GAMEDAY

How do | add Organisation Contacts?

Last Modified on 09/11/2023 3:10 pm AEDT

The 'contacts' area of Membership is where you can add details for administrators within an
association or club. Adding details of your key administrators will allow you to keep an up-to-date
database of contacts, and also assist in important processes such as player registrations, player
clearances, and in providing contact details to display in the GameDay 'locator'.

Firstly, login to your Online Membership Database - If you don’t have your login details please
contact your State Governing Body or Association.

1. Log into Membership at the association or club level.

2. The 'dashboard' will appear. Click on Contacts.
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Address

Level 12/89 Hilner St
Melbourne
VIC, AUSTRALIA, 3000

Add/Edit Logo +B614999322423  (Phone)

3. The 'Contacts' page will appear. On the left is a list of 'Board or Committee Roles' that you are
able to populate. On the right is a table of 'Functional Responsibilities' where each board/
committee member's responsibilities can be selected.

Board or Committee Roles Functional Responsibilities
Primary Competition Social Website & Clearance Sponsors& Finance& Legal& Registrations
Contact Admin Activities  Publicity & Permits Fundraising Payments Contracts . -

Presldent
Add new Name Here

Vice President
Add new Name Here

Treasurer
Add new Name Here

Secretary
Add new Name Here

Registrar
Add new Name Here

Committee Member
Add new Name Here

Committee Member
Add new Name Here


https://membership.sportstg.com

4. To add details of a Board or Committee member, click on the 'down arrow' next to a Board/

Committee Role.

Board or Committee Roles

Add new Name Here

Vice President
Add new Name Here

Treasurer
Add new Name Here

Secretary
Add new Mame Here

Functional Responsibilities

Primary  Competition Socia Website & Clearance Sponsors& Finance & Legal & Registrati
egistrations
Contact Admin Activities  Publicity & Permits Fundraising Payments Contracts b

The contact details fields for that role will appear.

5. Enter the member's contact details in the fields provided.

~  President
Firstname David
Surname Argyle
Gender [ Mone Specified N ]
Emai david@testsport
Mabile
Publish
ublish on
Locator

6. Under 'Functional Responsibilities' tick the boxes corresponding to the responsibilities the
member has. A member can have multiple responsibilities, and more than one member can share
the same responsibilities. Assigning the correct functional responsibilities is important because
certain communications are sent from the GameDay system based on their roles. This currently
applies to Clearances & Permits, Finance & Payments and Registrations. For example, if a member
is assigned to 'Clearances and Permits' they will be copied in on all emails automatically sent by
the system relating to clearances/ permits activity.

Board or Committee Roles

Functional Responsibilities

Primary Competition Socia Website & Clearance Sponsors& Finance & Legal & Registrati
egistrations
Contact Admin Activities = Publicity & Permits Fundraising Payments Contracts -

~  President
Firstname David
Surname Argyle

Gender None Specified
Emai david@testspert
Mabile

Publi

Locaion




7. One member can be assigned the primary contact by clicking on the 'Primary Contact' radio
button. An association/ club's primary contact will appear in the top position on the Locator search
results. Additionally, if GameDay needs to contact someone from the club or association, this will
generally be the person we contact.

Board or Committee Roles Functional Responsibilities
Primary Competition Socia Website & Clearance Sponsors& Finance&  Legal & Registrations
Contact Admin Activities = Publicity & Permits Fundraising Payments Contracts o -
~  President
Firstname David
Surname Argyle
Gender Nore Specified -
ST pem——
Mabile
Publish
ublishon
Locator

8. Repeat steps 4 - 7 to add other board/ committee members.

10. Below the 'Board or Committee Roles' is a section for adding 'Other Roles and Contacts'. Add
contacts to this section if it is not suitable to add them to the board/ committee roles provided.
The only difference to adding a contact here is that a drop-down list is provided for selecting the
role held by the member (if you want another role added to this list, contact your governing body).

Other Roles and Contacts Functior

Primary
Contact

S v --Select a Role-- ]

| Vice President
Firzf  Committee Member
Administrator
Surt Publicity Manager
Coaching Director

Gender | MNone Specified N

Emai

Maobile

Publish an
Lecator

Note: If 'Committee Member' is selected for a member within the 'Other Roles and Contacts', they
will be added to the above list of 'Board or Committee Roles' once saved.

11.When you have finished adding contacts, click on Save.




