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MFC Registration – Non Playing Roles 
 

 

 
Overview 
 

 
 
 
 
Step by Step Guide to Registering a Non Playing Role 
 
 
Step One – Creating a Package 
 

• A new package will need to be created for each non playing role type. The process for creating 
a non playing role package is the same as for players, except the ‘Type’ must be changed from 
‘Player’ to either, Coach, Volunteer or Official (Match Official), as shown below. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Please Note: If you would like to enable Coaches or Referees to Self register, simply 
tick the check box “Available to Online Self Registration”. 
 

 
 
 
 
 
 
 

• MyFootballClub has the ability for clubs, associations and branches to register Coaches, 
Match Officials and Volunteers.  

• In order to register a non playing role, an appropriate fee and package must be setup. 

• Individuals will have one FFA number which follows their various roles within the game.  

• Non playing roles can also be registered through Self Registration. For more detailed 
information on this, please refer to the Self Registration manual. 
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Step Two – Selecting Under/Over 18’s Registration 
 

• From the Club Homepage, select ‘Over 18’s Registration’ or ‘18’s & Under Registration’ 
depending on the age of the member. 

 
 
Step Three – Search for the individual and Confirm Details 
 

• After you have selected the appropriate tab, you will need to enter the member’s FFA No. and 
DOB, or First Name, Last Name and DOB. 

 

Tip: If the member is already in the system as a player, you will be able to add the non 
playing role to their account. If the member is new to football, you will need to create a 
new account by selecting ‘Add New Player’. 

 

• From here you will be taken to the Individual Details screen. Confirm the contact details and 
select ‘Register Non Playing Role’. 

 

Tip: If the member has a current registration for your club, their contact details will be 
pre-filled. If the person is new to your club, you will need to enter their details for the 
first time. 
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Step Four – Select Non Playing Role Type 

• A pop up window will appear and ask you to select from Match Official, Coach or Volunteer. 
Only types that you have created a fee for will be able to be selected. 

 

 

 

 

 

 

 

 

 

 
 

 

 

Step Five – Completing the Registration 

• After you have selected the Non Playing Role type, you will be taken to the Role Registration 
screen. The information on this screen will differ depending on the Non Playing Role chosen. 
Here are the following screens you will see for each Non Playing Role type. 

 

Match Official 

 
 



 

Page 4 

MyFootballClub 

Coach 

 
 
Volunteer 

 

 
.  

• Complete the registration by Selecting the appropriate Category, Status, Package and 
Qualification Level (if necessary). After you have done this, click ‘Save’.  

 

 

 

 



 

Page 5 

MyFootballClub 

Step 5: Answering Additional Questions  

• You will be given the option to answer any additional questions, or you can bypass this by 
selecting ‘Proceed to Summary’.  

 
 

Step 6: Finalising the Registration  

 

• You will have two options at the final page;  

Option 1: Select SAVE, the Non Playing role will remain as Pending Awaiting Approval, you will 
then have the ability to go to Approve Registrations section, and finalise the registration at a later date.  

 

Option 2:  Select SAVE AND ACCEPT, and the Non Playing Role will be made ACTIVE, and is 
officially linked to your Club.  
 

 
 

 

 


