A MyFootballClub

New Registration - 18s & Under

Overview

New Registration - 18’s & under should be used if you have an 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.

If a club registers a player through 18’'s and under the player must complete the NRRO3
player registration form.

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

Tips and Considerations

A players’ name and details may have been incorrectly entered into the system. Try
entering the player’s initials and date of birth, to capture players who may be in the system
with an incorrect first name or last name.

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 in
the contact fields. If you are a registering a new player to your club, the player’s contact
details will not appear.
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Step by Step Guide to Registering a Player through 18's and Under Registration

Step 1: Select the New Registration - 18’'s & Under button from the main menu.

2012 Registration

Ee-Fegister Eeturming Players

Hewar Begistration - Owver 18's

Take Payments

A pprove Registrations

[ |
[ |
[ Mew Registration - 18's & Under |
[ |
[ |
[ |

Cancellations

Step 2: Search for the player

Perform a search 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 afirst 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”. You can also enter the player’s initials.

Click 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 Add New Player Button. Their First Name, Last Name and DOB entered for the search will
be displayed by default.

Search Reaults

ko racards Swred

Tl | |__tdd lew Plaper | Beck |

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.

Search Results
Shgw alOazseds [

FlA Mo Firstbeme |Lasibeme B08

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

displayed across the top of the window. You will therefore always be aware of the

TIP - You will note that the player’'s FFA No., First Name, Last Name and DOB are
o .
player’s record you are managing.

[ = REGISTRATION
e

=y FFA o Firs! maies
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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 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.

FFA No. Title Firzt Name Widdle Name Last Name Known As DoB Gender
Generate ||| v | [Test User 12/02/1952 [Male |
Country of Birth MNationality Dizability
:Auztralia v; :Auztralian v; v; DAboriginaIf'urrez lslander

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 the contact
details.

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

Click the Register Player button to continue.

Phone Number Emergency Contact

Addrezs 1 1235t Home Firgt Name
Address 2 Work Middle Hame
Suburk TOWN Mobile 255388 Last Hame
Post Code  [1111 Fax Home Phone
State [ New South Wales | Defautt [ Home v Mobile Phong
Eountry Australia ] Email Address
Type | test@test.com
Exit [ Back ] [ Regizter Nen Playing Role ] [ Regizster Player ]

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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ALUSTRALIA

Step 5: Completing Registration Details

Select the Player Program.

# REGISTRATION FOR REGISTRARS

_/ User: FFATest Club  Role(s): Club Registrar Organization: Belsouth JSC[EQ 527

FOOTBALL FFA No First Name Last Name DOB

FEDERATION ”
AUSTRALIA 70724752 01/01/1952

| Regiztration Lizt ” Player Detailz | Registration Details

Player Program FFA Claszification .
e L First Name

2010 = ] w| | Def fica
2010 RegoF

Last Name

Player Status Football Type Season Price (inc GST)

|:| Has the player ever regiztered to play football in another country?

Previous registration number if within Australia

Effective From = Effective To Notes/Preferences
021272009 311202009
Status
| |
Exit Clear ] [ Back ] [Eﬂw&&Pruc&c—d

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

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.

Click Save & Proceed to continue
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ALUSTRALIA

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 will be marked with 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.

If you do not want to enter School Details, click on Next and proceed to Step 9.
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The Player (or if the Playver is under 158 years of age st the time of signing this form, that Player's parent or legal guardian) agrees to comply
with the terms (a2 specified here) and its incorporated documents | including the FRA Statutes and Spectator Code of Behaviour.
Guardian First Hame Guardian Last Hame * Signature date

Tes Test Tick here if you agree I:‘ 1271262011

The Club warrants that it has confirmed the Player's name and idertity. The club agrees to comply with the Terms (a5 specified here) and its
incorporated documents, including the FFA Statutes

* Signature date
Tick here if you agree || 19/12/2011

D Certified copy of birth certifizate andior passport

D If an ITC 15 vequred, a certified copy of the visafrork permit

Ot & ¢ Signed
| [ —

Step 8: School Information

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

Entering this information is optional. If you wish to skip this step click on Next to continue
to the payment step.

School Information

A list of all the schools in Australia is already recorded in the system.

To find a school enter the school in the School Name field and click Search.
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* School Hame Suburb State Education Type
!AII vi !Echccl vi
Exit Mo School Infermation ] [ Back ] I Search

You do not need to enter the whole name. You can just enter the beginning of the school name.
For example, search for ‘Brisbane’ and you will be presented with a list of schools beginning with
Brisbane.

If any schools are found they will be displayed.

[ sewarue [ - 1
T |
Erbane Advesist Cokepe Bohao
Brgnans Louentgl Cokpe Ecimn
Berinbanes Bows Colegs Echon!
EFlEi Choingl SHIE SOME SEmg
SR Gang Grammd Sonag S
Ercabiine: Gt s Bl ol Bk
Erishans mensndent Prmany Eoteo Echan
Birhane Mgriessor Scheg Schon
I Eirighuns Mg nim Sanoe Semn
l L iis] I 11852 STRTIY Mo@am Fnig L
Pagm 1 of 2 < Pl = < Rt = Tetai Recards L
. ] | zeatisssmom | | Eac ]

Click the Select button next to the School you want to use.
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Are you a student? D Do vou play for your school team?
School Name Education Type
Hobartville Public School | School v |
Addrezs 1 School Telephone
Walder Ave 0z 45781110
Address 2
== School Fax
Address 3

School Email Address

Sybich hebartvilbp.Schocl@det. new . edu.au

HOBARTWILLE School Web Url
Postcodes

2753

State

New South Wales b

Exit [ Save and New ] [ Clzar l [ Back ] [Eave&Pruce&d]

The school’s details will be displayed. Click on Save and Proceed to continue to the next
step.
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Step 9: Take Payment

A popup box is displayed with the available payment options.

Participant Registrations

[Invoice Organisation Name |start Date |End Date [Total
| [¥] 213885 |FFA Test Club Player |'Youth Registration|22/12/2010 {31/12/2011 [181.50

Included in Package

Invoicec Descripﬁon C @ Procezs Online Payment i

|213865 |80041 |FFA Junior MRF |F OR fn At e e o L |11.50

ettt kel il b B ol ik = = e (AUS121.50 CASH 05/01/2011) RSl it

1213828 [a02¢ uih Registration__|v] = "eeOr? -ash Favment L R )

I R . |FFa Association Fee  |F 'C}F‘.ecurd anual Payment [

213865 |B022 et b ) : ) : 40.00
12011 £ 'C} Skip Payment - Statuz will remain "Pending Payment |

Ma records found

Cancel Continue

Payment Total (AU$): 181.50

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.
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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 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.

Option 4: Skip Payment

Skip Payment

” oy

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.
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Step 10: Summary

Summary Data Protection

The FFA and yvour club will use the data provided in your Registration Form for the purposes of
Registration Awaiting Approval adminiztering the player registration system in accordance with the Registration of Players
Regulstions and Operating Procedures and for the purposes administering your participstion in
Foothall and giving you information about Foothball .
An opt out style has been agreed and subject to your election. if you do not wish to receive
certain types of data you should tick the appropriate box below; the FFA may alzo uze such
personal data for the following purposes:

The Registration With FFA Test Club iz Awaiting Approval.

The personal information that FFA collects on this form is used and disclosed for the
purposes a3 specified in the Privacy Policy, including processing registrations, staging
competitions and providing foothall related information and offers. If the Player does not
want to receive special offers from Football Administrator partners | please tick the box
helow:

|:| Tick here, if you do not want to receive information from FFAfINCluding Hyundai A-
league efews YWestfield W-league eMews or Qantas Socceroos)

|:| Tick here, if you do not want to receive special offers from FFA's partners or
sponsors of Club's partners or sponsors

[ View Feport ] [ Save ] [ Save and decept Player ]

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

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.

[ Ext | [StartMew Registration From Club List] [ StartMew 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 Returning players.

Click Start New Registration — Takes you back to the beginning of New Registration -
Over 18’s.
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