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Setting Up Our Details 
 
Overview 
This is the section where you maintain your Clubs details.  Your 
Member Federation will use this information to contact you 
regarding administration matters throughout the season. 
Therefore the accuracy of the data entered is important.  

 

This section will include 3 key areas, Primary club details, Bank 
details and Club contacts. 

 

  

Tips and Considerations 

 
 

 

Section 1:  Primary Details  
This section includes main contact information for the club.  

• Mandatory fields in this section are highlighted with *, however we would encourage you to 
complete this section as fully as possible.  

• Please complete Mailing address if this different from your Street address. 

 

 
Section 2: Bank Details 

• We would advise Clubs to nominate one individual to enter and maintain the Club 
information collected in this section.  

• Your Club information must be up to date you don’t miss out on important information from 
FFA, your local federation and your local association.  
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This section includes your clubs main bank account details and allows you to manage online 
payments. 

 

 
• Enabled by FFA: Once FFA has enabled your club use the payment gateway this box will be 

ticked. 

NOTE: To use the online payment gateway your Club needs to complete FFA’s 
online Payment request form. 

 

• Enabled by club for Self Registration: Once FFA has enabled online payments. Your club also 
has the ability to control online payments at any time. Please note, if this box is not ticked your 
players will be not be able to pay online.  

• Club’s also have the ability to enter messages on the invoice generated for every player. This 
could include information about a Registration date, or your Club Eftpos information to assist 
with the collection of registration fees.  
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Section 3: Our Contacts  
This section will enable you to enter your main club contacts. This at a minimum should include 
Chairperson/President, Secretary and Treasurer.  

 

The Screen shot below is the view you will see when you select Our Contacts. You will have the ability 
to view your contacts in this screen.  

 
• In order to create a club contact click Add New Individual button. You will be asked to 

perform a search to check whether the individual is in the system.  
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• Enter the individual’s details and click the Search button. If the individual already exists, select 
the record in the list. If they are not found then click on the Add New Individual button. This 
will then display the Individual Details page. 

 

 
• Fill in the required details for the individual and then click on the Add Role button.  

 

Note: The Contact will not be saved unless you add a Role. 

 

 

 
• Enter the details for the role and click the Save button. The individual is now linked to your 

club as “Club Contact”.  

• By clicking the Save button you will return to the Our Details page. You will now see the 
individual in the Our Contacts list. 

• If you click the Exit button you will return to the main menu.  
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Removing a Contact 
• Once a contact is entered they cannot be deleted but their role can expire.  

• Use the Effective To date to remove a contact. Therefore the role that the individual had 
will have expired and they will no longer be a valid contact for the club. 

 


