FOOTBALL

Ao MyFootballClub

Take Payment

Overview

This is the section where you can update the payment status for an individual’s
registration.

This is where a player can be found if they are “Pending Awaiting Payment”, which is the
status a player will become automatically after they have self registered and NOT paid
online through MyFootballClub.

This process allows a Club registrar to review a Player’s invoice, if required, and take a
payment against an unpaid invoice.

There are three ways of processing payments in the system:

- Take Manual Payment in Full: This allows you to quickly take payment without
inputting any further details.

- Take Manual Payment: This allows you to input details regarding date paid, add
comments and receipt number.

- Take Online Payment: This allows the Club Registrar to Take Payment through the
MyFootballClub Payment gateway. However, this will only appear if your club has set
this up and requested access from FFA.

You will have the ability to take payment and approve registrations in 1 workflow.

Tips and Considerations

- Take Payment will allow you to process bulk payments.

If you manage your registration payments outside of the MyFootballClub system, we
advise you to utilize the Bulk Payment option above.

Take Payment in Full, is quicker when processing individuals and Bulk payments.
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Step by Step Guide to Take Payment

Step 1: Click Take Payments from the main menu.

2012 Registration

| Fe-Register Betuming Players

[ Hew Ragistration - Ower 18's

| Hew Registration - 18' & Under

[ Approve Begistrations

l
]
l
[ Take Payments |
l
]

[ Cancellations
Step 2: Searching for Players who are pending awaiting payment
To search for an Individual please enter search criteria below and click Search.
*FFA Mo First Narme *Last Mame Known As DoB Gender
| d ity s
*lnvoice Mumber  Stant Date End Date Faid Status Fole
Ay Ay Mot Paid * | Player v

Or click on the Predefined Search Link:

Fun--=Unpaid Player
List

Clear ] l Seatch

Searching for all outstanding Payments

- If you would like to bring up a list of all your players who are pending awaiting
payment — Click RunaUnpaid Player List as highlighted above.

Searching for Individuals
- Enter the FFA number, Last Name OR Invoice Number of the player.
- You can also enter other information if required (e.g. player’s First Name).

- You can also search for non-playing registrations, such as Coach, Volunteer,
etc, by changing the Role field.

- Click on Search.
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Step 3: Take Payment

The search results will appear in a table as in the image below.

The table will show the payment status of all players within your club who have a payment
status of Unpaid. This will also show players from previous seasons.

You can use the drop down boxes of Gender, Season, Payment Type, Paid Status, and
Last initial to find the specific players or individuals you wish to process.

Role Gender Season Payment Type Paid Status Last Initial
Player ¥ | lnzpecified ¥ Al Current v Al | Mot Paid Al v

Search Results
Show A1l Records [

[} IInvoice # Date |Package [Role [Individual |Organisation

: F ;4?0861 5041102011 :Not Psid (21152 ;Serlj.or :P].ayer Fred Flintstone (74695941) :ffa tast chub 2

. D - .;;1’.-‘0862 54;10;2011 I .Not FPaid 21 152 ;éem'.o:r -.Player Bamey Fubble (74695965) -.ﬁ'a test chab 2
:.D 54‘3‘0864 ;04x10r2011 ;Not Paid . E.Sem'.or .:Player Mrs Betty Fubble (74695974) .:ﬁ‘a test chih 2

| il 470215 iosnurzuu :Not Pud 21152 ?Sem'.or :Player ;Road Fanner (T4696185) :ﬁ’a test chib 2
D . [ — éasnurzuu - Sem.or ."Player [ Coyote (T4656196) i test b 2

. El .5;1?0935 %ﬁsnurzuu ;i-:Ruzl - ddnlt “iPlayer Bruce Wayne (74696295 fra test chub 2

. Fl P éﬁsﬂumuu PRIL - hdult “.P].ayer |ruce Wayne (74696295 [ tost chab 2
“D . 470988 ;671102011 Seru.or ”EPIayer E.Tack Dioe (74626410) o —
j'D 247095? 50?:10:2011 ;lPRD21 - Adnlt .iPIayer éSherlock Holmes (74696428) ﬁ"a test chub 2

. D - .;;1’.-‘0968 6?;10;2011 ;iZ‘RDZl - ddnlt -.Player .;-Sherlock Holmes (74696428) -.ffa test chub 2
[ ) F;;gé 1 uof- 5 ] ) 4: Prev > «’.i.le)t.'l e ) Total Records 42 ] R |
([ FulkPapment ] [ Bak |

@ TIP — If you click on the column headings above this will sort the table by the column.

Taking Payment from an Individual Player: Click Select next to the individuals record.

Taking Payment from Multiple Players: Tick the boxes next to the individuals you wish to
process and Click Bulk Payment.
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Bulk Payment Process

Patymant Tiyol =

WDioe Rumiber  (voes Bate  Dwoer Yaahss | Toul Amoanl | 80 .of e " [
Lhe Ve ] Wit Pam
M 3 5 |uotPag
[ ZMEAE |NotPan
Paps | 1 1 « Bra =« figat » TetmPacern
| | [ BaCh | Sae

This will take you to the Manual Payment screen above.
Select Payment Type.
Enter the Date Paid.

You can also enter any comments if required (e.g. receipt numbers, outline of payment
deadlines for part payments, etc).

Click Save.
The information you enter here will be applied to all the selected registration records.

==riers A By Tpae Lrize =3ic
LCaz h

ST e ks

Ths paynient has bean precesssd and tha Regletration 2
currently Pending Appravel.

W Weuld yeu llks ta Appreve thie Regletratien naw? _

ST b l

—uqe |

g A = 5 Tad o~ -
B L | | 15, Ton 1o~ py-res |

A message will pop up as highlighted above asking whether you would like Approve
the registration now. This means the player will become ACTIVE and will therefore be
registered with your club.

If you don’t want to approve the registration at this point you can select “No, Do not
Approve”. If this is selected please return to the main menu and select Approve
Registrations to activate the player at a later stage.

Page 4



FOOTBALL
FEDERATION
AUSTRALIA

=

Individual Payment Process

MyFootballClub

This will display the Order Details screen.

g Seanch
S

e

|

Vitur Breeacs
Taka Faymiil

[ oo v ]

WvoE Lat
B

o of Bemes | Total Amount

|Wicric e Musmibeee )

i 505

You can print or email the invoice by clicking on View Invoice.
You can view the details of the invoice by clicking on the + button.

13000

I
| Mt

Divcher Date |ide

| Slatss Ias Teoranid

Ioshun Lees
P iind
13700

Payrmeemi Commemis

S ATy

130,00

Click on Take Payment to process the payment.

A popup box is displayed with three options. If your Club has been setup for online payments you will
have an option to take an online payment available. If you have not been setup for online payments

this option will be disabled.

| Invoice Search ||

Invoice List

| Order Details IManual Payment

View Invoice

|
Take Payment

B invoice wumber o of ems [Total Amount

3414 1 120.00

@“ake Manual Payment in Full (AUS120.00, CASH, 02M1M2/2005)
O Take Oniine Payment
O Take Manual Payment

Cancel Continug
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Option 1 — Manual Payment in Full - where you take a manual payment in full with cash on the
current date, this does not allow you to add any details regarding date, or comments to the
payment.

Option 2 — Manual Payment - where you can manually enter the date, payment method and
comments regarding the payment.

Option 3 — Take Online Payment- This will only appear in the box if your club has completed FFA's
online payment request for. This will allow you to take an online payment by using the Players
Credit Card details provided.

Option 1 — 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.

You will then be prompted to Approve the registration. See Approving the Registration below.

Option 2 - Manual Payment

Select ‘Take Manual Payment.
Click on the Continue button.
You will then be prompted to Approve the registration. See Approving the Registration below.

REGISTRATION FOR REGISTRAR 5
Uasr: FTo Tast Clek Ackmin): Chb Fegiirr  Orgarvasdon: FTA

Firni Ramre Lant Rarren

== =
Fagar Duias

Faporia

Byresnr Araciri PapreriTage Owie Fra

Note that you cannot take partial payments.

Payment Type gives you a list of options (e.g. Cash, Cheque etc) and a date of payment can be
entered.

You can also enter comments (e.g. receipt numbers, outline of payment deadlines for part
payments, etc).

- Click on Save to continue.
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Option 3 - Online Payment
NOTE This option will only be available 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.

To cancel the online payment, click the close button.

Customer Hames

Transaition Rt

Payment Amount ($5.00]: 131,00

Credi Tard Mumier

Card Senuriy Codd Fing e e
Espiry Date: = E - *
Mama en Cand:

Emviasl Bddrees: (optons, For anpoved v

You are then asked to confirm the payment.

If the details are correct click on Pay.

| beexpoyer |  mewrnens | weowmonnesa | e

ALIETRALIA,

Please confinm your payment detads

Customar Kama Richard Baazkey - FF&: 70264114
Transackion Raf: 33704
Asrerair- F121.00

Crade Card hombear: 474

Expary Duke:

H=me on Card:

If the payment is successful the transaction details will be displayed.
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Foothall Federation Ansfralia Payment Receipt

Do Customer,
Thank yon very nmch for your recent pavment to Foorball Federaton Australa

Transaction Details

Payment Reference: 33704

Payesint Bocedpt Number: 73163068
Faymeewt Amownt [AUT: 121.00

Payesent Tima: 2009-03-2012:21:3
Credit Card Nwmwber: 4142nmmnmnn

Nore; This peyrment will appear oo vour credk card sistement with the menchant reference "Foctbal
Federation Auswala’

Click on Close to continue with the registration process.

Approving the Registration

After the payment has been processed a message will pop up as highlighted below
asking whether you would like Approve the registration now. This means the player
will become ACTIVE and will therefore be registered with your club.

If you don’t want to approve the registration at this point you can select “No, Do not
Approve”. If this is selected please return to the main menu and select Approve
Registrations to activate the player at a later stage.

==riers A By Tpae Lrize =3ic
LCaz h

ST e ks

Ths paynient has bean precesssd and tha Regletration 2
currently Pending Appravel.

Weuld yeu llks ta Appreve thie Regletratien naw?

Iwunslce Humb er |(Order Dale

ST

|_ e, Aakc | | 15n, Ton 1o~ - |

—uqe |
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