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Club Administration

Overview

The Club Administration functions will enable you to manage an individual, including player,
volunteer or coaches, during the season.

The two main areas which will enable clubs to manage an individuals’ details are described in
detail below.

Functions Brief Overview
Search by Club List Manage the players within your Club
Search by Individual Search for and then manage players within your Club

Search by Club List

This functionality provides a Club registrar with a list of individuals registered with the Club. The steps
below will highlight the key steps involved in viewing and updating an individuals’ details.

Click on Search by Club List from the Main Menu.
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Select the Player, Coach, or Volunteer.
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REGISTRATION FOR REGISTRAR 3
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You can then click on Exit
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Search by Individual

This functionality is similar to Search by Club List. However, instead of being presented with a list of
your Club’s players you are able to search for individual or groups of Players, volunteers, coaches,
match official by entering various search criteria.

Updating Contact Details

Click on Search by Individual from the Main Menu.
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- Enter one or more of the mandatory fields to search for the individual.

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 ‘Sarah’ as a first name you can enter “sa” or “s™.

This will perform a search of only your Club’s players.

Search Results
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If multiple players are listed click on Select of the individual you wish to update.

The registration details of the individual are displayed by default.
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Make the appropriate changes and the click on Save Details.

If you don’t want to save the changes, click on the Close button.
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