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MEMBERSHIPS

How do I view a summary of my club’s memberships?

Click the Club tab and begin typing the name of your club. Select your club from the
drop down list.

Person Club Region Zone

1] |ok|

[10204] Okato Advanced  LastAccessed
Swimming Taranaki | Star rating
Club

Click on Breakdown on the Member count section of the Details tab.

Details Members Committee History Correspondence Fees & Discounts Groups Email Term =
This Club ~|  Address «|  Meetings -
Jasi Swim Club (10124) [JASCB] Address PO Box 29 064 Meetings
Also known as  Jasi Swim Christchurch o ) )
This Club is currently active Post Code 8540 No meeting information has been published
Edit Eait
Edit
Additional details -
Contact - =
Bank Details -
Contact name Region Swimming Canterbury West
Coast Account name

Filter criteria: Account number

Test BSB Number
Telephone Type GST Registered @

secretary@jasi.co.nz
Amend

lember count

@ There are 93 active Members

Click Next

Details Members Committee History Corresponc

A Tt may take some time to generate the breakdown table of member numbers to be
displayed on the next screen. If you do not wish to watt, dick 'Cancel' below.

Cancel MNext

You then get three tabs to take details from.

Gender Membership Type Payment method

Code Description Count
u Unknown 50
F Female 26
M Male 17

Total 93

Return



Gender Membership Type Payment method

Code Description Count
2 Competitive Swimmer 68
7 Administrator 13
5 Coach 6
6 Non-Voting Technical Official 4
1 Club Swimmer 2

Total 93

Return

Gender || Membership Type Payment method

Code Description Count
C Cheque / Cash 93
Total 93

Return

How do I view a full listing of my club's members?

Click on the club tab and access your club's profile.

y)

Swimmin The start of something extraordinary

NEW ZEALAND

Home Find Add Events Meets Results Committees Accreditations Reports System

o |

Avanced  LastAccessed



Select the M

Detals Members Commitee Hitory Correspondence Fees & Discounts Groups Emal Tem
All Members
Member No Forenames Membership Type Status » Approved
Compelitive Swimmer  Active Approved
Administrator Active Approved
Competitive Swimmer  Active Approved
Coach Active Approved
Competitive Swimmer  Active Approved
Competitive Swimmer  Active Approved

Administrator Active
Competitive Smimmer  Active
Coach Active
Competitive Swimmer  Active
Adminsstrator Active
Competitive Smimmer  Active
Non-Voting Technic Active
Competitive Swimmer  Active
Adminsstrator Active
Competitive Swimmer  Active

Competitive Swmimmer Active

Competitive Smmmer  Active

Competitive Swimmer  Active Approved
Competitve Ssimmer Active Approved
Page 108 ¢ »l o 1-200f 147 Perpage 20 v | csve &

This screen lists all members in your club. The list can be sorted in various ways by
moving your mouse over the column titles and selecting the sorting method available,
e.g. Surnames ascending or descending.

Detals Members Committee !fCrHl:'Sl::y:v'_‘luv'llg Groups Emal Terr +
All Members
Member No.  Forenames Surname Membership Type Status ~ | Approved

Competitive Swimmer  Active 3] sort Ascending
Administrator Active {\l Sort Descending
Competitive Swimmer  Active

Coach Active s Columns )
Competitive Swimmer  Active Approved

Using the buttons located on the bottom left-hand side of the list, you can chose to filter
the member list to show Only Lapsed Members or All Members.

H Competitive Swimmer Active Approved
Compatitive Swimmer Active Approved

1of8) b M | 1 - 20 of 1

Page

Show active Members | Show approved Members Show pending Members Show incomplete Members || Show lapsed Members

Also use the download button on the bottom right to export the list of members you are
viewing to a csv file.

3 b= H| Competitive Swimmer  Active
3 5 P Competitive Swimmer  Active




Selecting the highlighted Member Number will show the following member profile.

Madname Membership Type Membership Number Mest Manager Date of Birth Age
Swammer
Personal Profie Events & Meets Accreditation Cormespondence
This person = Web Access -
wiss ¢ D WebUser1d [N
nagsward [ Mok set
Addto Basket  Personal details '
#dd to Card run -
Contacts - e -
S i Swil u |
Type Email addresses
) PO Box 29 064
Personal Chrstchurch
8540
Lo Send quick email
g q Select
Type
Telephone Secondary Club -
Mobie
i 0oL o Select
Edit contact details Reglon -

Personal Address

Esiit

Swimming Canterbury West Coast (code: 3)
(normaly derved from Club)

Join date Indicator Approved Status
Unkancwn. Non
107/ 2 D0 OB
17072011 Peving Approved
History Biometrics
Status -
Lapse
Approved Member Status -
Approed
Edn
Subscriptions -
¥ Compettnve Svmmer
Pay Method Cheque [ Cash
Pasd E
Descnption Yalue
Cub subsoptions
Regon [ State [ Natonal 0.0:0
Total 0. 0
5 lay  0.00
otz 0.00
i
0.00

Manual pay PayMow Transactions Edit

To return to the full list of members, select Return to main Screen at the top of the new
page.

Mailname Membership Type

Mice F & Rannall CDmDEtItIVE

Membership Number Meet Manager

a5R420N0

Return to main screen

—
¥ —

TASRFANARNSAR NAR/NS/1aaR

Date of Birth Age

Indicator Approved Status

Unknown.Non

Join date

177N Annravead

How can I export a full list of my members and their information?

Click the Club tab and begin typing the name of your club. Select your club from the

drop down list.

Person Club Region Zone

L] |ok|

[10204] Okato
Swimming Taranaki | Star rating

Advanced LastAccessed

Club




Click on the Members tab to display a list of your members. Only the Approved/Active
(paid) members will be displayed by default.

Detals Members Committee Hstory Correspondence Fees & Dscounts Groups Emall Ter »
Active Members
MemberNo.  Forenames Sumame Membership Type Status Approved

Compedtive Swimmer  Active
Compebtive Swimmer Adlive
Administrator Active
Competitive Swimmer Active
Compebttive Swimmer Active
Competitive Swimmer Active
Coach Active
Compettive Swimmer Active
Compebtive Swimmer  Active
Coach Active
Coach Active
Competitive Swimmer Active
Compettive Swimmer  Active
Compettive Swimmer  Active
Competitve Swimmer Active
Competitive Swimmer Active
Competitive Swimmer  Active
Administrator Active

Competitive Swimmer Active

Competitive Swimmer Active

Page 105 b M & 1-200193 Perpage 20 v |csve &

Show all Members Show approved Members Show pending Members Show incomplete Members Show lapsed Members

You can export the following lists of members from buttons at the bottom of the page:
Active Members

Approved Members only

Pending Members only

Incomplete Members only

Lapsed Members

: Competinee Swmmer  Acive ARDIOved
: . Adrninistrator Inactve
3 Coach Active Appi
M2

1-20 of 147 | Per page 20 w | Gl

Page 1of8| b

Show active Members | Show approved Members || Show pending Members | Show incomplete Members | Show lapsed Members

To export the members listing, hover over the bottom right-hand side of the table, to
display the download options as below.

I+

Select whether you would like to download the members listing as a CSV or XLS file. The
download will begin shortly. You can open this spreadsheet in excel and view your
members details.

1-200f115 | Perpage 20 v ||| &~

4 Download this list as a CSV file

¢ Download this list as an XLS file




The following fields will be automatically downloaded in the export:
Membership Number
First Name

Last Name

Address

Addr2

Addr3

Suburb

City

Postcode

Email Address

Telephone Number
Mobile Number
Emergency Contact Name
Emergency Contact Number
DOB

Age

Gender

Indicator

Status Approved

National Member Type
Zonal Member Type
Regional Member Type
Club Member Type

Meet Manager ID

Club

Region

How do I create a new member?

Select Add a new Member from the Add tab on the homepage, once you have logged in.

Home Find Add Events Meets Results Committees Accreditations Reports System

Add a new Staff Member

Add a new Member

Add a new Zone I’
ne

Add a new Region

Add a new Club

Advanced  LastAccessed
Request Member Transfer

Pending Club Transfers

© 1o Data Avaiable

Your role; Administrator on the Club Committes Wembers at Capital Swim Club © Copyright APT Solutions 2014



Enter in all required fields and then select the Next button.

Home Find Add Events Meets Results Committees Accreditations Reports System

Add a Member

Club

Capital Swim Club (10041)

Personal details

#Surname

* Forenames (1]
* Date of birth dd/mm/yyyy

* Gender v

Address

* Address 3]

#Suburb
= City

* Postcode

Save |

“our role: Administrator on the Club Committee Members at Capital Swim Club © Copyright APT Solutions 2014

Please Note: Due to being unable to have middle initial field separated from the
forename we have some special requirements for the forename field. A member’s
Forename MUST have no space in it and then a space plus their middle name initial
letter. Should a member not have a middle initial then please put Z in its place. (ie.
EmmaRose Z, or TeAroha C). This is vital for the system to be able to generate a
correct Meet Manager ID. If you require further clarification then please contact your
regional administrator.



Then complete at least one telephone and email field as well as the Membership Type,
before clicking the Save button.

Home Find Add Events Meets Results Committees Accreditations Reports System
Add Contact Details
Contacts

& At least one telephone and email has to be entered

Personal Email ||

Work Email
Work Telephone
Direct Telephone
Home Telephone
Mobie

Fax

Membership Type

* Type v

| Back ] Save ]

“Your role: Administrator on the Club Committee Members at Capital Swim Club & Copyright APT Solutions 2014

You can then see the members details and will be able to go in to view the members
profile.

Home Find Add Events Meets Results Committees Accreditations Reports System

Member's Details

Member's Details

Membership Number 945038
Membership Type Administrator

Name Mrs B Erkens
Type Administrator
Web Login User ID

Club Capital Swim Club

Total Subscription 0.00

Breakdown of subscriptions

Details Subscription Discount

Mrs Becki Erkens (945038) 0.00 0.00

Family Members

Surname First Name Date of Birth Membership Type

@ o Data Available

Add Family Member | Make Payment I Edit Member

¥our role: Administrator on the Club Committee Members at Capital Swim Club ® Copyright APT Solutions 2014



From here you can go into Add Family Member or Make Payment but these are features
still to be added. Edit Member will take you into the new member’s profile.

Madname Membership Type Membership Number Meet Manager Date of Birth Age Join date Indicator Approved Status
Mss £ - :’""":"" x- l- - 16 17/07/2011 :.';;'_" ’;' 8 Approved
Personal Profie Events & Meets Accreditation Correspondence Hstory Bometrics
This person - Web Access - Status -

Add to Basket  Personal details

Edit
Add to Card run Lapse
Club -
Contacts - Approved Member Status -
Type Emall addresses Jasi Swim Club Approved
7 . PO Box 29 064 -
Pessons) Christchurch
8540
Logreceived emall  Send quick emall Subscriptions ~
Type Ye Compettve Swmmer
Telephione Secondary Club - Pay Method Cheque / Cash
Mobie rou Dy
Description Value
Log incoming call  Log outgoing call selecs
aptions
Edit contact details Region . egon / State / Natonal 0.00

Total 0.00
Swimming Canterbury West Coast (code: 3)
{normaly derwved from Cub) Subs due today  0.00

- -

How do I request a member transfer to my club?

Personal Address

Select Request Members Transfer button.

*Please note you will need to know both the Member Number and Surname of the
member you wish to transfer. If the Member does not know their Member Number, they
will need to contact their Regional Administrator.

Also, you must be logged in under a Regional or Club Administrator role to be able to
complete this action.

Home Find Add Events Meets Results Committees Accreditations Reports System

Person Club Region Zone

o H

Advanced  LastAccessed

Request Member Transfer
Pending Club Transfers

© o Data Avalable



Enter the members Member Number and Surname, click Next.

Home Find Add Events Meets Results Committees Accreditations Reports System

To add someone to your list, they must already have a record in the membership system.
Enter that number below, and their surname, and we wil try to locate them.

If you already know that they do not have a record, please ask them to use the Join Online
website and, when finished, let you know the number they are allocated.

Member's Details

% Surname || 0

Cancel || Next |

The Member’s Details will appear, keep the Status as Approve Request, then Save.

Home Find Add Events Meets Results Committees Accreditations Reports System

Member's Details

Member 3

Mame

DOB 1

Requested by 944856 Mrs B Erkens
Date 28/05/2014

Time 15:57:49

Current Club

Club Wharenui Swim Club

Status bpproved |~

New Club

* Club (1]

Status Pending

Back || Sawve

Select the Subscription Type you wish the member to have when transferred, then Save.

Find Add Events Meets Results Committees Accreditations Reports System

New Subscription

Back || save |



Home Find Add Events Meets Resuits Committees Accreditations

© The detais have been updated

| Return
The pending transfer will now sit on the main login screen.

Person Chib Region Zone

o

Advanced  LasthAccessed

Request Member Transfer

Pending Club Transfers

Namea From Status To Status
M_ ‘Wharenul Swim Club Approved Selwyn Swim Club Pending
=L

How do I link members together as families?

In the Person tab..

y)

Swimmin The start of something extraordinary

NEW ZEALAND

Home Find Add Events Meets Results Committees Accreditations Reports System
Club Region Zone
) |

Advanced LastAccessed

Reports

System

Type the members surname in the search bar, select the correct member name when

the dropdown bar appears.

Person Club Region Zone

O erk

10

Mrs Becki Erkens [944856 - Administrator] | Advanced  LastAccessed



Click the member you wish to add to a family group to bring up their details. On the
'Profile’ tab, you can view any existing relationships which exist in the system already.

; MEMDErsNIp vate or Approvea
Mailname Membership Type Number Meet Manager Birth Age  Join date Indicator Status
Mrs B Erkens Administrator 044856 01/01/2014 g;‘“n;‘m“"" Approved
Personal Profile Events & Meets Accreditation Correspondence History Biometrics
This person «  Group List - ionships
Mrs Becki Erkens (944856) Eqit “ (j Relationships

=] Staff (Club)

Your settings  Personal detalls
Remove fromCardrun  AddtoBasket Interests s o~

@ There are no Interests recorded

Mailing Preferences -

Optional mad
External mal
Alovi Phone?
Alow Emai?
Adow SM5?

oo000

Emai ksts

O There are no Emai lsts recarded
Edit

Clicking back to the 'Personal' tab will bring up the below screen. Click 'Edit' button
under 'Subscriptions' to set up a family relationship.

Personal Profie Events & Meets Accreditation Correspondence History Biometrics
This person | Web Access - Status -

Mrs Becki Erkens (944856) Web User [d Becki

Password searaens © Record 944856 s currently active
Yourseftings Personal details
Remove from Gard run  Add to Basket Eat Lapse
Contacts =) [Club “ Approved Member Status -
Staff Appraved
0O o emal addresses set select
Log recelved email Send quick email
Secondary Club -
Type Staff
© noph
D Phicne rumiGen set select Pay Method Mone Requred
Pad By
Legincoming call  Log eutgeing call
Region Description
Edit contact details
Club subsorptions
National (code: 99) ubsarp
normaly derived from Club Region / State / Mational
Personal Address - ( o ) T
otal
0 o address set Subs due today  0.00
Total due 0.00
Address
Past Code Dsoount
Dscounted 0.00
Edit Amount
Eay Now
Meet Manager -

Meet Manager



Enter the name of the person you wish to set up the family relationship with in the 'Paid
by' box. This will establish this person as the Primary in the family relationship. The
member you are editing becomes the Secondary.

=

Personal Profile Additional info Events & Meets Accreditation

Subscriptions

* Type I Non-Swimmer Ve

—

Renewal date 01/10/2014 L2

* Effective date @ dd/mmfyyyy L

L

Paid By ()

Cancel| Save|

Repeat the process with any remaining family members.
How do I add a single member to a group?
<The Groups functionality is still being developed.>

In the Person tab..

y)

Swimming The start of something extraordinary
Home Find Add Events Meets Results Committees Accreditations Reports System
Club Region Zone

Agvanced LastAccessed

Type the members surname in the search bar, select the correct member name when
the dropdown bar appears.

Person Club Region Zone

O erk

Mrs Becki Erkens [944856 - Administrator] | Advanced  LastAccessed

10

Click on the Profile tab.



Membership

Mailname Membership Type Number Meet Manager  Date of Birth Age  Join date Indicator Approved Status
Mrs B Erkens Administrator 944856 01/01/2014 g:\:f:\g"‘”“c“ npproved
Parsona ents & Meeis Accreditation Correspondence History Blometrics
This person 4 Group List +  Relationships =
Mrs Becki Erkens (944856) Edit 4 (3 Relgtionships
= =] Sta (Club)
Your setlings  Personal details
Remove from Card run  Add 1o Basket Interests -
Click on the Edit button in the Group List section.
Personal Profile Events & Meets Accreditation Correspondence History Biometrics
This person ~|  Group List - Relationships -

Mrs Becki Erkens (944856) 4 | Relationships
=] Staff (Club)

Your settings Personal details

Remove from Card run ~ Add to Basket Interests -

Tick the group you want to add the member into, then Save.

How do I approve a membership account?

Going forward, members will have one of two membership statuses:
1. Approved
2. Pending (Not Approved)

Approving a member’s account acts as accepting that person's membership into your
club. This process should be completed alongside or after the person has made their
membership payment. Members renewing with their same club will automatically be
approved when they complete their online membership payment, whereas brand-new
members will need to be manually approved by the club Registrar to indicate their
membership application has been accepted by the club.

Click the Club tab and begin typing the name of your club. Select your club from the
drop down list.

Person Club Region Zone

o |ok|

[10204] Okato Advanced | astAccessed
Swimming Taranaki | Star rating
Club

Click on the Member tab to view a list of your members. Each member’s approval status
is located in the column on the far right-hand side of the listing.



Details Members
All Members

Member Mo. Forenames

944881 Gdfsdfs

358480 Emily A

361232 Janice

321395 Sinead

Committee

Sumame
Zdffd
Rennell
Rennell

Rennell

History

Correspondence

Membership Type Status

Club Swimmer Active

Competitive Swimmer  Active

Administrator

Active

Compelitive Swimmer  Active

Fees & Discounts

Approved «
Pending
Approved
Approved
Approved

Groups

Ermail Ter| =

To change a member’s status click on the link in the Approved column for the person

you are updating.

Details Members
All Members

Member Mo.  Forenames

944881 Gdfsdfs

358480 Emily A

361232 Janice

321395 Sinead

Committee

Sumame
Zdffd
Rennell
Rennell

Rennell

History

Correspondence
Membership Type Status
Club Swimmer Active

Competitive Swimmer  Active

Administrator

Active

Competitive Swimmer  Active

Fees & Discounts

Approved
Pending
Approved
Approved
Approved

Groups

Ermail Term =

From the Approved Member Status screen, untick the Approval pending box and click

save.

Dietads Members
Approved Member Status

Perdding Approval
-
g

Approval pending

Cancel | Save

Committes

The member’s status will now be updated in the members listing.

How do I create a new membership type?

Click the Club tab and begin typing the name of your club. Select your club from the

drop down list.

Person Club Region Zone

0 |ok|

[10204] Okato
Swimming Taranaki | Star rating
Club

Advanced

Last Accessed



Select Fees & Discounts.

Details Members Committes History Correspondence Fees & Discounts

Current Annual Fees

Seq Description « Latest Date Amount Total
7 Administrator 01/07/2013 0.00 0.00
1 Club Swimmer 01/07/2013 0.00 0.00
5 Coach 01/07/2013 0.00 0.00
2 Competitive Swimmer 01/07/2013 0.00 0.00
3 Learn to Swim 01/07/2013 0.00 0.00
4 Life. 01/07/2013 0.00 0.00
6 MNon-Voting Technical Official 01/07/2013 0.00 0.00
8 Voting Technical Official 01/07/2013 0.00 0.00
Add

Discount Packages

© No Data Avaiable

Add

Click the Add button located underneath the Current Annual Fees table.

The following settings need to be selected:
e Give the membership a name in the Member type field
e Ensure the membership aligns with the correct Region Member type.

Only available once the CMS is in place:
e To make this membership available to new members online (through Join page)
ensure Valid- new member is ticked.
¢ To make this membership available to renewing members online ensure Valid-
reinstatement is ticked.



Enter your club fee only in the Annual sub box, and then Save.

Annual Fee

* Member type

Description

Region Member type

Member type

Sub-total 0.00

Valid - new members [

Vald - reinstatement [~

Obsolete 4]

Period covered to 30/12/1968
Annual sub

Total this level 0.00

Parameters for junior fee type (optional)

Lower age limit
Upper age limit

Next Age Change to

Renew as a different type (optional)

Renew As

Cancel Save

How do I lapse a member?

=

Note: You must remove the family tie if cannot lapse the member automatically.

You have to go to the member’s profile and edit the subscription where you will then
remove the Paid By link. Once this is clear then the member can be Lapsed and marked

as Inactive.

How do I edit the descriptions of my membership types so they are club-

specific?

Adding a Description to your club's membership types will help users to select the
appropriate membership type when joining or renewing with your club through a Club,

Regional, Zonal or National website.

Click the Club tab and begin typing the name of your club. Select your club from the

drop down list.

Person Club Region Zone

L] |ok|

[10204] Okato
Swimming Taranaki | Star rating

Club

Advanced Last Accessed




Open the Fees & Discounts tab - here you will see a list of Current Annual Fees.

Details Members Committee

Current Annual Fees

Seq Description « Latest Date
7 Administrator 01/07/2013
1 Club Swimmer 01/07/2013
5 Coach 010712013
2 Competitive Swimmer 01/0712013
3 Learn to Swim 01/07/2013
4 Life 01i07/2013
B Non-Voting Technical Official 01/07/2013
8 Yoting Technical Official 0140712013
Add

Discount Packages

© nNo Data Avalable

Add

History

Correspondence

Amount
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

Total
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

Fees & Discounts

Groups

Email Ter| =

Click the title of the membership type under the Description column that you wish to

edit.
Annual Fee
* Member type Club Swimmer
Description
Region Member type | Club Swimmer 7
Member type Club Swimmer e
Sub-total 0.00

valid - new members [

valid - reinstatement [

Obsolete B

Period covered 01/07/2013 to 30/06/2014
Annual sub 0

Total this level 0.00

Parameters for junior fee type (optional)

Lower age mit
Upper age Imit

Next Age Change to N

Renew as a different type (optional)

Renew As v

Cancel || Save || Recalculate

To add a description to the membership type begin typing in the Description field. The
text entered in this box will display to users when they join/renew online.



Annual Fee

* Member type Club Swimmer

Description

Once you have finished editing select the 'Save' button at the bottom of the page.

You will see a message to advise the details have been updated once the save was
successful. You can then Return to the previous page and complete the process for all
other necessary membership types.

© The details have been updated.

Return

Members will now be able to view a description of what each membership entitles them
to do by hovering on the Info icon associated with each membership. This is in the
website component only.

How does a Regional Administrator download a Membership List?

To get a list of members attached to a specific club linked to a region, do the following
steps:

e Select region

e Goto the "club list"

e Select Club

e Goto the "member list"

If the member’s Club is required for the full list it can be added to the download option
(which has more fields than the table can display) - it may already be included.

How do I approve a member transfer?

Any pending transfers will appear underneath the search functionality or you can find it
in the clubs Members tab and by clicking on the Show pending Members button.

Person Club Region Zone

9
Advanced L. ed
Request Member Transfer

Pending Club Transfers

Name From Status To Status

Miss M Wharenui Swim Club Approved Selwyn Swim Club Pending

esve 4



Detsks Members Commites Hstory Cocrespondence Feos & Decounts Groups Errgd Terr »

Active Members
Memder No Forenames Memdership Type Status Approved
Competitive Swimmer  Actve Appeoved
Compettive Smimmer  Achve Approved

ASministrator Actve

Compettive Swammer  Actve

ive Swimmer  Active

(-
¥
Page 1005 » M & 1-200103 Perpage 20 v |owe §

Select the Approved status in the Pending Club Transfers section and untick the box
then Save.

five Swimmer  Active

Details Members Committee History Correspandence Fees & Discounts Groups Emal Tem =

Pending Members

Member No. Forenames Surname « Membership Type Status

Approved
Pending

csvr 4

Show all Members Show active Members Show approved Members Show incomplete Members Show lapsed Members

Approved Member Status
Pending Approval

Approval pending [

Cancel | Save

Or click into the Member’s profile (by clicking on the Member No.) and on the Personal
tab, select Edit on the Approved Member Status section

Personal Profile Events & Meets Accreditation Correspondence History Biometrics
This person ~|  Web Access -~ Status -
L[ WebUserld [ Not set]
) Password [ Not set ] [/] Record- is currently active
Add to Basket Personal details
Edit
Remove from Card run - Lapse
Club -~
Contacts -
Type Email addresses ingsz‘:gg ;:;:b
Personal Christchurch
Work 8540
Select

Untick the Approval pending box then click on Save.

Approved Member Status
Pending Approval

Approval pending [

Cancel | Save



You will receive the following confirmation message.

© The details have been updated.

Membership Renewal Process for Clubs

Please follow the below steps to complete the renewal of your clubs membership.

Set you club membership fees
Before you start the renewal process you must set the membership fees for your
different membership types. Click on the Fees & Discounts tab in your clubs
profile on the database.

Details

Members Committee Documents

Current Annual Fees

Description « Latest Date
Administrator 01072014
Club Swimmer 01/07/2014
Coach 01/07/2014
Competitive Swimmer 01/07/2014
Friend of Swimming 01072014
Learn to Swim 01/07/2014
Life 01/07/2014
Non-Voting Technical Official 01/07/2014
Recreational Swimmer 01/07/2014
Volunteer 01/07/2014
Voting Technical Official 01/07/2014

History

Amount
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

Total
0.00
0.00
25.00
£5.00
0.00
0.00
0.00
0.00
0.00
0.00
15.00

Correspondence

Fees & Discounts

Groups

(=0 i

Then click on any of the membership types that you need to add a membership
fee against and edit the following:

uhwN e

Click the box for a joiner and reinstatement

Ensure that the payable after date is 01/07/2014
Enter in your club fees for that membership type

Click on the recalculate button
Click save at the bottom of the page

-+



Annual Fee

* Member type

Description

Region Member type
Valid for joiners
Valid - reinstatement

Dbsolete

Annual Subs
Payable After

01/07/2014 [3

Recalculate

Competitive Swimmer

Competitive Swirnmer

[
Club Fees Other subs
65 00.50

Total

155.50 Delete

Note that if you have a pro rata payment where it changes throughout the
membership year this can be added in this section. Add a start date for the new
price to start and create as many of these as you have changes in charges.

Renew your membership

Once you are happy that all of your membership types are complete and accurate
it is time to renew your membership. Move to the bottom of the page and click
on the “Renewals” button.



Current Annual Fees

Seq Deszcription - Latest Date
T Administrator 0140712014
1 Club Swimmer 0140772014
LCoach 0140712014
2 Competitive Swimmer 0140772014
10 Frignd of Swimming 0140772014
%) Learn to Swim 0140712014
Life 0140712014
Neon-Voting Technical Official 0140772014
il Recreational Swimmer 0140772014
Volunteer 0140772014
Voting Technical Official 0140772014
Add

Discount Packages

© 1o Data Avaiable

Add

Obsolete Annual Fees

@ 1o Data Available

Calculate Subscriptions

Amount
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

| Renewals
Recalculate

One clicking this you will be asked to confirm the period in which you are

Total
0.00
0.00
25.00
50.50
0.00
0.00
0.00
0.00
0.00
0.00
15.00

C8V- &

renewing for. This will automatically be set to the current membership year. If

this is correct click on calculate.

Start and End Dates

First Renewal \01/07/2014 |3

Last Renewal 30/06/2015 [®

Cancel [ Calculate ]

Last Run Details

Started on
Started at
Started by
Murmber of members

Click to confirm that you want to renew.



Please confirm calculation

Back | Calculate

The database will then tell you the number of subscriptions that have been

calculated.

3. Update you members Financial Status

You can now access each members profile and update their financial status
through the members tab in your clubs profile. In the image below you can see

that each member Financial status is now un-financial for all paying membership
types.

Details

Members

Active Members

Member No.

314149
3580145
375590

Page

Forenames

UL BT
S|

1/0f10

4

-

]|

Committee

surname &

Documents

Membership Type
Competitive Swimmer
Competitive Swimmer
Administrator
Competitive Swimmer
Competitive Swimmer
Competitive Swimmer
Competitive Swimmer
Competitive Swimmer
Competitive Swimmer
Competitive Swimmer
Competitive Swimmer
Competitive Swimmer
Competitive Swimmer
Competitive Swimmer
Competitive Swimmer
Competitive Swimmer
Competitive Swimmer
Competitive Swimmer
Competitive Swimmer
Competitive Swimmer

History

Financial

Unfinancial
Unfinancial
MNon Paying
Unfinancial
Unfinancial
Unfinancial
Unfinancial
Unfinancial
Unfinancial
Unfinancial
Unfinancial
Unfinancial
Unfinancial
Unfinancial
Unfinancial
Unfinancial
Unfinancial
Unfinancial
Unfinancial

Unfinancial

Status
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active

Correspondence Fees & Discounts
Approved Paid by
Approved Self
Approved Self
Approved Self
Approved Self
Approved Self
Approved Self
Approved Self
Approved Self
Approved Self
Approved Self
Approved Self
Approved Self
Approved Self
Approved Self
Approved Self
Approved Self
Approved Self
Approved Self
Approved Self
Approved Self

1-200f194 | Perpage 20

w

Groups

CSV - i

There are two parts to making the members financial status “financial”. First the
individuals member type for the new period needs to be confirmed. This can be

done by clicking on the membership type next to the individuals name. That will
show you the below screen:

-



Subscriptions

* Type 2014 |Fompetitive Swimmer ~

Pay Method 2014 Cheque [ Cash

Type 2015 Competitive Swimmer 24
Pay Method 2015 Cheque / Cash w
Renewal date 01/07/2015

* Effactive date @ 20/08/2014 [&

Paid By @

Cancel Save

In here you can select the following:

e 2015 Membership type

e 2015 Payment method

e Effective date - this will default to the date of the day you are processing the
membership, this can be backdated to the actual date given that this year’s
roll over has been delayed.

Click save twice and return to the membership list. You can now go into the
members profile page by clicking on their membership number next to their
name in the membership list. This will show you the members profile as you can
see below.

Things to note in the below image is that the members profile is displaying that
they are unfinancial on the status bar, it displayed the different components of
the membership fee based on what you have entered for your club and what has
come through from the regional and national fees and you have the ability to pay
the membership fees to make the member financial.



Mailname Membership Type :‘If:::rrshlp Meet Manager Date of Birth Age Join date Indicator ’;f;LO:Ed
———— gﬁg?ﬂp;:fve 381522 CMENEe wamaw  # 27/09/2012 lminmﬂ | Approved
——
Personal Profile Ewents & Mests Accreditstion Correspondence History Documents Biometrics
This person = Meet Manager = Status
Al — (351522)
Meet Manager i @ Record 381522 is currently active
Add to Basket Personal details L
———
Add to Card run Lapse
Edit
Contacts - Approved Member Status
Web Access -
Type Email addresses Approved
Personal m Web User Id [ Mot set ] Edit
Password [ Mot =et ]
Loqg received email send guick email Edit Subscriptions
Type Telephone Club - Type Competitive Swimmer
Mobile “ Pay Method Chegue [ Cash
Paid By
Telenhone o —,————————d
E - T
E—— Description Value
Log inceming call Log cutgoing call “ Club subscriptions 65.00
Edit contact details - Region / National 85.00
Selesct Total 150.00
HEEE LSS = : Subs due today 150,00
Region -
Address [ ] od Total due 150,00
_— N ( E.} Discount 0.00
a—— {normally derived from Club) )
Discounted 150.00
Post Code -aar Amount
Edit Medical Information -
- Manual pay Pay How  Transactions  Edit

Send Payment Emai
Edit

There currently isn’t the ability to "Pay Now” that is a card payment but you can
process a manual payment which could be a cash or cheque payment for the
members that you have already received membership fees from. Click on manual

pay to do this.

You will then see this screen.



Subs details

0 Total subsoription amount due: 150,00

* payment method @ Cheque
Cash
Manual C.Card

i@ oyo7j2018 B

* amount paid now  { | 150

* Receipt date

Cancel Mext

Ensure that you select the payment method, the date of receipt and if only a part
payment indicate the amount th Membership Renewal Process for Clubs

Please follow the below steps to complete the renewal of your clubs membership.

4. Set you club membership fees
Before you start the renewal process you must set the membership fees for your
different membership types. Click on the Fees & Discounts tab in your clubs
profile on the database.

Details

Members Committee Documents

Current Annual Fees

Description = Latest Date
Administrator 014072014
Club Swimmer 01072014
Coach 01/07/2014
Competitive Swimmer 01/07/2014
Friend of Swimming 014072014
Learn to Swim 01/07/2014
Life 01/07/2014
Non-Voting Technical Official 01072014
Recreational Swimmer 014072014
Volunteer 01/07/2014
Voting Technical Official 01/07/2014

History

Amount
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

Total
0.00
0.00
25.00
85.00
0.00
0.00
0.00
0.00
0.00
0.00
15.00

Correspondence

Fees & Discounts

Groups

CsV» i

Then click on any of the membership types that you need to add a membership
fee against and edit the following:

6.
7.
8.

9

10. Click save at the bottom of the page

Click the box for a joiner and reinstatement

Ensure that the payable after date is 01/07/2014
Enter in your club fees for that membership type

Click on the recalculate button

-+



Annual Fee

* Member type

Description

Region Member type
Valid for joiners
Valid - reinstaternent

Obsolete

Annual Subs
Payable After

01/o07/2014 [H

Add

Recalculate

Competitive Swimmer

Competitive Swirnmer

]
Club Fees Other subs
65 80.50

Total

155.50 Delete

Note that if you have a pro rata payment where it changes throughout the membership
year this can be added in this section. Add a start date for the new price to start
and create as many of these as you have changes in charges.

5. Renew your membership

Once you are happy that all of your membership types are complete and accurate it is
time to renew your membership. Move to the bottom of the page and click on the
“Renewals” button.



Current Annual Fees

Seq Deszcription - Latest Date
T Administrator 0140712014
1 Club Swimmer 0140772014
LCoach 0140712014
2 Competitive Swimmer 0140772014
10 Frignd of Swimming 0140772014
%) Learn to Swim 0140712014
Life 0140712014
Neon-Voting Technical Official 0140772014
il Recreational Swimmer 0140772014
Volunteer 0140772014
Voting Technical Official 0140772014
Add

Discount Packages

© 1o Data Avaiable

Add

Obsolete Annual Fees

@ 1o Data Available

Calculate Subscriptions

Amount
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

| Renewals
Recalculate

One clicking this you will be asked to confirm the period in which you are

Total
0.00
0.00
25.00
50.50
0.00
0.00
0.00
0.00
0.00
0.00
15.00

C8V- &

renewing for. This will automatically be set to the current membership year. If

this is correct click on calculate.

Start and End Dates

First Renewal l01/07/2014 |[H

Last Renewal 30/06/2015 [=

Cancel l Calculate ]

Last Run Details

Started on
Started at
Started by
Mumber of members

Click to confirm that you want to renew.



Please confirm calculation

Back | Calculate

6. Update you members Financial Status

The database will then tell you the number of subscriptions that have been

calculated.

You can now access each members profile and update their financial status through the

Details

members tab in your clubs profile. In the image below you can see that each

member Financial status is now un-financial for all paying membership types.

Members

Active Members

Member No.

347838
314149
00146
380148
314152
3850
390151

Forenames

2
0

U

Page

1/0f10

-

[

Committee

Surname -

e pesnannggg|

Documents

Membership Type
Competitive Swimmer
Competitive Swimmer
Administrator
Competitive Swimmer
Competitive Swimmer
Competitive Swimmer
Competitive Swimmer
Competitive Swimmer
Competitive Swimmer
Competitive Swimmer
Competitive Swimmer
Competitive Swimmer
Competitive Swimmer
Competitive Swimmer
Competitive Swimmer
Competitive Swimmer
Competitive Swimmer
Competitive Swimmer
Competitive Swimmer
Competitive Swimmer

History

Financial

Unfinancial
Unfinancial
MNon Paying
Unfinancial
Unfinancial
Unfinancial
Unfinancial
Unfinancial
Unfinancial
Unfinancial
Unfinancial
Unfinancial
Unfinancial
Unfinancial
Unfinancial
Unfinancial
Unfinancial
Unfinancial
Unfinancial

Unfinancial

Status
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Auctive
Active
Active
Auctive

Correspondence Fees & Discounts
Approved Paid by
Approved Self
Approved Self
Approved Self
Approved Self
Approved Self
Approved Self
Approved Self
Approved Self
Approved Self
Approved Self
Approved Self
Approved Self
Approved Self
Approved Self
Approved Self
Approved Self
Approved Self
Approved Self
Approved Self
Approved Self

1-200f194 | Per page 20

»

Groups

csv- U

There are two parts to making the members financial status “financial”. First the
individuals member type for the new period needs to be confirmed. This can be

done by clicking on the membership type next to the individuals name. That will
show you the below screen:

+



Subscriptions

* Type 2014 lFompetitive Swimmer v

Pay Method 2014 Chegue [ Cash

Type 2015 Competitive Swimmer b
Pay Method 2015 Cheque / Cash hd
Renewal date 01/07/2015
* Effactive date @ 20/08/2014 [H
Paid By @

Cancel Save

In here you can select the following:

e 2015 Membership type

e 2015 Payment method

e Effective date - this will default to the date of the day you are processing the
membership, this can be backdated to the actual date given that this year’s
roll over has been delayed.

Click save twice and return to the membership list. You can now go into the members
profile page by clicking on their membership number next to their name in the
membership list. This will show you the members profile as you can see below.

Things to note in the below image is that the members profile is displaying that they are
un-financial on the status bar, it displayed the different components of the
membership fee based on what you have entered for your club and what has
come through from the regional and national fees and you have the ability to pay
the membership fees to make the member financial.



Mailname Membership Type :‘If:::rrshlp Meet Manager Date of Birth Age Join date Indicator ’;f;LO:Ed
———— gﬁg?ﬂp;:fve 381522 CMENEe wamaw  # 27/09/2012 lminmﬂ | Approved
——
Personal Profile Ewents & Mests Accreditstion Correspondence History Documents Biometrics
This person = Meet Manager = Status
Al — (351522)
Meet Manager i @ Record 381522 is currently active
Add to Basket Personal details L
———
Add to Card run Lapse
Edit
Contacts - Approved Member Status
Web Access -
Type Email addresses Approved
Personal m Web User Id [ Mot set ] Edit
Password [ Mot =et ]
Loqg received email send guick email Edit Subscriptions
Type Telephone Club - Type Competitive Swimmer
Mobile “ Pay Method Chegue [ Cash
Paid By
Telenhone o —,————————d
E - T
E—— Description Value
Log inceming call Log cutgoing call “ Club subscriptions 65.00
Edit contact details - Region / National 85.00
Selesct Total 150.00
HEEE LSS = : Subs due today 150,00
Region -
Address [ ] od Total due 150,00
_— N ( E.} Discount 0.00
a—— {normally derived from Club) )
Discounted 150.00
Post Code -aar Amount
Edit Medical Information -
- Manual pay Pay How  Transactions  Edit

Send Payment Emai
Edit

There currently isn’t the ability to "Pay Now” that is a card payment but you can
process a manual payment which could be a cash or cheque payment for the
members that you have already received membership fees from. Click on manual

pay to do this.

You will then see this screen.



Subs details

0@ Total subscription amount due: 150,00

* Payment method i@ Cheque

(71 Cash

(71 Manual C.Card
*Receipt date @ o01/07/2014 |[B

*= Amount paid now (@ | 150

[ cancel | Mext

Ensure that you select the payment method, the date of receipt and if only a part
payment indicate the amount that has been paid. Note that the member will not
become financial until the full amount is paid. Once you have done this click next.
You will then see the below screen.

Payment confirmation

B Please check these details carefully, and use the ‘Badk’ button if you need to change
them. A total of 150.00 will be applied to the member's record when you dick 'Confirm

payment',
Total owing This payment Payment method
150.00 150.00 Cheque

* [C] Please confirm that the member is paying the full amount owing

[ Back | Record pavment

By clicking the check box and pressing the record payment button you are
confirming that payment has been received and if the full payment has been
made the members profile will them be financial.

at has been paid. Note that the member will not become financial until the full amount is
paid. Once you have done this click next.

You will then see the below screen.



Payment confirmation

B Please check these details carefully, and use the 'Back' button if you need to change
them. A total of 150.00 will be applied to the member's recard when you dick "Confirm

payment’,
Total owing This payment Payment method
150.00 150.00 Cheque

* ] Please confirm that the member is paying the full amount owing

[ Back | Record ﬁ:-a',ri'nerit

By clicking the check box and pressing the record payment button you are
confirming that payment has been received and if the full payment has been
made the members profile will them be financial.

Pro Rata Membership Fees

There is also now the ability to set up pro rata fee payments for clubs membership fees.
See below:



Annual Fee

* Member type Competitive Swimmer
Description
Region Member type | Competitive Swinmer e
valid for joiners &

Walid - reinstatement

Obsclete
Annual Subs
Payable After Club Fees Other subs  Total
oifo7 2014 (O3 &80 20,50 170.50 Celete
oyforf2o1s |3 &0 20,50 150.50 Delete
‘ oyfd201s 08 40 90,50 130,50 Delete

| Add

Recalculate

Parameters for junior fee type (optional)

Loweer age limit
Upper age limit

Mext Age Changs to b

Renew as a different type (optional)

Renew As
Cancel | Save

A club can set different fees based on the date that the renewal takes place. They will
set up the full fee from 1/07/2014, but then they are also able to set up other fees rates
that will be charged if membership starts at a later date in the membership year. Given
the example above if a swimmer was to join on 2" January 2015 it would only charge
them $150.50 rather than $170.50.

This is only relevant for club membership fees, not regional or national fees.

Fees & Discounts

NOTE:
The discounting mechanism is a club facility. It is designed for clubs to be able to
provide groups with discounted subscriptions based on the number of people and their



membership type. The discount applies to the club element of the subscription only.
Hence is a structure such as this:

National 10
Regional/State 20
Group/Region 30
Club 40

A 10% discount would be $4.00 being only the club element that is discounted.
Equally the $4.00 will be deducted from the amount for the club.

NOTE:

The discount can be set to be a percentage or an amount. The percentage will always be
that percentage of the club element, if the percentage is ignored and the amount is
entered the discount will be the lower of the amount stated and the amount for the club.
So the three members with the structure above would gain a $75 discount if that was
entered on the discount structure but would only get $120 discount if an amount above
$120 was entered since this is more than the amount being paid to the club.

Setup

The starting screen allows you to define the package that the family or group must
match to get the discount.

NOTE: The name can be anything, it has no relevance to the package hence this one is
called 4 swimmers but actually is 4 recreational swimmers and a competitive swimmer.
That is user choice as to what it is called.



Discount Package

* Name 4 swimmer

Discount Package
Member Type Number

Recreational Swimmer Vv 4 Y Delete

Competitive Swimmer v 1 Y Delete

Add

Cancel | Delete | Next

The second screen defines the discount to apply, There are two options as to how this is
done:

Specify Percentage: In this mechanism you know the percentage that you want to
apply, you enter that percentage into the field and click on Recalculate. The system will
work out the amount to apply and will display it in the Discount field.

Discount

Percentage (optional) 10

Recalculate
Standard Fee 447.00
Discount 13.2
Total 433.80
Back Save

Specify Amount: It the aim is to discount by a specified amount then leave the
percentage box blank, go to the Discount field and enter the amount.



Discount

Percentage (optional)
Recalculate
Standard Fee 447.00
Discount 20
Total 427.00
Back | Save

NOTE: There is no check on the amount of discount entered at this time. If the amount
entered as the discount is more than the amount being charged by the club then this will
be allowed here but will be limited when the payment is made.



MEETS

How do I set up a meet?

Click the Meets tab and select Create A New Meet

y)

= -
Swimming The start of somet
LAND
Create a New Meet
Manage Venue Search for a Meet
Select Venue List of Meets
List of Old Meets
Venue 1) Manage Venues

The Create A New Meet page will display. Type the title of your meet and select Save.

If you have existing meets in the system, and the meet you are creating has the exact
same Meet Manager set up.

You can copy a previous meet by typing the name of the meet in the Copy from... text
box.

Create a new Meet

* Title Test

Copy from... (1]

Security

A Your current active role is National

Save

The Security box will display which role you are currently logged in as, in order to
ensure you are creating a meet in your correct portal (for administrators who have hold
both regional and club committee roles).

Complete each of the fields on the Main Details screen.



Main details

* Title ([rest
Dates
= Meet Date From dd/mm/yyyy |3
= Meet Date To dd/mmj K
Entry Start Date dd/mm/fyyyy |3
Entry Start Time hh:mm:ss
Entry End Date dd/mm/pyyyy |3
Entry End Time hh:mm:ss
Time Zone v
Venue
Venue o D

Meet Contact

Organiser

Organiser's email

Save

Main Details screen fields explained:

Title: Auto-populated from text entered into Create A New Meet screen
Meet Date From: First day of the meet
Meet Date To: Last day of the meet

Entry Start Date: Date that online entries will automatically open
Entry Start Time: Exact time that online entries will automatically open

Entry End Date: Date that online entries will become unavailable

Entry End Time: Exact time that online entries will become unavailable
Venue: Venue must be selected from a list of pre-set up venues.
Organiser: Event Organisers Name

Organiser's email: Event Organisers email
Once all fields have been completed, select Save.

You will receive the following confirmation screen upon completion. If you are accepting
online entries for this meet, select the View button.



Meet created...

@ The Meet 'Test' (code = 000247) has been created...

You may now continue to view this new Meet and add or edit various details by clicking the
button below.

If you choose not to do so now, you can find the Meet later from the 'Search..." option on
the Meets menu, then click 'Manage'.

| View Event |

You will be taken to the below screen.

Meet From To Venue
Test 22/05/2014  22/05/2014

Details Settings Meet Manager Competitors Fees = Web display Competitive Events MNotes Open To Tand C's

Main details

Event Code 000247
Title Test
Course

Venue

Specific venue

Dates
From Date 22/05/2014
To Date 22/05/2014

Entry Start Date

Entry Start Time

Entry End Date

Entry End Time

Time Zone

Show in web calendar Yes

Allow web booking
Contact

Organiser Becki

Organiser's email tech@swimmingnz.org.nz
| cancel || Edit

If you would like this meet to display in your website calendar, click Edit and change
Show in Web Calendar to Yes, then Save.



Dates

* From Date 22/05/2014 [3
* To Date 22/05/2014 [@
Entry Start Date dd/mmpyyyy |3
Entry Start Time hh:mm:ss
Entry End Date dd/mmfyyyy (3
Entry End Time hh:mm:ss
Time Zone 7
Show in web @ Yes () No
calendar
Allow web booking O Yes ) No

From here you can follow the instructions on how to set up a meet to accept Online
Entries (only available once the CMS is in place).

Entering Swimmers into Meets as a Club Administrator

1. After Logging into the database, hover over the “Meets” tab, this should bring up
a number of different options including “List of Meets”, click into this.

727
Swimming The start of something extraordinary
Home Find Add Courses Meets Results Committees Accreditations Reports System

Person || Club || School || Region | Zone

(5]

2. Once in here you will have the option to see your current meets, your old meets
and also meets that are owned by other clubs, regions and SNZ if they have been
set to being open to your club. For entry into a national meet click on the
“Current Meets (open to)” button.

Swimming The start of something extraol

NEW ZEALAND

Home Find Add Courses Meets Results Committees Accreditation

Current Meets owned by QEIl Swim Club
© No Data Available

Old Meets (owned by) Current Meets (open to) Old Meets (open to) |




3. This will then bring up a list of meets that you can enter swimmers into from your
club, select the meet you want by clicking on its name

Venue

Melbourne Sports and Aquatic Centre
Sydney Olympic Park Aquatic Centre
Wellington Regional Aquatic Centre
Sydney Olympic Park Aquatic Centre
Rotorua Aquatic Centre

Rotorua Aquatic Centre

Stadium 2000 Blenheim

Wellington Regional Aquatic Centre
Stadium 2000

Nayland Pool

Westwave Aquatic Centre

Stadium 2000

Wellington Regional Aquatic Centre
Sydney Olympic Park Aquatic Centre
Wellington Regional Aquatic Centre
Rotorua Aquatic Centre

Stadium 2000

Current Meets open to QEIll Swim Club
Meet Title - click to view Start date Days
2015 Victorian Open Championships 16/01/2015 3
2015 NSW 10 Years & Under - 12 Years State Age Cham... 16/01/2015 1
Swimming Wellington 2015 LC Summer Champs 16/01/2015 4
2015 NSW 13-18 Years State Age Cl 19/01/2015 6
Swim BOP Long Course Champs 24/01/2015 1
Swim Rotorua Long Course 24/012015 1
SNM Age Groups 2015 - Long Distance Events 31/0172015 1
Signature 2 Upper Hutt Meet 2015 31/01/2015 1
BSC Summer Meet 31/0172015 1
SNM Age Group Championships 2015 07/022015 1
Bream Bay Northport Carnival 07/02/2015 1
2015 Zonal Championship 08/02/2015 1
Swim BOP Rising Stars 08/02/2015 1
Dive Right In 18/02/2015 1
2015 New Zealand Junior C 20/02/2015 3
2015 NSW State Open Championships 2710272015 3
SW Qualifier Meet 07/03/2015 1
Swim BOP Relays 08/03/2015 1
BSC Autumn Meet 14/03/2015 1
MetroLeaque 12015 1510372015 1
( | Page,  1lof2| b M | &
Current Meets (owned by) || Old Meets (owned by) || Old Meets (open to) |

Owned by
Open/National
Open/National
Swimming Wellington
Open/National
Swimming Bay of Plenty
Swim Rotorua

Swimming Nelson Maribor...

Swimming Wellington

Blenheim Swimming Club

Swimming Nelson Marlbor...

Bream Bay Swim Club
Open/National

Swimming Bay of Plenty
Blenheim Swimming Club
Open/National
Open/National

Swimming Wellington
Swimming Bay of Plenty
Blenheim Swimming Club
Swimming Wellington
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X Y
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4. Once you have clicked on the meet it will take you to the meet page with various
pieces of information about the meet. All information will be locked to
administrators other than the owner of the meet. To enter swimmers into the

meet click on the “"Competitors” tab.

Venue

TandC's

Meet From To
2015 New Zealand Junior Championship 20/02/2015  22/02/2015
Details | Settings Competitors Fees Web display Competitive Events Notes Open To
Main details
Course Code 000282
Title 2015 New Zealand Junior Championship
Type Championship
Status Confirmed
Course Long Course
Venue

General location
Specific venue

Wellington
Wellington Regional Aquatic Centre

Dates
From Date 20/02/2015
To Date 22/02/2015
Entry Start Date
Entry Start Time
Entry End Date 09/02/2015
Entry End Time 23:59:59

Show in web calendar Yes
Allow web booking  Yes

Wellington Regional Aquatic Centre

Documents Reports




5. Once you have clicked on the competitors tab the following page will appear
asking you to enter an individual or enter a relay. This page will also display
what swimmers are entered into the meet from your club. Click on the
“Enter Individual” button.

Meet From To Venue
2015 New Zealand Junior Championship 20/02/2015  22/02/2015  Wellington Regional Aquatic Centre

Details Settings Competitors Fees Web display Competitive Events Notes Open To TandC's Documents Reports
©® There are no Competitors to display

| Enter Individual |

Cancellations

© There are no canceliations to display

_Enter Relay

6. Once you have clicked on “Enter Individual” a box will appear asking you to
enter the swimmers name, once you have done this click the “"Book” button.

Meet From To Venue
2015 New Zealand Junior Championship 20/02/2015  22/02/2015  Welington Regional Aquatic Centre

Select Swimmer to enter

*Member (@) | Book |

Cancel




7. This will then bring up a page of events that the swimmer has and has not
qualified for. to enter them into an event they qualify for click on the drop
down next to that event and click yes. Please note that the number next to
the “Yes” is the price of entry into that meet. Once you have selected all the
events that you want to enter the swimmer in click proceed down the bottom
of the page.

Events you qualify for
Event Your best  Qualifying
Nimber Event time Time Type Enter Event
Boys, 11 Year Bt
7272 Okds, 100 1:33.42 (C) (Bse;m’ 13850 gpndard 2
Breaststroke
Boys, 11 Year g
66 Olds, 50 4338 (C) I.Bg;"“ Rz Standard No v
Breaststroke g
Events you do not qualify for
Event Your best s g
Nitabat Event A Qualifying time Type
Boys, 128 S
2-2 Under, 400 (Bf)b“ 52500 gandard
Fresstyle
Boys, 11 Year T2
12-12  Olds, 200 (Bf)b“ 3005 gandang
Backstroke
Boys, 11 Year A
1818 OKs, 100 gl_e)b\« L2810 gpndard
Butterfly {
5 Boys, 12 & Below 6:11.20
2424y der, 400 M ) Stahcac
Boys, 11 Year
28-28 Olds, 50 Below 32,73 (L) Standard
Freestyle
Boys, 11 Year o
34-34  Olds, 200 3:32.14 ?‘L"')b" 3B cndand
Breaststroke
Boys, 11 Year
40-40 Olds, 50 Below 39.60 (L) Standard
Backstroke
Boys, 11 Year o
4645 Oids, 200 oM standard
Freestyle
¥ Boys, 11 Year : :
52-52 Olds, 50 Butterfly Below 39.10 (L) Standard
Boys, 11 Year sy
ses8  Olds, 100 o 1% standard
Backstroks b
i Boys, 11 Year Below 3:02.70
6666 Oids, 200 1M w Standard
Boys, 11 Year e
7878 Olds, 100 ?Sb” BIZ7L ghndard
Fresstyle ¢
Boys, 12 & %
82-82 Under, 200 (Bf)b“ e Standard
Butterfly
Cancel || Proceed ‘




8. A "Booking Details” page will then appear. This shows a summary of what
events the swimmer has been entered in and the total cost to pay. You have
two options in terms of paying, that is either pay now or pay later. If you
choose pay now you will have to pay by credit card if you choose pay later
we will send an invoice out to your club. To choose either of these options
click on the drop down. Once your option has been chosen click the proceed
to payment button.

Booking details

A Please check these details carefully, and use the 'Back’ button if you need to
change them. The total fee due is 36.05 - please select your preferred option
below and click 'Continue’.

Pay Now (card payment on the next page) A

Event Fee
72 Boys, 11 Year Olds, 100 Breaststroke 17.50
6 Boys, 11 Year Olds, 50 Breaststroke 17.50

Mail name
TR
©® The information below shows how the total fee of 36.05 is calculated.
Meet fee 0.00
Events fee(s) 35.00
Surcharge 1.05
Total to pay 36.05

Backr_", Proceed to Payment




9. Once you have clicked proceed to payment, if you are paying now by credit card
the following page will appear where you can enter your credit card details. Once
you have done this and clicked continue and the payment has been accepted the
swimmer will be successfully entered in the meet.

© Please enter your credit or debit card details to complete the payment.
The name and address given must match those on the card statement.

Card details

A Amount to pay: 36.05

* Card name | |®

* Card number ()

* Card type _;_
Issue 1
Valid from @ |mm/yy

* Expiry date (@) mm,'w

* Security code (@)

* Address ® (V]

Suburb
“cay | o

* Postcode

| Back | Continue

The swimmer will now be entered into the meet and display in the competitors list on
the meet page.

Meet Detail Page

2015 New Zealand Junior Ct

VENUE Welington Regional Aquatic

Centre Enter || Competiors
ORGANISER Open/National
CONTACT Swimming New Zealand
EMALL events@swimmingnz.org.nz

Entries close 05/02/2015 23:59

Meet Information
For further information about this event, please contact us




How do I export events from Meet Manager to upload into the database?

In Meet Manager, export your events using the 'Events for TM' process under the File ->

Export menu, illustrated below.

Swim MEET MANAGER - Database: 'C: ronahOceania\2014 Oceania C!

Endof Meetmdy' TR T

Set-up Events Athletes Relays Teams Seeding Run Reports Labels Checkfor Updates Help

Install Update

Disable Network Login
Open in Multi-User Mode
Network Administration

Ci\swmeets5\2014\2014 Central Swimming Champs.mdb

Ci\swmeetsS\2014\NAGs\Mayfair Pools 2014 NZ Age Group Champs - End of Meet No Visitors.mdb
Ci\swmeets5\201412014 Anthony Mosse Classic.mdb

Ci\swmeetsS\2014\2014 Gold Coast Ribbon Camival.mdb

Entries for SWIMS Times Recon
Entry Fees for Business Manager (.CL2)

Entries for Meet Manager Merge of same meet (HY3)
Advancers (Hy3)

Results for Meet Manager Merge of same meet (HY3)

Start Lists for Scoreboard

USA-S Registration
British Swimming Competitors List
Convert a Hy-Tek Export CL2 File to SDIF

Open / New Ctrl+O
Save As
- -'" Pre Meet Check List
Backup Ctrl+B [~ Meet Set-up
Restore CtilsR I~ Events
Unzip File T 1
) [~ Records

Repair/Compact Database I Time Sandards ]
Purge .~ Preferences

[~ Athlete Preferences
Import [~ Seeding Preferences
Export Results for Team Manager or SWIMS or NCAA Database I Report Preferences

[ Entry Preferences

[ Directory Preferences
Other Settings

[ Scoring Set-up

[~ Division / Region Names
[ Entry Fee Surcharges
[ Printer Set-up

Intérfaces
icenseManagement Athletes / Teams / Email (HY3)
Bt ctiQ Entries for Diving Only

Check off completed tasks
C:\swmeets5\2014\International\Oceania\2014 Oceania Championships - End of Meet.mdb Records
c onal\Oceania\2014 Oceania € ips - NZ Only.mdb Time Standards Hide Check List
C:\swmeets5\2014\International\Oceania\2014 Oceania Championships - Session 3.mdb Events for TM

C:\swmeets5\2014\2014 Northern Zone Junior Champs.mdb
e 01412014 Wellington Ch: db

Ci\swmeets5\2014\International\Oceania\2014 Oceania Championships - entries.mdb

Generic Data in MS Access

Results for Swimming World Magazine Web Site
Results for Disabled Athletes in IPC Format

wviANAGER 5.0
FOR SWIMMING

ACTIVEHY-T

Licensed To: Swimming New Zealand - Office Copy
- Release 5.0Ci -

AACTIVEHY-Tek

1217 pm. |
28/05/2014

il 1)

Create your basic meet, as outlined in How do I set up a meet in ClubLANE?. Once your
meet is created, click the Meet Manager tab then select the 'Import from Meet Manager
button'.

Details Settings Meet Manager | Competitors Fees Web display Competitive Events

© In order to import the detzils of the meet from Meet Manager click on the button below,
select the MM file and it will be uploaded.

Import from Meet Manager]

@ In order to export the enfries to Mest Manager click on the button belowr.

Export Entries to Meet Manager]

© In order to import the resulis from Meet Manager click on the button below.

Import Results from Meet ru1anagerLReuiew Results]

You can import the Meet Manager Events file (.zip) using two different methods:
a) Select the Add File button and then locate the file on your computer
b) Locate the Meet Events Zip file on your computer and drag it into the Drag Files Here


https://support.swimming.org.au/hc/en-us/articles/200935296-How-do-I-set-up-a-meet-in-ClubLANE-
https://support.swimming.org.au/hc/en-us/articles/200935296-How-do-I-set-up-a-meet-in-ClubLANE-

box

Upload Swimming Event

Select Meet File
Add file to the upload queue and click the start button.

Filename

Dirag files here.

© Add File

Meet Fila Name :
Meet Name :

Meet Start Date :
Meet Facility :
Meet Course :
Meet Event Count :

* [7] Please ensure this is the carrect file

Back

You will receive confirmation that the upload was successful. The confirmation screen
also shows you the details of the meet that you have just uploaded. After reviewing
these details, ensuring they are all correct, Tick the ‘Please ensure this is the correct
file’ box and select Submit.



Upload Swimming Event

© Upload of "Meet Events-2012 McDonald-s Qid Swimming Championships-15Dec2012-001.zip” successful ]
Filename Status Size
Meet Events-2012 McDonald-s Qld Swimming Championships-15Dec2012-001.zip 100% sk ©
© Add File © Start Upload 100% 5 KB

Meet File Name : Meet Events-2012 McDonald-s Qld Swimming Championships-15Dec2012-001.zip
Meet Name : 2012 McDonald's Qld Swimming Championships
Meet Start Date : 15/12/2012
Meet Facility : Brisbane Aquatic Centre
Meet Course : Long Course
Meet Event Count : 194

* [] Please ensure this is the correct file

Back|suomil

Select the Competitive Events tab to review the Meet Events you have just uploaded.

Details Settings Meet Manager Competitors Fees Web display Competitive Events || MNotes Cpe

Number Gender Age From Age To Stroke Distance Relay Type
1 Men 0 109 Butterfly S0 metre
2 Women 0 109 Butterfhy 50 metre
3 Men 5 59 Backstroke 50 metre
4 Women 9 ] Backstroke 50 metre
5 Bovs 11 11 Freestyle 50 metre
-] Girls 11 11 Freestyle 50 metre
7 Bovs 12 12 Backstroke S0 metre
] Girls 12 12 Backstroke 50 metre
] Bovs 13 13 Butterfhy 50 metre
10 Girls 13 13 Butterfly S0 metre
11 Bovs 16 16 Freestyle 50 metre
12 Girls 16 16 Freestyle 50 metre
13 Bovs 17 18 Backstroke S0 metre
14 Girls 17 18 Backstroke 50 metre
15 Ken 5 it Freestyle 50 metre
16 Women £ 59 Freestyle S0 metre
17 Bovs 11 11 Backstroke 50 metre
18 Girls 11 11 Backstroke 50 metre
19 Bovs 12 12 Freestyle S0 metre
20 Girls 12 12 Freestyle 50 metre

l4 4 | Page 1lofs5| b M| &



VENUES

How do I create a new venue?

Select the Meet tab and then Manage Venues on the top tabbing row.

y)

Swimming The start of somett

NEW ZEALAND

Home Find Add Events Meets Results Commi

Create a New Meet

Search for a Meet

List of Meets
List of Old Meets

Select the New Venue button.

Manage Venue

Select Venue

Venue (i} “ v

save || NewVenue |

Complete all text fields in Venue details and select Save.

Venue Details

Name

Name |\

* Address [ ]

*Suburb
=City

* Postcode

Contact Details

Telephone
Fax
Email

WWW URL

Other Details

Use again )
Contact Name

Add |

Security

& Your current active role is National

cancel || Save |



You will receive the following confirmation screen upon completion.

4 .

Swimming The start of something extraordinary

NEW ZEALAND

Home Find Add Events Meets Results Committees Accreditations Reports System

Add a new Venue

© A new Venue has been created...

Venue detail

Venue name Test

Address 3 test grove
upper hutt
welington

Postcode 5028

Ref 000087

Manage Venue

e: Staff on the Staff Portal

COURSES

Adding an Accreditation

1. Hover over Accreditations and click on the add accreditations button

The start of something extraordinary

Rezuts Comminies




2. The following screen will show up. Fill in the areas. All regional accreditations can be found
in the Accreditation drop down. Once done click save and the accreditation will be recorded
against their profile.

Swimming The start of something extraordinary

Home Find Add Courses Meets Results Committees Accreditations Reports System

Add Accreditation

| T
| *Member (@) ||
|

* Start date dd/mm/yyyy |3

* Accreditation 7

* Status v
Charge fee [

Accreditation Fee

Save |

w

To view the accreditation in the members profile simply click on the accreditations tab along
the top of their profile

Mailname Membership Type NI:IT!E;Y' Meet Manager Date of Birth Age Join date Indicator 'S.;art.u's' 2
—aiERy, Administrator 944869 saganpe+ -9 06/01/2014 |Non Paying Approved
Personal Profile Events & Meets Accreditation Correspondence History Documents Biometrics =
This person - Meet Manager -~ Status -
Bl - Meet Manager
- 3 © Record 944869 is currently active
Add to Basket  Personal details Edit

Add to Card run Lapse



GENERAL ADMINISTRATION

What do the committee roles mean?

Assigning members to committee roles not only helps Swimming New Zealand and
Swimming Regions to ensure that we have the correct committee contact details for your
club, but it will also provide each committee member with access to the database.

Committee members will be required to use their own individual membership username
and password to access the database. The intention of this is to provide users of the
system a single sign-on to access all elements of the MMS/CMS. For this reason, all
committee members MUST be registered members of a club in order to be aligned to a
committee role in the database.

Selecting your active role

An individual with multiple roles will need to select the role they are assuming upon
logging into the database.

For Example:
John Smith is a Treasurer at Example Club, John is also the President at Example
Region. Upon logging into the database John will be greeted with the following message:

Select a Role

@ Treasurer on the Club Committee Members at

Region Administrator on the Region Committee Members at

[] Don't ask me this again

Continue

Committee members will need to select which role they wish to act as before being taken
to that particular console.

Once logged in you can change your active role by selecting the System tab from the
menu items and then Select Current Role. You will be presented with the same Select a
Role screen as when you log in, where you can select which role you now wish to
assume.

y)

Swimming The start of something extraordinary

NEW ZEALAND

Home Find Add Events Meets Results Committees Accreditations Reports System -

New Window

Pearson Club Region Zone

O



How do I update my committee details to give them access?

It is important that committee details are entered correctly as the database will only be
available using an individual committee member’s unique log in.

Once logged into the system using your username and password, click the club tab and
access your club's profile.

y)

Swimmin The start of something extraordinary

NEW ZEALAND

Home Find Add Events Meets Results Committees Accreditations Reports System

o |

Advanced st Accass

Select the Committee tab. This screen will allow you to view and edit the details
currently recorded in the system.

Details Members Committee History Correspondence
Activity List
Administrator

Edit .
@ aAdministrator there is no current postholder
Club Contact

Edit B
@ Cub Contact there is no current postholder
Secretary

Edit
i ] Secretary there is no current postholder
Treasurer

Edit
© Treasurer there is no current postholder
Registrar

Edit

@ Registrar there is no current postholder

Race Secretary

Select the Edit button and then begin typing the committee member’s surname and click



the person’s name that holds that position. Note: committee members must be members
of your club to be aligned with a committee position.

Details Members Committee History Corresponden

Administrator: add or remove postholders

This screen allows you to remove current postholders and add new ones. When you click
‘Next’ you will be shown a confirmation screen; if vou confirm the changes, they will take
effect immediately and the committee will be updated.

@ There is no current Administrator

New postholders

@ Find the new postholder by typing in the field below.

Narme/Number @|

[ Add
Start Date 20/05/2014 |
End Date dd/mmiyyyy |3

| Cancel || Next

The selected member information will be populated in the field. If there is an existing
postholder already aligned to the committee position who no longer needs to be aligned
to this position, select Remove by ticking the box, then select Next.

Details Members Committee Documents History
Secretary: add or remove postholders
This screen allows you to remove current postholders and add new ones. When you click

‘Next' you will be shown a confirmation screen; if you confirm the changes, they wil take
effect immediately and the committee will be updated.

Current postholder to be removed

Current Secretary Number Start Date End Date Remove

ST B4 29/11/2013 El

* End Date 01/12/2013 |@

New postholders
© Find the new postholder by typing in the field below.

Name/Number (1)

Add
* Start Date 02/12/2013 [3
End Date dd/mmfyyyy |3

Cancel| Next|

You will receive the following confirmation screen upon completion.



Details Members Committee Documents History

Secretary: updated
@ The changes you made to the Secretary position have been successfully completed.

Return

Select Return and repeat this process to edit other committee members as required.
How do I edit members' usernames and passwords?

From the homepage ensure the Person tab is selected.

y)

Swimming The start of something extraordinary

NEW ZEALAND

Home Find Add Events Meets Results Committees Accreditations Reports System
Club Region Zone
) |

Agvanced LastAccessed

Here you can search for the member whose details need editing.

You can search a few different ways;
e Members name
¢ Member number
e Or use the Advanced tab to search more specific attributes

Person Club Region Zone

O lerk

Mrs Becki Erkens [944856 - Administrator] | Advanced LastAccessed

10

Once you find the member their details will appear.

Under the Personal tab you will see the Web Access box, click the Edit button



Personal Profile Events & Meets Accreditation Correspondence Histary

Biometrics
This person Status -
Mrs Becki Erkens (944856) Web User Id Becki . .
. Password [ @ Record 944856 is currently active
Your settings Personal details
Remove from Card run Add to Basket Lapse
Contacts Approved Member Status -
Staff Approved
© No email addresses set Select Edit
Log received email  Send quick email .
Secondary Club +|  Subscriptions -
Type Staff
© No phone numbers set YP .
Ctnt Pav Methord None Requirerd

In the window that appears you can now edit the member's Username and/or Password
by typing in the relevant fields and clicking 'Set Web access details' to save changes.

Web access: Mrs Becki Erkens (944856)

@ 1f you wish to retain the current Username shown below, copy it into the 'Confirm
Username' field. To set a new Username, enter that in both fields.

Username Becki
Confirm Username

© 70 set a new Password, enter it in both fields
(leave blank to retain the user's current password)

Password

Confirm Password

| Cancel || SetWeb access details




How do I check if I am aligned to the correct region?

Click the Club tab and begin typing the name of your club. Select your club from the
drop down list.

Person Club Region Zone

ok|

[10204] Okato Advanced LastAccessed
Swimming Taranaki | Star rating
Club

On the Details tab you can view which region/area you are currently aligned to by
looking in the Additional details box found in the centre of the screen under the
Address section.

Name
Okato

Details Members Committee History Correspondence Fees & Discounts Groups Email Ter =
This Club | Address | Meetings -
Okato (10204) [OKTTR] Address 245 Dover Street Meetings
Also known as  Okato New Plymouth

This Club is currently active Post Code @ No meeting information has been pubished

Edit

Contact ‘Additional details

Bank Details -

Contact name Region Swimming Taranaki

Account name
Account number
BSB Number

GST Registered @

Filter criteria:
Test
Telephone Type

= Amend
Member cOun

If you are not in the correct Region, please contact your Regional Administrator for this
to be updated.

FINANCE

How do I set up my banking details and GST preference?

It is important that clubs enter their club’s bank details, in order for all fees from online
memberships to be directly deposited into the club's bank account. Entering the club
details is a two-part process, where one committee member must enter the bank details,
and another must verify and accept these details as correct.



Click on the club tab and access your club's profile.

y)

Swimming The start of something extraordinary

Home Find Add Events Meets Results Committees Accreditations Reports System

Person @ Region | Zone

o|

Avanced  LastAccessed

On the Details tab you can view the current banking details recorded for your club in the
right-hand column. If the Bank Details fields are blank no details have been added. To
edit these details, or to set up details for the first time, click 'Amend'.

Home Find Add Events Meets Results Committees Accreditations Reports System
MName
Okato
Details Members Committee History Correspondence Fees & Discounts Groups Email Tem| =
This Club = Address = Meetings =
Okato (10204) [OKTTR] Address 245 Dover Street Meetings
Also known as  Okato New Plymouth P - I
This Club is currently active Post Code 3 ”.’eet'”g N TEERT T R
) Edit published
Edit =
Contact . Additional details -
Contact name Region Swimming Taranaki Bank Details

Fitter criteria:
Test
Telephone Type Edit

Account name
Account number
BSB Mumber
GST Registered @

Member count =



The next screen will allow you to fill out or amend the details as recorded, as well as
advising if your club is GST registered.

Home Find Add Events Meets Results Committee

Name

Okato

Details Members Committee History

Current Banking Details

Account name

Account number

BSB Mumber

GST Registered [x]

New Banking Details

* Account Mame | .10

* Account Mumber
* BSB Number

* G5T Reqistered ™

Cancel Save

Click 'Save' once completed and the system will take you back to your club’s profile
page. When modifying the original bank details supplied, a second committee member
will be required to verify and approve these bank account details.

To verify the account details, the second committee member must log in with their
individual log in details, following the same above steps and select Approve on the Bank
Details screen if correct. If these details are incorrect the committee member must click
the Reject button and follow the above steps to complete the correct details.

How do I approve my club banking details and GST preference?

It is important that your club banking details and GST Preference is set up correctly in
order for funds from any online transactions are correctly distributed to your club. This is
a two-part process.

1. Club banking details and GST Preference must be set up first.
2. A second committee member must log in (using their individual log in) and verify
that the banking details and GST preference are correct.



If you are seeing the below image, follow these steps to verify and approve the banking
details for your club.

Bank Details

A Unapproved Bank details
Account name

Account number

BSB Number

GST Registered

Click the Club tab and begin typing the name of your club. Select your club from the
drop down list.

Person Club Region Zone

1] ‘okl
| [10204] Okato

: Swimming Taranaki | Star rating
i Club

Advanced Last Accessed

Select Amend under the Bank Details section.

Home Add Events Meets Results Committees Accreditations Reporis System
MName
Okato
Details Members Committee History Correspondence Fees & Discounts Groups Email Tem| =+
This Club =~|  Address = Meetings =
Okato (10204) [OKTTR] Address 245 Dover Street Meetings
Also known as  Okato New Plymauth ° formation hae b
This Club is currently active Post Code No meet\ng information has been
Edit published
Edit :
Contact .| Additional details -
Contact name Region Swimming Taranaki Bank Details
Fitter criteria: Account name
Test Account number
Telephone Type Edit BSB Mumber
et GST Registered @
Member count

Review the bank details and ensure they are correct, then Approve.

GST Reqistered L}

Requested By ~

Reguested on 28/11/2013




Your clubs bank details will now show on the Details.

Bank Details -

Account name
Account number B3
BSB Number T 3

GST Reaqistered

J

Amend

How can I offer family memberships?

In order for your members to be able to pay for multiple members in one single
transaction (i.e. a family membership), the following MUST be set up:

1. All members of a family are linked together

2. Create club-specific single membership types (if applicable)

3. Setup Club membership fees into the database

The database will pick up on what each linked family member’s member type is when
processing the transaction. The total transaction charge for linked members will be the
total sum of applicable membership fees (Swimming New Zealand, Swimming Region
and your club fees).

An added benefit to linking members within their family is that clubs now have the ability
to offer discounts on their club fee for families, through the form of Discount Packages.
These packages will automatically display a discounted amount that a family of a specific
combination will pay when their family’s primary member logs in to renew.



