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INTRODUCTION

Football Victoria is very excited to present the new registration system to all Victorian
Clubs. Play Football is the new national system for football in Australia, replacing
MyFootballClub which will be implemented introduced nationwide for the 2018/2019
season.

The new system will be innovative, will deliver many benefits to clubs and participants,
with a focus on making it easier and less time consuming for administrators and players,
while improving the digital experience for all participants.

SELECTION PROCESS

Football Federation Australia engaged member federations and selected clubs to gather
a list of requirements that a new registrations system will contain to improve the services
for the football community. FFA tendered with 16 digital vendors, looking to find a
company that would not only provide a high-quality system but also a great customer
service.

InteractSport was offered the contract and is an Australian organisation based in
Melbourne. InteractSport are fully focused in providing digital platforms to the sporting
industry and already provide registration and competition management systems to major
sporting national bodies including Cricket Australia, Rugby AU and Netball Australia.

REGISTRATION SYSTEM CHANGES

The national registration system will be ready for administrators in November 2018 in
preparation for National Premier League registrations to commence in December 2018
and community competitions in January 2019.

The new system will have a fresh new look and feel, with other benefits, including:

MY FOOTBALL CLUB PLAY FOOTBALL

Not mobile friendly. Mobile friendly.

Login via email, Facebook or Google
account.

New discount and coupon tools that will
be directly linked to the club fees.

Login via FFA ID Number.

Hard to apply discounts.

Clubs had to create the packages every
year.

Combining FFA fees, FV fees and Club fees
was confusing.

Yearly rollover of packages.

Automatic fee application.

Management of family registrations

Family accounts were separate.
y P through one account.



IMPORTANT - STEPS FOR SEASON SET UP

This guide explains how to use most of the tools available on Play Football.

The steps below will guide you to go through the essential tools for the season set up.
1st step: Enter/Update the Club Organisation Details. Explanation on page 9.
Organisation -> Organisation Details

2nd step: Enter/Update the Club Office Bearers. Explanation on page 14.
Organisation -> Office Bearers

3rd step: Enter/Update the Contacts for Parent Organisation. Explanation on page
18.

Organisation -> Contacts for Parent Organisations

4t step: Create Club Disclaimers which will linked to a Sign Up Form (Not
mandatory). Explanation on page 60.

Registration -> Disclaimers -> Add New Disclaimer

5th step: Create Discounts which will linked to a Registration Product (Not
mandatory). Explanation on page 61.

Registration -> Discount Rules -> Add New Discount Rule

6th step: Create Additional Questions which can be added to the “Other
Fields"”section of a Sign Up Form (Not mandatory). Explanation on page 42.

People -> Custom Person Lists -> Custom Fields Management -> Add New Custom Field

7t step: Create Signup Form for your Juniors and Senior players, Volunteers and
Coaches. Explanation on page 64.

Registration -> Signup Form Management -> Add Registration Form
8thstep: Create Products also known as Packages. Explanation on page 69.

Registration -> Product Management -> Add Registration Product



DEFINITIONS

* — Denotes a mandatory field.

Active - Determines that a specific tool is active. Any tool that are no longer in use, should
be made inactive.

Any Role - Anyone who has arole in the club. For example: Players, Coaches, Volunteers.
Cancelled Status - Where registrant initiated the registration process and the club rejects
it.

Club Football - Club Football is any type of outdoor football.

Declined Status — Where club initiated the registration process and the registrant did not
acceptit.

De-Registered Status - Where registrant was approved and de-registered later.

Inactive — Determines that a specific tool is inactive. This prevents having to delete and
then recreate the same tool again. By making it inactive, you can reuse the tool again, as
longer as you change it to active.

No Role - Someone who does not have arole in the club. For example: a parent of a player
who plays for the club or a previous player.

Other Products - Other products are extra products that are not registration related.
For example: socks, shirts, or any type of merchandise.

Person Record - Person record is a complete profile that contains basic personal details,
assigned roles and associated attributes, additional details (captured using custom fields)
and payment information.

Registration Product - In previous seasons, the registration product where called
'PACKAGES’. A registration product is the package that the participant will purchase
when signing up to a club.

Signup Form - Signup form is the a from that captures a player’s registration to the club.
A form has a structure of questions, registration and other products, WWCC, photo
uploads and ITC's for players, coaches, volunteers to answer to lodge a registration.



1.0 LOGIN PAGE

Football Victoria is responsible for providing user access for club administrators upon the
club president’s request.

Once the request has been made and approved by Football Victoria, the user will receive
a confirmation email with their user ID and password.

The website link for users to manage their club is: admin.playfootball.com.au

1.1 SIGNING IN TO THE CLUB ADMINISTRATORS PAGE

1st step: “User ID” - Enter the email displayed on the automated email “Welcome to Play
Football”.

2nd step: “Password” - Enter the password displayed on the automated email “Welcome
to Play Football”. After your first loging, you can change your password. So, you should
enter the new password from the moment you change it.

3rd step: “Forgot Password” — If you forget your password, click on “Forgot Password”.
An email will be sent to your user ID email.

4thstep: “Need Help?” - If you need assistance, click on “Need Help”.

5t step: “Log In” - Click on “Log In”, once you have entered your “User ID” and
“Password”.

6t step: “Participant Login” - Click on “Participant Login” to login as a player.
Alternatively, go to this website link user.playfootball.com.au/Login

PLAY FOOTBALL
ADMIN

USER ID

Forgot password? Meed help?

Log In

Participant Login



https://admin.playfootball.com.au/login.aspx?mode=0
https://user.playfootball.com.au/Login.aspx?ReturnUrl=%2f

2.0 HOME PAGE

In the home page, you can see an overview of metrics based on registration numbers, roles, gender and age range. You can also access
quick links.
In addition, you can manage your user account, change password, check the log in history and subscribe to receive notifications.

Club’s Logo and Name Manage the User Account

Heidelberg United SC w pLAY F OOTBAL I_ AD M l N 9 Maria Tenenwurcel ¥

#  ORGANISATION PEOPLE REGISTRATION  TEAMS COMPETITIONS  WEBSITE REPORTS Account

Change Password

icl i o Log In History
Participant Metrics Quick Links :

MNotifications
586 0 0 0 Persan Search Log Out

Active New Registered Pending Reg Registration Summary

Registration Detail

Raoles Gender . .
Registration Accounts

W PLAYER (598) . (331)
TEAM OFFICIAL (3} Mone (140)
B COMMITTEE MEMBER (1) BF (115)




3.0 ORGANISATION

3.1 ORGANISATION DETAILS
GO TO: ORGANISATION mmmPp ORGANISATION DETAILS

The “Organisation Details” tab is the section where you will enter the main details of the
club. It is important to complete this section accurately and fully because all this
information will be live for the public on the Play Football website.

In addition, entering the right the information in this tab and keeping it up to date when
change occurs, will allow clubs to maximize its participation numbers for the upcoming
season. Providing precise data will make it easier for participants to find and sign in with
your club. The more details you provide the more professional and appealing the club will
look from the players end.

Follow the steps below to enter your club details:

1st step: “Organisation Type”, “Organisation Name” and “Organisation Short Name” -
This information can not be changed, as it set by FFA. If you need to change your club’s
name, you will have to contact FV and we will request the change to FFA.

2nd step: “Website URL” - Enter the website details of your club.
3rd step: “Description” — Add a desciption of your club. For example: club history.

4thstep: “Colours” — Enter your club’s colours.

@A ORGANISATION PEOPLE  REGISTRATION  TEAMS  COMPETITIONS  WEBSITE  REPORTS

Edit Organisation Details @

Search Menus

. e Organisation Details
Organisation Details

Create New Organisation Organisation Type Cluo
Search/Edit Organisation Organisation Name Chelsea FC
User List Organisation Short Name CF
Office Bearers -
Website URL www.chelseafootballclub.c
Honour Board
Description ‘Chelsea FC the club to be with’

Contacts for Parent Organisations

Motification Subscribers List

Colours Blue



Sthstep: “Incorporation Status”, “Incorporation ID” and “Registered for the GST” - Enter
your club’s details.

6thstep: “ABN” - Enter the club’s “ABN". If you are not sure, you can click on “Lookup”in
blue, and it will help you to find it.

7t step: “Accreditation Level” — The accreditation level is an accreditation provided by
FFA.

8t step: “Year Established” - Select the year that your club was established. This is
important so FV can see when the clubs are reaching their milestones.

Incorporation Status o No o Ves

Incorporation 1D

Registered for the G5T O MNo @ Yes

ABN

AD052806G Lookup

Accreditation level Level 1 v

Year established

ra
2
[e=]
<

9thstep: “Facebook ID” and “Twitter Handle” — Enter the Facebook ID and Twitter handle.
The participants will be able to click on the social media links and be directed to the
website.

10th step: “Contact Name” and “Contact Email” - These are the main contact detail for
participants to contact if they have any enquiries.

11t step: “Contact Phone”, “Contact Fax”, “Contact Address”, “Contact Surburb” and
“Contact Postcode” - This does not need to be the personal details of the main contact.
You can enter the clubs information.

Social Media

Facebook ID http:ifwarw facebook.comi|  chelsea

Twitter Handle http:iftwitter.comi|  chelsea

Contact Details

Contact Name : Maria Tenenwurcel

Contact Email : maria.tenenwurcel@foott

Contact Phone

0412345678

Contact Fax

Contact Address 436 ST KILDA ROAD
Contact Suburb MELBOURME
Contact Postcode 3004

10



12th step: “Address”, “Suburb/Town”, “Postcode”, “State”, “Country”, “Ground
Phone” - Enter the full address of the club’s main ground and facilities of your club.

13thstep: “Latitude”, “Longitude” and “Map” — Move the red pin in the map to show the
exact location of your ground. The “Latitude” and “Longitude” will be automatically
updated according to the pin location in the map.

Home Venue/Club Rooms/Head Office Details (if applicable)

Address * | 436 ST KILDA ROAD
Suburb/Town * | MELBOURNE

Postcode * | 3004

State - Victoria v
Country . AUSTRALIA v
Ground Phone 61 (0) 0 0000000

Latitude * -38.03576

Ground Map Reference

Longitude * 145.11841
(B — ot
c Dan,.“n Rd B Birdwocy s
Map Satellite o4l i
A : . (
(an1) s B 5 17
e ¥ 3
a E;s), -
8] ®
Map a8 ,1’. '
4]
Fawkner Park +
C?;O gle Map data ©2018 Google Terms of Use Reporta map er}c;r

Enter the address then click the map or drag and drop the marker
pin to the exact location of the venue,

11



14thstep: “Settings” - The “Settings”section is set by FFA and cannot be changed.

Please Note: Details entered will be displayed on the Organisation Information page that is accessible via the public search/finder screen(s)

Settings
Organisation is Hidden |:|
Organisation is Active
Time Zaone Victoria, NSW
Current Season 2018 v

15t step: “Programs” - The “Programs” section is the area where you can display all the

progra

ms your club offers. This is will be linked to the search tool on the Play Football

website. So, when the player goes searching for a new club, they can search by type of

progra

Programs
PROGRAM ACTIVITY

Club Football
Activity Type
Gender

Age Group

Format

Match Days

ms. You can edit or delete the programs already set up or create new programs.

Activity Type: You can choose which type of football your club offers. “Club
Football” is any type of outdoor football.

Gender: The gender of participants for a specific program.

Age Group: The age bracket of the participants for a specific program.

Format: You can specify the type of program the club offers. If the format of
football is not available, please select the option “Any Playing Format”.

Match Days: Select the days of your matches and training sessions for a specific
program.

Add Program: Once you have set the program, click on “Add Program”. The
program will only be saved once you press the “Save” button.

AGE GROUP GENDER FORMATS MATCH DAYS EDIT DELETE
511 Male Mini Roos Kick Off MOMN, SAT
Club Football v
MALE  ~
511
O s aside [ 5 aside 07 a side
O walking football [J Wheel chair O &lind
O Deaf O rutsal Mini Roos Kick Off

O sep Program O Development Program O Any Playing format

mon Otue Oweo O tHu
O¢ri sat O sun

12



16t step: “Current Logo” - “Current Logo” is the section where you update the club’s
logo. Click on “Update Logo”and attach the image into the Play Football page. Then, click
on the “Save” button which is located above the “Logo”section.

Logo

Mo
Current logao: Logo

Update Logo

13



3.2 OFFICE BEARERS
GO TO: ORGANISATION == OFFICE BEARERS

This allows the club to display their office bearers. This section is very important because
Football Victoria needs to know who to contact at the club at all times. So, it is important
to assign the club’s office bearers and keep updating them in case of changes.

3.2.1 OFFICE BEARERS MAIN PAGE
In this page, you can add or edit the office bearers of the club. Also, there is an option to
roll out the office bearers from one season to another.

Tst step: “Season” — Select the year of the season you want to edit, and press “Go”.

2nd step: “Office Bearers” - Click on any paper icon to create a new office bearer position.
The new office bearer will appear below the selected line.

3rd step: “Edit a Position” — To edit a specific position, click on the officer bearer position
title in blue.

4t step: “Copy Titles From Another Season” - If the office bearers remains the same as
previous seasons, you can roll out the information by selecting the previous year, and then
click on “Copy titles”.

5th step: “Clear All Data for The Current Season” — Click on “Clear Data” to delete all the
office bearers of the current season.

6t step: “Apply Changes” — Once you have added or edited all the office bearers, you
need to click apply to changes. Otherwise, the changes will not be saved.

7t step: “Abandon Changes” - If you want to cancel all the changes, click on “Abandon
Changes”.

A  ORGANISATION  PEOPLE  REGISTRATION  TEAMS  REPORTS

Edit Office Bearers @

Search Menus

Organisation Details Season

Office Bearers Click here to create a new Office Bearer
President Coliins, Liam 1]
Vice-President |Cullen, Michael e
User List Treasurer Cook, Nathan A

Create New Organisation

Search/Edit Organisation

Click here to edit a specific Office Bearer or
bring up contact information

Office Bearers

Honour Board Copy titles from another season

Contacts for Parent Organisations 2018 m

Notification Subscribers List

Clear all data for the current season

14



3.2.2 ADD NEW OFFICE BEARERS
Tst step: “Season” — Select the year of the season you want to edit, and press “Go”.

2nd step: “Title” - Insert the position title for the person.

3rdstep: “Current Person” - Select the name of the person in the drop down list. The name
will only appear in the text box if the person has a person record on Play Football.

4t step: “Include Records with No Roles” - Tick this box, if the appointed person has a
person record on Play Football but has not been assigned a role in the club.

5thstep: “Contact Details” - To make the email address of the office bearer visible in this
section, tick the “Display Email Address” box. If you want to make their contact number
visible as well, select the type of phone. These information will only be available, if the
person record contains those details.

6thstep: “OK” - Once all details have been completed, click on “OK”

7t step: “Apply Changes” - Once you have added or edited all the office bearers, you
need to click apply to changes. Otherwise, the changes will not be saved.

Edit Office Bearers @

Season

Title: President

Include records with NO ROLES (i.e. inactive records)
Current Person:
Collins, Liam “

Contact D'etails: Display Email address

Contact Number: Mobile w

‘ Delete

15



3.3 HONOUR BOARD
GO TO: ORGANISATION == HONOUR BOARD

The honour board allows the club to display the honours and awards presented to players,
coaches and volunteers for each season. For example: Top scorer, player of the year,
coach of the season.

3.3.1HONOUR BOARD MAIN PAGE -TO DISPLAY AWARDS WINNERS
In this page, you will be able to add or edit the award winners of the club. Also, there isan
option to roll out the awards’ titles from one season to another.

Tst step: “Season” — Select the year of the season you want to edit, and press “Go”.

2 step: “Honour Board” - Click on the paper icon to create a new title for the honour
board. The new title will appear below the selected line.

3rd step: “Edit a Position” — To edit a specific title, click on the title in blue.

4th step: “Copy Titles from Another Season” - If the titles remains the same as previous
seasons, you can roll out the information by selecting the previous year, and then click on
“Copy Titles”.

5thstep: “Clear All Data for The Current Season” - Click on “Clear Data” to delete all the
titles of the current season.

6t step: “Apply Changes” - Once you have added or edited all the titles, you need to
click apply to changes. Otherwise, the changes will not be saved.

7t step: “Abandon Changes” - If you want to cancel all the changes, click on “Abandon
Changes”.

#  ORGANISATION PEOPLE  REGISTRATION  TEAMS  REPORTS

Edit Honour Board @

Search Menus

Organisation Details Season
Create Mew Organisation
. o Honour Board Click here to create a new title for the Honour Board
Search/Edit Organisation Best coach of the season Cook, Nathan Senior coach 8
Best Player - Under 18 Clarke, Ben 1%
User List Best Player - Senior | Grey, Erin =

» Click here to edit a specific title

Office Bearers

Honour Board

Copy titles from another season

Contacts for Parent Organisations _
2018 w Copy Titles

Notification Subscribers List

Clear all data for the current season

16



3.3.2 ADD NEW HONOUR BOARD TITLE

Tst step: “Season” — Select the year of the season you want to edit, and press “Go”.
2nd step: “Title” — Insert the position title for the person.

3rd step: “Current Person” - Enter the name of the person in the text box.

4th step: “Other Details” - You can add any extra information

Sthstep: “OK” - Once all details have been completed, click on “OK”

6th step: “Apply Changes” - Once you have added or edited all the titles, you need to
click apply to changes. Otherwise, the changes will not be saved.

Edit Honour Board @

Season

Honour Board 18

Title: Best coach of the season

Current Person:

Pep Guardiola

Other Details: | Senior coach

l Delete l Cancel

17



3.4 CONTACTS FOR PARENT ORGANISATION
GO TO: ORGANISATION mmmp CONTACTS FOR PARENT
ORGANISATION

This is a very important section for clubs to fill. The club will designate one or more
contacts to receive communications from Football Victoria or another parent organisation.

3.4.1 ADD NEW DESIGNATED CONTACT

15t step: “Select Parent Organisation” — Choose the parent organisation that you want to
designate the contact to, from the dropdow list.

2nd step: “Add a New Designated Contact” — Click on the “Add a New Designated
Contact” in order to add a new contact to the list.

3rd step: “Include Records with NO ROLES” - Tick this box, if the appointed person has a
person record on Play Football but does not have a role within the club.

4thstep: “Add” - Select the name of the person who you wants to add on the listand then
clickon “Add"”. The name will only appear in the text box if the person has a person record
on Play Football.

@  ORGANISATION  PEOPLE  REGISTRATION  TEAMS  COMPETITIONS ~ WEBSITE  REPORTS

Maintain Contacts for Parent Organisation(s) @

Search Menus

& Return to Child Organisations screen

Organisation Details i L i i L i i i
This screen allows organisations to designate participants that will receive communications from each of their parent organisations. These designated contacts can also

optionally be included in the contacts page of the PDF Handbook.
Create New Organisation

Search/Edit Organisation Selected Parent Organisation

Football Federation Victoria

User List [© 700 = v desoneted conacp—p>Click here to create a new Designated Contact

Office Bearers nclude records with NO ROLES (i.e. inactive records)

Tenenwurcel, Maria W
Honour Board

—
Contacts for Parent Organisations

The list of all people who has been designated as a contact for a specfic parent
organisation will appear. The person email and mobile phone will only be dispplayed, if
the person has completed this information in their person record.

Sthstep: “Name” -To change/add the person email or mobile phone, click on their name
in blue. This will link to the person record page.

6t step: “Options” - Tick the boxes to indicate which communication channels a person
should receive from the parent organisation

7th step: “List in PDF Handbook” - The parent organisation may want to generate a PDF
handbook, including clubs information. Tick this box if you want the contact to appear in
the PDF handbook.

8th step: “Remove” - To remove the person out of the contact list for the parents
organisation.

18



9thstep: “Update All Changes” — The information will only be saved and updated, once

you click on “Update All Changes”.

The following particip

Maria Tenenwurcel maria.tenenwurcel@footballvictoria.com.au

19

are the designated contacts for: Football Federation Victoria

Receive Email
94741862 Receive SMS
List in PDF handbook

@Remove

Update All Changes |




3.5 NOTIFICATION SUBSCRIBERS LIST
GO TO: ORGANISATION mmmPp NOTIFICATION
SUBSCRIBERS LIST

This allows specific Admin Users to receive system notifications. For example, a User can
subscribe to the 'Match disputed’ notification and select one or more Grades of interest.
When a match is disputed that involved the Club or Association within the selected
Grades, a notification email is sent.

This gives Clubs and Associations a flexible way of determining who is notified in certain
situations. Over time, the list of notifications will be expanded to replace many situations
where the 'Principle User' is notified by default.

#  ORGANISATION  PEOPLE  REGISTRATION ~ COMPETITIONS  REPORTS

Notification Subscribers List @

Search Menus

Organisation Details

Club disputes a match within your selected

Ereateliewligant:ahon Match disputed grades. Users that entered the result, and Maria Tenenwurcel

disputed are always notified.
Search/Edit Organisation

Request for clearance/permit is entered or
LlsegRist the clearance status changes-User that

Clearance/Permit request created the request is always notified. Clubs [+] George Vogiatjis T
Office Bearers - . B
also notified when a player is transferred in or
out of the club.
Honour Board

i . . . An online registration has been received by i
Contacts for Parent Organisations Online registration received o [+] David Bartlett
your organisation

Notification Subscribers List o
System News System news has been updated (daily digest) @

Joanne.Papas
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- Subscribing to a Notification: To subscribe to a notification, click on the plus icon of the
notification. This opens the Notifications Edit screen. See “Editing a Notification” below.

1st step: “User” — Select the user you want to assign the type of notification.

2nd step: “Notification” — Can not be changed. It informs which natification type the
person is signing up to.

3rd step: “Details” — Can not be changed. It provides the description of the notification
type.

4thstep: “Action” - Select “Email Notification” in order to activate the notifications. Then
press “Add”.

Notification Edit @

*y Back to Notification List

User Maria Tenenwurcel

Notification Clearance/Permit request

Detail Request for clearance/permit is entered or the clearance status changes-User that created the request is always notified. Clubs also notified
etails .
when a player is transferred in or out of the club.

Action QO piszbled () Email Notification

- Removing a Notification: To remove a notification, click on the “Bin Icon” of the
notification. After removing a notification, you will no longer receive emails for that
notification.

2]



4.0 PEOPLE

4.1 PERSON LIST
GO TO: PEOPLE == PERSON LIST

The “Person List” tab is your clubs CRM, used to search and find a registered person.

4.1.1 PERSON LIST MAIN PAGE - TO SEARCH AND EDIT A PERSON
RECORD

Onthe “Person List” tab, use the available filtering criteria to search for a particular person
record, or a selection of records matching your preferred filter.

Iststep: “Role” - Selectarole. “Any Role” relates to any person who have at least one role
within the club while “No Role” relates to a person who has no roles withing the club. For
example: a past player or a parent.

2nd step: “Sub Role” — There are two types of sub role: “Any Sub Role” which includes all
the sub roles within the selected “Role” or “Select Sub Roles” where you can select one
or more sub roles to target a particular group. For example: To choose a senior player,
select the option “Player” in the field “Role” and then select the option “Senior” in the
field “Sub Roles”.

A ORGANISATION PEOPLE  REGISTRATION  TEAMS REPORTS

Person List/Search @

Search Menus

© Add New Person
Person List
Contact Details Management
Role PLAYER ~
Add New Person
Sub Role O Any subRole () Select Sub Roles.. senior [Juunior O vereran

3rd step: “Advanced Search Criteria” — Click on the arrow of the “Advanced Search
Criteria” section to enable more detailed filtering. If you do not want to apply one of the
advance serach criterias, leave the fields blank.

4t step: “Person Name or ID” — Enter the name or ID number to search for a particular
person. This search will match both first and last names. You can also make a selection in
the dropdown box relating to whether the name starts with, ends with or contains the
entered text.

5th step: “Date of Birth Range” - Enter the date of birth “From”and “To”, to target a
particular age group.

6t step: “Gender” - Tick one or more boxes to choose the gender category.

7t step: “Registration” — “Association”, most clubs will be choosing the option “Football
Victoria”. However, if your club is under an association, you should choose the association
option. Select the “Registration Period” and “Registration Type” options to narrow down
information based on date of registration and registration type.

22



Advanced Search E

Person Name or |D Henry MName contains text s

Name starts with text
Name ends with text
From To
Date of birth range @) | 10172000 | B || 31/12/2013 | =N )
Gender o Male Female [J Undisdaosed o
Association Registration Period Registration Type

Registration i X i .
Football Federation Victoria 2019 v FFV MiniRoos W

8thstep: “Output Fields” - Click on the arrow of the “Output Fields” section to customise
the fields that will display for your search. To select one new criteria, click on the criteria
and then on the arrow pointing to the right.

9thstep: “Filter” - Click on filter to see the result of the search.

Output Fields E

Gender - Full Name v
State Email Address

Country Home Phone

Organisation Maobile Phone

Date Created Work Phone

School Name v
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D

5816910

4.1.2 PERSON EDIT PAGE - TO EDIT A PERSON RECORD FROM THE
PERSON LIST

The person edit page is the area where you can see or edit the full personal details of
players, volunteers, coaches and any other registrants of your club. To go to the “Person
Edit” page, click on the pencil icon.

Each tab will allow you to access and manage different sections of the person record.

FFA REG NO NAME AGE ORGANISATION LOCATION EDIT

10062438 Tenenwurcel, Maria 27 Chelsea FC =

4.1.2.1 CRM / PERSONAL DETAILS - TO SEE THE MAIN DETAILS OF A REGISTRANT

The “Person Details” tab is where you can see the full personal details of a registrant. You
can also edit some of the fields.

Person Edit: Tenenwurcel, Maria (ID: 5816910) @

CRM Activity Workflows Player
Personal Details| Custom Fields  Public Profile  Family Relationships  Link/Block Accounts  Motes  Audit  Admin  Flags
Title Miss  wr
First Name * Maria

Middle Mame / Initial

Last Mame * Tenenwurcel

4.1.2.2 CRM / CUSTOM FIELDS -ADDITIONAL QUESTIONS OF A REGISTRANT

The “Custom Fields” tab is where you can see the registrants FFA number and answers to
all their additional questions.

Person Edit: Tenenwurcel, Maria (ID: 5816910)

CRM Activity Workflows Player

Personal Details | Custom Fields I Public Profile  Family Relationships  Link/Block Accounts  Notes

Custom fields are defined by your organisation or its parent organisations.

FFA Number 10062438

Fields defined by: Football Federation Victoria

FFA Coaching Level Senior v
Fields defined by: Chelsea FC
Please outline who your favourite A-League CLub is? Melb Vic v

Do you have any allergies? No

24



4.1.2.3 CRM / PUBLIC PROFILE - PROFILE PHOTO AND MANAGEMENT OF PRIVACY

SETTINGS

The “Public Profile” tab is where you can see/change the profile picture of registrants and
you can manage their privacy setting. You can also find the photo guidelines. Please,
ensure all your players follow the photo guidelines.

- Profile Visible On All Public Websites: It will allow the registrant profile to be
seeing in all public websites.

- Profile Visible On The Club Public Websites: It will allow the registrant profile to
be seeing in all public websites of the club.

CRM Activity Workflows Player

Personal Details  Custom Fields | Public Profile | Family Relationships  Link/Block Accounts  MNotes  Audit  Admin  Flags

Profile Image

Photo image guidelines - please ensure

* Photo is a passport style image

* Head faces camera directly with full face in view

* No hats or sunglasses are to be worn in the photo
* Photo was taken within the last 12 months

* Photo is clear and legible with appropriate lighting
* Under 5 MB in size

# File type of .PNG or JPG

Please Note: any inappropriate photos may result in your registration being declined

Select Profile Image

Profile Privacy Setting

Profile visible on all public websites
Profile visible on Chelsea FC public websites
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4.1.2.4 CRM / FAMILY RELATIONSHIPS - LINK ACCOUNTS OF DIFFERENT
REGISTRANTS

The “Family Relationships” tab allows you to link one account to another. A parent can
manage all their kids account from one main account, as longer as the kid account is linked
to the parent account. Also, having siblings linking their accounts to one another, will
allow them to claim the sibling discount, if the discount has been pre-set by the club.

To link an account, follow the steps below:

1st step: “Add Family Member” — Select the family relationship of the person you want to
link to the current account. Then, click on the button “Add Family Member”

2nd step: “Search for the Person Record” - You can only link accounts among people that
have been registered on Play Football. Search the person record by Name or ID number
and then press “Search”.

3rd step: “Linking the Person Record” — Once you press search, the profile of the person
should be populated. In order to link their account to the current account, press the plus
icon.

4thstep: “Current Family Relationships” — Once you have linked accounts, you will be able
to see all the accounts that are linked with the current account under the “Current Family
Relationships” section.

Sthstep: “Unlinking account” - To unlink accounts, press the bin icon

CRM Activity Workflows Player

Personal Details  Custom Fields  Public Profile IFaminReIationshipsI Link/Block Accounts  Motes  Audit  Admin  Flags

PARENT v Add Family Member

Search by @ Name O ID o External ID

Daniel Middle Name Tenenwurcel

Search Results

YEAR
D FFA REG NO NAME OF AGE  ORGANISATION LOCATION
BIRTH
5816947 10062474 Tenenwurcel, Daniel 1988 30 Chelsea FC
Current Family Relationships
D NAME RELATIONSHIP ACTIONS

5816946 Tenenwurcel, Henrique SIBLING
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4.1.2.5 CRM / NOTES - TO CREATE A NOTE ABOUT A PARTICIPANT
The “Notes” tab is a section where you can create notes to a specific registrant. You can
also restrict on who can view the note.

To create a note, follow the steps below:

Tst step: “Add Note” - Click on “Add Note” to create a new note.

Activity Workflows Player

Personal Details  Custom Fields  Public Profile  Family Relationships  Link/Block Accounts | Notes

Notes

DATE USER ORG VISIBILITY CATEGORY

Mo notes found

O Add Note Click here to create a new note

2nd step: “Category” — Select the main topic of the note.
3rd step: “Visibility” - Select who can view the note.

- Organisation: means every club administrator will be able to see the note.
- Participant: the participant will be able to see the note.
- Governance: parents organisations will be able to see the note.

4th step: “Notes” — Write the note into the text box. And click on: “Save”.
Add Notes

Category Injury v | Visibility Organisation w

Player is injured for the next 2 weeks and won't be able
to play and train for the next 2 week.

MNotes

Cancel Save
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4.1.2.6 ACTIVITY / ROLES - TO SEE / ADD ROLE OF A PARTICIPANT
The “Roles” tab is a section where you can add a new role to a person record.

To add a new role, follow the steps below:

1st step: “Current Roles for The Club” - You can see all the roles the participant has with
the club.

2nd step: “Add New Role” - Select the “Role” and “Sub roles” type. Then, click on the
button “Add Role”.

3rd step: “Role History for The Club” - You can see all the roles that person has ever had
with the club.

- Show Role History In All Organisations: Tick the box if you want to see the
registrant role history with other clubs

CRM Activity Workflows Player

|Rc|e5| Registration Payments Inwvoices Communications log

Current Roles for Chelsea FC:

AUTO-REMOVE  LAST RE-CONF.
DATE DATE

ROLE SUB ROLE

PLAYER SEMNIOR Remowve Re-confirm MNA 20 Nov 18

Add new role:

Role | PLAVER v | SubRole(s) [¥]senior [Junior [ masTer Add Role

Role history for Chelsea FC:

D Show role history in all organisations

ROLE SUB ROLE ORGANISATION DATE FROM DATETO

PLAYER SENIOR Chelsea FC Maov 20 2018 CURRENT
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4.1.2.7 ACTIVITY / REGISTRATION - TO SEE THE REGISTRANT STATUS AND
REGISTRATION HISTORY

The “Registration” tab is a section where you can see the registration history of a
registrant. You can also add a new registration to a person record as well as decline
pending registrations. Please note that once you have added a new registration, you still
need to approve it on “Registration Management”, explained on page 57.

See below the steps of the “Registration” tab:
1st step: “Status” — You can see if the status of the participant is Active or Inactive.

2nd step: “Add Registration” - Select the “Parent Organisation”, “Reg. Period”,
“Registration Type”. Then, click on the button “Add Registration”.

3rd step: “Pending / ITC Registrations” — Once you added a new registration, you can
decline by clicking on “Decline” in blue. In order to accept a registration, you have to go
into the “Registration Management” tab, explained on page 57.

4th step: “Detail” — Click on “Detail” in blue in order to see the transaction details of the
registration.

CEM Workflows Player
Roles | Registration | Payments Inwvoices Communications log

Status: Active
Add New Registrations

Parent Organisation Reg. Period Registration Type Registration Status

Football Federation Victoria 2019 Coach GENERAL (DL) Pending ~ Add Registration

Current Registrations

g‘;OGM TO ORG PERIOD TYPE CREATED METHOD USER NAME DETAIL ACTIONS
Chelsea Football Federation MFC: Player-Club- PERSON Maria -

201 03- _a0
FC Victoria 2019 N 03Dec2018  Recorp Ferreira

Pending/ITC Registrations
FROM USER suB

ORG TO ORG PERIOD TYPE CREATED ~ METHOD oo CTATUS DETAIL ACTIONS
Chelsea Football Volunteer 03- PERSON Maria Awaiting

. 501 y 0 _ A . -
FC \F?ftzr::‘m 2019 GENERAL (D) Dec2018  RECORD Ferreira  Payment Detail DECLINE

Registration History
FROM ORG TO ORG PERIOD TYPE CREATED DE-REG/DECLINED DATE USER NAME STATUS SUB STATUS DETAIL

Mo records found
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4.1.2.8 ACTIVITY / PAYMENT - TO INPUT OFFLINE PAYMENT AND PAYMENT PLANS
The “Payment” tab allows clubs to manage offline payments and change their status to
“paid” in order for their registration to be active. Also, it enables clubs to create payment
plans for players who cannot pay their full fees at once.

See below the steps of the “Payment” tab:

1st step: “Payment Start Date” and “Payment End Date” - Select the period that the
payments were made. Then, click on “Refresh”.

2nd step: “Summary for Selected Period” - Once you completed step 1, you will be able
to see the summary of all payments during the selected period.

3rd step: “Current Seasonal Payment Status” - Select the payment status for each player
who have paid offline.

4t step: “Add Payment” - Click on “Add Payment” in blue.

CRM Activity Workflows Player

Roles  Registration Invoices  Communications log

Payment Start Date Payment End Date
| 1/01/2018 B | 412r018 B3| m

Summary for selected period:

NAME NUMBER OF RECORDED FAYMENTS TOTAL PAYMENT AMOUNT LAST PAYMENT DATE

Tenenwurcel, Maria 1 $150.00 4/12/2018 12:00AM

Current Seasonal Payment Status Partially Paid

Payment Details for selected Period:

Click here to create a new Payment

DESCRIPTION  PAYMENT METHOD  PAYMENT STATUS  RECEIPT/INV MO AMOUNT  PAYMENT DATE

15t Payment Offline - Cash Paid 123456 $150.00 4 Dec 18 &

=]
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4.1.2.9 ACTIVITY / INVOICES - TO SEE THE INVOICE DETAILS OF THE REGISTRANT
The “Invoices” tab allows clubs to see the invoice details of the registrant. Also, the club
can email the invoice to their players directly from Play Football or download the invoice.

See below the steps of the “Invoices” tab:

1st step: “Envelope Icon” - To email the invoice directly from Play Football to the
participant.

2nd step: “Eye Icon” - To view the invoice in full details.

3rd step: “Arrow Down Icon” - To download the invoice.

CRM Workflows Player

Roles Registration Payments | Invoices| Communications log

O show for all organisations

INVOICE NO INVOICE DATE DESCRIPTION ENTITY AMOUNT

5225759 Mar 29, 2015 2016 Reserves Age 15 to 18 Altona Magic 5€ $650.00

31



4.2 CONTACT DETAILS MANAGEMENT
GO TO: PEOPLE mmmp- CONTACT DETAILS MANAGEMENT

The “Contact Details Management” is used to search for a person and quickly edit there
email address, home phone, mobile phone.

Use the available filtering criteria to search for a particular person. By clicking on the arrow
you can narrow down the search even further by using tools from “Advanced Search”.

Iststep: “Role” - Selectarole. “Any Role” relates to any person who have at least one role
within the club while “No Role” relates to a person who has no roles within the club. For
example: a past player or a parent.

2nd step: “Sub Role” - There are two types of sub role: “Any Sub Role” which includes all
the sub roles within the selected “Role” or “Select Sub Roles” where you can select one
or more sub roles to target a particular group. For example: To choose a senior player,
select the option “Player” in the field “Role” and then select the option “Senior” in the
field “Sub Roles”.

3rd step: “Advanced Search Criteria” - Click on the arrow of the “Advanced Search
Criteria” section to enable more detailed filtering. If you do not want to apply one of the
advance serach criterias, leave the fields blank.

4th step: “Person Name or ID” - Enter the name or ID number to search for a particular
person. This search will match both first and last names. You can also make a selection in
the dropdown box relating to whether the name starts with, ends with or contains the
entered text.

5th step: “Date of Birth Range” - Enter the date of birth “From”and “To”, to target a
particular age group.

6thstep: “Gender” - Tick one or more boxes to choose the gender category.

7t step: “Registration” - “Association”, most clubs will be choosing the option “Football
Victoria”. However, if your club is under a regional association, you should choose the
association option. Select the “Registration Period” and “Registration Type” options in
order to narrow down information based on date of registration and registration type.

8thstep: “Filter” — Click on filter to see the result of the search.

@ ORGANISATION PEOPLE REGISTRATION TEAMS COMPETITIONS WEBSITE REPORTS

Edit Person Contact Details

Search Menus

Person List Role PLAYER ~

Contact Details M gement
I critect el anagemen I Sublioe O Any subRole (® Select Sub Roles... senior [ Junior [ veTeran
Add New Person
Bulk Import Advanced Search ~
Person Roles Person Name or ID Maria Mame contains text
Custom Person Lists > Fr=m To
Date of birth range 1/01/1989 31/12/1990
Player Movement > o @ o 8 et 5o
Merge Person Records >
Gender o O male Female [J Undisclosed o

Communications >

Association Registration Period Registration Type

Accreditations > Registration B -
Football Federation Victoria 2019 ~ --Any Type-- v
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Once you press filter, the person record of one or more people will appear.

9thstep: “Pencil Icon” - Click on the pencil icon to edit the email, home phone or mobile
phone of the person record.

1D NAME EMAIL HOME PHONE MOBILE PHONE DOB

5816810 Tenenwurcel, Maria maria.tenenwurcel@footballvictoria.com.au 94741862 13-Dec-80

10t step: “Confirm Change” - Once you made the changes, click on the “Tick” to
complete the chages, or click on the “X"to cancel the changes.

1D NAME EMAIL HOME PHONE MOEBILE PHONE DOB

ol . .
5816910 Tenenwurcel, Maria maria.tenenwurcel@foot 94741862 13/12/1990
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4.3 ADD NEW PERSON
GO TO: PEOPLE mmp» ADD NEW PERSON

A person record contains personal details of a specific person and it is recorded on Play
Football. Please note that adding a new person, does not mean that this person is
registered with the club. Once you add a new person, you need to assign them to a
registration product.

4.3.1 ADD NEW PERSON MAIN PAGE
Before creating a new person record, search for the person in the search bar in order to
avoid duplicates.

1st step: “Search by Number” — Choose if you want to search for a person record through
name, ID or FFA number.

2 step: “Show Extra Filtering” - If you want to conduct a more narrow search tick the
box.

3rd step: “Person Age”, “Year of Birthday”, “State” — Select a age group or year of
birthday and the state that the player is coming from to narrow the search. Please note,
this information is not mandatory.

4thstep: “Search” - Click on search once you have entered all the filters.

5th step: “Create New Person” - A list of records will come up. Please ensure that the
details of the person record matches to the personal details of the person being
registered. If no records are found, click on “Create New Person”. Please note, that is
preferable that the person being resgistered creates their own profile through the website
www.playfootball.com.au.

#  ORGANISATION  PEOPLE  REGISTRATION  TEAMS  REPORTS

Add New Person @

Search Menus

Before creating a new person record, please search for an existing record.
If the record already exists you can transfer the record, or (if applicable) apply for a clearance.

Person List

Contact Details Management

searcnby (0 Name O 1D O Fra

Add New Person Number

2 Bryan Middle Name Hughes |
Person Roles

Show Extra Filtering
Custom Person Lists >

Person Age or, Year of Birth State
plavegbioremont v ] ———

- - YYYY ALL v

<5 10 15 20 25 30 35 40 45 >50
Player Transfer
Apply for Player Clearance

Search Results
Player Clearance List

R If the person record you wish to create was not found in the search, please create a new record.
Player Permits List

Create New Person
Apply for Player Permit

Mo records found, Please refine your search,

Clearance and Permits List
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6t step: “CRM”and “Personal Details” — Make sure you are on the “CRM, Personal
Details” tab, which will allow you to enter the main details of the person record.

7t step: “Role”- Select the main role of the person within the club. If the person has more
than one role with the club, you will be able to add other roles later on, see on page 28 or
page 37 to change/add roles in bulk.

8th step: “First Name”and “Last Name”- Insert the first name and last name of the new
person. It is also important to fill non mandatory fields, to distinguish the person record
from others.

Add New Person @

: Activity Workflows

Personal Details | Link/Block Accounts  Notes

Role Sub Role
Role #
PLAYER v senior [Jjunior [ masTer
Title r w
First Name * Bryan
Middle Mame / Initial
Last Mame * Hughes

Alternate Last Name / Maiden Name

Person "Known As"

9thstep: “Date of Birth”, “Country of Birth”, “Nationality”, “Gender”, “Email”, “Address
1", “Address 2” “Address 3", “Suburb/Town”, “Postcode” — Enter the details for all the
fields as most complete as possible.

Date of Birth 13/12/1980 &=
Country of Birth New Zealand
Mationality Australia

@ Male O Fermale O Unspecified

Gender

Email bryan.hughes@gmail.com
Address1 436 St Kilda Rd
Address2

Address3

Suburb/Town Melbourne

Postcode 3004
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10th step: “State/Territory”, “Country”, “Home Phone”, “Work Phone”, “Mobile
Phone”, “Fax Number”, “Emergency Contact - Name”, “Emergency Contact - Phone”,
“Emergency Contact - Email”, “Alt Emergency Contact - Name”, “Alt Emergency Contact
- Phone”, “Alt Emergency Contact - Email”, “Company / Business Name"” - Enter the
details for all the fields as most complete as possible.

State/Territory WVIC ~
Country AUSTRALIA v

Home Phone

Work Phone

Maobile Phone 0412345678

Fax Number

Emergency Contact - Name Paris

Emergency Contact - Phone 0401234567 Other
Emergency Contact - Email paris@hotmail.com

Alt Emergency Contact - Name

Alt Emergency Contact - Phone Other
Alt Emergency Contact - Email

Company / Business Name @

11th step: “Additional Information”, “FFA No” and “Comment” - Enter the details for all
the fields as most complete as possible. Once every step is completed, click on “Save”.

Additional Information

FFA No

Comment
(Only displays on this page) #

*kDenotes a mandatory field. This can be dependent based on the person's roles.
PDenotes field that is private to this organisation. All other fields are common to any other organisation the record is assodated with.
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4.4 PERSON ROLES
GO TO: PEOPLE == PERSON ROLES

The person role tab is used to add or change the role of one or more person within the
club. Follow the steps below to add a new role to a person.

1st step: “Role Summary” — Select the main role of the person that you want to add a new
role.

#  ORGANISATION  PEOPLE  REGISTRATION  TEAMS  COMPETITIONS  WEBSITE  REPORTS

Reconfirm / Change Person Roles @

Search Menus

Person List 1. Select one of the Role Summaries to continue

Contact Details Management
Role summary:

Add New Person REQ
ROLE SUB-ROLE TOTAL RECONFIRM
Person Roles )
PLAYER SENIOR 136 0
Custom Person Lists >
0 PLAYER JUNIOR 588 0
Player Movement D O  contact SUPPORTER 1 0
Merge Person Records > O TEAM OFFICIAL SENIOR COACH 23 0
[0 OFFICE BEARER CLUB ADMINISTRATOR 1 0
Communications >
0 VOLUNTEER OTHER G 0
itati >
Accreditations 1 NOROLE 664 0
Please make selection in the Role Summary table above to continue.

2nd step: “Select Records” - Select how you want to filter the people that needs their role
changed. On the right corner, you can see how many people you have selected to have
their roles changed.

- Manually: It will give you the option to select one or more people individually.

- Select All (Max 500): It will select all the people that are within the group that you
selected instep 1.

- Select Records Where DOB (Max 500): It will select all people within a certain
DOB.

2. Select Records: Selected Player Count:m

@ Manually

O select all (Max 500)

o Select records where DOB (Max 500) on or before v || 1/01/1970 i |

D Include records with no DOB
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3rdstep: “Manually” - Select who you want to change the role out of the list. You can filter
by ID number or name. Tick the box to select people and then press done.

Items in Red require reconfirmation before the Remove date.
one

ID NAME DOB REMOVE DATE
|7| Tenenwurcel, ‘?|

5816947 Tenenwurcel, Daniel 5/06/1988

5816946 Tenenwurcel, Henrique 24/09/1994

5816910 Tenenwurcel, Maria 13/12/1990

4th step: “Select Action” — Select the action you want to apply for the people you selected
in the previous step.

- Re-Confirm Selected Records With Current Role/Sub-Role: This option is used
to bulk re-confirm records, and simply marks the records as re-confirmed with the
same role.

- Change Sub-Role Of Selected Records To: This removes the current sub-role,
and replaces with the selected sub role.

- Add Role/Sub-Role To Selected Records Of: This adds the selected Role/Sub-
role to the records, and leaves any existing roles intact. Note - this is the only
option applicable when a selection of NO ROLES is made in Step 1.

-  Remove Current Role/Sub-Role From Selected Records: This removes the
current role.

5th step: “Submit” - Click on “Submit”to complete the action.

3. Select Action:

O Re-confirm selected recaords with current Role/Sub-role (where applicable)
O Change Sub-role of selected records to: Select..
Add Role/Sub-role to selected records of: TEAM OFFICIALJUNIOR COACH v

O Remove current Role/Sub-role from selected records
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4.5 CUSTOM LIST MANAGEMENT
GOTO: PEOPLE mmmjp- CUSTOM PERSON LIST mmmp CUSTOM
LIST MANAGEMENT

Custom list management is used to create lists of people based on certain criteria. You can
narrow down this list even further by filtering through “Custom Filters Management” on
page 44. You can also add/remove fields in order to only have specific information
displayed.

For example: create a list of players that only contains columns with FFA number, full name
and DOB.

4.5.1 CUSTOM LIST MANAGEMENT MAIN PAGE

In this page, you can see all the lists that have been set up by the club. Also, you can view
the list by clicking on the eye icon, you can edit each list by clicking on the pencil icon or
delete lists by clicking on the binicon.

@  ORGANISATION ~ PEOPLE  REGISTRATION  TEAMS  COMPETITIONS  WEBSITE  REPORTS

Custom Person List Management @

Search Menus

© Add New Custom List Click here to create a new Custom Field

Person List
D Show lists from all owners

Contact Details Management TITLE DESCRIPTION FILTER LAST UPDATED OWNER

Add New Person U16 Players - Contact details Under 16 Players 29/11/2018 9:38AM ALL
Person Roles

Custom Person Lists

Custom List Management

4.5.2 ADD NEW CUSTOM LIST - TO CREATE A NEW PERSONALISED LIST
OF PEOPLE

Follow the steps to create a new “Custom List”

1st step: “Custom List Title” - This is for internal reference. It will be the name used to
identify and differentiate all list on the main “Custom List” page.

2nd step: “Custom List Description” - If you want to add any further detail to describe the
list.

3rd step: “Person Filter” — Optionally, select a “Person Filter” described on page
44, which has previously been created. If a filter is applied, this will reduce (filter) the
number of persons displayed in the list according to the criteria specified in the person
filter. If a filter is not applied, it is equivalent from selecting those with any role within your
club.

Custom Person List Maintenance @

4 Back to Custom List Manager

Custom List Title U16 Players
Custom List Description Contact details

Person Filter Under 16 Players s
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4th step: “Output Fields” — Select one or more “Output Fields” by clicking on the field
name in the field list on the left, and then click on the arrow -> button. Fields can be
removed by clicking on the field name in the field list on the right, and then click on the
arrow <- button.

These selections affect which fields (data columns) appear in the “Custom List”. Click on
the arrow up or arrow down buttons to determine the order in which the columns will

appear in the list. However, any “Custom Fields” selected will always be displayed as the
last columns of the custom list.

There is a limit of 20 columns that can be added to a custom list.

- Custom Fields: Custom Fields are the additional questions created by the club or
by a parent organisation.

- Player Fields: These are certain fields that apply specifically to player roles.
- Referee Fields: These are certain fields that apply specifically to referee roles.

Output Fields Also show:
Custom fields (*)
Player fields (**)
[ referee fields ()

Ll
Alt Emergency Contact - Name B Full Name -

Alt Emergency Contact - Number - Date of Birth B
Alt Emergency Contact - Other Number FFA Reg No*
Country

Country of Birth

Date Created

Email Address v

Sthstep: “Rows per Page” - Enter the quantity of person record you would like to appear
per page from 10 to 100 records. If more person records than the quantity input appears
in the list, the person records will be split into pages.

6thstep: “Sorting” - Select “Sorting” type.

- Auto: Means that each column in the list can be sorted by clicking on the column
heading of the list.

- Custom: Means that you can select the sort order for the columns of the list. The
list will first be sorted through the primary column, followed by the secondary and
then the tertiary columns. In this option, the sort order cannot be changed while
using the list.

Rows per page 50

Sorting @ Auto

O Custom...
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7thstep: “Available To” - Select who can access the list.

- All Users For This Club/Association: Means that anyone who has administrative
access to the club will be able to access the list.

- Logged In User Only: Only the person who created the list have access to that list.

8thstep: “Save List” — Click on “Save List” to complete and create the list.

Available to: II users for this club/assoc

O Logged in user only

|
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4.6 CUSTOM FIELDS MANAGEMENT

GOTO: PEOPLE B CUSTOM PERSON LIST Bmp- CUSTOM
FIELDS MANAGEMENT

Custom fields allow the club to create additional questions in order to capture extra
information that is not available on the standard sign up form. The new additional question
created in the “Custom Fields Management” section, will be redirected to the “Other
Fields” section of each signup form. From there, the club will have the choice to add it to

a form or not. For further instructions go to “Signup Form Management” section on step
13 of the page 67.

On the Custom Person Field Management screen, you can add, edit || | | | NEGEGzGzG

[ ]

:]_> Click here to create a new
3rd step: -
4th step: “ - ,
S
Sthstep: P -
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