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1. Introduction

MyClub is a hierarchical online membership management system for clubs, states and national bodies. It allows a club to
manage their membership and allow relevantinformation to be then made available to association, state and national
organisations. Itis ideally suited to sporting organisations that have a hierarchical structure with a national body requiring
each club to register its players with the national body and optionally capitation fees payable to both the State and National
bodies.

There are many levels of access to the system - each level providing different access rights. National level access allows the
user to see all members of all states, state level access provides access to all clubs and associations in each state and
association level access provides access to all clubs within the association.

In addition to providing online member registration, myClub also provides the club with a series of tools that makes the job of
membership officer easier.

These tools include:

— Generate Invoices for member renewals and take payments online

— Register new members, including online payments

—, The ability to send an email (HTML format or text) to all members.

— Download a list of the club members to excel for a mail merge.

—, Update which members have paid state and national levies.

—, Exporta list of other clubs within their sport for promotional mailouts of events that the club is hosting.

Information about the club is also passed to the websites allowing the public to view certain information about the club - eg:
Contact phone numbers, activities offered and club office bearers. MyClub serves as a promotional tool for each club to
marketitself to the public.

1.1. Major Components

MyClub has two main components — a National Registration system and a Club Membership Management system.

1.1.1. National Registration

Many sports require that members register at Association, State or National level. Typically this results in double or triple
entry. MyClub allows a user to enter their player details into a single database available to all levels of the sport. The data
entry could be done by any level (National, State, Association or Club) depending on the requirements of the sport.

This component can be implemented independently of the Club Membership Management system. See Chapter 3 for details.

1.1.2. Club Membership Management

Clubs can use this componentfor all of their club membership, rather than using Excel or Access or other similar tools.
Larger clubs with bar tabs, yard fees, etc will probably already have purpose built systems in place and the system may notbe
suitable.

The system allows clubs to generate, print/email invoices to all club members and record their payments. When a member is
marked as “Paid” the system automatically updates their status in the National Registration system, so no further updates are
required.

An online credit card facility provided by BvIT is available, so after sending outinvoices, club members will are able to pay
online, and the system will automatically update their Club.

Membership and National Registration with no input from either club, state or national office, and funds deposited weekly in
the club’s account. See Chapter 4 for details.



1.1.3. "Registered” vs "Paid"

In MyClub V1, the system referred to marking someone as "paid" in the system. However this caused considerable
confusion, especially for those clubs using the Club Membership system. For example, a club could mark someone off as
"registered" before payment has been received by the club. Therefore in V2, the terms "registered" indicates when the person

is flagged as being registered with the national body.
When a person is mark as "paid", either by an online credit card transaction, or a manual change, the system marks the

invoice as "paid" and also that the player is "registered".
To see alistof "registered"” members, use the List/Count Members screen. To find a list of "unpaid" members, use the

List/Editinvoices screen to find all unpaid invoices.

2. Logon Screen

To login to MyClub, gotto your national website, e.g. www.yoursport.com.au/myclub . If your club has setup a standard
website through the myWebsite system, you can enter myClub though your website simply add myClub at the end of your url
eg: www. XXXXXX.yoursport.com.au/myclub

You will be presented with the logon screen as shown below.

User ID
Password
Don't know your password? Click here

Enter the User ID and Password provided by the myClub Administrator, who is normally someone in your state office. If you
are having trouble locating someone in your state office that can help you, please contact your National office for more
information.

Once logged on, you will be presented with a setof menus similar to the one below dependent upon your userlogon rights.

Mational Reglstration Financkals el ommerce

Edit Clul Delails Edin Dorganvisal ons Edil Teams

Uik Lovg OFF

3. National Registration

If you are simply using MyClub to register your members with the national body, and use another system for maintaining a list
ofyour club members, all you require is the information in Chapters 2 & 3. The main functions required by an administrator to



manage the system are:

»h Setup a listof Membership Types (only required once per year)

»h Mark of all members as "registered" when they are considered "registered" by the club

»h Maintain the contact details of each member. These details are maintained by the State / National bodies for contact and
insurance purposes.

3.1. Edit Membership Types & Fees

This section is used to setup membership types and their associated fees. Membership types are useful for both charging
differing fees and for reporting by different types of members. Members are easier to separate by membership type than any
other variable and are of significant help in reporting so even though the fee may be the same for a youth membership and a
junior membership, knowing how many youths and how many junior members your club has can be very important. The
Parent Membership Type is the membership types set up by the organisation above you, such as State or National body. If
you are notusing the Club Membership system, justsetall the amounts to zero, the from/to dates for the appropriate season,
and the Display Name the same as the Parent Membership Types, typically your state or association membership types.
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3.2. Maintaining your Membership List

3.2.1. Updating Membership Status

If the member you are searching for is highlighted as notbeing a currentregistered member and you wish to update them to
“registered” status, simply select the membership type from the dropdown menu and check the box in the “Update as
registered” column.

| Add New Member

o B Mumbar  First Namea Last Namsa
Organisation | Derwent Canoce Club Member [ - | . _srruth |
Season 2009 - 2010+ Financial Status ® all Members O Financial O Unfinancial O In

. Member Paid Paid Update _ ..
I Last name  First name Address Type Through Date as Paid Edit

e —

50055 Smith ] I c:lerive, 7018 s Feb 2005 7 Feb 2005 @ EdCFE
9614  Smith | I . numney, 7170 SNR 30 Jun 2010 9 Aug 2008 EdCFBA
277248 Smit [ I ' sumney, 7170 INR 30 Jun 2010 S Aug 2009 EdCFBA
277247 Smith I I it Rumney, 7170 INR 30 Jun 2010 9 Aup 2009 EdCFBA
50043 Smith I B v, 7018 | IR »| 30 Jun 2006 14 Sep 2005 [| EdCFE

3.2.2. Editing Member Details

The series of letters to the right of the member’s information edits their details. The first button (Ed) edits their personal
information such as name, address, DOB, etc. The other buttons are sport specific such as boatinfo or players statistics.
Hovering the cursor over each of these will display the name of the link.



[ Add New Member

o . B Mumbar First Name Last Nams

Organisation |Derwent Canoe Club \ Member |smith |

Season _2009 - 2010 | Financial Status & all Members O Finangial ) Unfinancial O In
. Member Paid Paid Update _ ..

D Last name  First name Address Type Through Date as Paid Edit

50055 Smith e B ccllerive, 7018 |SNR 3M & 28 Feb 2005 7 Feb 2005

9614  Smith [ I 1« umney, 7170 SNR 30 Jun 2010 S Aug 2009

277248 Smith [ B i sumney, 7170 INR 30 Jun 2010 S Aug 2009

277247 Smith I I it Aurnney, 7170 INA 30 Jun 2010 9 Aug 2009

50043 Smith I - BRI | INR | 30 Jun 2006 14 Sep 2005

Note: If you edit a member’s address or name information and then close the editing window, the updated information will
not be shown in the membership list until the membership list is refreshed. Click on “Refresh” to refresh the membership
list.

The screen should look like this:

Mew member

Save and Close ] [ Save and New ]

B - rrivet orive |
|| |
-|u::IE Whingi_ng |
BN 2000 |
S |
B o otter@hagwarts.co.ui
N |
B 27/ 1950 =N |
_ @ Male O Female - & active O Inactive

The full list of fields displayed will be determined by the fields setup in “Edit Member Fields” (see Section 11.7). Some will
be optional and some will be mandatory based on the options set in the Edit Member Fields screen.

0456 789 123

3.2.3. Add New Member

Next to the “List Members” button is “Add New Member”. This will open a popup window asking you to search for the
member. Searching for your new member in the database helps reduce the number of duplicate memberships in the system if
members change clubs or are members of more than one club. Alternatively, if the member is new to the sportyou can skip
the search process by clicking the “Skip search” button. If you find the person that you are looking for, click the Select button
and the person will be added to your club.



New member search

First Name Member
Last Name {or initial) Number l Search ” SHD Search ]

smith m

Bracher - smith | 8305 Echuca VIC 26 Feb 1947

Erocke -Smith NN 55384 Wembley Downs WA SELECT
Brocke-Smith [N 56338 Wembley Downs WA 1 Jan 1571 SELECT
srocke-smith [ NEGN 56388 Wwembley Downs WA 1 )an 1980 SELECT
Crisfield-Smith |GG 51656 Rosanna WIC 28 Sep 1591 SELECT

If you can’t find the person in the search, click the Skip Search button and enter their details into the relevant fields. Field titles
with a * nextto them are mandatory. Once your new member’s information has been entered, you have the option of saving
and exiting (if you only need to add one new member) by clicking “Save and Close” or saving and adding another person (if
you are adding several new members) by selecting “Save and New”.

3.3. List/Count Members

The List/Count Members option allows you to do exactly that, list and countthe members within your club, state or national
organisation. Outlined below is a step-by-step guide on how to best utilize this section of your database.

3.3.1. Counting Members

For various reasons, many people need to know how many members your club or association has. The Count Members
function will allow the number of members of your club to be provided according to their membership types and in total. In the
Basic Search you can filter what you search for by season, financial status or name and clicking “Count Members”.

Website home
MyClub home ist/Count Member

Print

List Members ( Count Members ] | Advanced Search |

Mumber  First Name Last Name
Member Organisation Seelong Canoe Club

Financial Status ) All Members ® Financial =) Unfinancial = New Members Season 2009 - 2010 -

3.3.2. Listing Members

Listing members may be used for a number ofreasons and the process of filtering the search is the same as for the Count
Members function except thatinstead of clicking on “Count Members”, you click the “List Members” button to the right.



‘Websrte home

MyClub home =t/ Count Members

Print
(| List Members H Count Members ][ Advanced Search | [ Output Results
Number  First Name Last Name
Member Organisation >eelong Canoe Club
Financial Status ' All Members ¥ Financial " Unfinancial ) New Members Season 2009 - 2010 -
Membership Count
Adult 44
Junior i9
Rec adult 16
Social = INR 3
Social - SNR 1%
Total i01

3.3.3. Advanced Search

If the basic search is not returning the fields or the information that you want, clicking the Advanced Search button will give
you extra options to filter your search and return the exactinformation that you require. As well as being able to search by
season, name and financial status, you are able to search by birth date, gender, and membership type. You can also create
your own search parameters by using the dropdown menus below the standard search fields.

In the screenshotbelow, we have searched for Senior members of Australian Canoeing (e.g.at the National level) for

the 2008-2009 season with the surname Smith. We searched for All members (no specific financial status), for Both male
and female, and whose birth date was between 1 Jan 1955 and30 Dec 1989. We then created our own search parameters so
that the search would notinclude any members from the Northern Territory, and would include members with postcodes
between 2000 and 8000.
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Column Chooser

If you chose to listthe members that you have found in your Advanced Search, you will be given the option of choosing the
fields displayed by clicking the “Column Chooser” button at the top of the screen. This opens a pop-up window that will let
you selectfrom a list what personal information you want displayed when you search your membership list. The options
available will depend on the fields that the National, State and Club administrators have deemed relevant. Simply click the
checkboxes to puta tick in the box next to the information you want displayed, or click the tick to make it disappear if you do



notwantthat piece ofinformation returned in your search, then click the save button at the top to save your preferences.

=

/~ Report Column Chooser - Windows Internet Exp... I:!@Irg|

Save

Member Number
Family Name

Given Name

O K & &

Middle Name

Unfinancial Members

If you are searching members who are not paid up this year but were several seasons ago, there is a search function to
search the season that they were paid up as well as the season they were not. This is called Previous Season and is located
on the left hand side underneath the Season option. In the following example, we have searched for people who are
Unfinancial (not paid up) for season 2009-2010 but were paid members for the 2006-2007 season. We included the search
parameter of people whose postcode is 3186, 3188, or 3191.

|  Column Choocsar | I_ Output Results ] I_ Bamc Search ] I_ Count Members || List Members ]
o 5 Fumzas  Fimst llzrme L=t Nama
Qrganisation |:|._|;'r?| ian Canosmy Inc Member I I I
Sesson 2009 - 2010 = Financial Status O 211 Membere C¥Financial (8 Unfinancial ) Hew Members
Prewious Soason = - )
(Ferinfinanazl | 2006 - 2007 & | Gander @Eoth D Mala O Femala
mambers)
P Estrma and
Memberchip Type | Date of Birth 1
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Mem Num  Sumame  First Mame DOB Address City State P'code Faid Date Date M’'ship Tvoe
Cape2 Marzin Enghton VIC 31856 2€ Apr 2006 21 Jul 2006 SEMICR
G334 Sharrock EBrightan VIC 3186 15 Sep 2005 31 Jul 2006 SENICR
52155 Watt Erighton YIC 3185 29 Sep 2005 31 Jul 2006 SENIOR
Mgmber ligled: 5

3.3.4. Sorting
Once your specified membership search is completed it will display the results under the following headings (or if you used
the advanced search it will display the headings of your choice):



Website home
MyClub home st/Count Members

Print

i Australian Canoeing Inc

l_ Qutput Results ][ Advanced Search J

Number First Name Last Name
Member |
Season | 2009 - 2010 » Financial Status (& all Members O Fil
riam s First N DOB Add v
wiegses urname rst Name ress
EF—

49123 Zykus M valley Road

47555 2ygarlicki Ml Grace Street

54527 Zwerus B Caklands Ave

- l Kennedy Way
W — o steet

13434 Zwen

2790956 Zwart

By clicking on any of the headings, the program will sortyourlistin order of thatfield. So by clicking on the surname field, the
list will be ordered by surname. If you click the heading again, the list will be ordered in descending order instead of ascending
(as shown above). By default, the membership listis sorted by surname in an ascending order.

3.3.5. Output Results

Once you have refined your list of members, the next decision is to decide what to do with the list. Next to “Advanced Search”
is the “Output Results” button. This program has several functions to allow you to do various tasks with the list.

[  view Saved Reports | [ Next | [Exit]

What do you want to do next? @® view/Frint Report

O Export data to Excel

O save Report snapshot for later

(O save Search Criteria for later

O send Email to listed people

O send text message to listed people

Name of Snapshot Report
or Search Criteria

Report Date 22 Jun 2010
Report Snapshot Expiry Date 22 Dec 2010

View/Print Report
This will open up a new window with your search results in it.

Export Datato Excel
This will open your search results in an Excel document. It can then be saved on your computer for later reference or for
printing.

Save Report snapshot forlater
This saves both the search parameters and the results returned onto the system for later reference. If members are added or



deleted after these search results are saved, this will not affect the data. The members and their details listed are what will be
saved and what will be shown when you access the snapshot later.

Save search criteriaforlater
This will not save the results of your search, only the conditions thatyou used to search.

Send Email to listed people
This function will send an email to every person that was returned in your search. To use this feature you will need to ensure
that the email field has been selected in the column chooser.

Send text message to listed people
This allows you to send an SMS message to the people returned in your search. As with the “send an email to listed people”
function, to use this feature you will need to ensure that the mobile phone field has been selected in the column chooser.

3.4. Edit Members

The page displayed when you click the “Edit Members” link is a lot like the List/Count Members page. Select your search
parameters and click “List members”. If you are searching for a specific person and know their membership number, you can
type thatinto the field nextto First Name/Last Name.

3.5. Count Member across Seasons

This feature shows the number of members over several seasons.

| Count by Membership Tyee | [ Cour by Cub_]

Crgesnisation | Aastralan Canceng Inc

Mambarship Type / Saason 20032 - 2004 2004 - 2005 2005 - J006 2006 - 2007 200F - 2008 2008 - 2009 2009 - 2000 2010 - 2011
JUNIOR 1,133 1,407 1,221 1,32 1,507 99% 57
Mon Paying Mamber 4 47 27 29

SENICR /BE 5.4 3 & ]

Totals 0 044 6,137 6,767 6,302 7,604 1,896 1,088
Lagt Summary Court Dabs: 18 Jun 2010 11052 [ Racout ]

The count can be by club or membership type at any level (depending upon access level). By clicking on the Totals at the
bottom the system will show, for that season, during which month the members paid. Clicking on the number elsewhere will
transfer to the List Members screen and list out the members for that group of people, e.g, Junior Members in 2005-2006.
The numbers shown are from a Summary Count, so the numbers for the currentseason may notbe 100% up to date. The
bottom left of the screen shows the last date that the Summaries were updated. To refresh this count, click on the Recount
button. This will not affect the counts for previous seasons.

3.6. List Members Paid at another club

This page will letyou know if your members are members at other clubs. Just make sure that your organisation name is in
the correctfield in the top left corner and select the season you wish to view then click “List Members”. Ifany of your members
are paid up members at other clubs, you should see a screen something like this:



Organisation Adelaide Cance Club £ Season | 2009 - 2010 =
:E:E::ship Name Dther Club 'l"'v:hem Season E':';i ?ﬁi:lll
Date
51106 I SA School Club INTRO-INR 2005 - 2006 31 May 2005 31 Dec 2005
2357 [ | S4 Life Members SNR 2007 - 2008 2 Aug 2007 30 Jun 2008
SNR 2006 - 2007 3 Aug 2006 30 Jun 2007
Investigator Canoe Club SHR 2006 - 2007 3 Aug 2006 30 Jun 2007
SNR 2005 - 2006 9 Aug 2005 30 Jun 2006
SA Life Members SNR 2005 - 2006 9 Aug 2005 30 Jun 2006
SNR 2004 - 2005 30 Jun 2004 30 Jun 2005
Investigator Canoe Club SNR 2004 - 2005 30 Jun 2004 30 Jun 2005
50104 [ ] cot Kayak Club Comp Adult 2005 - 2006 © Feb 2005 30 Sep 2005
2354 | West Lakes Cance Club SNR. 2005 - 2010 24 Jul 2009 30 Jun 2010
SNA 2007 - 2008 20 Sep 2007 30 Jyn 2008

3.7. Search for Duplicate Members

This function is only available for State and National level administrators. Select the region you want to search and click Go.

Hember Number Common Surname First Person Secomnd Person Address Don Herge

2524 accadia 0 | | ;;Eg:g;:[ﬁ] [ oismiss |
271229 Acott T g;i:;,}fz [Merge ] [ Dsmiss |
2730 Alexender - . 2021978 e o0 ) [Diamis )
- 2200 e ) (Games
- Julat:] Anderean — [ ] Ié“‘-""'[i;;‘l‘ Nargal DiEmiss |

The search program will display people with the same surname and similar first names. If the addresses and DOBs are the
same then they are likely to be a duplicate of the same person in

which case you should click the “Merge” button to combine the two records. If they are obviously two different people who
happen to have the same or similar names, click the Dismiss button.

3.8. Merge Duplicate Members

If you already know that there is a duplicate record for a specific person and you have the two membership numbers, you can
enter them into this screen and merge.

3.9. List Saved Reports

This page will show and give you access to the results of searches thatyou saved in the List/Count Members area.

4. Club Membership

If you wish to use MyClub to manage your club membership, the following are the steps necessary to create invoices and
receive payments. Refer to the previous section on listing, editing, merging members information.

One-off tasks

1. If you wish to take payments online via credit card, contact your National body about setting up a payment agreement. This
is nota mandatory requirement, but makes accepting payments less time consuming. As of Sep 2010 this is available for
yachting clubs, with canoeing in 3/4th quarter 2010, and baseball early 2011.

2. Decide which of the standard contact fields you wish to use in your system

3. Decide if there are additional fields that are only relevant to your club that you wish to use

4. Setup the layout of yourinvoices

Yearly tasks
5. Setup the Membership Types & Fees



6. Setup any Extra charges over and above your normal membership fees

7. Generate Invoices

8. Accept payments and mark invoices as paid. This will happen automatically with online credit card payments or manually
with other forms of payment.

The ability for clubs to take direct new memberships online, or renewals online without an invoice is also available. To use
this facility do steps 1- 6 & 8 above, and then refer to the section below on "Online Renewals / New Memberships".

4 1. Edit Standard Member Fields

This is the area in which you decide which personal information is mandatory, optional or not required when requesting
information for membership purposes. The national, state and local organisations will each have their own requirements
however if the national body deems something to be mandatory, it will be mandatory at all the levels below it. If the state body
deems something else to be mandatory, it will be mandatory at all clubs within that state etc.

In addition, at club level, if your club is using the online membership signup and renewal facility, you can nominate which of
the fields will be displayed on the public signup screen. Ticking the checkbox on the far right means that this field will shown
on the public website signup screen.

| Select ancther arganisation || sawe || Exit |

Show on
Field name Australia R Daplay ~ Ostional  Mandatory RS

Renewal
Standard [nformation
Member Number M 2 <
Family Nama L] @ L
Given Name 0 a Fi
Middla Mamea o o
Informal Name o Cd
Maiden Mame 0 2
Guardian Name 0 S
Mame Prefix (Mr, Mra) o 2 o
Switix [AD, AM) 0 -

4.2. Edit Additional Club Fields

If the standard set of fields do not cover the needs of your club, you can setup additional fields such as locker key numbers,
uniform numbers, rack locations, etc. The fields can be straight text fields or radio buttons, checkboxes or dropdown lists.
Click on the ?icon in the top right of the screen for samples and information about how to setthese up. Once added to this
screen the fields are then available in the Advanced Search, in the Column Chooser and also the search options.

Drganisation - |  Display Exit |
[ Save
Long Name Short Name Mandatory r'_“l"l"' Field Type — Values *
sSCreen Length
Ayailable ta valontesr Valunteer F IF Radio Buttons » Yz, Mo
B B Text - 80
F ™ Tant - a0
[ Text - 80
T T nn

4.3. Edit Invoice Layout

If you plan to use the MyClub system to generate invoices, you can use this page to edit the layout of the invoice, as well as
textto be included oninvoices and/or receipts.



To put your organisation’s logo on the invoice,
click the round search button to the right and
select the picture from your image library.

The locations of the logo, invoice info,
address, organisation and invoice details can
be moved around the page using the options
to the right. To figure out which settings are
best for you, the trial and error method is best
— just click the preview button at the top of the
page to see how your invoice will look.

Paper Size

Logo

Loge Locatien
Inwvoice Info

To Address

Fron Drgaiialion =

Tnwoice Delails

| Prevessw | Reset b= Defsuls || Save

®as O US Loz

e cerg e g e b s I'JD

This note will be displayed when sending out
an unpaid invoice.

Farmeiil Terme

;:-::ln:dn:llll :‘;;"\IF"I!;I lnf'l.um Taext Alignment
Piwels
e | w | @ et O righ
o | a | Crleft @ riche
w | | ekt O richt
L | | Jleft ) right
i ¢ | et O right
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Will ke cheplayed if tha irvoica has not been paid.

This note will be displayed when sending out
a receipt for a payment that has already been
made.

Eeceip! Note

|E el el | = =

Will ba displaved f the rvoee has baen pad

This note will be displayed on both invoices
and receipts.

Inwnece Mote

B £ ==

Thiz 1ext will be displaye on all invoices recspls.

4.4. Edit Membership Types & Fees

See National Registration for a screen print.

The entered into the fee section should include GST and any fees that go on to the state or national organisations. It is the

total amount of money that the member will be paying to purchase their membership.

4.5, Edit/List Transactions

This function shows all the transactions that have taken place online such as entries for events and membership fees. If they
do notpay online, once you receive payment you can update the status of the transaction by clicking the Payment button to
the right. Next to Paymentis a Log button which will show information on all changes to the transaction. If your transactions
need to be saved or printed, check the box next to the relevant transactions (or click Select All in the bottom left corner) and
click either “Exportto Excel” or “Email or Print”. Tip: if you expectlots of transactions orjustneed a total amount click on

Report Type “Summary Only”.
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The Bank Ref column shows the Bank's credit card reference and can be used in case of disputed payments with members. If
you sportuses a central payments system, the money collected in the central account will be disbursed approximately once

per week. Once the funds have been disbursed, the Disbursement Batch ID will show the batch number in which this
transaction was included.

4.6. Setup Extras

Use this screen to setup the list of optional fees that may be charged against some or all members and included on their
invoice.

Orgamisatien Carina Cats Sall Club [ psplay [ Bt |

Delete  Name Amount  [hcludes  Hax ety rinmel o g
A Lacker Fe= 10.00 Fi

[ Uriform Fee 20.00 [

s

4.7. Create Member Invoices

This screen is used to create invoices to send to members for their membership renewals. To create invoices for next
season, selectthe previous season to search, select Financial, and click on List Members.

| List Members || Add New Member |

Last Name First Name Numbear
Member Organisation

@ Fi )
Financial Status A e— E——— LE——— ﬁ'“{: to 2009-10 -
Inquiries/New Members ek

Season to
Invoice 201011 ~

The system will return a list of current members and provide the ability to generate an invoice and include any extra changes.
Click the Extras button for a popup window to specify the number o each type of extra charge for this person. These numbers
are stored against the member and will be retained from year to year. Click on the checkbox for members you wish to create
an invoice and either Create New Invoice, or Replace Existing Invoices.
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4.8. Sending Invoices - Cover Letters

Exliras

HEkd

Having created invoices, you now have the option of creating a cover letter and then emailing or printing, or a mixture of both.
While emailing is certainly much simpler, you may find that the additional work of printing and mailing invoices provides a
much higher retention rate, as emails are not as reliable, with people changing jobs, or being flooded with emails.

From the List/Editinvoices screen, search for the required invoices and click on the "Email or Print" at the bottom right of the

screen.

Sglecl Inwvoice Sfle Descriplion
L LT

= 2556

[F] 25413 L

[F] 2510

IFi 598 -

7 2536

Mumibrer displayed 5

Ol SeiemilUinaalect Al

Hams Amoanl Stalua Inwvuice Paid Danh Diak.
Late Date Hel Batch
i
§74.60 Unpmd 17 Sap 2040 A S S Loa
$30.50 Unpaid 11 Sep 2000 IWDICE  PAYMENT  DELETE oE
£20.50 Unpaid 9 Sap 2010 DRADIGE  BAYREN ELETE G
$325.00 Unpmed 6 Sep 2810 BIVSICE  DAYMENT  DELETE .
$30.50 Unpaid 3 Sop 2810 OWOICE PAYMENT  DELETE LOG

Telal Amiouwnl: $181.10

Export to Excal || [ Email or Prnt

The following screen will be displayed. From here you can either print all the invoices, or email those where an email address
exists, or printthose without an email address. Click on Edit Cover letters to create a mail merge cover letter that will either be
printed with the invoice or emailed with the invoice.

Email /Print Invoices

Select I Description
]| 2658
F; 2643 : S
& 2610
El 2599
& 2596

| Select/Unselect All

Name Amount

Cover

.- None -- » | Previewall || Send Email ||

£67.82
£27.73
£10.64
§22.73

§27.73

Invoice Format

| Edi Cover Letters |

Email Address

Print All

Print - No EmailiD |

Letter:

This cover letter is an important part of the system and provides and excellent way of firstly showing your member the details
you have on file for them, and also providing them with the information to allow them to update their details themselves. You
might have several Cover Letters, e.g, renewal, first reminder, final reminder. The screen includes full instructions along with a

sample template to copy.
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Example Template Contents

Dear @ @firstname@,

Please find enclosed your xxxx renewal invoice. You can pay either by returning the invoice with a cheque made out to xxxx,
or pay online via Mastercard or Visa. Justgo to:

WWW.XXXXX.0rg.au/payment

Enter the Payment Number and Total Amount from the attached invoice and you will then be able to pay your using any
Mastercard or Visa Card.

The following are your details held by xxxx. @ @firsthame@ @ @lastname@ @ @address1@ @ @address2@ @ @city@
@@state@ @@postcode@

Email: @ @email@ @@email2@ Home Phone: @ @homephone@ Work Phone: @ @workphone@ Mobile Phone:
@@mobilephone@ Date of Birth: @ @dateofbirth@

UserlD: @ @Quserid@ Password: @ @password@

If these details are not correct, please logon to www.xxxx.org.au/myclub with the UserID and password above, and correct any
details. If you do nothave access to the internet, please alter this cover letter and return with your payment.

Regards,
XXXX

4.9. Online Renewals / New Members

The system has the ability to take renewals directly online withouta member having received an invoice, and also the ability to
accept new memberships directly. While the facility exists, it would generally be recommended for use only if your data
collection needs are quite limited, as there is significantly more flexibility in creating invoices and less chance of error than
providing a fully user driven application/renewal system. The biggestissue is in the are of membership types, with good
explanations required on the different types of memberships in use at some clubs, e.g. "A Student membership is applicable
to anyone who is under 25 as of 1 Jan this calendar year, but engaged in full-time study ...."

However, it can be an excellenttool for signing up new members with minimal admin effort and hopefully gets people into the
system before they have time for a second think about whether or not they should join.

To setup your options, click on the "Edit Online Renewals" link.



Allow Online New @ Yes
Membership & -
Payment

@ No

Allow Online Renewal g ves ® No
& Payment

Apply Memberships to -
Season 2010-11

Email Notifications fred@xooc.com.au xox@yyy.com.au

Send an email to this address for any new
memberships/renewals.
For multiple email addresses, separate with “;"

Terms & Conditions

B I i= i=

T — -—

-

Mew membership applications are subject to
ratification by the General Committee. By
submitting this application, you agree to be
bound by the Rules of the Club.

Membership Terms and Conditions

New Member Inquiry Screen

Introduction

—
B Lllléi=lla=

-

Please fill in the information below to assistin
your membership inquiry. You will be contacted
by a club official with more information.

will be displayed at the top of the input screen for
inquiries,

At a future date, all of the fields in the Contact edit screen will be made available as required on these screens.

Members who join online will have their contact details added to MyClub and cause an invoice to be generated. If you have an
online payment system available, they can also pay online and the system will them update the invoice to paid, and their
status to registered. Without an online payment system, they can print off the invoice and send in with their payment, or the
club can do a weekly scan to find new, unpaid invoices and mail them outto potential new members.

Forrenewals, the system will generate an invoice with a status of unpaid. With an online payment system, they can then pay
directly online, or if not, print off the invoice and send to the club. They are notupdated to "registered" until the invoice is paid.

4.10. Accepting Payments



If you are using the online payments system, members enter their payment reference number and amount from the invoice,
enter their credit card details and upon successful payment the system will update the invoice to "paid' and the member to
"registered" and no intervention is required by the administrator. The member is presented with an invoice and if they have an
email address, a copy is also emailed to them.

Please note that the paymentreference number is different from the invoice number. The reason for this is thatinvoice
numbers are sequential, and a club will send out many invoices ofthe same amountand with sequential invoice number. The
system uses the paymentreference number and amountto cross check thatthe member is paying the correctinvoice. The
payment reference numbers include a 2 digit "check" to make sure that the number is a valid number and they are not
sequential, so the chances of paying the wrong invoice are significantly reduced. While itis a little more confusing for people
as there are two numbers on the invoice, this is now becoming quite common and people are becoming more and more
familiar with the practice.

If you are notusing an online payments system, use the List/Edit Transactions screen to search for the required transactions,
click on Payment, and update accordingly. This will mark the invoice as paid, and update the person as "registered" so they
will then appearin green on the List/Count Members screen as being Financial.

4.11. Payment Options

4.11.1. Edit Payment Options

If you plan to take membership fees or payment for other goods & services online, this is where you enter your banking
details. If your organisation uses a central payment system, this is the information required by the organisation that manages
the system (usually the national body). Clubs have access to the GST and ABN fields, plus the ability to specify email
notifications, and whether to accept payments via manual credit card or on account.

Credit Card Facility: ) Australian Canoeing O None

Bank BSB: L ]

Bank Account NHumber; | |
Bank Account Name: |
ABH: |
Email addre=s for purchascs: |

Page Humber for eCommerce T&C's: |:|

GST Registered: * vee (N0
Accept Manual Credit Card on -

Inwvnice: 12 Yes D No
Accept Online Credit Card: ® ves O No
Accept Payment by Account: O ves & o
Accept Payment by Cheque: E- Yes D Na

4.11.2. List Disbursement Batches
This section is used if your organisation uses a central payment system. It shows transactions in batches that have been
disbursed to your club. Clicking on the Batch ID will give more information about how much money was involved in the batch.



BatchID

1193
1159
1150
1147
1144

1136

3029 |[Royal Brighton Yacht Club

<< Previous Year

Created

Date

1 Jun 2010 14:33
11 Apr 2010 01:14
22 Mar 2010 13:37
22 Mar 2010 13:26
11 Mar 2010 08:55
26 Feb 2010 11:03

:@'

Period
From
Date

24 May 2010
22 Mar 2010
10 Mar 2010
10 Mar 2010
26 Feb 2010
1 Jan 2010

To
Date

31 May 2010
10 Apr 2010
21 Mar 2010
21 Mar 2010
10 Mar 2010
26 Feb 2010

Total
Record
Count

[ View Payment Disbursements

Created
By

Jeannie Lee
Jeannie Lee
Jeannie Lee
Jeannie Lee
Jeannie Lee
Jeannie Lee

The detail of the payments in a disbursement batch will look similar to the following. In this example, there are four deposits

for the one organisation, one for each event that the organisation is running. Splitting the deposits allows for easier
reconciliation. The ReflD column is the Event ID for each event.

To then view which transactions were consolidated into each deposit, click on the RefID.

T =]

ting
salion

¥achhting Victona
Yachting victoria
¥achbtng Yichona

¥achling Viclora

I

shursemen dils

iew All for thes Rakch

Payment To

Yachtng Victona
Yachting victeria
¥achbtng Vichona

Yachling Vidona

percmtrse o
Per Tramsadction Per Transacion
£305.00 a7 50
£95.00 97.50
$150L00 97.50
$33.00 07.50
S675.00

Aiwvo uml

-31.00 $384 13
-$1.00 £91.63
=31.00 §144.25

$33.13
S5653.13

-51.00

)

Transsction
Tyipe
30450 Cowrss Eniry
J0332 Cowrse Bnfry
30540 Ewent Entry
33438 Event Eniry

5. Edit club details

This section is used to store information about individual clubs.

5.1. Edit Club Information




Choose the region of
the club you wish to
update and click on
Show clubs.

Pleass sclect a region.

Select |Au5t’a|ian Capital Territory Ll

f: Show clubs I}

Choose the club you
wish to update and
click on Show club.

|Sandrirgham Guidditch Cluf
Show dub [}
or selact a diffarant raglan

In the fields provided,
enter the postal
address, site
address, email,
website, phone and
fax information. There
Is also a field for a map
reference, eqg.
Melways map 72 ES.
To save the
information you have
input in this section,
click on the Update
contact details button.

Caontact details for Sandringham Quidditch Club

Hame |Sandringham Quidditch Cluk

Postal Address I

Pt .I-Ii

Site Address I
I
= fvIc
Pasts ||-|_'
Email I
Website I
Fhone I
Fax I
I

Map Referance

@

Updata contact details

D

In this section you can
enter more about the
clubs activities, active
days and open times.
There is also a field for
extra comments that
you wish to store about
the club, and a section
for a promo
paragraph that can be
filled in with a short
promotional statement
about the club. To save
the information you
have input in this
section, click on the
Update information
button.

Facility datails far Sandringhar Quidditsh Cluk

Descrigtion D=t ail

Active Days W-F

=l

Activities

U]

Open Times

3] KN

Comments

IR

Provmn Paragraph

0 £

—

-

Update [nformabicn

D

5.2. Edit Club Office Bearers

This section is used to add or change office bearers at your club.




Choose the region of

Flzass sclect a region.

the club you wish to Select | Australian Capital Terricory =]

update and click on (___Show clubs )
Show clubs.

Choose the club you OO

wish to update and
click on Show club.

Show club | )

or select a different region

To add a new office
bearer, you must know
their membership
number. You can find
this out by typing their
name in the box and
clicking the Find No:
button to the right.

I_in:nne5r|:|hul {  Find wachting Mo: _‘D

To add a new office

¥ aod B rEw

Yachting sustralia num bar

'__|_||I-.—-'-| 131

bearer, select the — .

position they hold, [Training officer =l fsee ¢ Add new posiion D

input their membership

number into the field

provided and click the

Add new position

button.

At the bottom of the DXisting persannel for Carmum Saling O, e Yochiing Australis number

page| a ||St Gf current Pasition Marme Mo Email Ed Dates Change Delete

office bearers will Sommodore I [ I Ed| vears | chng | bel|

appear. You can edit Club Secretary [ = —E: Years C:ns %

: ; F e Traaeurar ] I | vears | Chng

ik E R

change the time period | 07" SN - BN G| veors| Chg| oci)
bl I I | vears | Chng | Del

in which they have
been appointed to hold
office by clicking the
Years button. You can
change the member
holding the position by
clicking the Chng
button, or delete the
position all together by
clicking the Del button
(this does not delete
the person from the
database). You can
also export this list,
including the office
bearers details, to an
excel spreadsheet by
clicking the Export to
Excel button, or send
an email to all the
office bearers on the
list by clicking the

=
—oordinator

Export to Exicel | Send Ernnlll




Send Email button.

By clicking the Ed
button next to a
person’s name, a
popup window will
appear containing the
person’s details.
Editing these details
will change the
person’s record in the
database. To save
what you have input,
click the Update
button.

P psei B | Beetadls Pleime LT L= Address Detadls
Tithe rhome (hen ) ([N address
rirst* N Phome (wk)
Middie [l Phore (b} suburt [
swreame® [N Fax State ﬁ
Sz Foode
tatormal [ Comntry &l

Jumiar? C yas F gy

Membars £ il

Gender Paramis Email

Guardizn T male T remale

coe [ Wabsits

Status = sctive T Inactive
The= Tolowing is for Gifice Bearers and Gificials. Selact which contact d=tals vou mish to display on the webshe.
I Horra Phaone [ Work Phora [ Mckile Phona [ Address W Emal [ Waebaia

hdd to adderess book

k pdate p Cance

By clicking the Years
button next to a
person’s name, you
can change the start
and finish date of their
appointment to office.
To save what you have
input, click the Update
button.

Edit office bearer defails. To update, simply changs the dates

B -7 oulzoos |31 Dec oo

Commodore

Cancel |

By clicking the Chng
button next to a
position, you can
change the person
appointed to that
position. Just type in
the news person’s
membership number in
the field provided and
click the Update button
to save.

Exishing office baarers bor Carrumn Saihing Club. To update the asasting parsan, =
tha membars numbear

Fozition

miply Change

Update

Mame Moz Email

I ]

Commedors

5.3. Edit Club Facilities

You can store information about which facilities your club does/does not have so that people can search for clubs with certain

facilities.

Choose the region of

Pleasz sclect a region.

wish to update and
click on Show club.

Show club | )
or sglect a different region

the club you wish to Select |Au5t'alian Canital Territory = |

update and click on (__ show clubs |}
Show clubs.

Choose the club you Cooraamoy




Click on the box nextto | racle Provided?
the facilities your club
has to select them, i) Area

then click the Update e
button to save the .

information. ane
ising Divizion
L bled Apo=s=
fir mambar
E¥im
Hard Stand

Launching Ramp - cement
Launching Ramp - sand
aundry Faciibies
Marina
Mambar Parking
i Buoys
Maoring pens
vernight accomadation far membars with a disabiliy
Flayground

b o R I+ o B e s e o o R s e e i I o s . o B o e e e M 1 R B O e 4

a8 II-lJr_' 100
W harf/ Fortocn
Lipdata
5.4. List Members with Qualifications
Choose the regi::m of Pleas= szelect a region.
the club you wish to Select |Au5t'alian Capital Terricory ¥
update and click on (%D
Show clubs.
Choose the club you e NN -
wish to update and Shaw club | )
click on Show club. or selact a different region
Once a club is Cinaials Toc this Cub___
. Member Name CQualification Lewel Data
selected, a list of —
members and their Lational Powerboat Scherne (Powerbost Handling)Powerbost Handiing Certiicate
qualifications will R i Smail Bost sajing (8a6ic Tnstructor 30 Jun 2008
appear. Only el e e i
qualifications that have vl Poswerboat Schere (Powsrivoet Harding)Sefety Boat Harding Certircate
been verified with the T .. ng)Powarhnzt Handling Certificate
national organisation ..ty Sl Bcet Sailing (Basic) Axxistant Instruact 1 Mar 200
will be verified. This \ational Rzong Schame el Coath 31 Mar 1098
information can only be ... -1 Foerboat Scheme (Powsrbazs Handing)Fawsrhoet Kandling Certficate 23 1un 1
enterEd b‘f the member —:.I.-I sl Powerboat Scheme [Powsrbost Handling jPowerbost Handling Certificate 31 Mar 1996
who has completed the I icral Powerboat Schema (Powerboat Handling)Powarboat Handing Cartificat
course, or the trainer — R (Frwarbaat Handling ) Pawerbost Handling Cartifizate
on the members behalf E— Gt into Small Boat Sailing [Racng) Instructar 31 Diec 2007

6. Edit organisations

National, State, Associations and Clubs are all considered “Organisations” within MyClub. However a Club typically has



more detailed information covering their sport, types of membership, etc. Setting up a new organisation involves setting up
the organisation itself, and then associating it with a “parent” organisation in the hierarchy of the sport.

6.1. Edit Clubs

Choose the region of
the club you wish to
update and click on
Show clubs.

Plzass sclect a region.
Select |Au5t'alian Capital Territory Ll

| Show clubs I}

To view the current
details of a club, click
the club’s name. To
edit the club’s details,
click the Edit button
next to the club’s
name. To change the
date that a club is
affiliated until, edit the
date listed under To
Date. If the check box
underneath Show on
Website is ticked, the
public will be able to
view this club under a
list of affiliated clubs,
and will also be able to
view the club's details.
By clicking on the
Export to excel
button, the list of clubs
in front of you will be
exported to an excel
spreadsheet with extra
information init. To
create a new club, click
the New club button at
the bottom of the page.
If you make any
changes to any of the
clubs from this screen,
you must click the
Update Database
button to save.

Export
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hrg Ao Typs Ta Oais
663 E Chib i

A6 B Edit Chit

LaEay Edit Cha

00T Fadit Chab

ILET e Chb

3 74 Edit Chib

JBEL Edit Chaib

AGEF Edlit Ch i E
a6TL it Cha 1 3G
L3&as et (=T 1 5
< L1} E -II Chib

ane et Chi

L3637 Eit Chub

13455 Edit Chib

13s Edlit [ T R i [
1341 Edit Club 5

Exgort 1o Excel

Ehow an ‘Websfm

NIAIDTTAANIATIAONATADD

mew Club | Updste Database 1 Cancel

By clicking on the New
club button, a popup
window will appear.
Enter the name of the
new club in the
Organisation Name
field, and make sure
that you have selected

Organisation Details

Organication Nama
Type[Cub =]
stata [ Australa

{- Update and Exit j

|

Update and Mew

Canc il




the correct type of
organisation and the
correct state. If you are
just adding one new
club, click the Update
and Exit button to
save and close the
window. If you want to
create several new
clubs at a time, you
can click the Update
and New button to
save the current club
and create a new one.
Clicking the Cancel
button will exit out of
the New club screen
without saving.

6.2. Edit Companies

MyClub can also store information about other organisations who are not part of the sport, but who of interest to the sport,
e.g. media contacts. Use the Companies section to record information these organisations.

Choose the regi::m of Fleazz zelect a |':|;| i _I
: 5e ralian Capital Territory =
the club you wish to = Austa —

update and click on ((__showclubs_|)

Show clubs.

A list of companies I ETE— T i
from the selected - Mop =
region will appear. This | ...
section works in
exactly the same way
as the affiliated clubs.
Don't forget to click the
Update Database
button!

Cormrgary (=
Camgary K
fps— F)

6.3. Edit committees

Choose the region of the club | Freesselntangon
you wish to update and click | ™" ——

on Go.

Select the committee you _

wish to view or edit and click e T — 7 Show - T T 5
the Show committee —_—————
members button.

EKiStiﬂg fTIEEITIbEFS Uf “'IEE Existing committzs members for Qlympic Canezing Programs Com mittzse

B . . i To updste the existing committee bearars, oick Edit.

committee will be listed with Position Name No: Email Edit Edit Delete
their Position, Name, =haic I . I d cdr oel
MEH"IbE:TShIp number and Export to Excel Send Email |
Email address. By clicking on
the Ed button, you can edit
their personal record. By
clicking the Edit button you




can edit the time frame in
which the appointment is
valid. To delete the record,
click the Del button. If you
click this button, it will not
delete the member, just the
position the member holds.
By clicking the Export to
Excel button, you will be
provided with an excel
spreadsheet of all the
committee members and
their details. The Send Email
button will send an email to
all commitiee members.

To add a new committee

Ta add n=w committes members fo

member, select the position
they will hold, enter their
membership number and

select o pasition and enter

FPaosition
[-- szlec

pogSition -- =

r Clympic Canosing Programs Committes,
the number for the new official,
No: Add Official
.ﬁtl:l ey lll"'ll'll.l'"l-

To find @ members numkbar, entar their name here eg: Jonas,Phil: Fimd Mo:

click the Add new member
button_ If you do not know the
person’s membership
number, you can search for it
by entering their surname
into the field provided and
clicking the Find No: button.

7. Edit teams

Teams could be any group of people that you wantto communicate with. Once you setup a squad or a team, you can include
alistofteam members on any BvIT webpage including links to their biographies if you are using the biography system.

7.1. Add Team



Choose the region of
the club you wish to
update and click on
Show clubs.

Plemsz select a ragian.
select | Australian Capital Terricory =)

Show clubs .

A list of teams for the

Jpdata 3 far Caar Ex Ot J "-II.I Update J
Org Mo: Name

Edit Tupe Ta Date Shivw on Web=ile
selected region will 13531 Edit|  Tear /121999 l
eg 13457 Edit Taam =3

appear. To create a 2o — _— =

new team, click the 13585 £an Taam 7

New team button at the | 15 Edit P

bottom of the page. 13520 | Team F
13582 Edit ar ¥
1a=81 Edil Team F
13438 Edik mam (=3
1320 Edi Team =3
13541 Edil Taam =]
13545 Edit | Team =3
13520 Edit Team =2
13643 Edik Taam =
13539 ;“wu:;uhlrulllnll FUNEEF Wildwater Edit Team F
130dd Edin Tesm =3
133589 Edil eam I
13=28 Edit Teami =2
13530 Edilt Taam =
13555 Ei |l:| Taam =3
13556 Edit Team =
138 edig Tasm =
13850 =T S— =
13653 Edik Team [
13557 Edit Taam =3
13555 Edit Teami =2
13451 Edil Taam [
13450 Edik Team i1 d 5

B'}; cllcking on the Mew Organisation Details

team hul‘tﬂl‘l 3 DGDLID Organisatien Name

. . ’ Tyme | Cluk -
window will appear. state [Fustaton Capts Terrtory =
EntEr me name D'I: me  update and Exnt ) Update and Bew Cancel

new club in the
Organisation Name
field, and make sure
that you have selected
the correct type of
organisation and the
correct state. If you are
just adding one new
team, click the Update
and Exit button to
save and close the
window. If you want to
create several new
teams at a time, you
can click the Update

and New button to
save the cumrent team
and create a new one.
Clicking the Cancel
button will exit out of
the New team screen
without saving.

7.2. Team Details




Choose the region of
the club you wish to
update and click on
Show clubs.

Fleoss select a ragicn.

bl

| Australian Capital Territory =)

| Show clubs |:|'

Choose the team you
wish to update and
click on Show team.

Show team

or salact a diftarant Feqgion

In the fields provided,
enter the postal
address, site
address, email,
website, phone and
fax information. There
Is also a field for a map
reference, eq.
Melways map 72 E5.
The Paid to Date
section refers to what
date the teams
affiliation is paid up
until. To save the
information you have
input in this section,
click on the Update
contact details button.

Contact datails for 2004 Australian Canoe Polo Team

2004 Australian Canoe

ole Tearm

Postal Address

Suburb

Sl:ale-l

I?c:l:-:c\:ii

Site Address |

Suburb

Skat=

Pastood o

Email

vebsite

Phone

Map Reference

I
I
I
Fax |
I
[z

Paid To Date

0 Jun 20035

—

Update contact details

-

7.3. List Team Members

Choose the region of
the club you wish to
update and click on
Show clubs.

Flemss select a ragion.

S8IeCt

[ Australian Capital Terricory =

Select the club of
which you wish to
see a team list. You
can refine the search
by opting to only
view financial
members or by their
membership type.
You could also
search for an
individual by
inputting their
membership number

|ac cance Fole TC

#* &)l members T Financial enly T Mon-financial enly  Filter By:

=]

-- Show all -- =

Mo I or Surname starts with: I Mo, of records per page: IEJ

or select a different region

Show club




or family name. Click
the Show club
button to return your
results.

1
L
-4

A list of members

F Al
a |
W
'

i)
Ul =

several edit buttons
to the nght of the

=
]
I

w'll appear w'th their Fl.n-ml--' Address Type Card Cwerrent Ed
membership - - e - 26808
number, name, e s— areis
address, — N 17/10/08
memerip e | et B - B
and membership _— ] _ 127308

. - | ] _ i 12/ 3/0E
oxpry date ISl | —
There Wl alSODE |y o

Export bo Exce

,_
i
T
¥

person’s details. The
Ed button will
change the person’s
general details such
as name and
address. The others
are all different
depending on the
sport. If you let your
mouse hover over
the button, some
instructions will
appear telling you
what the button
edits. Clicking the
Email parents
button will let you
send an email out to
all the parents of the
junior members of
your club whose
parents and email
addresses are listed.
Clicking the Email
members button will
allow you to send an
email out to all your
members that have
an email address.
The Export to excel
button will create an
excel spreadsheet
containing all the
members returned in
your search with all
their available
details.

7.4. Add/Delete



Choose the region of
the club you wish to
update and click on
Show clubs.

Plzass sclect a region.
select | Australian Capitzl Territory *|

| Show clubs I}

Select the club of
which you wish to see
a team list. You can
refine the search by
opting to only view
financial members or
by their membership
type. You could also
search for an individual
by inputting their
membership number or
family name. Click the
Show club button to
return your results.

| Connemara Pony Braedars Society OF Aust Inc =)
& all mambers © Financial only ' Non-financial only  Filker Sy; [ -- Show all -- =
No: I ar Sumame starts with: No. of records per page: I?
{ Show club I}l
oF select a different Fagion

If you know your new
member's membership
number, enter it into
the first text field and
click the Add button_ If
you do not know their
number, you can type
their surname into the
second text field and
click the Search
button. If they have no
membership number,
click the Add new
member button and
they will be added into
the database.

To 2dd a member to yvour dub, first uze the boxes below o check

f they already hawe a membership number,

To add a membar to your dub, (who is already in the database) entar :hEirli Add
f“:rnh:r:"lp numo=r nersk

If the member is in the database but do not I-.manth—; r number, enter lherl_ Cenrch I
name here: (in this format - Lastname, Initial =g0: Smith,T)

Or, f wou know that they are nok in the database
click hare to add a brand new member.

C Add New Member 1}

7.5. Email

Choose the region of
the club you wish to
update and click on
Show clubs.

Plzas= zelect a region.
Select |Au5t'alian —apital Terrimrvll

P ——

( Show clubs I}

Select the club of
which you wish to see
a team list. You can
refine the search by
opting to only view
financial members or
by their membership
type. You could also
search for an individual
by inputting their
membership number or
family name. Click the
Show club button to
return your results.

| Connemara Pony Breedars Society OF Aust Inc =)
& Al mambers € Financial anly © Non-financial anly  Filker Gys [~ Show all - =]
Ho: I ar Sumame starts with: No. of recards per page: I?
[ sShow clib I}l

or select a diffarent ragion




Make sure the list of
members is the list you
wish to send your
email to. If you only
wish to send the email
to financial members,
for example, change
your search
parameters so that the
people you have listed
are all financial
members.

To compose an 2mail message to s=nd to all your club members, please click on the button
below. To just send an email to financial members, then pleass use the filter screen above
b=fore composing the email message. ¥ou may also use the "Flter By" dropdown box to send
an amail to just certain member categorize. Fittar firet, then compoea the amail messsga,

Compose the Email Message

By selecting Test you
have the opportunity to
create your email and
send it to one person
to check that it works
before selecting Club
members and sending
it to everyone. You can
select for the program
to Just list addresses
S0 you can see a list of
email addresses, or
Send the email. If you
select to send an
HTML email, it will use
up more space than if
you chose Plain text
and is more likely to be
picked up by junk mail
filters in a person’s
inbox. Be sure to enter
the email address that
you are sending it from
S0 your members can
reply, and a subject so
that they won’t dismiss
it as spam. If you are
using the newsletter
system, you can enter
in the number of the
newsletter in the text
field supplied to save
you from writing all
your news out again.
Once all the fields have
been filled in, you can
proceed to click the
Send email button, but
only click it once, even
if it takes time to
respond. Your
members may not
appreciate receiving
the same email five

Send the Email to everyone or a test address?
Test & Club Members T

Test addrecs:
Send the email or just list the address's to the scresn?
Just List Addreses ' or Send the Email &
Is this @ HTML newsletter or plaim Tent?
HTML T or Plain text &
From:
Subjact:

Mewsletter Mo To u=a thi= apbon, you must have Admin aco=== to your own we
tre nevalster using the Mensletter =ysten

or Mescage: :J

o o

(_Send Email )

1f you have a really long mailing list
it may tala = Faw minubss for tha spsbam
btz sand a massage to avaeryona.
CLICK "Send Nevsletier!" ONLY OMCE AND PLEASE EE PATLENT




| times.

8. Media releases

Many organisations send out media releases. The BvIT media release system allows organisations to maintain a listof
media organisations, write a media release, and then selectively send out media releases to all or a sub-set of the media,

e.g. email to all “print” media.

8.1. Company details

Choose the region of
the club you wish to
update and click on
Show clubs.

Flense select o regian.

Select:

I Australian Capital Terntory E‘

Choose the club you
wish to update and
click on Show club.

|Cuu||l:l|luru Pony Breeders Society Of Aust Inc ﬂ

or sclect a different region

In the fields provided,
enter the postal
address site
address, email,
website, phone and
fax information. There
Is also a field for a
map reference, eg.
Melways map 72 ES.
To save the
information you have
input in this section,
click on the Update
contact details
button.

Caontact details for Connzmers Pony Bresders Society OF 2ust In
Name cConnemara Pony Breeders Society OF Aust
Postal Address PO Box 616
Subura
otabz
Postcode

Site Address

Suburd
Stakbs
Poatcode
Email
Viehsite
Phone
Fax
Map Reference

{C  Update cantact details _:}I

In this section you can
enter more about the
clubs activities,
active days and open
times. There is also a
field for extra
comments that you
wish to store about
the club, and a section
for a promo
paragraph that can
be filled in with a short
promotional statement
about the club. To
save the information
you have input in this
section, click on the
Update information
button.

Faciity defalls 1o ConnEmara 1Yy Sraad
Dexcription Detail
Active Days

-

Activitios

[ 5

Open Times

Cammants

L

Froamo Paragraph

Ll

=l

l:'_ Updste Information

~

8.2. Company staff




Choose the region of the Plsase sslect a State,

- 5 St : li ital i -

company you wish to UD’dEtE Select Stabe |-|!-ustrn an Capita Ti:rrltl:r:.f_l r — I _-b
. 0 COMpanies
and click on Show — —
companies.
SEIEEt thE! C|L.Ib 0‘1: Wthh }FDLI IC:nn:marn Pony Bresders Society OF Aust Inc ﬂ
wish to see a team list. You & all membess € Financial anly © won-financial gy 2 [ Show all - 2]
@nhy

can I'Eﬁﬂe thE Sear[:h by Na: | or Sumame starts with: Isn':i'.h Mo. of records per poge: (50

opting to only view financial T —
members or by their - .c.ﬁq
membership type. You could
also search for an individual
by inputting their
membership number or
family name. Click the Show
club button to return your

results.
o add a new member to wour club, First use the boxes below o check
" YGU kr'IEIW YDur HEW_ if thay already hawa a membarship num bar.
member's membershlp To add an existing membear to vour club, Ii Add I
-y - antar their numbear hare:
numher, enter it into the first 1f wvou do not know their number, Ii Gearch
text field and click the Add | gtertheirsumame pare tocaarch:
Or, |F_,f-:nu know that they are not in the database ,C Add Hew Member D
button. If you do not know click here to add a new member.

their number, you can type
their surname into the
second text field and click the
Search button. If they have
no membership number, click
the Add new member button
and they will be added into
the database.

8.3. Company affiliation



Choose the region of
the company you
wish to update and

Fleasa salect a region.

Select:

| fustralian Capital Territory ]

click on Go.
To view the current lpdate affilations for club Export [ New] Update |

. ‘Org Moz Mame Edit Twpe To Date Show on Website
details of a g5 acpre Australia Inc Edit Cluh 30/09/2008 =3
company, clickthe | 72 EERUE T L wa ae s -

u Ll Ty A i
com panfs name. To 387 Austealian Fany Stud Soak Sosiety Inc Edit Zluis 30/05/2005 =
edit the company’s 985 Auptralian Stud Seddls Pany Society Inc_Edit Chia I009/2008 =)

- - - naz Australian Warmbleod Horse Associaton Lid | Edit Sl 30,/05 2008 =2
details, click the Edit | . e man] o e DI
butt{)n next m the W7 E\T:FHENG'H Pory Bresders Society OF Aust Edit Sl 30,09/ 1008 =3
company’s name. To | == Eurabodalla Equestrian Society cdit i [povoerzone

a0 Holstainer Horga Assol OF Aug & N2 Edit Clin I 2006 =
Change thE datE that 373 [ ntermatioral Sport Horse Studbook .!wsl:naham Clus 10/09/2006 =)
i [nc
a c{?mpan}r I_S . 77 [rizsh Draught & Sport Horee Sooety 1Inc Edit Club 002005 =3
affiliated untll, edit 1033 Kojenup Equestrian Club Edit Cluk @—
thE date Iisted under ana Finisture Hors= a=ssocistion Australis Inc Edit il 30,/09/2008 =2
949 Finiature Horsa Intarmational [nG Edit Clun JIer2006 =
TD Date' If the ':hECk 1029 Meaw Farest Pony Sssociation of australs Ine  Edit Clul 30/09/2008
box undemeath 1065 Pamer Edit Chia 3171212007
= - 1037 Cuaensland Carriaga Drving Sociaby [no Edit Cluks 34,/123004
Sh ow on WEh§“E _IS a75 Riding Pory Stud Book Sooisty Inc Edit Zlub 3o oa/ 2008 =2
ticked, the public will 981 Tha Australian Snddle Pany Assoc Lid Edit Sl /09,2006 =]
b-E E;ll]'E tﬂ "u"iE'W mis gEa tl_.r;tnd Palzming Whita Buclkskin & Dun Asa. Edrt Clua 30/09/2008 =
com pany under a |ISt 10386 Walsh Pony B Cob Society of Sustralia [re Edit Club 00972008
_ 10532 WRIGHT Edit Clu 30/05/2006
Df afﬁ IlatEd 487 Yaokandandah Riding Club Edit Zlua 30/09/2008

companies, and will
also be able to view
the company’s
details. By clicking

=
Export te Excel I Hew club ]: Update Database : lE.um::I]




on the Export to
excel button, the list
of companies in front
of you will be
exported to an excel
spreadsheet with
extra information in
it. To create a new
company, click the
New club button at
the bottom of the
page. If you make
any changes to any
of the companies
from this screen, you
must click the
Update Database
button to save.

By clicking on the
New club button, a
popup window will
appear. Enter the
name of the new
company in the
Organisation Name
field, and make sure
that you have
selected the correct
type of organisation
and the correct
state. If you are just
adding one new
company, click the
Update and Exit
button to save and
close the window. If
you want to create
several new
companies at a time,
you can click the
Update and New
button to save the
current company
and create a new
one. Clicking the
Cancel button will
exit out of the New
club screen without
saving.

Organisation Details
Urganisation MName

Type [Ciuk

Stat: |- f

[ Update and Exit ’

E
arriary =]

Update and Mew

Cancel

9. Utilities

9.1. Edit Passwords




This function is used to give members access to different areas of MyClub, and such as administration for their club. The

member cannot give themselves access. It mustbe given to them by an administrator at a higher level.

Choose the region of the
company you wish to
update and click on Go.

Flease salact a ragion.

|-"-.u5:"=_'| ian Baseball Fed. :I

Seled

Gn

You can search for a
person by either inputting
their family name or their
user 1D into the text boxes,
and clicking the Search
button

Ertar aithar Last nama,Firgt Name, or UparlD and digk &

Last name |

aarch

Usar 1D |

Add Person I

)

Search

You may wish to just find

User 1D First Hame

Action

of their current permissions
by selecting one of the
options in the column
under Access. You can
change the dates that this
permission is to and from
by changing the dates
under Start and Finish.
You can also give a
member new permissions.
Be sure to select the
correct area and access
level. If you have changed

the person whose details - N W

- - Fhsiar ag i pel vy | Eualit
you w[sh to E:d_lt by " ——
browsing the list of wndar X Disploy | _Edm
members provided. To b [Dlpioy | | Ecm]
view their current levels of ' Loicpiay | com]

. st Al D plavy | Falwt
access to MyClub, click the rohnagn ab ===
Display button to the right ab |
of their name and details. = : _oesplay | Edn]
To change their current [Dlepley | [Edu]

utl a by D pll oy Eddit
access to the MyClub - QI
. . 2 D pll vy Ealit
system, click the Edit : Disploy | _Edi
butt,on_ Jones plavbaligid Display | Ft
Fawdi ABF B Display | Edit
undersoan ybal Display I Edit
balls: Display | Edit
Once you have clicked the TEETg PerETon
. . Type Level Hame Access Start Fimizh
Edit button, you can view a | row reioes o [amn =] [Lionzo05 | Fim 2008 | | Update
mem bEI’"S IUg iI'I deta“s, al'ld miydub gtate abf [Admin =l [z1 2pr 2000 |21 apr 2000 Wi sl
change their access offiel state  ACT [Ramin 31 [21 apr 2005 | [21 Apr 200e | |_upaate |
details. Each member will —= = = [Rdmin =] [21 ace 2008 | [21 Ape 2008 | | Updabe |
Hew permmissions
have access tﬂ‘ one or Type Lewel HName ALcess Start Fimizh
more areas of the system. ste  ra [on E e | el s
You can change the level cancel

any permission, click the
Update button to the right
to save your changes.

9.2. Replace Email Address




If a members email 0ld Email Address |

address has not been New Email Address |

working, or has changed.
You can change it in this
function. Simply type the
old, faulty email into the
top text box, and the new
one into the bottom text
box and click the Replace
button. Make sure you
have the correct
information or you could
delete the wrong personl

If more than one person
shares an email address,
such as a family, the
information will be updated
for all people with that
email address.

9.3. Newsletter Subscribe

This area adds a single person to the newsletter subscription list. Check the boxes of the newsletters that you want the
subscriber to receive.

= 2009 Sprint Nationals Newslatter Private Dustribubon
AC E-News

Coach Brief

Grand Frix Mewsletter Frivate Distribution
=] Instructor FAC Brief

] MSWCI member info Private Distribubon
[#] Press Aelzase Private Distribution
The MTP File Private Distribution

9.4. Edit Shop Settings

This link takes you to the admin section of your shop. Please refer to the separate Online Shop Manual for more information.

9.5. Edit Sitelettes

This area is only available to National level administrators. It allows them to manage the websites that they have created for
their affiliated clubs and organisations.



From the Edit Sitelettes
Sile N URL
link, you can either edit € Name/ |

existing sitelettes, or -
create new ones. To Schhl
search for an existing
sitelette, enter the
website address into the
text field and click the
Search button. To

create a new site, click
the Add site hutton.

Ifyou click the Add site tker the dete and dick an Add to add to the databasz
button, the screen on the | skem I Mandstory - This iz te subdome
right of this page will 8. tha 300 i

appear. Enter the
desired Site name and bt
Site ID in the text boxes | frosmeties [

I

provided e.g. Site 1D StmType gignal € Smis O aue O cther

sandycc Site Name: Site Lewve| ' [nenmestional T Metionsl ' State T Locs
- § Country [ ntry -

Sandringham Canoe e o oot Y o

Club. Select the
Country, Type and
Level of the site, e.qg.
Site Type: Club, Site
Level: Local. The
different options under
Site Layout are
examples of how your
site could look. Choose
the colour combinations
and layout that you find
most appropriate to your
organisation by viewing
the different samples,
and clicking on the circle
next to the one you like
best. To zave all these
details, click the Add
button and your sitelette
will he created. Clicking
the Cancel hutton will :

delete all the information [Eaneel| ]
you have input and will
nat create the sitelette.

ampdEit = Ja

amplEl =m Da

5K =3 fiEr Semels

i T T T T T T T T T T T T T T T T T T T T T T S T T |

amgl
1
I
J]
amel
1
I
J]
Samgle
1
1
el
amgl
P
e
ple

£z
¥

If mu “rish to Edlt .hl.li:'\-l | “ |I||- Type  Lewel Stsie Action

E'.":istiﬂg SrtE'E'tt'EE !he" BaRI at at Cinplmy | Ecit| Cmisbm | List Usars Edit Unarn

from the original sitelette gheam Quiditr E ©  Ciaplmy | Edit| Ouiate | _List Cears | _Pde Cmae

page you must click the idiich Australi il il Display | Edit] Dalebs | List Users Edit Lisers
Quililich Vistana teim  Joee 1 Dispiay | Ecbt| Oslets | USE Users EdE Lisess

Search button instead of
the Add button. The
program will then
produce a page
containing a list of sites
with their 1D, Name,
Type, Level, State and
several buttons to the




right. The Display
button will display all the
information that the
database has been
given for the sitelette.
The Edit button allows
you to change the
information in the
database. The Delete
button will get rid of the
sitelette. The List users
button brings up a list of
all the people that have
access to that sitelette,
with their information.
The Edit users button
lets you change who has
access to the sitelette
and add new people on
1o the permissions list.

By clicking the List The following are pecple with access to update this website
users bution, a screen
will he displayed listing = e r S - —
vl WII]'I :]EE:EE_BtO ezl LR Mambe bari  na DE:I:: En:t 5:t:
the sitelette in question. — p—
Clicking !I'IE Display national  Matian Mambe mycub nabional | Digplay Edit| Sites
button will show the

member's user

information. The Edit
button will let you edit
the member's user
information, and the
Sites button lets you
view and edit the other
sites that the member
has access fo.

User I0 Firsk Name Last Name City Type Leval Action

Clicking the Sites bution Hembarship Number 13 —

allows you to view the User ID oddy

sites that the user has Eristing p=rmissions

access tﬂ' ‘T"UU can Type Lewel Hame BCCEgss Start Fimish
change the level of myclubs  nekional - national [Admin [Tanzma | [ Decssss
access the user has o Eig na ban [admin
different sites by using site na national [admn
the drop down box under
A‘:EEEIS. Y‘?u.{:ﬂn alﬁﬂ Tvpe Lewvel HMame ACCESS Start Fimish
seta t|[ne limit on the _ Site . o = [were = Ezrerooos]  [rzves 2ot
person’s access to a site
by setting a finish date. _Cancel |
The New permissions
section will let yiou
create new permissions
o different sites for that
user. Remember to save
the information before
you exit the program.

|25 May 2007 |71 D=c 5595

[ 1=l ]

25 Many 2007 31 Do 5999
I I

N prmiEaEanE

To add a new userto a Fleaze enter sithar a UserlD or at least two characters in Last name
site’s list of permissions, | Last name [
click the Edit users User 1D |

button and follow the
prompts to this screen. If Search
the new person is = _I
already a member of
wour organisation, you
can search for them by
Last name or User ID. If
the person is completely
new to the system, click
the Add person button
and fill in their details.

9.6. Club Level Menu



This link will take you to another version of the MyClub menu. This version is what club level
administrators can access.

9.7. Optional Club Fields

Ata Club level, in addition to all the standard fields, the club can name up to 20 textfields and 10
numeric fields in the database. In this screen, a club administrator can nominate how many of
these fields will be used, what they will be called and also what sort ofinputfield will be show to
the user, e.g. a straightinput box, or a series ofradio buttons, checkboxes or dropdown lists.
This could be things such as club locker number, key number, efc. If you believe that there is
additional information thatis likely to be required by the sportin general then itis recommended
that you contact your National body and have the field added to the list of standard MyClub fields
foryour sport.

On the input screen, enter the name of your field (e.g. Locker Number), a short name (e.g.
Locker), and the input data type. The following image shows the various types of input fields that
could be used.

Text/date I Any value

Checkbox - multiple selection r Yes r No r Maybe

Radio Buttons - single selection . Yes . No . Maybe

1

Dropdown list - single selection Yes

Text and date fields are show as straightinput boxes. If there is a limited number of potential
values for the field, consider using a Checkbox, Radio Buttons, or a Dropdown list (shown above)
Checkbox allows multiple values to be selected, while Radio Buttons and Dropdown lists allow for
a single selection. Use the dropdown list if there are more than 3 or 4 possible selections. To
show the allowable list of values, enter the values in the "Values" column, separated by commas,
e.g. Yes,No,Maybe for the example above.

When fields are added to this screen, they are then automatically added to the list of available
fields to listoutin the List Club Members screen, and also in the Advanced Search screen to

allow you to search on this particular field.

Select another organisabon [ Sewe [ Exit ||
Long Name Short Naime ;:::::“ Field Type r::u”l Values ™
Shoe size Shos = Cropdown List - 200 B,5,10,11
Text - 200
B Teut - 200
Text - 200
| Tt - 200

These fields can then be viewed in the "List/Count Members" screen, but clicking on Advanced Search, and Column Chooser.

9.8. View Website Documentation

This link will take you to the area of the site where all the BvIT help documents and manuals are kept.



User Manuals

File Mame E;:ms':f Dalbe Creabed  File Typea

247HH 13 Ock 2008 POF File
) 201K8 1 Jul 2007 POF Fila
| E513KE i7 Fab X008 POF Fila
= 1,0244E 3 Aug Z009  PDF Fila
= T4iE IE Ock 008 POF Fila
= 15568 IE Ock Z0D8  POF Fila
a7 1,21548 10 Jul 2009 PPT Fila
= 11K8 10 Jul 2009 PODF Fila

QZEKE E lul 2009 POF Fila

9.9. Edit Seasons

This section allows the National Body to edit your membership season. “First Updates Allowed” refers to when you will start
adding members and accepting payments for that season and “Last Updates Allowed” is when your organisation will finish
adding members and accepting payments.

:I'E:.:n\on SF::\;::“: Title Short Title rS::::"I ?:;dbu” :j::;:lll‘.ﬂ I.LJ::JI:ILME\

Data Date Allowed Allowed
15 15 2003 - 2004 2003 - 2004 1 Jul 2003 30 Jun 2002 L Mey 2003 30 Sep 2004
17 16 2004 - 2005 2004 - 2005 1 Jul 2004 30 Jun 2003 L May 2004 30 S=p 2005
18 17 2005 - 200§ 2005 - 2006 1 Jul 2005 30 Jun 200§ L May 2005 30 Sep 2006
15 13 2006 - 2007 2006 - 2007 1 Jul 2006 30 Jun 2007 L May 2006 30 Sep 2007
2D 13 2007 - 2008 2007 - 2008 1 Jul 2007 30 Jun 2003 L May 2007 30 Sep 2008
21 20 2008 - Z009 2008 - 2009 1 Jul 2008 30 Jun 2003 L May 2008 30 Sep 2009
2z [21 ] 200% - 2010 2008 - 2010 | 13w 2008 0 un 2020 | [1mey 3008 | [i5 0ct zow
12 11 2014 - 2011 010 - 3011 | [toulzo1n mun201t | [imMayzota | |15 oot zoir
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