A MyFootballClub

18s & Under Registration

Overview

This should be used if you have 18 year old player or younger who did not play for your
club last season. This could either be a player who is new to Football or a player who was
registered to play Football with another Club.

The first Step in this area is to search for the player to double check whether they are in
the system.

Please note a player could have completed a form previously but for many reasons may
not have made it into the system.

Players Names may have also been incorrectly entered into the system. You should check
for different variations when searching for the player.

Tips and Considerations

In order to register a player in Over 18’s they must have completed a NRRO3 registration
form.

It will be possible for you to process an online payment through MyFootballClub’s payment
gateway. If you intend to process these payments, we would advise you to have this
information with you when entering the registration into the system.

It is important to make sure the Email address is up to date as this will be used to by
players to access their information and so they can self register in the future.
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Step by Step Guide to Registering a Player through 18s and Under Registration

Step 1: Click the 18's & Under Registration button from the main menu.

2010 Registration

Ower 18'z Regiztration

18z & Under Registration

Bulk Acceptancs

[ |
[ ]
[ Re-Register Returning Playvers ]
[ ]
[ Search Invoice ]

Step 2: Search for the player

Perform a search of for the player using either:
o FFA No and DOB, or

o First Name, Last Name and DOB.

TIP — You do not have to enter the whole name of a player - you can enter part of a
player’s name e.g. to search for ‘Christopher’ as a first name you can enter “Chris” or
“Chr”. Try variations of the name if you do not find the record the first time e.g.
“William” might be entered as “Bill”".

If the player was registered anywhere in Australia last year their information is in the
system.

Click on the Search button.

Step 3: Search Results

There are two Scenarios here:
1. Your player is not in the system — No Record Found.

2. You find the player in the system — Record Found.
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Scenario 1: No Record Found

Click on the Add New Player Button. Their First Name, Last Name and DOB you entered for the
search will be displayed by default.
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Scenario 2: Record Found

If the player’s record was found the following screen is displayed.

Click the Select button next to the record for the player you want to register and their
details will be displayed on the next screen.

Results
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= TIP - You will note that the player’s FFA No., First Name, Last Name and DOB are
@ displayed across the top of the window. You will therefore always be aware of which
player’s record you are managing.
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Step 4: Entering the Players Contact Details

Record Found: If you are registering a player which has been found in the system you will
notice that the information will already be populated in the top of the screen below.

No Record Found: If the Player is completely new to football the First Name, Last Name
and DOB will be pre populated with the values from the search screen. You will need to
complete these fields with the players full name. If the player has an FFA number you can
enter this into the FFA NO field below, alternatively you can click Generate to allocate a
new number.

REGISTRATION FOR REGISTRARS

Usedn FF —HT Fokesfe Ouh Fepetral  (ganisafiore FP& Cid [Tesd Dby

FFA Ho

Ik hgrae

Once the top half of the Player details page is complete you must complete the
mandatory fields below.

These fields will be blank for both new players and existing players.
You must complete the Mandatory fields which are highlighted with *.

Click the Save Details button

Click the Add New Registration button to proceed.
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Step 5: Completing Registration Details

REGISTRATION FOR REGISTRARS
Iser FFA Tesl Db Flolela)e Clib Begabinr  Drgansalion Beissulh |S0JET 57 1.Select Player Program for this
Farst Mamse 2 player.

2. Tick “Has the player ever
registered to play football in
another country?”.

( Please refer below)

Pligrar FrojEans Fr& Chaess Tacatios )
TOIC Rego Fas P 3. Check the Effective from and
T Effective to dates to ensure they
Paavar Site Fesathe Tyse Saynes Priss (e 5T [ — match with the date on the

B registration form.

4. The status will be chosen for
LSl i pisila b tsrpiloniale you. The player will become
Active once you've completed
the process.
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5. Click Save and Proceed.

Effecirse From Effecive To Holesn/Pre-foren oes
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Overseas Players Only

If the player clicks yes here you must contact your Member Federation to get an
International Transfer Certificate- to receive clearance for the player to play in Australia.

You may be fined if you register and play a player without clearance. This is an
international FIFA rule, which is applied to both amateurs and professionals in the
Game.
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Step 6: Additional Questions

There are curremly no mendaton questions.

ou may complete the non-mandatory additenal questbons of you
may skip this and 9o directly to the Terms and Conditiens.

How weould you llhe to procesd?

| Compas aassons (uestons _I

| Cemeteie Tarms and Congiiens |

If there are no mandatory questions the box above will pop up. To skip additional questions, click
Complete Terms and Conditions.

The number of additional questions may vary depending on how many have been setup by State
Federations, Zones/Associations and your Club. If there are no mandatory Additional Questions
this section will be skipped.

TIP - Mandatory questions are marked by an “*’.
~

Step 7: Terms & Conditions

This is where you sign-off the registration on behalf of the Player as well as the Club.

Please ensure that the actual form has been signed by both the Player and Club
representative.

Ensure that you enter the correct dates from the form.

Depending on your competition rules you may also be required to sight proof of date of
birth.

Click on Pay Now , you will skip Parent/Guardian and school details. You will go to step 9.

The Player (or if the Player iz under 18 years of age at the time of =igning thiz form, that Player's parent or legal guardian) agress to comply
with the terms (a=s specified here) and itz incorporated documents, including the FFA Statutes and Spectator Code of Behaviour.

Guardian First Name Guardian Last Hame Signature date
Tick here if you agree 01/01/2008

The Club warrants that it has confirmed the Player’s name and identty. The club agrees to comply with the Terms (az spscmed here} and itz
incorporated documents, including the FFA Statutes.

Hame and Position of Club Representative Signature date
T =

I | Tick here if you agree 0012008

D Original signed Professional Player Contract
ertified copy of birth certificate andfor passpo
DC rtified T birth certificat: df i

D If an ITC is required, a cerified copy of the visalwork permi

Exit ] [ Parent / Guardian Detailz ] [ School Detailz. ] Back ] [ Revisw Order ] Pay Mow
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Step 8: Parent / Guardian and School Information

Parent / Guardian Information

Entering this information is optional. If you wish to skip this step click on Pay Now to make a
payment.

This section is only for junior players (those turning 18 or younger this current calendar year).

All parents and guardians are registered in the system. Their information is entered once and
then can be searched for future use with other children.

Commence completing this section by clicking on Parent/Guardian Details.

You can either search by FFA No or Last Name (as mandatory fields). Include the parent’s
first name for a more refined search.

If any parents are found they will be displayed.

Click on Select next to the Parent you want to use.

For new parents you will need to enter the information they provided on the registration form.

For existing parents check their details for accurateness including that a valid email address is
entered.

When details have been entered click on Save and Proceed.

If you want to add multiple parent details click Save and Add New and repeat the process.
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If no records are found you will be asked to add their details into the system by clicking Add New
Parent.

School Information

This section is only for junior players (those turning 18 or younger this current calendar
year).

Schools have already been entered into the system. To find a school begin typing the
school name in the field and a drop down list will appear. Select the School.

REGISTRATION FOR REGISTRARS
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For example enter ‘Brisbane’ and you will be presented with a list of schools commencing with that
word.
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If any schools are found they will be displayed.

Click on Select next to the School you want to use.

SCepniEnmal A3ITESS
onat BREAO Ik &hA

Finm Scofh Fimas s

| [Sasn&Procsez]

[ | Sramdiew | [ tewr | [ fas

If no records are found the following screen is displayed.

Sparch Reaults

oo v aeds Sred

Add the school into the system by clicking Add New School and enter the school’s details.

Click on Save and Proceed.
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Step 9: Take Payment

A popup box is displayed with the available payment options.

REGIZTRATION FOR REGI3TRAR 5 L
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Included in Fackage

Lk

Payrmeet Total (AU 15000

Payment Options

A popup box is displayed with the two options available. If your Club has been setup for online
payments you will have an additional option to take an online payment.

Option 1 — Manual Payment in Full - where you take a manual payment in full with cash on the
current date, this does not allow you to add any details regarding date, or comments to the
payment. This is a quicker process than the one below.

Option 2 — Manual Payment - where you can manually enter the date, payment method and notes
regarding the payment.

- Option 3 — Take Online Payment- This will only appear in the box if your club has completed
FFA’s online payment request for. This will allow you to take an online payment by using the
Players Credit Card details provided.
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Option 1: Manual Payment in Full

Manual Payment in Full

Select ‘Take Manual Payment in Full’.
Note that the amount and date will be automatically displayed.

Click on the Continue button which will take you to the Summary Page.

Option 2: Manual Payment

Manual Payment

Select ‘Take Manual Payment’
Click on the Continue button.

This will take you to the manual payment page. Note you cannot take partial
payments. Ensure the full amount is in the payment amount, select payment type
and enter the date paid.

You can also enter comments (e.g. receipt numbers, outline of payment
deadlines for part payments, etc).

Click on Save and then the Next button on the Order Summary screen.

Option 3: Online Payments

Online payments

Note this will only be displayed if your club has registered for this service.

Enter the Credit Card number, Card Security Code (3-digit number on back of
card), Expiry Date, Name on Card and the email address to send a copy of the
payment advice (this field is option)

Click on Next.
You are then asked to confirm payment. If the details are correct click on Pay.
If the transaction has been successful the transaction details will be displayed.

Click on Close to continue with the registrations process.
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Step 10: Summary
Click on Save and Accept Player.

.",'.i' REGISTRATION FOR REGIZTRAR 5
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Transaction Record

You will then be presented with a record of the transaction. Please note the Transaction

number is for internal processing of the transaction within the database. You do not need to
keep a record of this number.

Exit J | Eiar: e Regiszabiz- Y-om b Lisz £:21 New Regisiration ]

The buttons will appear at the bottom of the screen. You have 3 options.
Click Exit — Takes you back to the Club Home Page.

Click Start New Registration from Club List- Take you to your club list in Re-
Register Existing players.

Click Start New Registration- Takes you back to the beginning of U18 Registration.
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