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New Registration - Over 18’s 
 

Overview 

 

 
 
 
Tips and Considerations  

 

 

 
 

• Players’ name and details may have been incorrectly entered into the system.  

• Try entering the players initials and date of birth, to capture players who may be in the 
system with an incorrect first name or last name.  

• A player could have completed a form previously but for many reasons may not been 
entered into the system.  

• It is important to make sure the Email address is up to date as this will be used by players 
to access their information and so they can self register in the future. 

• If the player has registered with your club in 2011 their contact details will be displayed 
similar to Re-Register returning players.  

• New Registration - Over 18’s should be used if you have a player who turns 19 or older in 
the current year, and 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.  

• For a club to register a player in New Registration - Over 18’s the player must have 
completed a registration form.  

• The first step in this area is to search for the player to double check whether they exist in 
the system.  
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Step by Step Guide to Registering a Player through New Registration - Over 18’s 
  

Step 1: Select New Registration - Over 18’s from the main menu 

 
 
 
Step 2: Search for the player  
 

 

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  

• Perform a search for the player using either:  

FFA No and DOB,     or 

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”. 
Try variations of the name if you do not find the record the first time e.g. “William” 
might be entered as “Bill”. 

 

• Click on the Search button. 
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Scenario 1: No Record Found  

 

 

 
 

                        
 

Scenario 2: Record Found  

 

 

 
 

Please note that if the player has an active registration with another club, a message 
will pop up to advise you. 

 

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. 

 

 

 

 
 
 

Click on Add New Player.  The First Name, Last Name and DOB you entered for the search will be 
added by default. 

• 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. 
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Step 4: Entering the Players Contact Details  
 

 

 
 

 

 

 

 
 

 

 

 

 

• Once the top half of the Player details page is complete you must complete the fields below 
in the bottom section.  

• If the player registered with your club last season their contact details will be filled out in the 
section below. However if the player is new to your club you will need to enter contact the 
contact details.  

• You must complete the Mandatory fields which are highlighted with *.  

• Click the Register Player button to continue.  

 

• 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 player’s full name. If the player has an FFA number you 
can enter this into the FFA NO field below, or if the player does not have an FFA number 
you can click Generate to allocate a new number.  

Photo Upload- If you would like information about uploading a photograph as registrar please 
refer to the dedicated Photograph Upload section.  
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Step 5: Completing Registration Details  

 

• Select the Player Programme. This is the player’s Fee Package. 

 

 
 

• If the player last played overseas, you will need to tick the box for “Has the player ever 
registered to play football in another country?” 

 

 

 

 

 

 
 

 

 

• Click Save & Proceed to continue 

 
 

Overseas Players Only 

• If you select yes you must contact your Member Federation  or local Association or Zone 
to apply for an International Transfer Certificate- in order to receive clearance for the 
player to play in Australia.  

 

• You may be fined if you register 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  

 
 

 

Step 7: Terms & Conditions 

 

 

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 in 
the system, you can skip this section.  

TIP - Mandatory questions will be marked with an ‘*’. 
 

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 Next to proceed.  
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Step 8: Take Payment 
• A popup box is displayed with the available payment options. 

 

 
 
Payment Options  
A popup box is displayed with four options.  If your Club has been setup for online payments the 
option to take an online payment will be available, otherwise this option will be disabled. 

 

 
 
 
 

Option 1 – Manual Payment in Full: This will allow you to record a manual payment for the full 
amount, paid in cash on the current date. This option does not allow you to specify the payment 
type, date or comments to the payment. This is the quickest option to update the registration status 
as Paid. 

  
Option 2 – Manual Payment: This is where you can manually enter the payment date, payment 
method and comments regarding the payment. 
 
Option 3 – Take Online Payment: This will only be available if your club has completed FFA’s 
online payment request form. This will allow you to take an online payment by using credit card 
details provided by the player. 
 
Option 4 – Skip Payment: This option can be used if you want to record that the player’s 
registration has not been paid. The status of the registration will remain as “Pending – Awaiting 
Payment”. The registration cannot be made Active  and the registration is not complete until 
payment has been recorded. 



 

Page 8 

MyFootballClub 

Option 1: Manual Payment in Full  

 

Option 2: Manual Payment  

 
 
Option 3: Online Payments 

 

Option 4: Skip Payment 

 
 
 

Skip Payment 

- Select ‘Skip Payment – Status will remain as “Pending Payment” ’. 

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

- Note that on the Summary page you will only be able to Save the registration. 
You will not be able to Save & Accept the registration. 

 

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 optional)  

- 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.  

 

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.  

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. 

 



 

Page 9 

MyFootballClub 

  

 
Step 9: Summary  
 

 
• Click the Save and Accept Player button to complete the registration. 

 

 

 

 
 

 

 

 
 

The buttons above 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 New Registration - 
Over 18’s.  

 

Transaction Record  
You will then be presented with a record of the transaction. Please note the Transaction 
number is for internal processing only. You do not need to keep a record of this number.  

 
 


