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Sportzware User Manual

Part 2: Sportzware Online Membership

SportingPulse is known as the expert in providing innovative technology solutions that make
managing sporting organisations easier. Sportzware Online Membership is a member management
program that is available to the Touch Football community. It substantially reduces the time and
resources needed to administer your organisation. It also allows multiple levels of access available for
states, regions and affiliates. The program also captures, stores, tracks and updates member
information through a secure online membership database, where you can also customise reports
and build historical records. This document outlines in detail specific functions that are available within
the program and how to use them effectively.



Ib;;/}}'oofba//
o

Table of Contents

Part 2 (Chapter 1): Sportzware Online Membership Database....................... 3
2.1 Overview and ACCESS LEVEIS.......cuuiiiiiiiiee ettt 3
2.2 Synchronising Membership Data..........ccceeiiiiiiiieiie s e e e s snrree e e e e e e s ennnnes 4
2.3  Sportzware Online Membership Database Log IN..........cccccvveeiiiiiiiiieece e 4
2.4 WEICOIME SCIEEN ...veiieiiitiie ettt ettt e et e e e sttt e e e sab et e e e sab e e e e ambe e e e e anbee e e e anbeeeeenreas 4
(Chapter 2): MenU OPLIONS ...uuuiiiiiiiiiiiiiiiiiiiiiiiii bbb nenneeeee 5
(Chapter 3): Database Configuration ..........ccooooeeeiiiiiiiiiiii e 7
2.5 FHElA OPLIONS....ciiiiiiiieiit ettt 7
2.6 Member LISt DISPIAY .....uveeieiiiiiie ittt 7
2 A o To 11 Tod £ RSP PURRRR 8
2.8 REQISIALION FOMM ...oiiiiiiiiie ittt e e st et e e sbr e e e e sbb e e e e sbneeeeaae 10
2.9 Season CONFIQUIALION .......cciiiiiiii ittt et e e e sbr e e e e sbneeeeaae 10
(Chapter 4): Data Management...........oovuuiiiiiiiii e e e e e eaanns 11
FZZ05 O 1 3 o1 PSP RRR 11
P20 N R O o 4] o =1 111 o] o - SRR PUPPRPUPPPRPN 12
2. 02 T AIMS e 13
P20 e /1T 1 4 T OSSPSR 14
(Chapter 5): COMMUNICALIONS .....uuuiiiiiiiiiiiiiiiiiiiiiieeiie bbb 20
2.14  SWM COMMUIICALON ... .uttiitiiee ettt e e e e ettt e e e e e e s bbbt et e e e e e saaabbbeeeeeeesaanbbeneeeaeeesaannnes 20
2.15  SeNd @ MESSAQE.......ccc e e 20
(Chapter 6): Member TranSACtIONS ...........uuuuuuuiiiiiiiiiiiiiiiiiiiiie s 21
2.16 Update a TranSaClioN .......cccoeeiiiiie e 21
2.17 Delete @ TranSACHION. ... ...ueiiiiiee ittt e ettt e e e e s e e aab b e e e e e e s e s abbereeeaeeeeaannnes 21
2.18 Add Payment Details Manually ... 21
(Chapter 7): Online Membership Reporting .......cccoovviiiiiiiiiiiiciiec e 24
(Chapter 8): Duplicate REeSOIULION..........uuuiiiiiie e 30
2.19  VIEW DUPIICALES ...coieeiiiiiiieie ettt e ettt e e e s e et bt e e e e e e e s anbeeeeeaeeeeaannnes 30
2.20 Manually Mark a Member as a DUPIICALE ..........coiiiiiiiiiiiiiiie e 31
(Chapter 8): Contacts and LOCALON .........uuuuiiiieeeeeieeeiiiiee e e e e eeeeeein e e e e e eeeeens 33
(0] o Tod (1] o] o TR UPUPUPRRTTN 35

Touch Football Australia Sportzware User Manual Page 2 of 35



Part 2 (Chapter 1): Introduction of Sportzware Online Membership Database
2.1 Overview & Access Levels

The Sportzware Online Membership system (SWM) is an online membership management database.
The database is secure through password-protection, and has multiple levels of access available to
national governing bodies, states, associations, clubs and members.

Sportzware Membership provides the capacity to substantially reduce the amount of time
States/Associations/Clubs/Teams spend managing their membership data, as well as improving the
ability to store, track, update and locate information, and build historical records. The system has a
vast reporting system, allowing you to customise the exact information you wish to retrieve.

The system allows tiered access at each of the following levels:

o National (access all data)

e State/ Region (access to own data and below)
e Association (access to own data and below

e Club

e Team

e Member

Note: Access to data at association level and below by levels above can be restricted to demographic
data only, if required.

2.2 Synchronising Membership Data

IMPORTANT INFORMATION
These instructions should be read carefully before performing your first membership synchronisation.

You can add and edit membership data for the same database in both Online Membership Database
and Sportzware Central. When you perform a membership synchronisation, it will check for updates in
both databases and bring both databases up to date.

Before your first synchronisation to Online Membership, please carefully note the following;

1. You must enter your Membership Synchronisation code.

2. The Sportzware Central database used for the first synchronisation to Sportzware
Membership is the only database that can be used for all subsequent synchronisations. This
is to prevent online membership data being overwritten by an erroneous upload from the
wrong Sportzware Central database. As such, after the first synchronisation the two
databases (online and offline) become linked, and you cannot change the membership upload
code in Sportzware Central.

3. On the first occasion that an association synchronises their membership data to the Online
Database, it can sometimes take up to 4-6 hours for this process to be completed. The time
taken will depend on your Internet connection speed, how many members are in your
Database and how much historical player information is in your database. Sportzware Central
will appear to be not responding while it is completing the synchronisation process. Please
note that after this initial synchronisation all subsequent syncs will only take 2-3 minutes.

4. Remember to back your database before your first synchronisation.
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2.3 Sportzware Online Membership Database Log In

A Username and Password is needed in order to log into the Sportzware Membership (SWM)

Database.

There are two methods of logging into Sportzware Membership:
a. Open your browser and go to https://reg.sportingpulse.com

b. You can also login via your Sportzware Website if you have added a ‘Membership Login

section in your menu.

whN e

Sportzware

Enter your Sportzware Online Membership username.
Enter your Sportzware Online Membership password.
Click Login to bring up the Sportzware Online Membership welcome screen.

NMembershipo

Sportzware Membership Login Page

From here you can login to your Sportzware Membership online system.

Please enter your username and password below and then press the Login button.

Username/Code

Password

Login Reset

2.4 Welcome

Screen

Upon logging in, the welcome screen will appear. The welcome message that appears can be
configured by the association in the configuration area (the spanner icon).

Sportzware
Logout / Help / Version 4.0
PMenu = Welcome
Patrick Domo
» Services In the menu bar to your left you will find all avadable options listed, These options will vary
» Clubs depending on the level of access you have
» Members 8y holding your mouse pointer over the icons in the menu bar {on the left) a message will
» Competitions appear tellng you the button's function
» Teams If you expenence any problems with Sportzware Membership or you wish to provide any
fe ¢ le contac t support@sporting Ise.com
» Duplicate Resolution edback please contact us at support@sportingpulse g

SoorciSPuise
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Part 2 (Chapter 2): Menu Options

The level you log in at will determine the options available in the left hand menu (the icons), and the
number of levels below you which you are able to access (the links listed down the left hand menu).

S -
ereae Membershio

Logout / Help / Version 4.0

B P — Lt Association 7
EULER
* States

Victoria - = " Association

@@AL®ED

¥ Associations

Assodation National Level

@BALNERO

Clubs

Members

Competitions State Level
Teams

Duplicate Resolution

Association Level

rd

Menu Icons are;

@ View — click here to see the club’s contact details

Edit — click here to change the club contact details

1A Statistics — total number of Members, Teams, Clubs, Associations (state and national level only)
and States (national level only) in the database

* Configuration — provides the association with a wide variety of options for configuring the
database (association level only).

@ Audit Log — click here to see an audit trail of changes made to the club’s details
@ Search — click here to search for a member in your database

|j Reports — click here to create your own reports on member or team information
ﬁ Modify Member List — organise players into teams

m Member Tags — create your own categories to assign (tag) to members.
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The following table shows the menu options available at each level.

. . fi Audit M
View | Edit | Stats Con' qur udi Search Reports | Member ember
ation Log Tags

National v v v v v v

State/ v v v v v v

Region

Zone v v v v v v

Association v v v v 4 v v

Club v v v v v

Team v v v v v

Member v v v v
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Part 2 (Chapter 3): Database Configuration

These options allow the association to organise and manage the setup of their database. To access
the Configuration menu, click on the spanner icon in the menu.

Configuration Options are available at the association level only. This is because the Sportzware
Membership database synchronises with Sportzware Central, which is an association-level
application.

25 Field Options

Select from a list of over 100 member fields you want to use in your database.

Figld Optwons

Choore the sptions below to set aptions for sach Member Seld. Click the "Save Options” Betton to zave your options

Fialds marked with 3 © are not synchronised vith Sportavware Cantral,

Save Optiors

Read = a
Hadden _*00 Editable Compulsory

2.6 Member List Display

The Member List is the screen you see when you click on ‘Members’ in the left hand menu. The
headings/fields that appear on this screen can be configured through Member List Display.

Members In Association 2 QC’
A DIE|F HITIJIKILIMIN ¥ ¥ T VIWIXIYIZ) AL
3 - Sesson Delna W Age Group A Age Gacups~ W Arsocation Status:  Adwe W
N ~ tae
First Actve in Date of Phone
Famiynsme . ome A390CIAN0N B Suburb (Mobibe) Emai
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The box on the left shows all of the fields available (as activated in Field Options). The box on the
right displays the fields selected to be displayed on the member list. Select and remove fields by
using the left and right arrows. The fields chosen will apply for the association, its clubs and teams.
The order of fields can be changed by using the up and down arrows.

The sort order can be set by selecting a field from the ‘Sort by’ drop down box below the Selected
Fields box.

Memiper List Fields

Uss this screen ko choose which fiebds to display on your member list by mowing fields from the Box on the left in
the (box on the right). righlight the field and use the “Add” and ‘Remove’ buttons. when you have finished press
‘Update’ batton

Avvalable Fields Sebected Fields
AGEGHOUPE Py AgE Sroup - Adichias Ling 1
Abow Medkcal Treatrment Addcress Line 2

Arry Alengas Activa in Assocation
Ay Medhcal Conditions? Cowntry

Ara you & member of Mational Team ity of Resdents

Ewth Certficate Mumber
COACH:Coach Active®
COACH:Caach Riegmtration Mo,
COACH: Deregishanad

COACH: Irstnactor Regsty aton Ho
Custom Date Feld |

Custom Date Feld 2

Cushom Date Feld 3

Custom Date Feld 4

Custom Date Feld 5

Curstom Field 4

HEEE

Custom Field 5

Curshom Mumber Feld 1

Custom Mumber Feld 10

Curshom Mumber Feld 2 =

AGEGROUPE Playver Age Group -

Update

2.7 Products

Products must be set up here before they can be used in a member transaction. Common products

include player registrations/subscriptions, competition entry fees or merchandise, but can be anything
at all.

Below is a link to a video that covers how to set up a product in the Sportzware Online Membership
system. Text instructions can be found below the video.

http://link.brightcove.com/services/player/bcpid30740774001?bctid=41763317001

To Add a New Product

1. Go to the Sportzware Membership Configuration screen
2. Click on Products
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Froducts

Choose & welus from the hil below to &&t. Seme aptions may be locked by vour natonalnternational body and canest

b adted. If you miih k& add & faw prededt dick tha 'A a Néw Produd’ hink

Geoup Hame Amount Archived 7 Craaied By
Taarn Ragistations P00 & gaecwtinn Edit
Jmviin Junigs Ragistras S0.00 BT R Eddit
1 ¥ Mm
Dedauil Registrabon Froduct
Choose your defsult Member registration product froem the Rt below. Press the Update’ bultion to save your selsction
Juniar = Junior B gisrabon =

hooin pour delpult Tesm reguitsatse predes freen the it belew. Pradd the Update' butitsh 1o fave vour delactiss

Team Reqgisrabians w

Update

3. Click on Add a New Product

Products

Chik hare to raburn o prodec het,
Enter the nama of the product in the bax provided and ks default cost, then press the Update button

T esm Fimgeh stiong

§ T

Ligsdade

4. Enter the name of your product (E.g. Junior Registration Fee).

5. Enter the cost of this product

6. Enter the grouping category. Grouping Categories allow you to group multiple
products within certain categories on the registration form (E.g. Membership
Packages, Competitions, etc).

7. Select Allow multiple time purchasing ONLY if you would like your members to be
able to purchase this product more than once. If the product is only valid for purchase
once (i.e. an annual player registration fee) then do not tick this box.

8. The ‘Archive Product’ tick box can be used at a later date when the product is no
longer valid and you wish to archive it.

9. Enter any notes that you want to appear alongside this product.

10. Click Update to save the product.

You will then be returned to the updated Products page. You can edit products at any point by clicking
on Edit next to the product.

Default Products
You may wish to set a default (compulsory) product for new members or teams. This will automatically
assign the ‘default’ product to new members and/or teams as they are added to the database.

This applies for both methods of data entry- either via the online registration form (by the public) or via
the Online Membership Database backend (by the administrator).

1. From the main Configuration screen, select Products
2. Scroll down to ‘Default Registration Products’
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Products
Choose & welus from the hil below to &&t. Seme aptions may be locked by vour natonalnternational body and canest
b adted. If you miih k& add & faw prededt dick tha 'A a Néw Produd’ hink

Cenup Hame Amaount Archived 7 Craated By

Faarm Ragiatations P00 Bpdcciation Eau

Jitii Junior Ragistran 50.00 AR A R OR Edut
Add & Ma
Defauif B B S Iralor Provuct
Choose your defsult Member registration product from the st below. Press the Update’ buthion to save your selsotion
Juniar = Junior B gisrabon =

hooin pour daf et Tesm reguitsatse prefes freen thae it belew. Pradd the Updse' butitsh 1o fave vour delactiss
Team Reqgisrabians -

Update

3. Under ‘Default Registration Product’, select the product from the drop down list that you wish
to be the default product for new member registrations

4. You may also do the same for new team registrations

5. Click Update to save the settings

Note: If you set a default member product, you can check it by viewing the Member Registration
Form. You will notice that the default product is already selected for that new member registration. It
cannot be removed.

2.8 Registration Form

Associations can set up an online registration form and add it to their website to enable its members
to register with an association, or a club or team. In addition to registrations and memberships, the
form can also be used for various other types of transactions, such as competition entries or
merchandise.

Online registrations can work with or without an online payment gateway. If the registration form does
use a payment gateway, the member has the option to pay for the item using their credit card. If the
form does not require a payment gateway, the member can simply register without needing to pay for
it online. Payments can also be processed manually by the association.

Read full instructions on using the Online Registration and Payment system further on in this
document.

2.9 Season Configuration

A season is a defined “Registration Period”. It may be by year, as per the below example, bi-annually
(E.g. Season 1 09, Season 2 09), or whatever the sport requires.

The Sportzware Membership system can allow for Associations to define their own seasons, or for all
seasons to be controlled by the National Body.

Set up your Seasons
1. Click on the configuration icon (spanner) in the left menu.
2. Click on Seasons (if you cannot see this option, it is likely that your sport governing body has
not yet requested it).
3. You will see a list of all the seasons created by the National Body, the Association, or both
(depending on the permissions allowed).
At the bottom of the screen you are able to set the Current and New Registration Season.
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Part 2 (Chapter 4): Data Management
The following sections cover how to manage club, team, member and competition data.
2.10 Clubs

View Clubs in an Association
From the association level, click on Clubs in the left hand menu to see all the clubs in an association.

e * Clubs in Association @'
@BRLNSED Marme Contact Phane Email
P Services bl oRi80ed byhage ¢4 (A
b Clubs
Members Bright

»

» Competitions
¥ Teams

»

Duplicate Resalution e Rz s Mete

(] Fruth 124%7 bEAPpenbanha " by

Add a New Club to and Association
1. Click on Clubs in the left hand menu to bring up the list of Clubs

2. Click on the Add Club icon @in the top right hand corner
3. Enter the details in the fields provided (‘Name'is the only compulsory field)
4. Click on Update Club

A MNew o

Ta mbdiy et infarmmaton chenge the SFormatian i the Baass below &0 when you have Preshed press the "Uipdate
Eluh” butben

HMote: Al booes marked with & © sre compulsory and must be flled in

Deiails

Club Products
Clubs can create their own club products which can be used in member transactions. It also allows
the association to add club products to the ‘Member to Club’ Registration Form.

1. Log in at the club level.

2. Click on Products in the left hand menu. This product list will display all the association
products as well as any products created by the club.
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e * Products

F vk
Forme gpbong may be kacked by yogr nabpealinterngbonal Bady and caregt

Choose a valys from the lut bellogw to adl

ipirdord hwe Sooe Tl

{}B‘HE |: ba adted. If yow with ta add 8 new product chick e "Add a New Frodudt’ bnk
]
- Gmup  Mame Amgunt  Acchied T Created By
» Taams
Bupparter Fagirtratios 30,00 dibsbesrptaid busiai Sacoar Tl (CLUR) Ednt
¥ Mambers
Tewm Hagirtratices .00 Arpodstion [dit
"
Juraai Jurear R agedte staan 30,00 A G WS ke
» Pasdweard Mansgsmen
Add s Hem Product

¥ Servited

3. Click on Add New Product to add a club-specific product. The following screen will appear.
4. Fillin the relevant details to add a new product and click on Update.

Note: These club products are now available to use in member transactions, as well as for use by the
association on the Member to Club Registration Form.

2.11  Competitions

View Competitions in an Association
Click on Competitions in the left hand menu to see all the competitions in an association.

PR COMOelitions in ASSoCiaLn
T [
cH wra w g H o - - i
hisrs Abbrwsiation Sewnon Contsct Stabon
v "
-1
» . e v, Bagratde

Add a New Competition to an Association
1. Click on Competitions in the left hand menu to bring up the list of competitions

n

Click on the Add Competitions icon E in the top right hand corner
3. Enter the details in the fields provided (‘Competition Name‘is the only compulsory field)
4. Click on Update Competition

Add Mew Comgetition

Tor modify this infeemation change the infermation in the bowes below and when you hawe finished press the ‘Update
Competition” buttan
Hate: &N boves marked with 8 © are compalsory and must be filled in

Delals

Chercdn Tamion (% | O
Type Genaer /Age Order / Grouting
[
Crocas Gende ¥
Orocas Lavel
Drasiein (wude
(hocda dge Group %

Fuctunng

Lipdete Compatmon
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2.12 Teams

View Teams in a Club
Click on Teams in the left hand menu to see all the teams in a club. In brackets next to the team
name is the competition that team has been entered into by the Association.

——— |

Intmid PSS Ty e e

Add a new Team to a Club
1. Click on Teams in the left hand menu to bring up the list of teams.

2. Click on the Add Team icon @in the top right hand corner
3. Enter the details in the fields provided (‘Name'is the only compulsory field)
4. Click on Update Team

Add New Team

To modiy this infarmation chun) pe the inferrmabion m the boxes balow and when you hawe finishesd prags the ‘I_Iprl alte
Team' bution,
MNote: Al bowes marked mith s O are comgaubsory snd must be flled o

Letails

s DONE CONLacEs (ondne aniy)

Note 1: Teams cannot be deleted. This operation can only be done by the Association.

Note 2: The email address entered here is used for the Online Clearances/Transfers system. Clubs
need to ensure that the right email address for their clearances administration is entered if the Online
Clearance system is to be used.

Edit Team Details
1. Click on Teams in the left hand menu.
2. Click on the name of the team you want to edit.
3. Click on the Edit Team icon in the top right hand corner.
4. Update the team details and click on Update Team.

View Members in a Team
1. Click on Teams in the left hand menu.
2. Click on the Name of the Team you want to view members for.
3. Anew level will appear in the menu for that team. Under the name of the team, click on
Members. The list of members in that team will appear.
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Move Club Members into Teams

1. Click on Teams in the left hand menu.

2. Click on the Name of the Team you want to move a player to/from.
3. Click on Members in the Team menu
4,

Click on the Modify Member List icon ﬁ

Two lists of members will appear. On the left hand is the list of all members in the Club. On the right is
a list of all members in that particular team. From here you can move members in and out of that
team.
1. To move members into the team, click on their name in the left hand box and click on the Add
button.
2. Toremove players from the team, click on their name in the right hand box and click on the
Remove button.

Poorm * Modily Catholic College Boys Member List
Patrich Deonc .
Use Bun screen to mave Membars from the Box on the lef o the Team (box on the nght). Mghhght the Member and use he "Ade
ochel hest

and Remave' Suttons. Whan you have firsshed grees the Update’ bytton
Cathol Colege Boys Season | Delouh ¥

sRasgne= Age Growp ~All Age Groups— #

. Mambar
e DOB From (mmiyrry) Te (4d/mensyryy)
» Patiword Managemaent

Fiter 231000%0% Mesmbers
Associstion Members:

» Tramsachisnm

Ao, Abby 111251
P i ALy

3. Repeat this process for all members you want to add to (or remove from) the team.
4. Click on Update when finished.
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2.13 Members

View Members in your Club or Team

Click on Members in the left hand menu under the name of the Association, Club or Team to see a
list of all members that belong to that body.

Membe n Assoclation Q g 3
AlsjclolelriGcinitpyixiriMiNiOolPiIQIRISITIUIVIW

Sheving Actve v Plge? v records | Flter|
Firstname Family name  Date of Birth  Address Line 1 Suburb Player Active?  Last Recorded Game  Coach?
ABRAS ABBAS 11/08/1982 Unit 5714 McCracken Ave PASCOE VALE Y 02/07/2007 N
ADAs ABDAS 27/32/4992 30 DLAUMONT CRES LALOR ¥ O8/07/2007 n
JOSEPM ABRAS 04/08/3991 39 besumont CRLS LALOR Y N
JO5EPM ABBAS 04/00/19%1 38 besumaont CRES LALOR ¥ 08/07/2007 Rl
BEMOAMIN ABBATANGELO 12/08/1993 142 Maander Road HURSTBRIDGE v 01/07/2007 N
JAxg ABBATANGILO OL/OW 1992 142-344 MIANDER RD HURSTRRIDOE ¥ 08/07/2007 “
e ABBATANGILO 0%/06/3907 22 AMINYA CRES YALLAMB I v 07/07/2007 N
RYAN ABBATANGELO 03/03/1991 142-144 MEANDER RD HRRIDGE 3 08/07/2007 “
ELDON ARBOTT 14/03/1969 31 Acharon Crascent ELTHAM v 20/04/2007 N
MATHAN ABBOTT 2339y Y N
Nazih Abbouch 22/0% 1900 #5 MARDING STRISY CoBURG Y 08/07/2007 N
MATTHEW ABDALLAM 30/01/1993 19 RENSHAW OVE ELTHAM ¥ 08/07/2007 N
MAZEN ARDALLAM 4 M./bcuc,.,gh " FAWIYNER Y N

You can filter by member status (choose to view (1) active members only, (2) inactive members only,
or (3) all members) by selecting an option from the ‘Showing’ drop down list in the top right corner of
the Members screen and clicking the Filter button.

&4

Showing  All V. records | Fe0
| Inactive
m) Email Paid?
39-65:' | ool § et D g et 3 No

View an Individual Member Record
1. Click on Members in the left hand menu
2. Click on the name of the member you want to view details for. Their details will appear on the
screen.

Another level will appear in the left hand menu beneath that member’s name. Four menu options
(icons: @ @ ﬁ' ) will appear;

View- click here to see a member’s details

Edit- Click here to change a member’s details

Audit Log- click here to see an audit trail of changes made to a member’s details

Member Tags- if your association has set up tags for members, you can click here to assign
tags to a member

Underneath these icons there are links to ‘View Types’ and ‘Transactions’.
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Add a New Member

1.
2.
3.

Click on Members in the left hand menu to bring up the list of members.

Click on the Add Member icon in the top right hand corner.

Enter the details in the fields provided and click on Update Member. The compulsory fields
are marked with a red asterix.

Note: Members cannot be deleted. This operation can only be done by the Association. Members can
however be changed from active to inactive, and vice versa.

Add a New Member directly into a Club or Team
Follow this process to add a new member directly into a Team;

1.
2.
3.
4

5.

Click on Teams or Clubs in the left hand menu to bring up the list of teams or clubs.

Click on the name of the team or club you want to add a member to.

Click on the Add Member icon.

Enter the details in the fields provided and click on Update Member. The compulsory fields
are marked with a red asterix.

The new member will appear in the team or club list.

Edit a Member’s Details

1. Click on Members in the left hand menu to bring up the list of members.
2. Click on the Name of the Member you want to change/update details for.
3. Click on the Edit Member icon (in the top right hand corner or in the left menu under the
name of the member).
4. Enter the new information into the fields and click on Update Member.
Add a Member’s Photo
1. Click on Members in the left hand menu to bring up the list of members.
2. Click on the Name of the Member you want to change/update details for.
3. Click on Add Photo.  #se
4. Browse for the location of the photo file on your computer and click on Upload.
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Change a Member’s Active/ Inactive Status
Changing members’ status allows a club to group its members into active (current members) and
inactive (past members). This means member records do not need to be deleted, but instead can be
kept on file as historical data.

1. Click on Members in the left hand menu to bring up the list of members.

2. Click on the Change Member Status icon in the top right corner. g

3. Inthe Member list, check boxes will appear in the ‘Active in Association’ column. Tick the
boxes corresponding to active members, and leave the box blank for inactive members.

4. Click on Update when finished.

Fem *  Members in Assoclation 2@5
Pagtrich Dty
= 3 1 ™ AlS EIF H|T|} X |LIMIN F & TIU|V|W| X ¥ | ALL
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; e sl Ariva w Diata hie
L Tr"'“l"-r ) Famify niaeme [ Associabon Birth Buburb Mckile) Ermail
® Tesrni
& Duplcsts Bssplution Cabbs BETH LW ON1¥TY ::'I"" A04RTOZIT playar@upcricgpulie.com
Cabal Bavan o/ 09 1F T :f"_"‘ P singpul e, com
aba Bavas TR IF TS :’:‘ A0AE 36T plaparPigacsgoulie, aam
Cabsla Bance O 1¥TI ::u. #avar@agsrorgpulie.com
Caddy Riance IO IFTY s plaveripomrgpulia.com

e

Manage Member Types

Members can be categorised into different ‘types’. Accreditation and other details can be added to a
member‘s record based on their ‘type’.

Note: Before proceeding, you may firstly wish to configure the positions and types of accreditation
available in the drop down lists through the database configuration area.

1. Click on Members in the left hand menu to bring up the list of members.
2. Click on the name of the member you want to view/edit types for.
3. Inthe menu bar on the left hand side, click on View Types under the name of the member.
4. Five ‘types‘ available are :
= Player
= Coach
= Match Official
= Official

= Miscellaneous
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Edit Details

Click on the Type you want to add details for.

Player

1. Click on Player.

2. Click on Edit Details.

3. Update the details as required and click on Update Player Member Type.
Coach

1. Click on Coach.

2. Click on Edit Details.

3. Update the details as required and click on Update Coach Member Type.

4. To add an Accreditation qualification, click on Add New under 'Accreditations’.

5. Enter the required details and click on Update Accreditation.

Match Official
1. Click on Match Official.
2. Click on Edit Details.
3. Update the details as required and click on Update Match Official Member Type.
4. To add an Accreditation qualification, click on Add New under 'Accreditations'.
5. Enter the required details and click on Update Accreditation.

Official
1. Click on Official.
2. To add an official’s position, click on Add New under 'Positions Held'".
3. Enter the required details and click on Update Position.
4. To add an accreditation qualification, click on Add New under 'Accreditations’.
5. Enter the required details and click on Update Accreditation.

Miscellaneous

Click on Miscellaneous.

To add a position, click on Add New under 'Positions Held'.

Enter the required details and click on Update Position.

To add an accreditation qualification, click on Add New under 'Accreditations’'.
Enter the required details and click on Update Accreditation.

agrwNE

Move Members between Clubs
An association is able to move members in and out of clubs through the ‘Edit Clubs’ button, located at
the bottom of the individual member record screen. This option is not available to clubs.
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The Edit Clubs screen shows the list of clubs in the association, and allows you to determine which
clubs the member is active or inactive in by using the checkboxes.
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Clubs in which the member is inactive will have ‘read-only’ access to the member's details, i.e. They
can see the member's record but cannot edit it.

A member can also be deleted from a club. Deleting a member from a club will completely remove the
club‘s access to the member's record. A member’s status in their current (active) and previous
(inactive) clubs is displayed at the bottom of their record, as shown below:

A edica t: No
Other Details
Ma t Tes
ted: 30012007
=: 300072007
Cluhs Bosociation Seaton SUmmany Cluby Season Summarny Full Season SUmmary Tribinal
Lrightun Soccer Club (Ingctiva)
Me Eliza Meteors Soccer Club
Edrt Clubs
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Part 2 (Chapter 5): Communications
2.14 SWM Communicator

The Communicator module of Sportzware Online Membership allows you to communicate with your
members at all levels both via email and SMS.

To access the Communicator click on the icon in the menu El

Communicator - Options
Select from the options below:-

Send a Message Create and send a message to your members via email or sms
Manage Custom Groups Set up and manage communication groups

Profile Set up and manage the sender profile settings for this account

You are presented with 3 options:
e Send Message - Create and send a message to your members via email or sms
¢ Manage Custom Groups - Set up and manage the communications groups
e Profile - Set up and manage the sender profile settings for this account

2.15 Send a Message

The send a message area is where you can select the recipients you wish to receive your
communications and then where you actually compose the message and send them.

The orders of steps in the Send Message areas are:
1. Select the list of Recipient
2. Decide whether you will Email, SMS or send a combination of the two to your selected
recipients
3. Compose the messages
4. Send the composed message to the selected recipients.

Recipient Options

Choosing Your Recipients

From the Communicator menu, click on Send Message. Three options are available;
e Membership Group
e Custom Group and
e Remembered Reports
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Part 2 (Chapter 6): Member Transactions

Each member has their own Transactions area. The Transactions area tracks member ‘purchases’
and payment information.

The Transactions area is automatically updated each time a member makes an online transaction
through the online payment gateway. Transaction details can be entered manually if online
transactions are not being used by the association. This can happen in two ways;

e The club can manually add a transaction to an existing member's record.

e The association sets a default product so that every time a new member is added to the

database, they will automatically be given that default product - ‘E.g. 2009 Player
Registration’.

2.16 Update a Transaction

To view or update details of an existing member transaction, click on the Iltem Name in the transaction
list. Update the transaction details as required and click on Update Member Transaction.

2.17 Delete a Transaction

A transaction can be deleted by clicking on the Delete Transaction link that corresponds to the
transaction.

2.18 Add Payment Details Manually

Payments for transactions can be manually recorded by the association if payment was not submitted
through the online payment gateway. This may be the case if the association does not provide an
online payment gateway, or the member does not wish to submit their payment over the Internet.
Instead, the member may prefer to pay in cash, cheque, or EFTPOS. These details can be recorded
by the association through the following steps:

By Association
1. The first step is to locate the member you want to record the transaction for. From the

Association menu click on the search icon @ and locate the member you want to add a
transaction for.

2. Open the member's record.
3. Inthe menu bar on the left hand side, click on Transactions under the name of the member.
A list of transactions for that member will appear.
e =\ Transactions &
':I-'!.nlﬂ‘:'-
 emtme = u '

4. To view the transaction, you may need to filter for ‘Unpaid’ transactions using the Filter option.

Shuwinecnrds Filter
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The unpaid transactions will appear. You have two options for processing a payment — ‘Make a
Manual Payment’ or ‘Pay via Online Credit Card Gateway".

To make a manual payment

1. From the member's list of transactions, select the transaction that you would like to record a
payment for by ticking the Add box corresponding to that transaction.
2. Click on Make a Manual Payment.

M

Trarsactsors i

rr—— wrvg Ungpasd % recoedp Pl

Palruih G

il ieice Mumibes amm Hams [P T A Arvou Add
Wiem Types

¥ TLEEpTT L] sramt 1 B e 1 Ptk Dasy 1 O Dulate Tranis
b Toassstiong

[ ok a biareal Pasrren

3. The Manual Payment fields will appear. Enter the payment details and click on Submit
Manual Payment.

Transachons |j
W
Wi i usber LIy Cnany Bavoctimon Bmmount Rk
¥
tfake a barwal Papmaent

Manual Payment

Sutemit banual Payrmient

The other option - Pay via Online Credit Card Gateway — allows a credit card payment to be
processed on the member's behalf. The association must have an online payment gateway set up in
order to process the payment, and will require the member's credit card details.

By Club
Both the association and club can pay via Online Credit Card Gateway only. For this to be available

the association must have an online payment gateway set up, and the association or club will need
the member’s credit card details.
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Once a payment has been manually processed, the member's transaction will be flagged as ‘paid'.
Select Paid from the filter drop down box and click on Filter to view all paid transactions.
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Part 2 (Chapter 7): Online Membership Reporting

1. Click on the Reports icon D to access the Reports Manager area within the database.
2. Select the area within the database you wish to report on, such as Members, Teams, Clubs,
Contacts, and Competition etc.

Note: these areas will differ depending on which sport you are involved with and the level of access
you have within the database - E.g. Team Reports are not available at the team level.
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3. Information is then grouped together into areas such as Personal Details, Contact Details,
Financial, Medical, Identifications, Member Types, Seasons, and Affiliations etc.

Click each heading text to expand the group and see the fields available to select from each group.
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4. Select the fields you would like to appear on the report by dragging them into the 'Selected
Fields' area to the right.

Touch Football Australia Sportzware User Manual Page 25 of 35


http://support.sportingpulse.com/index.php/File:SWM-fields_new.jpg

41 Confipare Rapoet - Achvantnd Maaier
= . Bty =0 Dapan Hareair

T o el Wovasn ot e GO A g A e D Bk (O Bt el i s Sl
Cfarant typas of Sufdy are avakabin from difereet Fuld ormonay. Cick e heading b oges the orius,
TR O W Ragunt’ bumen % sieivie B regert.

» Fecsondd Do Laits Seloqtod | ok
Contect Detals @ -
~ hare v
20048 1 '/
e

A0pisd pa

Suburk ’,,’

e P ’
G LU I ,’/

27

= “
»

Ovat
e = RS

Draneniy SO N 4

Options
Dramyboniy CONOaCI ) ~ = =
SRSV IS hin B e aciree Saty O dumaary SesOmt Rosinst
- v

o by R st Bmive Y Aty v

» Medicat Santrday 140 by Mo vl A—asny

s Other Heldhy Comr®s Wi Comaprg »|

5. Tofilter records, select an option from the drop down list next to each selected field and enter
in the parameters you require.

R R AT T AR R R R U T T T YRR TR FIR WA T e
Chuk fha DynBagart’ buthon te srerite the rerant

Parsonad Detadls Selected Fietd,

Hvsonal Xunter 2] e

Fhwr o Rouny - Viehna

Hentur
Wanbartio
noetine [7] cuteat ten. X

Pl Ml v VARG Leonisnpe)
Wl e Xawa

= Farvdy Xara
Yo of iny X
" 71 RO v
Carder
6. If you only want the report to display unique values (e.g. each member can only appear once
in the report) select 'Unique Records Only' from the Show field in the Options box.
(Alternatively you can select 'Summary Data’ or 'All Records’).
Home Phona
Filtar : v
Run Report
Options
Show ® unique Records only O ueamary Dats O All Records
Sort by THatignal Humboe v | | Ascending V|
ach Secondary sort by | None v .iwjen;slqg___ﬁ
itch Group &y | No Giouping v
fletat Report Output

7. Select the Sort Options that you require for your report.
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Report Output

8. From the Report Output section, select whether you would like your report to be emailed to
you (in text format) or displayed in a new window/tab within your web browser.

=

Report Output

Choose how you want to receive the data from this report.

@ Display
Open the report for viewing on the screen.

O Email

Email the report in a format sulktable to be imported into another product.
Email Address

Rin Rennrt
9. To generate your report, click on the 'Run Report' button

Note: there are two 'Run Report' buttons on your screen - both will perform exactly the same function.
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Saving a Report
10. If you would like to Save your report, click the' Save' button in the 'Saved Reports' section at
the bottom.

Email Address

Run Report

Saved Reports

11. You will be prompted to give your Saved Report a name - then click the Save button within
the popup box.
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12. Once you have clicked 'Save' within the popup box, your page reloads and you should
received a notification 'Report Saved' at the top of the Reports screen.
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Your report will now be generated and either emailed to you or displayed in a new window.

Working with Saved Reports
13. From the 'Saved Reports' section, select the Saved Report you wish to work with.

O Email
Empil the roport in 5 format suitadla to ba importad inko anothar product,
Email Address

TestRepod v |

Run Edit] Save Delete

14. If you would like to Run a previously saved report, select 'Run’

15. If you would like to Edit a previously saved report, select 'Edit' - this will enable you to change
the fields and criteria used within your Saved Report before running it.

16. If you would like to Delete a previously saved report, select 'Delete’
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Part 2 (Chapter 8): Duplicate Resolution

Sportzware Online Membership checks for duplicates of member records across associations. You
will be alerted to these duplicates in your membership database. The duplicate resolution function will
allow you to resolve or ignore these duplicates.

Duplicate Resolution is only available at the association level (however clubs are able to mark
members as possible duplicates for the association to resolve).

Associations and their clubs will create duplicates from time to time. A common example is when a
database is first set up, neighboring associations/ leagues may share members. The database will
identify this and offer the ability to consolidate the member*s record.

At the completion of each membership synchronisation (performed in Sportzware Central) the Online
Membership Database will inform you of the number of possible duplicates you have and you will be
invited to tend to them immediately.

It is important that duplicates are resolved quickly as clubs may select different versions of the same
person and assign them to matches, effectively splitting a single person‘s participation data between
two separate records. There are some functions that cannot be performed on a member who is
flagged as a possible duplicate until the duplicate is resolved.

What is a Duplicate?
The database checks for duplicates each time a new record is created. All new members added to the
database are checked against existing database members for 3 things:

1. First Name
2. Family Name
3. Date of birth
If an exact match on all three fields is found, both records are flagged as possible duplicates.

2.19 View Duplicates

1. When you first log into your database a notice will appear alerting you of any possible
duplicates (red text).

E = -

@RBLNBEO = welcome

» Clubs

ittt You have 396 duplicate(s) to resolve. Click here to resolve them.

» Competitions

» Teams In the menu bar to your left you will find all available options

bl listed. These options will vary depending on the level of access
you have,

2. To proceed to the Duplicate Resolution screen, click on the red text- Click here to resolve
them.

3. Alternatively, click on the Duplicate Resolution link in the association menu at any time to
go to the Duplicate Resolution screen. The list of possible duplicates will be shown.
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Duplicate Resolution

] Show wamings

| Update Dupllcotas_

The list below is of people that have been added that match another person within the database.

To resolve the problem you must choose one of the options beside each person and then press the 'Update Duplicates' button,

Association
Status Active

Problem Record Suggested Match
{New Record) (Existing Online Data)
Firstnome Josh Josh
Surnome Smith Smith G-hoose option
Date of Birth 01/03/1980 01/03/1980 “IThis Is the same person (use new data)
. I)dh(- L ua';l llludnl!_vd 8;/83%383 g;;gg/i‘ggg OThis is the same person (keep existing data)
Jate Created Online 10212 212 O ey o 5
Date Lost Played 03/02/2007 SZTIE IS & ORY person
Active Player ? Yes ‘j_-‘Oops, delete this person
Address 1 123 Main Street 123 Main Street ®ignore this person for now
Suburb Box Hill Box Hill
State VIC VIC
Country

DEMO Payment System (Hockey)
Actve

Club
Number

| Updete Duplicates |

The member fields provided on the Duplicate Resolution screen give the user the information required
to decide upon the best option for resolving the duplicate record. The data is displayed in two
columns. The new or problem record is on the left (which has created the duplicate) and the existing
record is on the right.

Whilst the duplicate has been determined by only three fields (first name, family name and date of
birth) the other fields are provided in order to assist in determining which of the five options is the
correct one/ most up to date for each individual.

Please note that the system is able to load a maximum of 300 duplicates in one go. In practice it is not
usual for the association/ league to have over 300 unresolved duplicates, even during a registration
period. You do not need to deal with all 300 at any one time. In fact it is usual to deal with a smaller
number and reload the page from time to time.

2.20 Manually Mark a Member as a Duplicate

This option is available to clubs as well as associations. It is possible for a member to have duplicate
records but not be identified by the system. This would occur if any of the three fields are not exactly
the same (E.g. incorrect date of birth or spelling error in name). In cases such as these the member
can be ‘manually’ marked as a duplicate.

To manually mark a member as a possible duplicate:

1. Click on the Mark Member as Duplicate icon at the top right hand corner of the member
details screen.

Demo Basketball League

................................. Alyssa Erickson Al
@LN2Q0 !

Clubs
Members Personal Details
Competitions Active in Association: Yes

Teams First name: Alyssa

Duplicate Resolution Family name: Enckson
Alyssa Erickson Date of Birth: 01/01/1997

@ B Q B Gender: None Specified

Intorpcts

Add Photo
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2. The following screen will appear. Click on the Mark as Duplicate button.

Mark as Duplicate

If you believe the Member named below is 3 possible duplicate, click the 'Mark as
Duplicate' button.

This will mark this Member as a duplicate for your Association to verify and resolve,

Steven Idnurm

NOTE: Only mark the duplicate Member, not the Member you believe may be the original.

Mark as DuplicateJ

3. The member will be added to the list of possible duplicates for resolution.

Note: In the instance of a member having two records within the same association database, the
association should mark the most recently added record as the duplicate, not the original record. They
should also ensure that the three key fields (first name, family name and date of birth) are identical
before marking the member as a duplicate.
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Part 2 (Chapter 9): Contacts and Locator

The Contacts and Locator module of the Sportzware Membership system is where clubs and
leagues/associations can store and publish their important details, contacts and venue and location
information. It is also where Leagues and Clubs can set the parameters for their results in the public
search functionalities in their relevant sport.

Note: The Contacts and Locator module is an upgraded version of the Services module. All
information that was contained in the Services area has been saved and will not be deleted from the
database.

To access the Contacts and Locator module click on the “Contacts and Locator” link in the left-hand
menu.

Menu =
FootyWeb Training —

BESLNBEOE

| ¥ Contacts & Locator |
v Clubs

Members

Competitions

Teams

Duplicate Resolution
List Online Clearances
Match Results

Clash Reszolution
Fixture Grid

Awards

Publish to Web

Want o take online payments?

click here and Pa}'-'spﬂf'f

sign up for

On the page that will open you will see three options at the top of the screen;

e Details
e Contacts and
e Locator

Next to these section titles, there will be an icon that will represent the status of the section. If the icon
is a green tick it means that valid information has been entered and saved in the section. If the icon is
grayed-out cross then information needs to be added to the section and it is not set to publish to the
website.

These are displayed below.
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Locator

L4 Details Contacts Locator

This infarmation is used to populate your sport's postcode |ocater. [t is used to help individuals locate a club or league they would like to join.
Please ensure the information you provide here is information you wish to be publically displayed.
Tip: Ensure you consider carefully what information you provide here.

Where vou leave & fisld blank then the details will not appear an the Locater, If there s Bny rfarmation you do not wish to show in the public locator then simply laave that fisld

blank.

To add contacts to this locator, do 5o in the contacts page.

To access one of the areas click on the section title.

r:'; Details | Contacts Locator

K

Below is a link to a video that covers all the components of the Contacts and Locator module in the
Sportzware Membership System.

http://tv.sportingpulse.com/services/player/bcpid30740774001?bctid=475282743001
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Conclusion

On completion of the Part 2 of this manual, you should now be ready to install and start using
Sportzware Online Membership Database and its various components. In summary, Part 2 covered:

Part 2 (Chapter 1): Introduction of Sportzware Online Membership database- Overview and
Access Levels, Synchronising Membership Data, Sportzware Online Membership Database
Log In, Welcome Screen.

Part 2 (Chapter 2): Menu Options

Part 2 (Chapter 3): Database Configuration- Field Options, Member List Display, Products,
Registration Form, Season and Configuration.

Part 2 (Chapter 4): Data Management- Clubs, Competitions, Teams, Members.
Part 2 (Chapter 5): Communications- SWM Communicator, Send a Message.

Part 2 (Chapter 6): Member Transactions- Update a Transaction, Delete a Transaction, Add
Payment Details Manually.

Part 2 (Chapter 7): Online Membership Reporting

Part 2 (Chapter 8): Duplicate Resolution- View Duplicates, Manually mark a member as a
Duplicate.

Part 2 (Chapter 9): Contacts and Locator

If you have any further queries about these steps, please read back through the excercises.
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