.
= Inthe Registered Reports window click the Add button.
Mew Report
[ 5160-4rpt
| Selechon
[ S160-Cipt |5160-8.1pt
[ 5160CLUB.RPT
[ 5160fam.rpt Descnplion
[ 5160Ind.RPT | maiing labelq
E160MEM.RPT
B161-A.rpt
E161FAM.RPT
[ B1&lind RPT
[ 5161MEM.RPT
[ S162FAM.RPT
[ 5162ind.RPT
[ 5162MEM.RPT 2
ﬁ Cloze ' Begister
= Select areport from thelist in the New Report window.
= Type adescription of the report in the Description box.
= Click the Register button.
= Click OK.
= Closethe New Report window or select another report to register.
+Note+: You can also Modify report descriptions or Delete registered reports from the Registering Reports
window.
If you have downloaded the report from our website or received the report as an email attachment, save the report
to your desktop, then drag n drop the report from your desktop into the appropriate drop button window.
See
Drop Button Lists
Reporting
14.6 Report Wizard

The Report Wizard is agreat way to select agroup of members using the user-defined checkboxes, edit boxes
and dates and the built in checkboxes and dates.
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2, Wizard M=l E |

Role With From To With W alue
HEDmpetitive ¥ Bitthdate 20050206 (7] |2005-02-06 ]| | Renewal : i
vl R tianal

| ||:§:.r3ia e [V Statt 20050206 [F)] |2005-02-06 [F]| | Employee W Checked
afrc ¥ Curent [200502:06 [F]] [20050206 )] ¥ Check Box#1 [ Checked
Mods ¥ End 20050206 [3]] [200502.06 )] ¥ Check Box#2 [ Checked
" Active Only ¥ Expiy [2005-02-08 3] 20050206 [F]

' Nondétive Only @ Date #1 [2005-02:06 ] [200502.08 3]

o 2 ¥ Daie #2 [200502.06 [F]] 20050206 )]

X Corce

15 Mail Merge

Y ou can use your Clublink datato create a mail merge document in Microsoft® Word.

See
Preparing your Clublink Data
Preparing your Microsoft Word Document

15.1 Preparing your Clublink Data

= In Member L evel select one of the four Drop Buttons.

= Add dl of the membersthat you would like included in the mail merge to the Drop Button list.
= From the File menu select Create Tempmain.dbf for Export.

Click Yesif you wish to view the folder containing the Tempmain.dbf file, otherwise, click NO.

See

Mail Merge
Preparing your Microsoft Word Document

15.2 Preparing your Microsoft Word Document
= Open Microsoft Word.

+Note+: You can open an existing letter, create a new letter now or create the |etter later.

= From the Tools menu select Mail Merge.
= Inthe Main Document section click Create.
= Select Form Letter.

+Note+: You can select any of the mail merge types on the list however, the steps for creating the document may
differ dightly from the instructions below.

= Click Active Window if your form letter isin the active window, otherwise, click New Main Document.
= Click Get Data.
= Select Open Data Source.
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Go to your Clublink\Athlete folder.

In the Files of Type box select dBase (*.dbf).

Select Tempmain.DBF from the list of files and click Open.

Click Edit Main Document.

On the Mail Merge toolbar click Insert Merge Fields.

Select the appropriate merge fields and insert them into your main document where you want the data to

appesr.
When you have completed setting up the main document, click the M er ge button on the Mail Merge toolbar
and make the appropriate selections.

R AR

U

See

Mail Merge
Preparing your Clublink Data

16  Periodic or Infrequent Activities

See

List Items

Custom Drop Box Lists
Linked Registration Options

16.1 List Items

Theitems that appear on the Keywords List, City List and Fee Assessments List can al be managed using the
following steps:

See
Adding
Modifying
Deleting

16.1.1 Adding

= FromtheLists menu in Member level select the appropriate list.
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KFeyword List E|E|

b araal test .
G Jan 01

QlyGar mail Jan, 10400

OlyGar mail Oct. 1493

Facific Coast Swimming

Test lrvoice List

Click the Add button to add a new item to the list and type the new list name, then click OK.

See
List Items

16.1.2 Modifying

= FromtheLists menuin Member level select the appropriate list.
= Sedlect alistitem and click the M odify button to edit the list item.

+Note+: Thiswill modify all instances of thelist item in Clublink.
See

List ltems

16.1.3 Deleting

= FromtheLists menu in Member level select the appropriate list.
= Select alist item and click the Delete button to delete the list item.

+Notet+: Thiswill delete al instances of thelist item in Clublink.

See
List Items
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16.2

Custom Drop Box Lists

From the Custom Drop Boxes window, you can add, modify and delete items that will appear in your Custom
Drop Boxes for each role. (This can aso be done from Setup Wizard.)

See

Adding
Modifying
Deleting

16.2.1 Adding

16.2.2

=

From the Lists menu in Member level select Custom Drop Boxes.

EE

Bale : |I:|:umpetitive l| Mame |NEW5F’-‘“—"-F'EH

Custoim Drop Boxes E

Found Uz ln A
TELEVISION

RECREATION GUIDE 'f_f'"“"'?'mpﬂarr
BROCHURE & FoundUs In

REFERRAL
OTHER

™ Coach

Loy

3

& Modify ‘ % Delete

Select the appropriate Role.

Select the appropriate Drop Box.

Click the Add button.

Type the name of the new list item in the Name box.
Click OK.

Custom Drop Box Lists

Modifying

g LUl iuild

From the Lists menu in Member level select Custom Drop Boxes.
Select the appropriate Role.

Select the appropriate Drop Box.

Select the list item you want to change.

Click the M odify button.

Type the new name of the list item in the Name box.

Click OK.
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16.2.3

16.3

Custom Drop Box Lists

Deleting

= FromtheLists menuin Member level select Custom Drop Boxes.
= Select the appropriate Role.

= Select the appropriate Drop Box.

= Select thelist item you want to delete.

= Click the Delete button.

= Click OK to confirm the delete.

See

Custom Drop Box Lists

Linked Registration Options

Understanding Linked Registration Options is probably the most complex aspect of Clublink. Thisisonly dueto
the fact that sports organizations tend to have many categories for their members and many different fees
associated with the categories. Below is an example of how Linked Registration Options can be used to register
your members each season. (See the Setup Wizard section for a more detailed description of how Linked
Registration Options work.)

From the Linked Registration Options window you can add, modify or delete your club's registration fees.
(This can aso be done using the Setup Wizard). Y our Central Office registration fees can be viewed from this
window but you can not make any changes to them. Registration fees that have been setup by your Central Office
appear in yellow.

See

Adding

Modifying

Deleting

Central Office Only

16.3.1 Adding

= FromtheLists menuin Member level select Linked Registration Options.
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16.3.2

16.3.3

Linked Registration Options
File

Bole | Competitive v| Mame [100TO125 Fee $2500  Min Age| 10

| Member Level j Max Age| 12

CATEGORY |Fee ~ ||WEIGHT CLaSS |Fee | A Fee | A
JR PROVINCIAL 0.00 UNDER 75 25.00

JR NATIONAL 000 I EROR 25.00
SR PROVINCIAL 0,00 10070125

SR MATIONAL 0.00
LIMATTACHED 0,00
MASTERS 0,00
~MOME-- 0,00
JUMIOR MATIOMNAL .00

E

Hl Cose | 3iadd

= Select the appropriate Role.

= Select Member level from the drop box below the Role drop box.

= Select the appropriate column (category or sub-category).

= Click the Add button.

= Type the Name of the fee, the Fee amount and Min. and M ax. Ages in the boxes at the top of the window .
= Click OK.

See

Linked Registration Options

Modifying

Fromthe Lists menu in Member level select Linked Registration Options.
Select the appropriate Role.

Select Member level from the drop box below the Role drop box.

Select the Registration Option that you want to change.

Click the M odify button.

Edit the Fee amount.

Click OK to save your changes.

Lo d g uud

+Note+: You can only modify the name of aLinked Registration Option if your club has set it up. Any name set
up by your Central Officeislocked.

See
Linked Registration Options

Deleting

= FromtheLists menuin Member level select Linked Registration Options.
= Select the appropriate Role.

= Select Member level from the drop box below the Role drop box.

= Select the Registration Option that you want to delete.
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= Click the Delete button.

= Click OK to confirm the delete.
= Click OK to delete all references.

See
Linked Registration Options

17  Setup Menu - Member Level

See
Data Field Options
Medical Template

Payment Types and Credit Card Types

Fee Options

Central Office Data Field Options

17.1 Data Field Options

Datafield options can a so be selected from the Setup Wizard however the method shown below allows you to
make data field changes without closing Clublink. Hiding unused Data Fields will help customize Clublink to
your specific club requirements, hel ping to streamline the registration process by only showing information that

your club requires.

= From the Setup menu in Member level select Data Field Options.

Data Field Options

Role |Enmpetitive
General l Famil_l,ll Finanu:el Heg'ls:ttdim| F'I'mtu] Medicall Eertificatinn] bz ]
Title
I~ Title |— | ATEG
W Addre Level 2 v |WEII3HT CLASS
W At Level 3 o
7 Cib Custom 1 I [FOUMD US IM
¥ Frovi Custom 2 ™ |COACH
W Pos
Country |Eanada ﬂ
Default Province |QC
Default Area Code [514
E?L LCloze

= From the drop box select the appropriate Role.

= Select the appropriate tabbed page.
= Make the necessary changes.
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= Closethe Data Field Options window.
+Note+: When you un-select adatafield, the datais not lost, it's just not visible in Clublink.

See
Setup Menu - Member Level

17.2 Medical Template

The Medical Template isatool used to create customized Accident Reports for your Club. The Medical
Template will appear when you click the Accident Report button for any member. If you have a Central Office,
you may already have received atemplate on your Central Office Setup Disk.

Creating a Medical Template

= From the Setup menu in Member level select Medical Template.

= Typeaheading or title for your accident report in the Medical Template window.

= Typethefirst Required Information Title in the Medical Template window. (ex. Date of Accident)
= AddaData Entry Area beside the Required Information Title.

+Note+: Data Entry Areas need to be enclosed by Lesser Than and Greater Than symbols. (ex. <enter date here>

)
Medical Template g
File Insert
BWCCIDENT REPORT A

Date of Accident: <enter date heres

Tirme of dccident: <enter ime heres

Location of Accidenl: <enter location heies
Type of Injune <enter injury heres

Whio provided treatmenet? <enter names heres

W az the person hozpitalized? <ves or no heres

WW'az an ambulance required? <yes or no heres w

X Cancel Page Break —> &

= Continuetyping al of your Required Information Titles followed by Data Entry Areas on each line of the
template.

+Note+: You caninsert a page break by clicking the Page Break button at the bottom of the template window.

= Click OK to save your changes.

+Note+: The user will be able to automatically proceed through the data entry areas by using the F3 key on their
keyboard.

See
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Setup Menu - Member Level

17.3 Payment Types and Credit Card Types

Payment types and credit card types are selections used when receiving payments form your members. These
selections can also be set up using the Setup Wizard.

See

Setup Menu - Member Level
Adding

Modifying

Deleting

17.3.1 Adding

= From the Setup menu in Member level select Payment Typesor Credit Card Types.

EoX

Payment Types

Credit Card
Drehit
Perzonal Cheque

T Add ‘ & Modify

= Click the Add button.
= Typethe namein the Title box.

+Note+: When entering a new payment type, check the credit card box if the payment type is a credit card.

= Click OK.

See
Payment Types and Credit Card Types
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17.3.2 Modifying

From the Setup menu in Member level select Payment Typesor Credit Card Types.
Select alist item to M odify.

Click the M odify button.

Type the new namein the Title box.

Click OK.

Loy

3

Payment Types and Credit Card Types

17.3.3 Deleting

= From the Setup menu in Member level select Payment Typesor Credit Card Types.
= Select alistitemto Delete.

= Click the Delete button.

= Click OK.

See
Payment Types and Credit Card Types

17.4 Fee Options

Fee Options isamethod of pre-defining fee assessments to be assessed in Class level. (ex. Many clubs register
their members for the year but charge fees on amonthly basis. In this case, the months of the year should be used
for Fee Options.) You will have the opportunity to select the appropriate Fee Options on the

Member Worksheet in Class level.

See

Setup Menu - Member Level
Adding

Modifying

Deleting

17.4.1 Adding

= From the Setup menu in Member level select Fee Options.
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17.4.2

17.4.3

Fee Options

EoiX

September
October
Movernber
Decernber
January
February

M arch

b

E Cloze

Tiadd ‘ & Modify

4% Delete ‘

= Inthe Fee Options window click Add.
= Typethe new Fee Option in the Title box.

= Click OK.

See
Fee Options

Modifying

From the Setup menu in Member level select Fee Options.

In the Fee Options window select the Fee Option you want to change.

=
=
= Click Modify.

= Typethe new Fee Option in the Title box.
=

See

Click OK.

From the Setup menu in Member level select Fee Options.

In the Fee Options window select the Fee Option you want to Delete.

Click Delete.

=
=

=

= Click OK to confirm Delete.
See

66
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17.5

18

18.1

18.2

Central Office Data Field Options

Central Office Data Field Options allows you to view which fields are Required by your central office and
which fields are Requested.

= From the Setup menu in Member level select Central Office Data Field Options.
= Select the Role you want to view.

= Select Requested or Required from the top right of the screen.

Click through the tabbed pages to view the data fields.

See
Setup Menu - Member Level

Saving Schedules in Other Formats

From the Tools menu in Class level you can save a schedule as an Excel file or asaWeb page. You can aso
build aweb site using selected schedules. (See Task Manager)

See
Microsoft Excel

HTML Web Page
Home Page Generator

Microsoft Excel

In Classlevel select a schedule.

From the Tools menu in Class level select save schedule to excel.

Select Y es to have the class volumes (number of members registered in class) show in excel or select No if
you don't want the class volumes.

Select the folder that you would like to save thefilein.

Name thefile.

Click Save.

Click OK.

Ul

Uu iy

%

Saving Schedules in Other Formats
HTML Web Page

Select a schedule.

From the Tools menu in Class level select Web site (html).

Select save this schedule as a web page OR select save this schedule and all classes as a web page.
Select the folder that you would like to save thefilein.

Name thefile.

Click Save.

Click OK to see the Web page now or click Cancel.

yud v iUl
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2 2002 FunDive Camps - Microsoft Internet Explorer provided by Compag

 File Edit View Favorites Tools Help :5'
> ? | Iﬂ IELI /:J /- ) Search ::’ Favorites @ Media (2’ - ," @ @ Elb-‘:—b
! Address @ Cii\Program FilesiClublink Saved Reportsi2002 FunDive Camps. html - Go  :links : @ -
GOE‘S]L-‘ - - & Search web - @ El 32 blocked E Options
Moneyside x
Ol e @ e 2002 FunDive Camps
MBBySde —
sep - dec
4:00-5.30
('ﬁ\ 2002 FunDive CAMP]: JUNE 24TH- |CAMFP2: JULY 15TH-{ CAMF3: AUG STH- | CAMP4: ADY AUG
/ Camps JULY6TH 26TH 16TH 19TH-23TH
; & KAYLEE GRAY 5o Class
MoneySide Home AYLA/KAYLEE 4PM CLASS
Access information From yaur AYLA/KAYLEE Spmm Class 5Pt CLASE
Money file conveniently and JUANITA
I b h b,
securely as you browse the Wel SHO v
My Information
Accounks B Bills Last Updated on : 2004-10-1 1 by Integrafed Sporfs Spstems (155) ne.
Investing
Shopping
Enter a transaction
Add 2 Follow-up note
See alisk of Follow-up notes
@ Done j [y Computer

See
Saving Schedules in Other Formats

19 Central Office Communication

See
Receive Central Office Setup Disk

Import Club Data
Export Club Data

19.1 Receive Central Office Setup Disk

When you first begin using Clublink, your Central Office will send you a setup disk. This disk contains
important information that sets up Clublink on your computer to work smoothly with your Central Office.

This disk will update Clublink with:

V' Required Data Field Options (yellow boxes on member Registration Forms).
V' Requested Data Field Options.

V' Linked Registration Options for the current season.

V' Registration Fees for the current season.

This disk may update Clublink with:
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\ Central Office Certification charts.
v A Medical Template (used for accident reports).

= Inthe Opening Screen select Receive Central Office Setup Disk from the Options menu.

Create / Accept Files

1. Select a dive. [C = Clublink e-mail folder]

2. Presz OF. when pou'ne ready.

T ke light will illuminate while the e s copying.

A etror message will appeat if thete is a problerm.

Caution : Computer disks can contain vinuses. Check all disks for
virses before ugsing them with Chablink.

[&Ec0 =l e

||5I:atus

= Inthe Create/Accept Files window, select the location of the setup files.
= Click OK.
= When the operation is successful, close the Accept/Create Files window.

+Note+: Receiving Central Office Setup Disk can also be performed from the Setup Wizard.

See
Central Office Communication

19.1.1 Fixing Members Entered Early

= Install the Central Office Setup Disk.

In Member Level accessthe Registration Form E for each member.

Make the correct selections from the Linked Registration Options drop boxes.

Click OK to show the M ember Worksheet.

Click Restore on the Member Wor ksheet to restore the not assessed registration fees.

=
=
=
=
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BA GELLER

=

See

Click OK to assess the new Registration Fees and Membership Card.

Central Office Communication

Receive Central Office Setup Disk

19.1.2 Fixing Members Entered with Wrong Disk

=

L

%

Install the Central Office Setup Disk.

In Member L evel accessthe Fees window ‘ for each member and delete the registration fee from the Fee
Assessment Details page. (See Deleting Fee Assessments)

Accessthe Registration Form for each member.

Make the correct selections from the Linked Registration Options drop boxes.

Click OK to show the Member Worksheet.

Click Restor e from the Member Worksheet to restore the not assessed registration fees.

Click OK to assessthe new Registration Fees and Membership Card.

Central Office Communication

Receive Central Office Setup Disk
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19.2

Import Club Data from Your Central Office

Importing Club Data will update your Clublink system with Central Office required information and adds new
members to your system who have been added by your Central Office. A list of changeswill be created for your
verification.

Importing Central Office Datawill:

V' Update member information with current Central Office member information.
V' Updateregistration status of members.

\' Update the Club mailing infor mation.

V' Copy all imported members onto the Registration Drop Button List.

Tolmport Your Data

= On the Opening screen select Import Club Data from the Options menu.

Import Options

Options

{+ {| have one ® cle Clublink Import ke [version 5.0 ar higher

" | have my Clublink Import Files on a floppy disk.

| have unzipped my Import Fles mto the Clublink\e-mail folder
(" Norne of these options apply 1o me

Clublirk, Impart File [ cle]

Meszzage

Did wou know wou can st drag the * cle
file ight onto the Opening Screen’?

v 0K

= From the Import Options window select the location of the import file.

+Note+: If you have selected the *.cle option, you must click the Open File button & and sdlect the appropriate
file from the Open window.

= Click OK.
= TheError Report is automatically opened. Review the Error Report (you can print it by selecting print
from the file menu) then close the Error Report.
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Report Preview:

File Help
Error Report
Last Hame [First Mame [Rale [Level 1 [Level2 Level 3 cost Tt [z Ja Ja 5 J6 [r [8 ¢ o =
BOARDWIORKS
412WEST SAANICH ROAD Total § $0.00
VICTORIABC Gat/Tps $0.00
WEZ 3G4 Pst/Twg $0.00
(25004790330 Cost $0.00
S/ CLEF7EBEEWT
“ersion 50-1
Last Rievision D ate 2004-03-22
Mat Registered a
Pending 1]
Registered 237
Total 237 Erars : 360
Competitive a1
Recreational 176
Coach o
Judge 1]
Member 1]
Tatal 237
Fees
1. ADAMS STEVEM Recreational LEARN TO DIVE
2 ADAMSON DEREFK. Recreational LEARN TO DIVE
3 ADAMSOMN DEREK Recreational LEARN TO DIVE
4. ALGER BRITTANY Recreational LEARN TO DIVE
5 ALLEM ELIZABETH Recreational RECREATIOMAL
B ALLEM WAMESSA Recreational RECREATIOMNAL
7. ALMENDARES JESSICA Fecreational
8 ANDERSOM ROBYN Recreational RECREATIOMAL
9. ANGROVE GILLIAN Coach COACHANST
10, ANGROVE MICHAEL Competitive JR NATIONAL noEoXK R
11, ANM FROBEEN Recreational RECREATIOMNAL
12 ANTOINE MARANDA ETIENME Recreational RECREATIONAL
13 ANTOINE-MIRANDA CHARLES Recreational RECREATIOMAL
14 BECKETT JOHMATHAM Recreational
15 BELLIOLDUGUAY MARIOM Recreational
16 BELLIOLDUGUAY MEXEMCE Recreational RECREATIOMAL
17 BELAL TOMY Recreational LEARN TO DIVE b
4 ¥

= InthelImport Club Data window, click Show to view the Verification window.

= Inthe Verification window, you may choose to view the details of the members that you are importing by
selecting On from the Details menu.
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Wigw  Detals  Cenbr
Import Data

AhakS Recreatic
| ADAMSON DEREK, Recreati] &
] ADAMSON DEREK, Recreati] &
| ALGER BRITTANY  Recreati] &
| ALLEN ELIZABETH FRecreati]
] ALLEN VANESSA  Recreati] @)
| ALMENDARES  JESSICA  Recreatiq
| AMDERSON ROBYM Recreati] &
] AaMGROVE GILLIAM Coach [
| ANGROVE MICHAEL  Competit]
] AHN FROBEEN  Recreati{ )
] AMTOINE MARANCETIENME  Recreati] )
| AMTOINE-MIRAND, CHARLES  Recreati] )
]LE;&HN T0 DIVE | (25014771815
| |1998-02-23
] o1 |
]EEEEJE«NSELL RO
Member Updates: 238 Mo Action: 0
Mew Members: 1 Total: 237

Update
Achon —»»

Clublink
wdl|SDAME Fiecreat
E ADAMSOMN DEREK. Recreatid &)
E ADAMSOMN DEREK. Recreatid &)
[X]AGATHOKLIS ~ GENYA  Recreati{ @]
E LA SALVADOR | Recreatid @]
[#] sLExaNDER MARISSA  Recreati] @]
[#] ALExANDER NIGEL Recreatid #|
[3] ALExANDER VAUGHN  Recreati] @]
[#] sLGER BRITTANY | Recreati] #]
[¢] aLLan PETER  Recreati#]
[#]ALLEN ELIZABETH | Recreati] #]
E ALLEM VANESSA | Recreati)] 8|
[#]ALMENDARES  JESSICA | Recreati
W

|LEARN TO DIVE \[250)477-1815

| [1998-02-23

| 011 |

|3325 ANSELL RD

= Highlight each member in the Import Data list to see what Update will take place for each member (the
type of Update Action is displayed between the Import Data list and the Clublink list)

+Note+: Thisisan optiona step. You do not have to view the changes before completing the Import.

=

=
=

If you would like to override the Action that will be performed on a member, click the Change button and
select the desired Action for that member.

Click the Close button after you have made any necessary changes in the Verification window.
In the Import Club Data window, click the Update button to update your Clublink data.
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Import Club Data

Impaort Lizt
Fresz "Show' to presiew the kst of
members to Import [Emor Bepoit]
Werify the Import list iz accurate. Shaw
Yiewing the lmport hist wall not update
the members in wour spstem

Yerification
Werify # modily the action Chubled wil
be perfarming for each member before
performing the update,

Cloze Update

Fil

= You may print thelist of Import Changes for your files by selecting Print from the File menu in the Import
Changeswindow.

See
Central Office Communication

19.3 Export Club Data to Your Central Office

Exporting club data to your Central Office will update your central office with new members and changes to
existing members information. This process sends the required and requested information of all members who
are on the Registration Drop Button to the central office. Once the export is complete, Clublink changes all
new members (on the Registration Drop Button) to Pending (have ayellow light on the Registration Tab pagein
Member Level) until aconfirmation file is sent by central office and imported to your Clublink (see Importing
Club Datafrom Y our Central Office). Y ou aso have the option to export certifications and accident reports.

See

Central Office Communication
Exporting Club Data

Export Wizard Options

Drop Button Lists
19.3.1 Exporting Club Data

= From the Options menu on the Opening Screen select Export Club Data.
= IntheWizard screen select the appropriate data options for export.

See
Central Office Communication
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19.3.2

Exporting Club Data

Export Wizard Options

Not Registered — shows you the number of membersin your system that are not registered and should be
exported to your Central Office.

Pending — shows you the number of pending membersin your system. Thisbox should only be checked if you
wish to re-send the pending members information to your Central Office. If you do not wish to re-send and are
just awaiting registration confirmation for them, leave the box unchecked.

Registered — This box shows you how many members are already registered, and there is ho need to send them to
your Central Office unless regquested.

Modified/New — shows you which members have been added to Clublink or which members have had their
required information changed since registration. It is recommended that you include these members with your
registration. This option only applies to the Clublink On-Line Registration module.

Remove from the Registration Drop Button List — shows you how many members are on the Registration Drop
Button List. Check this box to remove the members from the drop button and only add the members you have
selected above (i.e. not registered, pending, registered).

2 Wizard

Motes
a0 v Mot Registered Press OK to prepate the selected members for Registration
Pending members have been found.
S0 [ Pending IF you are resending this registrabon request, check the Pending box.

IF pow are aveaiting registration confvmation, do not check the Pending bax,
—_—— Thete ate members sheady on the Registration Drop Button List
=S T lH Eﬂlﬂﬁfﬁﬂf Check the box to iemowve them before adding the selected members

-

PEEE0 v Remove from Registration diop button list

¢ QK x Cancel

= Click OK when you have finished your selections in the export wizard.
= IntheExport Club Data window, click each Show button to view any of the export information.

+Note+: You will not be able to create your export files until you have viewed the Error Report. You may also
Print the Error Report and the Statement by selecting Print from the File menu when viewing each report. The
Statement is an estimate of your registration fees. Y our Central Office will determine the exact amount due.
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Export Club Data @

Required Information Shiow
Requested Information Shiow
Error Report B Show
Expart List Show
Statement

Certific:ations [
Accident Reports [

Club Fee $200.00

Cloge Create Files

L =

= Check the Certifications box if you wish to update your members certifications with your Central Office. If
this box is unchecked, then your Central Office does not require your Certifications.

= Check the Accident Reports box if you wish to update your accident reports with your Central Office. If

this box is unchecked, then your Central Office does not require your Accident Reports.

Enter the amount of your Club Fee if you are paying a Club Fee to your Central Office at thistime.

Click the Create Files button once you have completed the Exporting Club Data window.

In the Export M ethods window, select the method you wish to use to send your Export Files then click the

large rectangular button in the grey box (the details of this button will change according to your export
method selection).

U Uy

+Note+: If you prefer adifferent export method, select the option to "Open the folder containing your export
files'. From the explorer window, select the current export file and copy it to the desired location (i.e. afloppy
disk or an email other than Microsoft Outlook).
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20

20.1

Export Methods

—Option

+ ipload files to the intermet [Chab011 Expodt 2004-10-11.cl=}

" Add a3 an attachment to a Microsoft Outlook e-mai [Club011Export2004-10-11.cle)

™ Oper the folder containing pour export e [Chub011Expart2004-10-11, cle]

Open the Intemet Page

= Close the Export Club Data window.
= Select the appropriate option in the Confirm window.

See
Central Office Communication
Exporting Club Data

New Season

New Season is avery important feature of Clublink and should be performed at the start of each registration
year. Performing New Season will reset many aspects of Clublink to be ready for aNew Season. Failureto run
New Season could result in incorrect fee assessments and inaccurate recording of Active members.

See

When to Perform a New Season

What you Need to Perform a New Season
Early Registration

Performing New Season

New Season Options Descriptions

When to Perform a New Season

Perform a New Season close to the expiry date of membership cards before entering members for the upcoming
registration season. (If you would like to enter members for the upcoming season before you have received the
new Central Office Setup Disk, see Early Registration)

+Note+: The system will change the registration status of members from Registered to Not Registered when
their expiry date has been surpassed, but it is better to do it manually via New Season.

See
New Season
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20.2 What you Need to Perform a New Season

1. The Central Office Setup Disk for the upcoming registration season.

2. Create abackup disk of Clublink via Clublink — Utilities and storeit in a safe place away from your hard
drive.

3. Makenoteof any Linked Registration Options you have created for your club. If you have created Linked
Registration Options, they are linked to the Central Office Linked Registration Options and may
disappear if your Central Office makes changes (this can be easily seen in the Setup Wizard). Review any
changes made to the Linked Registration Options before accepting your Central Office Setup Disk for
the new registration season.

See
New Season

20.3 Early Registration

If you would like to perform early registration (entering members before you have received the new Central
Office Setup Disk), we suggest the following method:

1. Assignakeyword to the new member (see Assigning Keywords).
2. Do not accessthe Member Worksheet when registering the member.
3. Donot makeany Linked Registration Option selections when registering the member.

When the new Central Office Setup Disk isreceived,

1. Perform New Season. (See Performing a New Season)

Install the Central Office Setup Disk into the system. (See Receiving Central Office Setup Disk)

Place all early registration members onto a Drop Button by dragging the keyword from the Keyword List
onto one of the four Drop Buttons.

Access the Registration Form for each member on the Drop Button.

Make the correct selections from the Linked Registration Options.

Press OK and show the M ember Wor kshest.

Press Restor e from the Member Wor ksheet to restore the not assessed Registration Fees.

Assessthe new Registration Fees and M ember ship Card.

wn

© N O A

See
New Season

20.4 Performing New Season

= Onthe Opening screen select New Season from the Options menu.
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204.1

Mew Season

Iv Set all members to not Active

Iv Azzign a keyword to all Active members
k.eyword Imeml:uer - [03404)

Iv Set all members to Mot Remistered

Iv Delete all paid transachons

Iv Delete deposited receipts before. 2003-03-1 @
Iv Fename transaction details lﬁ before..  |PEIIESNN @

Example : Fesl > [04]Feel

Ywhich members ?
-

~
~

v 0K X Cancel

= Select the items you want completed for your new season. (see description of New Season items below)
= Select which members you want to perform New Season on.
= When prompted to set next card number to 1 choose Y es to do it now.

See
New Season

New Season Options Descriptions

Set all membersto not Active —will change all members from a green check mark to ared 'X'. Instead of deleting
members at the start of each season, make them Not Active. To activate amember that returns for the new
registration season, follow the instructions for Adding a New Member and select the correct member from the
Sear ch All Roles list.

Assign a keyword to all Active members... —will enable you to recall all members from a season and perform
statistical analysis.

Set all membersto Not Affiliated —will change all affiliation status lights from Green or Y ellow to Red and clear
the expiry date.

Delete all paid transactions —will erase al transactions where the amount due is exactly equal to the amount
paid. This process will remove unwanted financial information for the New Season and can be run throughout
the season (see example).

Delete deposited receipts before... — a given date will remove al transactions that have been acknowledged as
deposited (have a deposit date) before a specified date. Deleting deposited receipts will enhance the performance
of Clublink and remove unwanted receipts. Set a deletion date to a reasonable date where you would not have to
justify apayment and it's details. Keeping receiptsin Clublink for one year is reasonable provided you perform
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annual backups of your software.

Rename transaction details... —will rename fee descriptions by adding in the year of the fee to differentiate old
fee descriptions from current fees.

See
New Season

21 Task Manager

Task Manager can be accessed from Clublink Application Launcher. Task manager allows you to perform
tasks that are not included in Clublink. If there is something you would like to see added to Task Manager,
please contact us with your suggestion or request. Once the task manager methods are tested and approved, they
will be incorporated into future releases of Clublink.

See

Fee Replicator

History Query
Export Data to the Web

Import Data from the Web
Home Page Generator
Email List Maker

21.1 Fee Replicator

The Fee Replicator is atool used for recurring fees (ex: monthly membership fees). Thisoption is particularly

useful when you want to charge new feesto everyone on a particular schedule without entering them into new

classes on anew schedule.

= Make sure you have the appropriate members on one of the Drop Buttons in Member level. (See adding
members to a Drop Button)

= Select Fee Replicator from the Task Manager list.

= Click Launch at the bottom of the Task Manager window.
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) Fee Replicator

Step 1

% |rnvoice 5 members

" Repart 10 members

 Affilate 13 members

{~ Finance B members

Refrezh |

Select a Drop Button List

Select a Fee fzzezsment Detailz

From Fee

Step 2

| prl

ToFes

gy

et > |

Cancel

= Select the appropriate Drop Button List.

= Select the From Fee and To Fee. (ex. From January, To February)

= Click Next.

&P Fee Replicator

W=

M ame

CEMCIARINI, TONY

COLE. STEVEN

DREYER. JEMMA

DURWARD, ELIZABETH

GELLER, BA

GIBBONS. HAKITA

0 two Days|Paid 4 manths

1 1INl UL
50,00 0,00 120,00
50,00 0,00 120,00
50,00 0,00 120,00
20,00 0,00 120,00
80,00 0,00 120,00

< Back Nest > |

Custom Fees
Aot

| $£120.00

« Apply

Replicate Al

3]
aAh
Save Az

Cancel
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= Toreplicate the original feesfor al members click Replicate All OR to apply different amounts, use the
Custom Fees selections.

+Note+: You can save thisreport by clicking Save As.

= Click Next when you are finished in the Fee Replicator window.
Click OK to confirm.

See
Task Manager

21.2 History Query

Using the History Query you can create areport based on History information. History information is found on
the History tab page of each member in Member level. (ex. who changed levels between Sep 1/03 and June
30/04)

= Make sure you have the appropriate members on one of the Drop Buttons in Member level. (See adding
members to a Drop Button)

= Sdlect History Query from the Task Manager list.
= Click Launch at the bottom of the Task Manager window.

{ History Quiz AT
Step 1 Step 2
Select a Drop Button List Select a History Description
™ Irevoice B members Description
CATEGORY |

" Repart 10 members
Start Date

2002-07-01 v |

" Affiliate 13 members
End Date
i* Finance B members 2004-12-31 vl

Refresh |
Mext ---» | Cancel

Select the appropriate Drop Button List.
Select aHistory description to report on.
Select the appropriate date parameters.
Click Next.
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21.3

{} Histo ry Quiz

= 0)X]

M ame

ADAMS, STEVEN

ALGER. BRITTANY

ALLEM, ELIZABETH

SLLEMN, VANESSA

ALMEMDARES, JESSICA

ANDERSON, ROBYN

AMGROVE, GILLIAN

ANGROWVE, MICHAEL

AMM, FROBEEN

ANTOIME MARAMDA, ETIE

ANTOIMNE-MIRAMDA, CHAR

BECEETT. JOHMATHAN

BELLIOL-DUGUAY, MARIOK

BELLIOL-DUGUAY, MAXEM

Date

2003-0&-31
2003-08-31
2003-08-31
2003-08-31
2003-08-31
2003-08-31
2003-08-31
2003-08-31
2003-0&-31
2003-08-31
2003-08-31
2003-08-31
2003-08-31
2003-08-31

Changed From

Affilated
Affilated
Affilated
Affilated
Affihated
Affilated
Affilizted
Affilated
Affilated
Affilated
Affilated
Affilated
Affihated
Affilated

< Back

Changed To

Mot Affiliated
Mot Affiliated
Mot Affiliated
Mot Affilisted
Mot Affilisted
Mot Affiliated
Mot Affiliated
Mot Affiliated
Mot Affiliated
Mot Affiliated
Mot Affiliated
Mot Affilisted
Mot Affilisted
Mot Affiliated

i1 || Ee

ey

Affikation Stat
Fram: 2002-07-01
Tao: 2004-12-31

Save Az

.................................

= After viewing the report you can choose to save it by clicking the Save As button.

See
Task Manager

Export Data to the Web

The Export Data to the Web feature allows you to send your Membership information to the internet to be picked
up by your Central Office. This method eliminates the need to send in your data on afloppy or attach it to an
email. You can aso store your Clublink Backup data directly on the internet. Only you can access the data.

= Select Export Data to the Web from the Task Manager list.
= Click Launch at the bottom of the Task Manager window.
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P Export Data

Step 1 Step 2
Select your expaort method fie st :
ClubD1 1 E spor2002-03-03.2ip
'3 Memberghip Data ﬂﬂ]ﬂExpmlEDDd-DE-DHDIE

ClubD11Espaort2004-03-16.cle
ClubD1 1 Espaort2004-03-20. cle
(" Clublink Backup Club011E#part2004-09-23 cle
CiubD1 1 Esport2004-10-11 . cle

[nztallation Informmation

Country: Canada Esport to the web

Sport: Diving =

Prov / State: BC

ClublD: 011

Integrated Spoits Web Site: Close

= Select either Member ship Data or Clublink Backup.
= Select the export file from the File List.
= Click the Export to the Web button.
= Inthe Task Manager window click OK to confirm viathe web.
= From the Upload Clublink Infor mation window follow the on screen instructions.
See
Task Manager

21.4 Import Data from the Web

The Import Data from the Web feature allows you to download Membership information from the internet that
was placed there by your Central Office. This method eliminates the need for your Central Office to mail you a
floppy or email you attachments. Y ou can aso download your Clublink Backup that you have stored on the web.

Select Import Data from the Web from the Task Manager list.
Click Launch at the bottom of the Task Manager window.
Select either Member ship Data or Clublink Backup.

=
=
=
= Click the Import from the Web button.
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Import Data |._||I:I| |E|
Step 1 Step 2 |
Select your impaort method UGS !_ssl
Tmphial_n_[)hf
{+ Membership Data }ﬁgﬂ‘i[fl'j?-hid”
Tidisc bids
' ChubD1 1 Expork2004-03-09. cle
£ Clublirk Backup Club011Expart2004-09-16.cle
Club11Expork2004-03-20. cle
Chub0i 1Espom2004-09-23.cle
Club1 1 Expork2004-10-11 .cle
Installation Information

Country: Canada
Imnport fram the web

Sport: Diving
=3
Praow / State: BC
ClublD: 011
Inteqrated Spoits 'Web Site Cloze

= When theimport is complete, close the Import Data window.
= To update your Clublink with thesefiles, see Importing Club Data or Restoring Data Files (if you
imported Clublink backup files).

See
Task Manager

21.5 Home Page Generator

Home Page Generator makes it easy for you to create aweb page of your Schedules and Classes.

= Inthe Classlevel of Clublink select the schedule you want for your web page.

From the Tools menu select Web site html, then select either save this schedule as a web page or save this
schedule and all classes as a web page.

Repeat the saving process for each schedule that you want for your web page.

Select Home Page Generator in Task Manager and click Launch.

Uy

©2005 Integrated Sports Systems (ISS) Inc.



Task Manager 86

¥ Home Page Generator, =] F§|
Output Files |
1_26_Z himl ~ 2002 FunDive Carnps hirl
1_23_Z himl Mational Team_himl
1_31_2 html
1_32_8.html
1_6_1.ktml
1_6_2 ktml
1_6_7.ktml
1_6_8 ktml
1_7_7 kbl
2002 FunDive Camps. html
RE_1_2 html
B8 14 _4 htrnl
B8 _15_13.ktml
B8 _15_3 htrnl
B8 5 JFhtml
I ational Team himl
tezt home page generatar. kbl

Select the files to include

Generate Cancel

= Select each file you want to include then click the Add button 7 to add thefile to the list of Output Files.

= Click Generate to create the web pages.

= Click OK to preview the web pages. This selection will also provide you with the location of the saved web
pages to send to your web master.

See
Task Manager

21.6 Email List Maker

Y ou can generate a list of emailsto be copied into your email program. Thisisahandy tool for sending group
emails to your members.

= Make sure you have the appropriate members on one of the Drop Buttons in Member level. (See adding
members to a Drop Button)

= Select Email List Maker from the Task Manager list.

= Click Launch at the bottom of the Task Manager window.
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ﬂ E-mail List Maker
Step 1
Select a Drop Button List Generate_E-maiI List
and put it on the
™ Invaoice 5 members Clipboard
™ Report 10 members
Missing E-mails
" Affiliate 13 members
CEMCIARINI, TOMY
(¥ Finance & members COLE, STEVEM
DREYER, JEMMA
DURWARD, ELIZABETH
GIBBOMS, MAKITA
Refrezh |
5 E-mails mizsing
Cancel
= Select the appropriate Drop Button List.
= Click the Generate Email List and put it on the Clipboard button.
= Click OK inthe Clublink Task window.
+Note+: A list of members from the drop button you selected that do not have email addresses will be produced.
= Open your email program.
= Createanew email or open an existing email that you wish to send.
= Place your cursor in the Email Recipient box (or TO: box).
= PressCtrl+V (hold down the Ctrl key and pressV at the same time) on your keyboard to paste the email
addresses into the recipient box.
= Proceed with your usual steps for sending an email.
Close the Email List Maker.
See
Task Manager
22  Chit System

The Clublink Chit System does not come with the standard installation of Clublink but may be downloaded from
the web site.

The Clublink Chit System is afast method of ng feesto your members. Y ou can use the Chit System
while Clublink is closed or open. The Master Details list allows you to categorize your fee assessments for easier
reporting and assign default fees to further expedite the fee assessment process.

Thefirst time you open Chit System you will be prompted to setup your Master Details. Y ou can aso edit this
list at anytime.
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See
Setting Up Master Details
Entering Fee Assessments

22.1 Setting Up Master Details

= From Clublink Application Launcher click Chit System.

= If Master Details does not open immediately, click the Fees List button @ on the toolbar or select
Manage Master Detail List from the File menu.

Fee Assessment £ Master Detail List

Fee fzzessment IMaster Detail o Master Detail

T-Shirt CLOTHIMNG DAILY

Adult Brop I Fee

10% Digcount DISCOUNT Pricing

OG bwo Days MOMTHLY Default Amount

Ady FunDive Fee MOMTHLY lw

Aigust MONTHLY Alternate Amount

1 day beg WEEKLY lw

1 Day Per Week WEEKLY

Adult Diving WwWEEFLY

1 day Aweek, TR

Tday T

2 day T

2 days T

2 Dayz Per'week T

4 manths I

Adjustment Y :

- & Edi ‘

1| Close

= Select each Fee Assessment and then click Edit to add a Master Detail.
= InthePricing section enter adefault amount and an alter nate amount if desired.
= Click OK to save your changes.

See
Chit System

22.2 Entering Fee Assessments

= From Clublink Application Launcher click Chit System.
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23

23.1

%5 Clublink Chit System 1.1

File History Help
@, . 3 W Active Members Only 1 §| By
Lookup Member Yerfication MEERTY '
Membarship & GELLER, BA Memb # |.ﬁ.muunt |Master Dretail I
791 WATSON AD. 4 PSS
Last Name ORANGEVILLE. ON ¥
GELL L7E ER2 (4165555555
D ate Apeh - F8
2004-08-01 vl August 1, 2004 s
~ Price
Fee Assessment Buantity $175.00 [ Defauk Price
].ﬁ.ugust L‘ |1 EI
bl azter Detail
|MONTHLY TOTAL - [$175.00

Find the member by entering their M ember ship # or by typing their L ast Name.
Enter the date.

Select a Fee Assessment from thellist.

Select the Default Price or the Secondary Price.

Click Apply to apply the Fee Assessment.

LU diy

Y ou can add another Fee Assessment or click the Apply All Amounts button s located above the History
section.

See
Chit System

Utilities

Clublink Utilitiesis designed for easy management of your Clublink database. To Open Clublink Utilities select
it from the Clublink Application Launcher.

+Note+: To use Clublink Utilities you must close Clublink.

See

Clean-up and Rebuild
Rebuild Class Lists
Delete Data

Backup Data Files
Restore Data Files

Clean-up and Rebuild

Clean-up and rebuild reduces the hard disk space necessary to run Clublink and speeds up the operation of the
program.

Clean-up and Rebuild should be completed:
v When you open Clublink and it prompts you that Clean-up is over due.
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v When Clublink is Unable to open all data files.

v When information does not appear properly in Clublink.

V' When regular maintenance is being performed on you computer. (ex. Scandisk, Defrag, etc.)
= Select Clean-up and Rebuild from the Clublink Utilities screen.

= When the processis complete, click OK.

See

Utilities

23.2 Rebuild Class Lists

Rebuild Class Lists should be run if Class Volumesin Class level are showing incorrect numbers. This process
will correct the Class Volumes.

= Sdlect Rebuild Class Lists from the Clublink Utilities screen.
= When the processis complete, click OK.

See
Utilities

23.3 Delete Data

Delete Datais used to delete large amounts of data from Clublink. The Delete Data function should be used with
caution as there is no undo button. Always back-up your data before using the Delete Data function (see Back-up
Data Files).

= Select Delete Data from the Clublink Utilities screen.

= Select the data you want deleted.

= Click OK.

= Click Yes to confirm deletion or click cancel to abort the process.
See

23.4 Backup Data Files

Use the Backup Data Files to backup your data on aregular basis. This feature compresses all Clublink data and
savesit to asinglefile.

= Select Backup Data Files from the Clublink Utilities screen.
= Click OK to begin the backup.

= Choose the destination location and file name.

= When the processis complete, click OK.
See

23.5 Restore Data Files

Use the Restore Data Files feature to use the data from your backup file to overwrite your existing Clublink data.
Y ou can choose to restore from any backup file created with the same version of Clublink.
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24

24.1

Select Restore Data Files from the Clublink Utilities screen.

Choose the backup file to restore (*.clb).

Click OK at the warning window OR click cancel to abort.

Type the word Replace in the Confirm Restor e window.

Click OK.

In the Restor e Data Files window, check the directory and filename that you will be restoring from and
click OK to confirm or cancel to abort the process.

When the processis complete, click OK.

R A

U

See
Utilities

Central Office Only

See
Creating a Central Office Setup Disk
Required and Requested Information
Linked Registration Options
Custom Drop Boxes
Certifications
Medical Template
Last Revision Date
Central Office Letter
Reqistration Y ear
Membership Card
Distributing Central Office Setup Disk
Club Information Management
Importing Data from a Club
Exporting Data/Confirmation to a Club
Fees

Charging Feesto aClub
Invoicing a Club
Receiving Payments from a Club
New Season
Performing Central Office New Season
New Season Option Descriptions

Creating a Central Office Setup Disk

The Central Office Setup Disk allows you to define what information will be required and requested from each
of your clubs. It also allowsyou to set the Linked Registration Options (Registration fees and categories) for
your clubs. Y ou need to create a Central Office Setup disk prior to the start of each registration season or
whenever a change is made to the registration criteria (i.e. fee change, you require additional information, etc.)
This disk should be distributed to all clubswell in advance of their registration to ensure they are collecting the
appropriate fees and information for each member. When distributing the Central Office Setup Disk you should
create a document describing your Linked Registration Options, required and requested information and your
fee structure. Special notes should be made to detail any changes to the system from one season to the next.

= Select Build Central Office Setup Disk from the Central Office menu on the Opening screen.
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Build Central Office Setup Disk

Required Information
Requested Information Shaw
Linked Registrabion Ophons Shaow
Custom Drop Boxes Shaw

v Certifications Show

v Medical Template Shaw
Lazt Revizion Date M M
Central Dffice Letter B

R eqgiztration Y'ear 04

Cloze Create Files

il H

See

Central Office Only

Creating a Central Office Setup Disk
Required and Requested Information
Linked Registration Options
Custom Drop Boxes
Certifications
Medical Template
Last Revision Date
Central Office Letter
Reqistration Y ear
Membership Card

Distributing Central Office Setup Disk

24.1.1 Required and Requested Information

= IntheBuild Central Office Setup Disk window, click Show and tab through each page of datafields
making the Required Infor mation selections (If a club omits required information, they will receive an
error message when entering membersinto Clublink).

+Note+: You must select which information is required for each Role separately by selecting the Role from the
drop box at the top of the Data Field Options window. (Seeinstructions on setting up the Certifications
templ ate)
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Data Field Options
Information
Bole |Enmpetitive Ll * Required
" Requested
General ] Family | Affiiste | Medical | Certification | Misc |
Description

v Title Lewvel 1 [v |E.-'-‘«TEI3EIFW

v Address Lewvel 2 [ |LE‘»-’EL

[~ Apt Level 3 u |SUB LEVEL

¥ City Custom 1 I |CATEGORY|

v Province Custom 2 | |E.-'1‘-.TEEEIHY B

v Postal Code

Default Province IDE_
Registration vear |04

= Click Close when you have completed your Required I nfor mation selections.
= IntheBuild Central Office Setup Disk window, click Show and tab through each page of datafields

making the Requested | nformation selections.
= Click Close when you have completed your Requested | nfor mation selections.
See
Central Office Only
Creating a Central Office Setup Disk

24.1.2 Linked Registration Options

Linked Registration Options gives the Central Office the opportunity to create categories for your members,
assign feesto those categories and assign minimum and maximum age requirements for those categories. Each
role can have categories (linked list #1), sub categories (linked list #2) and sub sub categories (linked list #3).

+IMPORTANT NOTE+: Each selectionin Linked List #2 and #3 will be dependant on the selection in Linked
List#1. Thefirst non-zerofeein theLinked List selection furthest to theright (deepest in thetree) will be
used for the Member.

= IntheBuild Central Office Setup Disk window, click Show to setup or change your Linked Registration
Options.

+Note+: You must setup Linked Registration Options for each Role separately by selecting the Role from the
drop box at the top of the window. Y ou may not set any Linked Registration Optionsin categories or sub-
categories that have not been selected as Required I nformation in Central Office level.
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Provincial Sub Divisions |:||E|rg|
File
Bole | Competitive v Mame [JRNATIONAL Fes $75.00  Min Age| 0

I| entral O J b & AQE 18
CATEGORY |Fee  |[[LeveL Fee ~|l[suB LEVEL Fee |
JR PROVINCIAL 0.00
JF NATIONAL
SR PROVINCIAL 50.00
SR NATIONAL 100.00
UNATTACHED 125.00
MASTERS 25,00
W b W

HlCose | Fi4dd | & Modiy | *%Delete

= Select the appropriate Role.
= Usethe Add, Modify and Delete buttons at the bottom of the Linked Registration Options window to edit
your Linked Registration Options and Fees.

See
Central Office Only
Creating a Central Office Setup Disk

24.1.3 Custom Drop Boxes

There aretwo Custom Drop Boxes available on the General tab pagein Member Level. We recommend that,
where possible, you do not use these as Required Infor mation for the Central Office. These two drop boxes are
avauable tool for clubs to customize. If you do use the Custom Drop Boxes as Required Information, the
box will be highlighted in yellow for all clubs. You will only be able to add to or edit the Custom Drop Boxes
in the Build Central Office Setup Disk window if they are selected as Required I nfor mation, otherwise you
may edit thislist from Member level if it isnot Required Information and therefore used by the Central Office
only.

= IntheBuild Central Office Setup Disk window, click Show to setup the Custom Drop Boxes.
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2414

Custom Drop Boxes

COACH

AURELIE GIBSON
IGOR KOPECKY
SHAMMOM SULLIVAN
TONY REVITT

STEVE FLEWWELLING
EARE DALPHIMAIS
CHRIS JOHWSOM

Bl Close | 33aad

Bole: |I:|:umpetitive l| Mame |NE|L BA&RRETT

Custom Drop Box
* COACH

" CATEGORY B

& Modify ‘ % Delete

= Select aRole.
= Select aCustom Drop Box.

= Usethe Add, Modify and Delete buttons at the bottom of the Custom Drop Boxes window to change your

drop box selections.

See
Central Office Only

Creating a Central Office Setup Disk

Certifications

Up to seven Certification templates can be created for each Role and can be locked by the Central Office so that
clubs can track the certifications of their members. If a certification template is|eft unlocked on the Central
Office Setup Disk each club will have the opportunity to setup and track their own certification details.

= Click Show to view or edit the Certifications template.
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Certifications

Role | Compelitive =] @

&theletas Level 1 Level 2 Lewvel 3 Mowvice Senior Adult Certification Mames

1. Atheletes
Theory 2. reserved
Technical 3. PSO reserved
, 4, P50 reserved
Practical 5. Enter Title
E.
7

| ———
e e e e e

E—{ Cloge

In the Certifications window, select the appropriate Role.

Select achart to customize from the right side of the window (numbers 1-7).

In the upper left corner of the chart enter thetitle of the chart.

Edit the column and row headings. (ex. row headings could be Start Date, End Date and Exam Date with
column headings of Level 1, Level 2, Level 3, etc.)

= Close the window to save your changes.

+Note+: Inthe Build Central Office Setup Disk window, you must check the Certification box if you wish to
have the templates included on the disk.

Uy Uy

See
Central Office Only
Creating a Central Office Setup Disk

24.1.5 Medical Template

The Medical Templateisaform to be used by your clubs when reporting on accidents. Y ou may want to review
your insurance claim forms before creating the Medical Template to ensure the clubs are collecting all of the
necessary information. If you do not choose to create a template, clubs will have the opportunity to create their
own. You must check the Medical Template box on the Build Central Office Setup Disk window to include
the template on the disk.

= Click Show to view or edit the Medical Template.

= Typeaheading or title for your accident report in the M edical Template window.

= Typethefirst Required Information Title in the Medical Template window. (ex. Date of Accident)
= Add aData Entry Area beside the Required I nformation Title.

+Note+: Data Entry Areas need to be enclosed by Lesser Than and Greater Than symbols. (ex. <enter date here>
)

= Continuetyping all of your Required Information Titles followed by a Data Entry Areas on each line of the
template.
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24.1.6

24.1.7

Medical Template

File Insert

BWCCIDENT REPORT FORM ”

Club Mame: <enter here: Accident Date:  <enter here>
Member Mame: <enter hene: Member Mumber: <enter hara
Tope of Accident: <enler heres

Location of Accidert: <enter here

Other Accident Detailz; <enter heres

WWhio treated the Member? <enter here:

X Cancel PageBreak — B

+Note+: You caninsert a page break by clicking the Page Break button at the bottom of the template window.

= Click OK to save your changes.

+Note+: The user will be able to automatically proceed through the data entry areas by using the F3 key on their
keyboard.

See
Central Office Only
Creating a Central Office Setup Disk

Last Revision Date

= Enter the date the setup disk was created. This date appears on the Clublink Opening Screen. It is often used
to verify whether or not aclub 's computer is configured for the current registration season.

See
Central Office Only
Creating a Central Office Setup Disk

Central Office Letter

= Certain sports use the Central Office Letter as aunique identifier in creating membership cards. If thisbox is
visible to you then you should contact your National body to obtain your Central Office Letter (often the first
letter of your province or state).

See
Central Office Only
Creating a Central Office Setup Disk
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24.1.8

24.1.9

24.2

Registration Year

= Enter thelast two digits of the Registration Y ear for this setup disk. The Registration year is incorporated
into the membership card number of new members.

See
Central Office Only
Creating a Central Office Setup Disk

Membership Card

Membership card numbers are automatically generated for new members. The Membership card number is

unique to all members and stays with them year after year. Depending on your sport, the membership card

numbers are generated in one of three formats.

1. Numerical: A sequential number is assigned to the member. Y ou may also assign a block of numbersto
designated clubs.

2. Centra Office Letter: The membership number starts with the Central Office letter.

3. Default: Postal format. The membership number starts with the two character postal province/state.

= Onceyou have reviewed and/or updated all aspects of the Central Office Setup Disk, click Create Files at
the bottom of the window.

Create / Accept Files

1. Select a dive. [C = Clublink e-mail folder]

&, Prezs OF when pou're ready.

The light will illumirate while the Be i copying.

An eror message will appear if there is a problem.

Caution : Computer disks can contain vieuses, Check all disks for
viriges before using them with Chablink.

Diive
9]
v 0K X Cancel |

|Skatus

= Sdlect adrivefor thefilesand click OK. If you selected your C drive, you should make note of the location
of thefile.

See
Central Office Only
Creating a Central Office Setup Disk

Distributing Central Office Setup Disk

Each club needs to receive the setup files. Contact us if you would like to include your Central Office Setup Disk
on our website for download with easy to follow installation instructions.

By email
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24.3

= Attach thefiles (located in your Clublink\FromMain folder) to an email.
= Send the email with instructions for the clubs to copy the files from the email to their Clublink\email folder
and then proceed with Receiving Central Office Setup Disk.

By CD

= Copy thefiles (located in your Clublink\FromMain folder) to the CD. Repeat thisfor each club.
= Send a Setup Disk to each club.

+Note+: When distributing your Central Office Setup Disk we recommend that you include a document
describing your Linked Registration Options and Fee structure, Required and Requested Information, and any
changes from the previous season.

See
Central Office Only
Creating a Central Office Setup Disk

Club Information Management
The Central Office needsto Add any new clubs to the system before importing club data for registration.

See

Central Office Only
Adding aClub
Modifying a Club
Deleting aClub

24.3.1 Adding a Club

= Click the Clubs button on the Opening screen.
= Fromthe Order drop box on the toolbar, select Number.
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100

Lists  Seftup  Reports

ﬂ =3 s [ Order INumI:uE vI

Help
4

| Search INumber Postal |Eunta|::t| Etmaall Logo ]
e |Ciub Name ~| ClubName -
105 |E%0CET |M|]|]5E JAW DIVING CLUB Reqiztration Status
108 |PIRaMHAS DU MORD Address Line 1
109 |WOLTIGES DE REPEMTIGHNY |IE¢5£&DMIHAL[B
110 |POIMTE CLAIRE DIWIMG CLUEB Addiess Line 2
111 |ROUGE ET OR | Affiiated -
112 |CPJOHM EENMEDY City Expiry [2004-09-30
201 |FLITE DIVING CLUB Province Postal Code Active  Club Murnber
202 |BRAMTFORD OMTARIO DIWERS Iﬁ SEH 7NB v Iﬁ
203 |CAPITOL CITY DIVIMG CLUB
204 | DIVE ONTARID Phone Mumber Fax Mumber Satelite  Mext Card n?

F93-9130 - ]

205 |STRATHMORE SPRINGEBDARD |[:}I]E] |[ ) A
301 (MODSE Jéw! DIVING CLUE

£ ||||]

Bl Close | F%4dd | *iDekete | & Modiy | = Report
a2
Main ZiYProgram FileshClublink DPC Yersion: 5.1

= Check the bottom of the club list to see what club number should come next. Clublink will automatically get
the next highest club number if a numeric club numbering system is used.

= Click the Add button at the bottom of the window.

= Complete the tabbed pages of club information.

+Note+: You will need to assign a club number on the Postal tab page. Y ou can also enter the Registration
Status and Expiry. Alternatively, you may want to wait until the club has sent it's registration and fee before

changing it's registration status.

See
Club Information Management

24.3.2 Modifying a Club

Click the Clubs button on the Opening screen.

Select the appropriate club.

=

=

= Click the M odify button at the bottom of the window.

= Make the necessary changes on each of the tabbed pages.
=
See

Click OK to save your changes.

Club Information Management
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24.3.3 Deleting a Club

Deleting a club will delete all of the club's information from Clublink. We recommend that you deselect the
Active box on the Postal tab page of aclub to make them inactive rather than completely deleting them from
your system.

To Delete:

= Click the Clubs button on the Opening screen.

= Select the appropriate club.

= Click the Delete button at the bottom of the window.

See
Club Information Management

24.3.4 Club Mailing Address

The club mailing address is often the same as the address entered on the Postal tabbed page. If you are
running Clublink in a multi-club environment, you can specify an alternate mailing address for a club. Some
reports use the information on the Postal tabbed page whereas some other reports will use the Mailing Address. If
you make a change to the club address, you will be asked if you would like to update the mailing address too.

24.4 Importing Data from a Club

Importing data from a club will update your Clublink with new members and changes to member information.
Y ou may receive information regarding accidents, changes to certifications and registration fees for new
members. Once you have imported this data and completed the verification form you will need to export data
back to the club providing them with a confirmation of registration. Clubs members remain not registered and
pending until they are confirmed by the Central Office.

= Select Import Club Data from the Central Office menu on the Opening screen.
= Select the appropriate location of your import files and click OK

or
= Drag n drop the registration file on to the Clublink Opening Screen.

See

Central Office Only
Error Report
Verification Form
Financia Statement
Updating Members

24.4.1 Error Report

= Review and/or print the Error Report. This report shows you the registration fees due from the club and
any information that may be missing from their data.

+Note+: The club sees the same Error report before exporting their membership.
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Report Preview: @@@

File Help
Error Report
Last Hame [First Mame [Rale [Level 1 [Level 2 [Level 3 [Cost i Je [z Je 5 [6J7 [ Ja o =~
BOARDWIORKS
412WEST SAANICH ROAD Total § $180.00
VICTORIABC Gat/Tps $0.00
WEZ 3G4 Pst/Twg $0.00
(25004790330 Cost $180.00
S/ CLEF7EBEEWT
“ersion 50-1
Last Rievision D ate 2004-03-22
Mat Registered 13
Pending 1]
Registered 1}
Total 13 Emars : 26
Competitive 2
Recreational 1
Coach 1]
Judge 1]
Member 1]
Tatal 13
Fees
1. AlA SALVADOR Fecreational
2 ALE=AMDER MARISSA Recreational RECREATIOMAL $5.00 3 = =
3 ALEXAMDER MIGEL Recreational RECREATIOMAL $5.00 * kS X
4. BAKER KATHLEEN Recreational RECREATIONAL $5.00
5 CARSOM RACHEL Recreational
E. DAVID MICHAEL Recreational
7. FAHINMI SARAH Recreational RECREATIOMAL $5.00 "
8 GAMELE AVERY Recreational RECREATIOMAL £5.00
9. GAWLEY KELYIN Recreational RECREATIONAL $6.00
10. GELLER MITCH Recreational LEARN TO DIVE $5.00
11, HALLAM DAMIELLA Competitive JR MATIONAL §75.00 bt
12 WaLKER RAMDY Cormpetitive JR MATIONAL $75.00 nom KKK
13, YOUNG KIASTEM Recreational RECREATIOMAL $5.00 " b b
Giuide
1: Age
2: Birthdate ¥
4 ¥

= ClosetheError Report.

See
Central Office Only
Importing Data from a Club

24.4.2 Verification Form

= IntheImport Club Data window, click Show in the Verification section to view the updates.
+Note+: When importing, you may be prompted with one of two types of messages from Clublink.

If Clublink finds the same member duplicated in the same role, then Clublink does not know which member

needs to be updated. Y ou will have to make this decision yourself. Generally when this message appears, there

are unnecessary duplicates and the duplicate should be removed after the import process is compl ete.

If Clublink finds the same member in a different club, Clublink does not know if the member should be added to

the system a second time and therefore appear in both clubs or if the member has moved clubs. Press Yesto

move the member from one club to the other, press No to create a second instance of the member.

= You can choose to view the details for each member in the Import List by selecting On from the Details
menu.
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Verification
Wiew Detals  Central Office
Import Data Clublink
|l SALVA [3¢] vanez VALHRIE | Competit #] #
] SLEXANDER MARISSS  Recreati] @) [#]vanG VAN Coach [#]
| SLEXANDER MIGEL Recreati] #] [] viaNkE DOMIELLE | Recreati] @
| BAKER KATHLEEM Recreati] @] [#] vanko ALEXANDER Recreati| ]
] CaRsON RACHEL  Recreati] @] New [#]vano CoDY Competit] ]
| DeviD MICHAEL  Recreati] @] Action ~>>3 |[2] YELLE-ROUSSEA JULIEN Competiti @]
o | FAHINMI S4REH  Recreati] @) e [¢] vouakim ERIGITTE | Competit @)
] GaMBLE AVERY  Recreati{ @] o [¢] vouakim GABRIELLA | Competit] @]
| GAWLEY KELVIN  Recresti{ @) - | |[¢#]vouELL SARAH  Recreati] #]
| GELLER MITCH Recreati{ | | |[x] vouna KATHRYN |Coach [#]
| HALLAM DAMIELLA  Competit] @) Change? | |[28] YOUNG VALHRIE | Competi] @]
| wisLKER RANDY  Competit] #] [#]vousser ANDREA | Recreati] #]
] vOUNG KIRSTEN  Recreati]®] [>¢] vuzpEPsK ROBYM | Competit] @]
[]zacHarias CHASE Recreati] #]
[3¢] zacHarUK SCOTT Competiti @]
[x¢]zack LORI Competit] ]
[]zacx LORI Member @]
[x¢]zack MEGHAN | Competit] @]
[¢]zacxk TARYN | Competit] )
v [#]ZeKkHARENKD  LIDUDMILE |Coach [@]
Member Updates: 0 Mo Action: 0
New Members: 13 Total 13
= TheAction to be taken is shown between the Import List and the Clublink List. If necessary, you can
change the action by clicking the Change button. Clublink examines the membership and determines
whether the member is a new member or if the existing member needs to be updated.
When you have finished reviewing the Import List, click Close.
See
Central Office Only
Importing Data from a Club
Multiple Members Found
Duplicate Member Found
24.4.2.1 Confirm Member Form

If Clublink finds the same member duplicated in the same role, then Clublink does not know which member
needs to be updated. Y ou will have to make this decision yourself. Generally when this message appears, there
are unnecessary duplicates and the duplicate should be removed after the import process is compl ete.
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Multiple Members Found

Last Marne IMEIHHIS
First Hame  [MICHAEL Role |Recreational I
[Active #(514j3598-0766/ 1950-12-25/ 00000034/ ARTISTIC/ 259 MARSH AVE

Select the member to update

LA
ihctive / [514]395- I'I"F.F. 1950-1/-25/ 00000034,/ ARTISTICY / /259 MARSH AWE
Active .-" [51 4)398-0766/ 1950-12-25/ 00000034/ TRARM F'EILINE.-" A2 259 MARSH AVE

\/ k. x Cancel | x Abart | ‘

See
Verification Form
Duplicate Member Found

24.4.2.2 Duplicate Member Found

If Clublink finds the same member duplicated in the same role, then Clublink does not know which member
needs to be updated. Y ou will have to make this decision yourself. Generally when this message appears, there
are unnecessary duplicates and the duplicate should be removed after the import process is compl ete.

Confirm thiz iz the correct member to update |

Laszt Marne IMEIFEFEIS
First Mame IMIEH.E‘-.EL

Import Data Clublink
Address Address
|259 MARSH AVE |259 MARSH AVE
Birthidate Birthidate
|1 950-12-25 |1 950-12-25
Club Mumber  Card n? Club Mumber  Card n?
|525 | |5?5 |nnnnnna4

X Mo | X sbort |

See
Verification Form
Multiple Members Found
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24.4.3

Financial Statement

= Click Show in the Statement section to view or print the Financial Statement.

Report Preview
Fil=  Help

Financial Statement

Lewel 1

|.-'l'-.m|:|unl

ILeveI 2 IAmmml ILEVE| 3 Armnount

BOARDWORKS

N2WEST SAANICH ROAD
YWICTORIABC

WEZ 3G4

[250)473-0230

Surnmary

CLUEB FEES
Competitive[2]

JR MATIOMALZ)
Recreational[11]

(3
RECREATIOMALLY)
LEARM TO DIVEL]

See
Central Office Only
Importing Data from a Club

24.4.4 Updating Members

Total

GatiTps
Pzt Twg
Cost

$200.00
$150000
$0000

$35.00
$5.00

$330.00
$0.00
0000
$330.00

= Click Update Files to complete the import.
= Click OK to add all the imported members to the Reqgistration Button.
= Enlargethe Import Changes list to view or print the changes.
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Report Preview:
File Help

Import Changes
Last Mamne | First Mame I[]ngﬁd | Fram | To |

Al SalvaDoR Mew kember
ALEXAMDER MARISSA Mew kember
ALExAMDER HIGEL Mew kember
BAKER FATHLEEM Mew Membear
CARSON RACHEL Mew Member
DD MICHAEL Mew Member
FAHIMBAI SaRAaH Mew bember
GAMELE AVERY Mew kember
G LEY FELWIM Mew kember
GELLER MITCH Mew kember
DaMIELLS Mew Member

RaM DY Mew Member

FKIRSTEN Mew Member

Close the Import Club Data window.

See
Central Office Only
Importing Data from a Club

24.5 Exporting Data/Confirmation to a Club
When you export data to a club you are sending the updated data that the Central Office may have entered as well
as confirmation for the data that you imported from the club. The confirmation will update the club's members
from Pending to Registered.

= Select Export Club Data from the Central Office menu on the Opening screen.
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24.6

Y ¥ 4 (11-E0ARDWORKS -
Required Information Shiow
Requested Information Shiow
Error Repart B Show
Expart List Show
Certifizations [w
Accident Reports [
Claze Create Files
£l =

Export Club Data

=
=

Select the club you want to export. If you are exporting multiple clubs to your National Body, select club
"000".

Y ou have one last chance to verifiy what required and requested information is about to be sent.

Click Show to view the Error Report. You are required to view the Error Report before you can create
the export files. Y ou may also print this report by selecting Print from the File menu.

Y ou may also view the Export List by clicking Show.

Check the Certifications box if you would like to include certification updates and check the

Accident Reports box if you would like to include accident report updates. By checking Certifications or
Accident Reports, the club will automatically be prompted to send these with their registration.

Click Create Files.

Select one of the options from the Export M ethod window.

+Note+: Selecting to open the folder containing your export file will show you where the file has been created.
Y ou will still need to send thisfile to the club (i.e. email, floppy disk, CD).

=

See

Close the Export Club Data window.

Central Office Only

Fees

See

Central Office Only

Charging Feesto aClub

Invoicing a Club
Receiving Payments from a Club
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24.6.1 Charging Fees to a Club

At the Central Office you will need to use the data you are importing from each club to assess fees for that club.
Thiswill alow you to track your registration income, apply payments from a club and create invoices.

= From the Opening screen click the Clubs button Clubs  gnd sdlect aclub.

= Click the Fees button s on the toolbar to open the club's Fees page.

BOARDWORKS &<
F'ayments] Summary Fee Assessment Details | _
Account 1 l.-’-‘-.u:u:u:uuntEI .-’-'-.u:u:u:uunlEI - | Current
Detailz Due Paid Balance A : $2.355.0
430000 200, I Payments | Past 30 d
(0341, Mational $600.00 $0,00 $600.00 z2 $0.0
(03}r. Mational Entrie|  $300.00 $0.00 $300.00 Irwrice
(03Mwinter 1. Entries. $600.00  $0.00 $800.00 e ol
(03)Req Fees-2004-00  $35.00 $0.00 $35.00 T em Al | '
FegFees-2004-0328  $500.00 $0.00 $500.00 v i i B
Ly > — | $n.nd
Fiadd | & Modiy | £iDekte
= Balance
Tl o $2.335.00
=

= Click the Fee Assessments tab page and select the appropriate Account tab.
= Click the Add button.

Detailz

|Jr. I ational

Arnount

$500.00 -

|Jr. Mational -

Jr. Mational Enines '
July il
July Camp

Lz

= Enter an amount and use the bottom drop box to select a name for the Fee Assessment.
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24.6.2

+Note+: [If the Fee Assessment does not already exist in your system, you can add a new one by typing it in the
Details box at the top of thiswindow. The new Fee Assessment title will automatically be added to the drop list
for future use.

Click OK to complete the Fee Assessment.
See

Central Office Only
Fees

Invoicing a Club

— From the Opening screen click the Clubs button  EUBs and select a club.

= Click the Fees button s on the toolbar to open the club's Fees page.
= After you have assessed all necessary fees (see Charging Feesto a Club page ???) click the I nvoice button
Invoice

on any of the three tabbed pages in the Fees window.

In¥oice
Account e
i — Mr. Mann Club

v fecount 1 123 Happy Trai 456 Cormer i,
| Account 2 Account 1

M fsemen it Detail:  Due Faid Balance
Language

; Em;ﬁ;hal Cument  Pazt 30 Paszt60 Past 20
(" French Mot Deposited Payments

£ Gemnan Date Amount  Date  Amount
Print O ptionz
v Mot Depozsited Payments
[ Balance =0
v Outztanding Details Only
v Mate
_l_ Fari
I Irvoice Surmary Oy
| Current, Past 30, Past 60, Past 30
[ Clut
7 Pay
[ Print to PDF Document(z]

Balance Due Upon Receipt
Muote:
0 5| Page Offset |Ealann:e Due Upon Receipt

v OK X Cancel
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= Inthe Invoice window, make the appropriate selections. (See | nvoice Window for descriptions of Invoice
selections)

= Click OK when you have completed your selections.

= Select aprinter or select PDF to print your invoice to PDF.

See
Central Office Only
Fees

24.6.3 Receiving Payments from a Club

When you receive money from a club, it must be applied to a Fee Assessment. So, you have to have assessed
the club fees (see Charging Feesto a Club for instructions) in order to enter any payments.

= From the Opening screen click the Clubs button Clubs  gnd sdlect aclub.

= Click the Fees button ‘ on the toolbar to open the club's Fees page.
Pavrnents

= Click the Payments button @ on any of the three tabbed pages.

BOARDWORKS 3

$500.00
.

x LCancel | Multiple Payments [ ﬂe:ul}* |
= Balance T
A Clese $2.335.00
= Enter the Date of the payment.
= Enter the Amount of the payment.
= Select the Payment Type.
= Click Next.
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BOARDWORKS
Cretail De Payment 1 of 1
(03)tester 30000 20000  100.00 Amount Date
& (03, Nat!cunal G00.00 o0 GO0.00 & Aol |5EIEI_I:II:I |2EII34-'I 015
a1 [03Wr. Mational En 300000 0.00 300,00 - Bal
a1 (03winter Sr. Entr 80000 0.00 §00.00 ance
a1 [03)Reg Fees-200: 35.00 0.00 35.00 . 500.00
Reg Fees-2004-03 500,00 38 Custom
= 9| =
wi (K X Cancel |
o Balance
H Dlose $2.335.00
. « Apply
= Select aFee Assessment to apply the payment to, then click the Apply button .
+Note+: You can apply a payment to more than one fee assessment by selecting another assessment and clicking
the Apply button again.
= TheOK button will illuminate when you have applied the full amount of the payment.
= The Feeswindow will automatically show the Payments tabbed page for you to view the details of the
payment that you just received.
= Click Close to close the fees window.
+Note+: For all other Fees information, see Fees)
See
Central Office Only
Fees
24.7 New Season

New Season should be performed at the Club level by following the Performing New Season instructions. In
addition, there is a Central Office New Season that should be performed. The Central Office New Season
works the same as the club New Season except each action is performed on the list of clubs rather than the list of
members. This process should be completed before importing any club data for the upcoming season.

See

Central Office Only

Performing Central Office New Season
New Season Option Descriptions
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24.7.1 Performing Central Office New Season

= Select New Season from the Central Office menu on the Opening screen.
= Inthe New Season window, select the operations you want performed for the New Season. (See New Season
Option Descriptions below)

Mew Season

[ Set all clubs to not Active

I Set all clubs to Mot Reaistered

| Delete all paid kransachions

| Delete deposited receipts before. 20031016 @
| Rename transaction details lﬁ before... |2004-10-15 @

Example : Fesl > [03)Feel

I =

When you have completed all your selections, click OK.

See
Central Office Only
New Season

24.7.2 New Season Option Descriptions

Set all clubsto Not Active —will remove al clubs from the Active list and change them to the Not Active list.

Set all clubsto Not Registered —will change al affiliation status lights from Green or Y ellow to Red and clear
the expiry date.

Delete all paid transactions —will erase all transactions where the amount due is exactly equal to the amount
paid. This processwill remove unwanted financial information for the New Season and can be run throughout
the season.

Delete deposited receipts before... — a given date will remove all transactions that have been acknowledged as
deposited (have a deposit date) before a specified date. Deleting deposited receipts will enhance the performance
of Clublink and remove unwanted receipts. Set a deletion date to a reasonable date where you would not have to
justify apayment and it's details. Keeping receiptsin Clublink for one year is reasonable provided you perform
annual backups of your software.
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Rename transaction details... —will rename fee descriptions by adding in the year of the fee to differentiate old
fee descriptions from current fees.
See
Central Office Only
New Season
25 Checklists
Here are some checklists to help you get the most out of Clublink.
See
Club Checklist
Central Office Checklist
Clublink Data Fields
25.1 Club Checklist
Clublink is avery flexible piece of software and can be customized to match the operations of your club.
Complete the checklist to ensure you get the most out of Clublink's flexibility.
O Select thelanguage for Clublink (English / French). [Opening Screen, Options | Language from the menu].
O Enter aunique club id number (defined by your Central Office). [Opening Screen, Module | Club Level
from the menu].
O Define access passwords (Administrator and Read Only) (optional). [Opening Screen, Options |
Administrator Password].
O Receiveyour Central Office Setup Disk. [Opening Screen, Options | Receive Central Office Setup Disk].
O Import Central Office Data (if your Central Office sent you data, it will reduce your data entry drastically
by importing their datainto your system). [Opening Screen, Options | Import Central Office Data].
O Customize Clublink's data fields (remove unwanted data fields from the registration forms and customize the
titles of custom edit and list boxes). [Base Level, Setup | Data Fields Options].
O Review the Required and Requested data fields setup by your Central Office. [Base Level, Setup | Central
Office Data Field Options].
O Build your own Custom Drop Boxes (bottom two drop-down boxes on the General tabbed page and the
Registration Form). [Base Level, Lists | Custom Drop Boxes)]. (see the Getting Started Guide).
O Setupyour Tax System [Base Level, Options | Tax System].
O Assignyour club feesin conjunction with the Central Office registration fee structure. [Base Level, Lists|
Linked Registration Options].
O Buildyour own Certifications (ex: NCCP). [Base Level, Setup | Certifications).
Remember to backup your data on aregular basis.
Please read New Season to familiarize yourself with seasonal reset features of Clublink.
See
Checklists
25.2 Central Office Checklist

Clublink is avery flexible piece of software and can be customized to match the operations of all of the clubsin
your jurisdiction. Complete the checklist to ensure you get the most out of Clublink's flexibility.

O Select thelanguage for Clublink (English / French). [Opening Screen, Options | Language from the menu].
O Define access passwords (Administrator and Read Only) (optional). [Opening Screen, Options |
Administrator Password].
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Customize Clublink's data fields (remove unwanted data fields from the registration forms). [Base Level,
Setup | Data Fields Options].
Define the Required and Requested data fields (information you will need to exchange with your clubs and
information you would like to exchange with your clubs). [Opening Screen, Central Office | Central Office
Data Field Options].

O Setupyour Tax System [Base Level, Options | Tax System].

O Buildyour Linked Registration Options (the registration fee structure for all new members). [Opening
Screen, Central Office | Linked Registration Options].

e Only Linked Registration Options checked as Required can be edited from the Central Office menu. To edit
in-house Linked Registration Options, select [Base Level, Lists | Linked Registration Options].

O Build your Custom Drop Boxes (bottom two drop-down boxes on the General tabbed page and the
Registration Form). To build alist that you would like to send to the clubs [Base Level, Lists | Custom Drop
Boxes].

e Only Custom Drop Boxes checked as Required can be edited from the Central Office menu. To edit in-
house Custom Drop Box, select [Base Level, Lists | Custom Drop Boxes).

e Asaruleof thumb, the Central Office does not Require any Custom Drop Boxes, to provide maximum
flexibility of Clublink at the club level.

O Buildyour own Certifications (ex: NCCP). [Opening Screen, Central Office | Certifications]. Place alock
inany Certification structure you would like to include on your Central Office Setup Disk.

o Only locked Certifications will be sent to the clubs viathe Central Office Setup Disk. To edit in-house
Certification structures, select [Base Level, Setup | Certifications].

Build your Medical Template [Opening Screen, Central Office | Medical Template].

Enter al of the clubs for your jurisdiction and assign unique club id numbers. [Opening Screen, Module |
Club Level from the menu].

Build your Central Office Setup Disk. [Opening Screen, Central Office | Build Central Office Setup Disk].
Export Club Data (if your have club data, export the data to each club to facilitate their data entry and
ensure data accuracy). [Opening Screen, Central Office | Export Club Data].

oo o0

Remember to backup your data on aregular basis.
Please read New Season to familiarize yourself with seasonal reset features of Clublink.

See
Checklists

25.3 Clublink Data Fields
General

Title

Address

Apartment

City

Province

Postal Code

Level 1 and Level 1 Name
Level 2 and Level 2 Name
Level 3 and Level 3 Name
Level 4 and Level 4 Name
Level 5 and Level 5 Name

OOoooOoOooOoooo
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O
O

Default Province
Default Area Code

Family

Contact 1

Oooooono

Last Name
First Name

I's the responsible adult (check box)

Occupation
Phone Number
Relationship

Contact 2

Last Name
First Name

I's the responsible adult (check box)

Occupation
Phone Number
Relationship

Affiliate

OO0OoOoO0OoOoOooooooog

Age

Sex

Birth date

Today's age (cal cul ated)
Age as of (calculated)
Ageasof (Date)
Membership card
Active (check box)
Renewal (check box)
Club Start Date

Club Current Date
Club End Date

PSO Start Date

PSO Current Date
PSO End Date

Photo

O

Date

Medical

OooooOoooono

Medicare Number

SIN Number

Height

Weight

Doctor's Last Name
Doctor's First Name
Doctor's Phone Number
Emergency Last Name
Emergency First Name
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O Emergency Phone Number
O Medical Note

M iscellaneous

Work Number

Fax Number

Extra Check Box 1

Extra Check Box 1 Name
Extra Check Box 2

Extra Check Box 2 Name
ExtraDate Box 1

Extra Date Box 1 Name
Extra Date Box 2

Extra Date Box 2 Name
Extra Text Box 1

Extra Text Box 1 Name
Extra Text Box 2

Extra Text Box 2 Name
Additional Clubs

E-mail address
Employee (check box)

gg’ OO0O0O0OO0O0O0O0OooOoOooooOooo

hecklists

@]

26  Support

Integrated Sports Systems (ISS) Inc.
259 Marsh Ave
Pointe-Claire, Quebec, Canada
HI9R 5Y2
phone: 514-398-0766
fax: 514-694-1106
e-mail: info@integratedsports.net

visit www.integratedsports.net for support, frequenty asked quesiton and our bulletin board
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Member Worksheet 24 Registration Form 19
Members 16, 19 Registration Year 91, 98
Membership Card 91, 98 Removing from a class 37
Microsoft Word 56 Report Button 51
Miscellaneous 9 Report Wizard 55
Modify a Class 33 Reporting 51, 52
Modifying a Club 99, 100 Reports 53, 54, 55
Modifying a listitem 10 Required and Requested Information 91, 92
Modifying Return Dates 38, 39 Restore Data Files 89, 90
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Moving to a class 37
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Search 37
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Setup Wizard 8
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- P - Summary 25, 26, 27
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Opening Screen 16
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Password 14, 15
Passwords 16

Paste 34 = T =
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Payments 25, 26, 27, 28, 29
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Task Manager 8, 80, 82, 83, 84, 85, 86
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Prices 33 TempMain.dbf 56
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Problems 116 - U -
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Updating Members 101, 105

Read-Only Password 14 Utilities 8, 89, 90
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Receive Central Office Setup Disk 16, 68, 69, 70 - V -

Receiving Payments from a Club 91, 107, 110

Registering Reports 55 Verification Form 101, 102, 103, 104
Registration 24

Registration Button 51

Registration Drop Button 24
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