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Getting Started

By entering the following URL in the browser, the user can display the My Tennis home
page.

https://www.securedvirtualnet.com/tennisau/backend/default.htm

From the main menu displayed, select Club.

Home National

w B\
* nuaiNEREEEL

Figure 1: Administrative Menu Options: Main Page


https://www.securedvirtualnet.com/tennisau/backend/default.htm
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This club login screen allows the user to access the MY TENNIS functions. Users will
need a current user ID and password.

Auntreka fuvaunte

Home Help

Welcome to Club Administration

Please Login.
Organisation: | Tennis Australia v|

Association | Tennis Victoria v ]

Club CAULFIELD PARK TC v
User ID: ipc helpdesk |

Password: |eees |

Figure 2: Club Login Page

The MY TENNIS homepage is first accessed when the URL is entered. To log in follow
these steps:

1. From the Menu option on the top, select Club. A Club Administration screen is
displayed.

2. From the Organization field, select Organization from the drop down list. This

populates the Association (State) field with Associations linked to the

Organization.

From the Association field, select the Association from the drop down list. This

populates the Club field with Clubs affiliated under the Association (State).

From the Club Field, select the Club from the drop down list.

In the User ID field, enter user ID. This is a unique ID.

In the Password field, enter the password. Passwords are case sensitive.

Click on the Submit Form button or press the Enter key.

w

No o s

The User ID and Password are unique for each person. For access to the MY TENNIS
application or password related issues contact the MY TENNIS application administrator.
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After the user logs into the application, the main menu screen is displayed.

Austrekia') Favounte

I s i s =

Club Membership Year

Welcome to My Tennis, a simple and quick online membership system for clubs and players.
ET EaROGITERyCL L Sl Clubs can use My Tennis to:

Manage Club registrations and payments.
Create membership categories.

. -
Manage Logins .
e Communicate with members.
-
-

Manage Contacts Generate membership repaorts.

Register with its State Association.
My Profile g

Email Manager Should you require any assistance with My Tennis please feel free to contact the Helpdesk on
1300 850 665 or e-mail support@sportsmarketing.com.au
Manage Memberships The Helpdesk hours are 9am to 6pm, Monday through Friday, EST.

M Facilit For additional online assistance please view the downloadable manual by clicking on the
anage Facilities "Manual” button above.

Club administratars - please remember to check the "Pending Memberships” file each time you

Manage Fees log on to see which of your members await approval.

Manage Categories
Program Definitions
Fee Distribution
Transactions

View Members
Pending Memberships
Adhoc Queries

Club Affiliation

Import Members

Manage Extras
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Help — Will show the current contact information for the Sports Marketing Association
help desk

Manual — Will display a new window with the online version Club Administrator User
Manual
The left side menu displays various options for the user to select a function to perform.

Club Membership Year — Add and define the membership year for the club
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Merchant Account Report— Allow the club to view payments using the merchant
facility.

Manage Logins- Add and maintain user accounts that can administer the system at the
club level.

Manage Contacts — Add and maintain contacts affiliated with the club.
My Profile — Maintain the club information.

Email Manager — Compose and send emails to contacts and members affiliated with the
club.

Manage Memberships — Add and maintain club level memberships, define membership
periods and registration periods; assign fees to memberships and optionally define pro-
rata schedule for memberships.

Manage Facilities — Add and maintain facilities to the club.

Manage Fees — Add and maintain fees for various memberships and services at the
club level.

Manage Categories — Add and maintain club level categories and associate them with
corresponding state level categories.

Program Definitions — View, add and maintain the programs in the club.

Fee Distribution — Allows the user to view payments and how the payments are
distributed at the different levels within a specified date range

Transactions — Allows the user to view transactions during a specific date range.

View Members — Allows the user to add new members and/or view current members
and perform various management functions.

Pending Memberships — Shows all the pending memberships in the club and allows
user to update / process these memberships.

Adhoc Queries — View and export requested information. The MY TENNIS operations
management team post database queries to this management page for this very
purpose.

Club Affiliation — Provides a series of screens to review and update the club
information during the affiliation process.

Import Members — Allows club administrator to import a list of memberships from a
excel spread sheet to the system.

Manage Extras — Allows the user to define additional items to be purchased during
online registration. Manage Extras also give the user the ability to audit the number of
items sold and mark the items fulfilled for the members.
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Club Membership Year

The Club Membership Year will allow the club to add and define the membership year
for the club.

Merchant Accounts Report

DETETE SIS Organisation Name: Tennis Australia
Manage Contacts State Hame Tennis Victoria
My Profile Club Name LONG BEACH TC INC

Email Manager

Club Membership Year i EndDate
CEEre TR T 2008/2009 01-Jul-2008  30-Jun-2009 No Update
2009/2010 01-Jul-2009  30-Jun-2010 No Update
Manage Facilities 2010/2011 01-Ju-2010  30-Jun-2011 No Update

1

Manage Fees
Manage Categories

Program Definitions
Fee Distribution
Transactions

View Members

Pending Memberships

Club Affiliation

Import Members
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All defined Membership Years are displayed in the Club Membership Year table. The
information displayed includes:

Club Membership Year

Begin Date

End Date

Active

Update

To add a Club Membership Year, follow these steps:
1. Click on the Add button. The following screen is displayed:
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Club Membership Year

Club Membership Year Maintenance

Organisation Name: Tennis Australia
State Name Tennis Victoria
Club Name LONG BEACH TC INC
egnoate: /[ oommrvy
eaoatod [ [ loommwrrvy
Active ;| Yes v|
Association Membership Year: <Select Association Peri v|
Figure 5: Club Membership Year Add Screen
2. In the Description field, enter the Club Membership Year name or
description (i.e. 2010/2011).
3. In the Begin Date fields, enter the begin date of the Club Membership
Year in the format DD/ MM/ YYYY.
4, In the End Date fields, enter the end date of the Club Membership Year
in the format DD/ MM/ YYYY.
5. In the Active field, enter Yes if the year is to be considered the Active

year or current for the club; enter No if the year is not currently the active
year. This allows for the user to set up a new membership year in
advance.

6. In the Association Membership Year field, use the drop down box to
select the Association membership year corresponding to this club
membership year.

7. Click on the Update button. This saves the Club Membership Year
information in the database and displays the Club Membership Year
information in the Club Membership Year table.

All fields are required

To stop adding the new Club Membership Year information select the Cancel button.
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To update information for a defined Club Membership Year, follow these steps:
1. Click on the Update button under the Update column in the Club
Membership Year table. The following screen is displayed

...........

Club Membership Year Club Membership Year Maintenance

Drganisﬁlion Name: Tennis Australia
State Hame Tennis Victoria
Club Name LONG BEACH TC INC
Description :@12011
e B B o
Active {No v
Association Membership Year 3 2010/2011 v|
[Cancel |  [Detete | [ uUpdate |
Figure 6: Club Membership Year Update Screen

2. In the Description field, update the Club Membership Year name or
description (i.e. 2010/2011) appropriately.

3. In the Begin Date fields, update the begin date of the Club Membership
Year in the format DD/ MM/ YYYY.

4. In the End Date fields, update the end date of the Club Membership Year
in the format DD/ MM/ YYYY.

5. In the Active field, enter Yes if the year is to be considered the Active
year or current for the club; enter No if the year is not currently the active
year. This allows for the user to set up a new membership year in
advance.

6. In the Association Membership Year field, use the drop down box to

select the Association membership year corresponding to this club
membership year.

7. Click on the Update button. This saves the Club Membership Year
information in the database and displays the Club Membership Year
information in the Club Membership Year table.

All fields are required

To stop updating the new Club Membership Year information select the Cancel button.
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To delete an existing Club Membership Year, select the Delete button

A pop-up message is displayed. This pop-up message asks ‘Are you sure?’ To continue
with the delete select the OK button. The Delete and Update buttons on the Club
Membership Year Update screen will be disabled and the <Back button will show an
updated Club Membership Year table with the year in question deleted.

To stop the delete select the Cancel button when the pop-up message is displayed
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Merchant Account Report

The Merchant Account Report will allow the club to view payments using the merchant
facility. This will allow you to balance with the merchant facility.

,l tennis

I - A e N —

Club Membership Year

Organisation: Tennis Australia
Merchant Accounts Report Association: Tennis Victoria
Club: LONG BEACH TC INC
Merchant Accounts Payments:
@By Actual Date
OBy Batch Date
From: l— * dd-mmm-yyyy (15-Dec-2010) or dd-mm-yyyy (15-12-2010)
Too [ * dd-mmm-yyyy (15-Dec-2010) or dd-mm-yyyy (15-12-2010)
T T

Figure 7: Merchant Account Report Home Screen

To view the payments the following fields need to be defined with selected information:

Select how to view the payments:
e By Actual date (the transaction date)
e By Batch date (the date a batch of transactions are sent for processing)

Select the Date/Time Range.
e From Date
e To Date
o Dates can be entered using the text box in the format shown or by using
the calendar popup to pick each date

Select Show
e The Payments are listed on screen based on the criteria defined (see following
page for screen sample).
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Club Membership Year

Organisation: Tennis Australia
el ik pa Association: Tennis Victoria
Manage Logins Club: LONG BEACH TC INC

Manage Contacts
Merchant Accounts Payments:
Sy @By Actual Date

Email Manager By Batch Date

Manage Memberships From: [g4-Jun-2010
Manage Facilities To: |o2hJun-2010

Manage Fees

dd-mmm-yyyy (15-Dec-2010) or dd-mm-yyyy (15-12-2010)

dd-mmm-yyyy (15-Dec-2010) or dd-mm-yyyy (15-12-2010)

Manage Categories [ Show J [ Print ] [ Export ]

Program Definitions

Fee Distribution 12 Transactions from 01-Jun-2010 to 02-Jun-2010

Transactions

View Members

[Biian Mochayedi-

[Tennis Victeris MSOCOCCOCOTIET  |A08TEEE |27z 324,00
Helmes

Pending Memberships o [Tennis Victeria__ |Lachlan King [F2E0C0CCo0EEss A TaTTED EEE 524.00
0 [Tennis Vidoris __|ulex Pessen [EEai000C0000aTTE_ |A058Tas 27 522,00
Adhoc Queries 010220102250 |Tennis Victoris _|cristine Batirs [eE0OCOO00UEETE [A-117950 275 524.00
0 10 23:01 [Tennis Victoria |Greg Garganis 51 8X0COCCOKNH0 744 |A-R83285 [278 $12.00
Club Affiliation 0 1022308 [Tennis Victoria _|Jonn Batsakis [E2TC00C000EaTT A adanss 277 524,00/
0 100007 |Tennis Victoria __|Aleksandar Geran [EiEcoocootieie: |aResies 272 §24.00]
Import Members 02/08/2010 00.28__|Tennis Victeris__[Stefan Momirovski DOCOCCOCH03T_ |AaTeTes ) 522,00
o 100120 [Tennis Victeria  [-2C718n Townsend- HOCOOOOCKNTZT2  |A-ROE2S8 280 $12.00

Manage Extras _ [Beatn
100128 [Tennis Victoris |Jossoh Townsend Boothlo 1 BACOCCOUATETe (A RIB008 B §12.00]
101522 [Tennis Vicloria__|Mstthew Gould [E1EC00CCOC0NT0E  |ARezas EEE] 522,00
/2010 23:42 [Tennis Victoria [Finn Rooney [#58X0COCCOKH2590 |A-518982 [283 $12.00
[Totsl Transactions Aporoved |12 520,00
[Total Transactions Denied 0 $0.00|
[Total Transactions 12 £240.00|

Figure 8: Merchant Account Report Results Screen

To print the results, Click on print button.

To export the results to an excel sheet, click on export button.
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Manage Logins

The Manage Logins menu option allows the user to set up and maintain the logins for
the club.

~

tennis

Auteoka ) FavounTe

I s s s = s
Club Membership Year

Organisation: Tennis Australia

Merchant Accounts Report Association: Tennis Victoria

Club: LONG BEACH TC INC

I\
Login Manager

My Profile

Email Manager First Name Last Name Request

_ Club Administrator Update

Manage Memberships Glenn Stewart Update
Manage Facilities Haley Buchanan Update
Jason Simmons Update

Manage Fees Matt Wood Update
: Paul Kattestaart Update

Manage Categories Haley Buchanan Update
Program Definitions Tamatha Harding Update

Fee Distnbution

| Add Login

Transactions

View Members
Pending Memberships
Adhoc Queries

Club Affiliation

Import Members

Manage Extras

I
Q
s
o
©
=
o
S
]
Q
o
-
o
Q
5
(7]
3)
o
o
5

All defined Logins are displayed in the Login Manager table. The information displayed
includes:

First Name

Last Name

Request

To add a Login, follow these steps:
1. Click on the Add Login button. The following screen is displayed:

11
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I e s

Club Membership Y
Organisation: Tennis Australia
Merchant Accounts Report Association: Tennis Victoria

a— Club: LONG BEACH TC INC
Manage Logins

Login Manager
*Requird Fields i
*First Name: I:I
*Last Name: I:I
*Confirm Password: I:I
] Administrative Privileges
3 =
Figure 10: Add Login Screen
2. In the First Name field, enter the First Name of the user.
3. In the Last Name field, enter the Last Name of the user.
4, In the User Name field, enter User Name. This is the name that will be
used for log in purposes. This is an alphanumeric field. This is a
required field.
5. In the Password field, enter the password for this user. Passwords are
case sensitive. This is an alphanumeric field. This is a required field.
6. In the Confirm Password field, reenter the password for the user exactly

as entered previously. Passwords are case sensitive. This is an
alphanumeric field. This is a required field.

7. Administrative Privileges allows the user to add, update and delete other
user login profiles. Select the option Administrative Privileges to give
this user the ability to add and maintain the Login Manager screen.

8. Click on the Add Login button. This saves the login information in the
database and displays the Login information in the Login Manager table.

To update defined Login information, click on the Update button under the Request
column for the login.
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Club Membership Year L
Organisation:
Merchant Accounts Report Association:

Manage Logins Club:

Login Manager

Tennis Australia
Tennis Victoria
LONG BEACH TC INC

tennis

Australia’s Favourite

* Required Fields
*Confirm Password:
[ Administrative Privileges
) € 3
Figure 11: Update Login Screen
1. In the First Name field, enter the First Name of the user.
2. In the Last Name field, enter the Last Name of the user.
3. In the User Name field, enter User Name. This is the name that will be
used for log in purposes. This is an alphanumeric field. This is a
required field.
4. In the Password field, enter the password for this user. Passwords are
case sensitive. This is an alphanumeric field. This is a required field.
5. In the Confirm Password field, reenter the password for the user exactly

as entered previously. Passwords are case sensitive. This is an
alphanumeric field. This is a required field.

6. Administrative Privileges allows the user to add, update and delete other
user login profiles. Select the option Administrative Privileges to give
this user the ability to add and maintain the Login Manager screen.

7. Click on the Update button. This saves the changes to the login
information in the database.

To delete a user’s ability to login to the club information, select the Update button under
the Request column for the login.

13
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Select the Delete button. A pop-up message is displayed. This pop-up message asks
‘Are you sure?’ To continue with the delete select the OK button. The login user list is
displayed along with a successful delete message.

To stop the delete select the Cancel button.

14
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Manage Contacts

The My Contacts menu option allows the user to set up and maintain the Contacts for
the club. The list of contacts is an option in the email manager where a single email can
be easily sent to everybody who has a relationship with your club.

Club Membership Year
Merchant Accounts Report
Association: Tennis Victoria
Manage Logins
Club LONG BEACH TC INC

cts

Organisation: Tennis Australia

Contact Manager:

My Profile
Email Manager Ken Dixon President 01-Jul-2008 View
. Jackie McGuire Treasurer 01-Jul-2008 Wiew
Manage Memberships
Ivonne Wan Eerd Secretary 12-0ct-2009 Wiew
Manage Facilities Greg Gunn Club Coach 01-Jul-2001 Wiew
John Mackenzie Pennant Secretary 01-Jul-2007 View
Manage Fees B - ;
Beverley Lewis Senior Social Coordinator 01-Jul-2008 View
Manage Categories Jackie McGuire Baseline Administrator 01-Jul-2007 View
Joan Walmsley Play Tennis Day Co-ordinator 01-Jul-2004 View

Program Definitions

Fee Distribution
Transactions W
View Members

Pending Memberships

All Contacts

Adhoc Quenes

Club Affiliation
Import Members

Manage Extras

I
Q
s
o
-—
N
=
o
S
]
Q
]
o
)
3
-
]
o
~-
7]
[72]
Q
o
o
5

All defined Contacts are displayed in the Contact Manager table. The information
displayed includes:

First Name

Last Name

Title

Start Date

End Date

View

To add a Contact, follow these steps:
Click on the Add Contact button. The following screen is displayed:

15
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I T B e I
Club Membership Year Organisation: Tennis Australia

N 5 Association: Tennis Victoria

BB BT 5 R Club: LONG BEACH TC INC

Manage Logins

Find Contact by My Tennis ID or Address.
My Tennis ID: | [ Search by My Tennis ID ]

My Profile

Firzt Name:

Email Manager

Last Name:

Manage Memberships Address: |

Manage Facilities Suburb: |

Manage Fees State:
Post Code:

Manage Categories

Email Address: | [ Search by Address

Program Definitions

Fee Distribution [ Back

Transactions

View Members
Pending Memberships
Adhoc Queries

Club Affiliation

Import Members

Manage Extras

Figure 13: Add Contact Screen — Find Contact by My Tennis ID or Address

The Find Contact Tennis ID screen is used to link the Officer Bearer to his/her My
Tennis ID. There are two distinct searches that are used to find the My Tennis ID. The
first search would be by the My Tennis ID. To Search for the Office Bearer using the My
Tennis ID follow these steps:

= Enter the My Tennis ID in the My Tennis ID field.

=  Select the Search by My Tennis ID button.

= Results are displayed :

The search returned the following results. Please select a member from the list.
If the contact is not shown, clear the search results and enter a new address or click 'Create New My Tennis ID"

MyTennis ID First Name Last Name AddressLine 1 Address Line 2 City State Country Post Code Email
61700000268| Francis Lauchlan [1/1077 Toorak Rd CAMBERWELL| VIC | AUS 3124 |kmb@infoproc.com|Select

| 1]

[Create MNew My Tennis ID] [ Back

Figure 6B: Find Contact-Search By Tennis ID Results

If the Office Bearer is displayed in the list choose the Select link to add the Office Bearer
information.

Another way to search for an Officer Bearer is to search by the Address information. To

Search by Address information, enter information in one or more of the address fields.
To reduce the result list, enter as much information as possible. However, spelling can

16
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prevent you from getting an accurate result. For Example, you may know the Office
Bearer as Rob, but in the system, he was added as Robert. If you enter information in
every field, and you do not get any results, you may want to remove some information
(i.e. Address) and try again. To search by address, enter information in at least one of
the following fields:

= Enter the Office Bearer’s first name in the First Name field.

= Enter the Office Bearer’s last name in the Last Name field.

= Enter the Office Bearer’'s address in the Address field. This is

address line one only.

= Enter the Office Bearer’s city in the City field.

= Enter the Office Bearer’s state in the State field.

= Enter the Office Bearer’s post code in the Post Code field.

= Enter the Office Bearer's email in the Email Address field.

= Select Search by Address button.

= Results are displayed.

The search returned the following results. Please select a member from the list.
If the contact is not shown, clear the search results and enter a new address or click 'Create New My Tennis ID'

MyTennis ID Address Line 1 Addre;s Line City State Country
651700769286 Marika Rose 11 Barnato Gve ARMADALE VIC | AUS 3143 Select
61700708066/ Robyn Rose |2/11 Grandview Avenue Glen Iris VIC | AUS 3146 Select
. 47 St John Circle CHIRNSIDE
61700465899 Kevin Rose (Heritage G PARK VIC | AUS 3116 Select
61700466089, Stephen Rose 75 Margaret St RESEARCH VIC | AUS 3095 Select
61700352520 Sam Rose 12 Clover Close BERWICK VIC | AUS 3806 Select
61700338854 Marion Rose 8 Erica Ave GLEN IRIS VIC | AUS 3146 |kmb@infoproc.com|Select
61700339737 Howard Rose 8 Erica Ave GLEN IRIS VIC | AUS 3146 |kmb@infoproc.com|Select
61700159410, Sheryl Rose 60 McBean Ave Macedon VIC | AUS 3440 Select
61700160427 Owen Rose 60 McBean Ave Macedon VIC | AUS 3440 Select
61700221787| Todd Rose PO BOX 932 REDCLIFFS VIC | AUS 3496 Select
123456
[Create New My Tennis ID] [ Back ]

Figure 13C: Find Contact-Search By Address Information Results

If the Office Bearer is displayed in the list choose the Select link to add the Office Bearer
information.

When choosing Select from the Results list, the following screen is displayed:
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Club Membership Year Organisation: Tennis Australia

Association: Tennis Victoria

Club: LONG BEACH TC INC

Merchant Accounts Report
Manage Logins
Manage Contacts Contact Information:

My Profile * Required Fialds

Personal Details

sort Ordar: [15t_ 9]

i Manage Memberships *My Tannis ID: |5 1700555105 |

: Manage Facilites Salutstion: | <Select Salutaton= W

s
: Manage Fees First Name:

: Manage Categories

: Program Definitions

*Last Name:
* Official Title: | President v

| [ Position StartDate:s [t ¥[iul  v[2008 &

Transactions Contact Details

1

View Members
“Home Phone: |37728501
Pending Memberships
Work Phone:
[l Adhoc Queries

Mobile Phonet

i

il
I1l;

Fax:

Import Members “Emails [longbeach tennisclub T@gmall. con|

Manage Extras Secondary Email: | |

Address Details

Current Address Previous Address

“Addrass Linas: [25 CurkwPoni D | sddesstnst: [ ]
nddressunez [ ]
#State: “ictoria w State: Australian Capital Territery | w
*Postal Code: Postal Code: ]

Address Checked Check Address

Address Linez:

|

@ Email notifications

Prefered ContactMethod: () SMS notifications

© Email and SMS notifications

Figure 14: Adding a Contact — With an Existing My Tennis ID

0

The information about the Office Bearer is displayed. This information includes:

= My Tennis ID (this is a read only field)

= First and Last Name (these are read only fields)

= Contact Details (Phone Numbers and Email Addresses)
= Address Information (Current Mailing Address)

Preferred Contact Method (this is utilized by the email manager)

All the contact information can be updated except for the My Tennis ID, First Name and
Last Name. All bold fields are required data. The additional information needed for the
Office Bearer include:

= Salutation — select a salutation from the drop down list

= Official Title — Select from the drop down list the title of this Office
Bearer.

= Position Start Date — the start date for the Office Bearer for the

position selected as official title.
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= Position End Date - if the Office Bearer has finished the term for this
position, the Position End Date should be filled in (rather than deleting
the Office Bearer). This is preferable for historical record keeping.

When all required information has been updated and added, select the Update button.
This saves the contact information in the database and displays the Contact information
in the Manage Contact table.

To stop the update process without making changes to the database select the Cancel
button.

If the Office Bearer does not have a My Tennis ID, you will be able to add the Office
Bearer as a club Contact and a My Tennis ID will be created for the Office Bearer. To
enter the Office Bearer’s information and create a My Tennis ID for the Office Bearer,
select Create New My Tennis ID button. The following screen is displayed:

// tennis

Autreso Favourne

N I PO e e [

: lub Membership Year Note that fields in bold are required.
|
| erchant Accounts Report Office Bearer Details

anage Logins
[MenzgeLogins [N
| lanage Contacts Position Start Date: [Day %] Montn v | (eq. 1822
| My Profile Fosttion End Date [Day (] vontn v| |
| P Personal Details

anage Memberships
| Salutation: =Select Salutations w
| lanage Facilities First Name: ‘ |
fomseree . | |
fVanage Categories Last Hame: ‘ |
|

o Date of Birth: )
iProgram Definitions e orsl Day [¥] | Manth h (eg. 1983)
! P Mother's Maiden Name: l:l
| ee Distribution
Occupation: ‘

ransactions
[ransactions S Owate Oremate
i Please enter a password: ‘ | {minimum length is 8)
i ending Memberships Please verify the password: ‘ |
|
lrdhoc Queries Residential Address
| Address Line 1: ‘ |
Club Affiliation
[Clud Afiiation K | l
| mport Members Suburb: ‘ |

State: ‘Auslra\ian Capital Territory V|
Address Checked|  Check Address

Figure 15A: Adding Contact — Creating My Tennis ID, Part 1

Enter all the information that is requested on the screen. Office Bearer Details,

Salutation, First Name, Middle Name, Last Name, Date of Birth, Mother's Maiden Name,

Occupation, Gender, Password, Residential Address, Contact Details, Emergency
Contact, Work Information, Mailing Address, Medical Information and click Continue to
move to the next screen. The fields that are marked bold are required fields.
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Contact Details

Email Address: | |
Secondary Email | ‘
Heme Fhene: I:l{ax.a-zzw:ﬂs; Do not include spaces)
Work Phons: l:l{ax:?'Z!#Eé?Si}
Fax Phone: l:l{a(.ﬂ'lﬂfﬁ?ﬁ}
Mobile Phone: l:liex.o 123456789)
———Emergency Contact
First Name:
Home Phona: l:l{ax.{)?!ifﬁ?s;}
Wark Phons: l:l{ax.D'ZNEé'FSE}
Mobile Phone: l:l{a(.ﬂ'iﬂfﬁ?ﬁ}
———————————————————— Work Information
Company Name: | ‘
Address Line 1: | ‘
Address Line 2: | ‘
Suburt: [ |
State: | Australian Capital Territory |
PostCode: |
Mailing Address
[ zsme 2= mmy resisentiz zsdres
Address Line 1 | ‘
fazress Lne 2 [ |
Suburb: [ |
Country: Australia
State: Australian Capital Territory %
PostCode: [ |
Address Chec <e:
Contact Method
Freferred Contact Method : O Email (S 313 O Bath

[ Bk ] Continue |
Figure 15B: Adding Contact — Creating My Tennis ID, Part 2

Fields defined below are the required for the Office Bearer information.

1. In the First Name field enter the first name for this Office Bearer. This is
a required field.

2. In the Last Name Field enter the last name for this Office Bearer. This is
a required field.

3. In the Date of Birth field, enter the Office Bearer’s date of birth. This is a
required field.

4, In the Gender field, enter the gender of the Office Bearer. This is a
required field.

5. In the Password field, enter an eight or more character password for the

Office Bearer. This is a required field. This password will allow the Office
Bear to log into his/her profile and update the profile. The password field
is two fields for verification purposes.

6. In the Residential Address Line 1 field enter the address for this Office
Bearer. This is a required field.

7. In the Address Line 2 field enter any additional address information if
applicable. This would include suite numbers.

8. In the City field enter the city for this Office Bearer. This is a required
field.
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9. In the Country field select the country for this Office Bearer. This is a
required field. Once the country has been selected, the state choices are
populated in the State drop down list box.

10. In the State field, select the state for this Office Bearer. This is a required

field.
11. In the Postal Code field, enter the post code.

Addresses are verified by the data validation software. Once the address is entered; the
Check Address button must be selected. The software will check the validity of the
address. Matches for the address will be listed. Below is an example of the address
check functionality.

Select appropriate address:

() 133/44 Cumberland Street, THE ROCKS NSW 2000

() |Suite 33 44 Cumberland Street, THE ROCKS NSW 2000

() [Suite 33, Level 3 44 Cumberland Street, THE ROCKS NSW 2000
< >

[ Select Correct Address ]

Select the correct address from the list by selecting the option in the row that list the
correct address. Then Select Correct Address button. The selected address will

populate the address fields.

If the correct address is not listed, try again. Abbreviations may cause problems so
spelling the whole word such as ‘street’ may return better results. In addition, removing
the street or road may increase your results helping you find the address match.

12. In the Email field enter a valid email address for this Office Bearer. The
system checks to see if this is a valid email format. If the ‘@’ part is
missing, a warning message (see below) will display when the Office
Bearer is being added to the system, preventing the add from continuing.
This is a required field.

Microsoft Internet Explorer - x|

! ': Email address seems inoorrect (check @ and .'s)

[Eoa|

13. In the Home Phone field enter the home telephone number for this Office
Bearer. This is a required field.

14. Mailing address is required. If the mailing address is the same as the
residential address, select the Same as my residential address option.
Otherwise enter the mailing address for the Office Bearer in the Mailing
Address fields. This information will be checked by the validation
software. Select Check Address. Select the correct address and then
select the Select Correct Address button. This will populate the mailing
address fields with the validated address.
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15. In the Office Bearer Details information make sure the following
information has been added.

a. Official Title — from the drop down list the standard title for Office
Bearers are listed. Select the title that is appropriate. If nothing is
listed, select other then type in the title that is appropriate for the
Office Bearer.

b. Position Start Date — enter the position start date by selecting the
day, month and year from the drop down list boxes.

16. Select the Continue button. This creates a My Tennis ID for the Office
Bearers and saves the Contact information and participant information in
the database and displays the Contact information in the Contact
Manager table.

To update defined Contact information, click on the View button under the View column
for the contact in the Contact Manager table.
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The My Profile menu option allows the user to maintain the club information.

tennis

(RS

I - e A

Club Membership Year

Merchant Accounts Report

Manage Logins

Manage Contacts

Email Manager
Manage Memberships
Manage Facilities
Manage Fees
Manape Categories
Program Definiticns
Fee Distribution
Transadciicns

View Members
Pending Memberships

AdhocQueries

Club Affiliaticn

Impert Members

' ;
:
]

=
<
-
S
o
=

iy
«Q
[=
o
~

Organisation: Tennis Australia
Association: Tennis Victoria

Club: LONG BEACH TC INC

Update Club Information:

* Required Fields
“Club Hzme: |LONG BEATH & NC |

ABN: |Bl SEFE400s

“Phone: |02 577 2a

tennis

Australia’s Favourite

Faz
FAddress Linel:
Address LineZ:

*Suburb:

*Country:

[FoBacse

FATTERSON LAKES

Australis e

{Click Here for Address Validation Guide)

“State: [Vigeiz ™

*Postal Code: [2197 |

*Email: |Iung}es chtennis club7@gmai .c:}rr|

addr Checle Ched Address

O Enable sMs

SMS Account: | |

SMS Password: | |

Clearing Merchant Account Setup:
[erT Avsilsslz

Account Name: | |

856 = | |

Account# | |

Instructions

Additional Information

Web Site: |www.longbeschtennis.com.su

Whereis Maplink [D:|ttpr v whe=E . ¢ Ciick pare tz view 20 example.

0

o
(7
Q
o
o
S
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The My Profile Screen is used to maintain the club’s information. The required fields are
marked with an asterisk. To update the information, follow these steps:

1. In the Club Name field enter the club name. This is the name that will
appear on the membership registration forms. This is a required field.
The State level also has maintenance capability to this field.

2. ABN is your Australian business number. This field can appear on
receipts generated during registrations. This field is not required. If this
field is not supplied, an ABN will not appear on the receipt.

3. In the Phone field enter the telephone number for the club. This is a
required field.

4, In the Fax field enter the fax number for the club if applicable.

5. In the Address Line 1 field enter the address for the club. Thisis a
required field.

6. In the Address Line 2 field enter any additional address information if

applicable. This would include suite numbers.
7. In the Suburb field enter the suburb for the club. This is a required field.
8. In the Country field select the country for club. This is a required field.
Once the country has been selected, the state choices are populated in
the State drop down list box.
9. In the State field, select the state for the club. This is a required field.
10. In the Post Code field, enter the postcode for the club’s address. This is
a required field.

Addresses are verified by the data validation software. One the address is entered; the
Check Address button must be selected. The software will check the validity of the
address. Matches for the address will be listed. Below is an example of the address
check functionality.

Select appropriate address:

() 133/44 Cumberland Street, THE ROCKS NSW 2000

() |Suite 33 44 Cumberland Street, THE ROCKS NSW 2000

() |Suite 33, Level 3 44 Cumberland Street, THE ROCKS NSW 2000
< >

[ Select Correct Address ]

Select the correct address from the list by selecting the option in the row that list the
correct address. Then Select Correct Address button. The selected address will
populate the address fields.

If the correct address is not listed, try again. Abbreviations may cause problems so
spelling the whole word such as ‘street’ may return better results. In addition, removing
the street or road may increase your results helping you find the address match.

{Click Here for Address Validation Guide)

Use the on screen link (Click here for Address Validation Guide) for additional hints for
finding a correct address.
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11. In the Email field enter a valid email address for this club. The system
checks to see if this is a valid email format. If the ‘@’ part is missing, a
warning message will display not allowing the changes to be made to the
association until the email address is corrected. This is a required field.

12. If you would like to send out SMS through the Email Manager the Enable
SMS must be selected. The SMS Account and SMS Password are
required if the Enable SMS option is selected. When the Enable SMS is
selected, the SMS text field will be enabled on the Email Manager screen.
If not selected, the SMS text field will be disabled.

13. If your club allows members to use electronic funds transferred as
payment for the membership, the Enable EFT must be selected. Inthe
Account Name, BSB # and Account # fields, enter the bank account
information for the electronic transfer of funds. This will be displayed to
the member on the receipt page and via email when EFT payment is
selected. In the Remit Instructions for EFT field, enter the instructions
for the member who is choosing to pay by EFT. Enter the instructions the
exact way you would like the member to see the instructions.

14, In the Web Site field enter the URL for the club’s website if applicable.

15. The Whereis Maplink ID will be used on any public web pages built to
advertise your club. Whereis provides access to a map and directions to
address.

16. Click on the Update button. This saves the changes to the Club’s
information in the database.

To view contacts for this club, click on the View Contacts button. This displays the
contacts entered in Manage Contacts screen on the same page.
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Email Manager

The Email Manager will allow the user to send emails to club members.

An email address for the club must be set up correctly in “My Profile” before the email
manager can be used.

The top portion of the email manager screen defines who we are going to send an email

to.
Email Type: O Newsletter @ Other (General) Email Mailing
Show Me: @Show Groups Only OShow Group Members
Membership: 200872009 - Country Family

Email Groups / Members Selected Groups / Members
Select Recipients: |cgntacts @

Mermbers

4]

Hold down Ctrl key or Shift key for multiple selections

Figure 8: Email Manager: Send To

1. The Email Type option defines the classification of the email. The Email Type
Classification is important in regards to the opting out of correspondence when
the members resister. During registration, members have the option to not
receive newsletters and/or not receive general emails. The Email Type indicator
will determine which email correspondence you are sending. Based on the
indicator, members who opted out will not receive the email correspondence.

2. The Show Me option allows you to select whole groups of recipients, show
individuals from the groups or show specific lists, such as club presidents.

3. The Memberships option allows you to select current or previous membership
periods.

4. The Select Recipients box contains either “groups” or “individuals” depending
on the selected Show Me option. Using your mouse select the recipients and
click the arrow button that moves the selected items to the Selected Groups box
the right.
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From: [LONG BEACH TC INC || |
Email Format: OHTML @ Plain Text
Subject: |

Container: <Optional= “ | (for pictures used in html format and for attachments)

Place holders that may be used in your email body:
====Merge:FirstName®**=%/, /****Merge:MyTennisID****/, and /****Merge:Password*===/

Email Body:

|
Figure 9: Email Manager: Body

The middle portion of the screen defines the email’s from email address, subject, and
body.

1. The From shows the club name, which will show up as who the email is from.
There are two possible email addresses that can be used: The club’s email
address, defined in My Profile, or an unattended email box that may be setup on
the email server from which the emails are sent. Some companies require that
emails sent to their employees pass a rigorous test in order not to be considered
spam. One such test, which is rarely deployed, is no spoofing. Spoofing
guarantees that the return email address is on the same email server from which
the email is sent. This is the spoof proof email address option and it must be
set up in order to be selected.

2. The email format can be HTML, also known as “rich text” since it can have
fonts, colors, and pictures, or plain text.

3. The Subject can be considered the header of the email. The contents should
reflect the body of the email. This is a required field.

4. The Container is where you can store rich text email pictures. For example if
you are composing a newsletter type of email, you can upload pictures to a
container called “newsletter” and use the “rich text editor” to bring in the pictures.

5. The Email Body is the contents of your email. If you select plain text, just type
your email content here. If you select HTML, use the “Edit Rich Text Format”
button.

6. The Email Manager will allow you to merge member names, My Tennis ID
number or member passwords into the Email Body of the email, when the state
association is sending a bulk email. This will allow the email to be more personal
to the email recipient. To use the merge functionality in the Email body the
following yes words must be used:

a. To merge a member’s first name, in the body of the email where you
want the first name to appear, enter /****Merge:FirstName****/  Please
note that there are four * (asterisks) on either side of the wording and
there are no spaces between the words.

b. To merge a member's My Tennis ID, in the body of the email where you
want the My Tennis ID to appear, enter, ***Merge:MyTennisID****/
Please note that there are four * (asterisks) on either side of the wording
and there are no spaces between the words.
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c. To merge a member’s password, in the body of the email where you want
the password to appear, enter, /****Merge:Password****/ Please note
that there are four * (asterisks) on either side of the wording and there are
no spaces between the words.

7. SMS Text is the plain text that will be sent if SMS is selected. You have the
option to send an SMS and Email or just an SMS message. If both
communications are selected, the email message needs to be included in the
Email Body section and the SMS message in the SMS Text section. Please note
that an SMS account must be defined for this field to be enabled. SMS account
is defined in the My Profile screen.

Below is a picture of the rich text editor. Please note that you must allow pop-ups for
this screen to be displayed.

Save and Exit I Cancel

= | § G F

2

Paste from Microsoft Wordk

Figure 10: Email Manager: Rich Text

One of the most important buttons on this screen is “Paste from Microsoft Word” icon on
the end of the second row of features. You can use Microsoft Word, which you may be
thoroughly familiar with, to create rich text with different fonts and colors, along with
tables and shading, select all in Word, copy it to your clipboard, and using the “Paste
from Microsoft Word” button, let this pop up screen convert to HTML for you.

Below the body of the document is the manage attachments and templates functionality.
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Attachments: Available Selected

Select Template

Manage Files: Manage Files Save Template

Figure 11 : Email Manager: Attachments

To attach a file, such as a Word document or a PDF, you must first upload the document
to the server. To do this, click the Manage Files button.
This button brings up a screen that lets you add files by browsing your computer and

group them into containers. Containers might be useful if you have a lot of pictures and
wish to keep them organized. For example, all documents that will be attached to the

Close This Window

These are files (pictures, pdf, documents, etc ...) that are stored on the server and can be referenced in emails.

Mamnage Email Files

Container: | (Just 2 name such as General, Newsletter, Attachments)

Title: |
Description:

Classification: | <nones v

File To Upload: | | Browse..
- Add File_l__ m ; )

Figure 12: Email Manager: Manage Files

The classification allows the email manager to understand the difference between a

picture and an attachment.

Send Tech Log: |

Figure 22: Email Manager: Submit

The Send Tech Log is an email address that defaults to address in My Profile. The MY
TENNIS system sends emails out through a server process. The tech log is a
notification that the email request has been processed and contains details showing the

29



.My Tennis — making membership easy

tennis

Australia’s Favourite

names and email addresses of the people the email has been sent to as well as the
names of people that the system skipped and the reason the person was skipped (for
example no email address or opted out of newsletters)

Lastly, you must click the Submit button. Your email request is queued and is
processed by the server. You will receive a technical log showing all recipients the email
manager attempted to deliver the email to.

Using and Saving Templates

When an email is created it can be saved as a template and used for future emails.

Once an email has been composed, select the Save Template button. The following
pop-up screen is displayed.

Close This Window

Email Templates

Template Name Description Select

Mo Rows In Table No Rows In Table Select

( Overlay Existing Template |

]

Save As Hew Template .

Figure 23A: Email Manager - Save Template — Template List Screen

This screen lists all the templates for your club. To save the email as a template, select
Save As New Template. The follow screen is displayed:

Close This Window

Email Templates

Template Name: |
Description:

P p—

Figure 23B: Email Manager - Save Template — Name Template
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This screen allows you to name the template and give a brief description of the template.
A distinct name and description will help you distinguish between templates at a later
date. For example, if you send out quarterly newsletters for members, you the name of
the templates may be: Newsletter First Quarter and the description may include:
Newsletter to welcome to the new financial year. Once the Template Name and
Description have been defined, select Add to save the template to the database.
Select Close This Window to view the Email Manager screen.

Once the templates have been defined, they can be used at a later time when creating

another email from the email manager. To use an existing template, select the Select
Template button. The following screen is displayed:

Close This Window

Email Templates

Template Name Description

test test

Figure 23C: Email Manager -Select Template

A table displays all the saved templates. Using the Template Name and Description,
chose the template that you would like to use for this body of the email. Choose the
Select button. The following screen is displayed:
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Email Templates

Template Name: |test
Description: test
Current Image:

I3

3

Figure 23D: Email Manager -Select Template

This screen gives you the opportunity to review the body of the email to make sure this
is the template you want to use. Choose Select Template and the save template is now
the body of your email.

Changes can be made to the Template and saved. To save the changes, select the
Save Template button. Select the Template Name from the list table, and select the
option Overlay Existing Template. This will save your changes to the template. Or you
can save it as a new template, by selecting Save As New Template and giving the
template a new name
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Manage Memberships

The Manage Membership menu option allows the user to define and maintain the
membership types, membership timeframe criteria, also known as membership periods
and registration periods related to the club. Manage Memberships also allows the club
administrator to assign fees to memberships and optionally a define pro-rata schedule
for memberships. When a membership is defined at the club level as associated club
level category is assigned. Corresponding state level memberships and state level
categories are also linked to the membership.

»

tennis

P —

I e L .
Club Membership Year Organisation: Tennis Australia Checklist to set up
Association: Tennis NSW Categories, Fees and Memberships
Merchant Accounts Report
Cluby: Aberdeen Tennis Association
Manage Logins
Detailed Quick Start Guide for
Categories, Fees and Memberships.
SVl Manage Memberships:
Email Manager Club Membership Year
E— 2009/2010 Adult Membership 01-Jul-2008 -->» 30-Jun-2010 Select
Manage Memberships . "
2008/2010 Junier Membership 04-Jul-2008 - 30-Jun-2010 Select
Manage Facilities 2010720711 Adult Membership 01-Jul-2010 - 30-Jun-2011 Select
2010/2011 Junior Membership 01-Jul-2010 --> 30-Jun-2011 Select
R
Manage Categories [ shaw all memberships defined including those marked as inactive
Program Definitions Add Membership
Fee Distribution
T
R —
Pending Memberships
R
Club Affiliation
Import Members
I
Figure 24: Manage Memberships Screen

The Manage Membership option lists the defined memberships related to the club. The
table lists the following information for each membership:

Membership Year

Type

Dates (Begin Date and End Date of the membership year)
Request

To display all the memberships defined including the inactive ones, select the check box.
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The Manage Memberships Screen also provides two on-screen links to guides designed
to assist the club administrator when setting up memberships and preparing for a new
Club Membership Year.

Checklist to set up
Categories, Fees and Memberships

Figure 24A: On Screen Link for Checklist

By selecting the link for a Checklist to set up Categories, Fees and Memberships the
user will see an overview of the four main tasks required to define memberships. The
checklist shows the frequency of each task, the purpose of each task and the some
additional notes related to completion of each task. The guide is shown below.

7 tennis

My Tennis now provides clubs the flexibility to operate a club membership year but has also been enhanced to allow clubs to charge prorata. As a
result the process of setting up category’s, fees and membership periods has changed slightly. To set up your club in preparation for registering
members, there are four key steps that you must undertake. The frequency of each step may vary as shown below

My Tennis Club Set up Checklist

Membership setup checklist

Task
Menu Option

[0 Define Club Fees
Manage Fees

(O Define Financial Period |0 Define Club Categories
Financial Period Manage Categories

O Define Memberships
Manage Memberships

Frequency Created once a year Checked once a year, if state Reviewed periodically, if fees | At least once a year when
categories do not change there | change then all the total club | financial year changes as well as
is no need to change club fees for all memberships that | when new memberships are
categories use the modified fee change | offered

Purpose e Define theclub’s e Create club categoriestobe |® Setupfeestobecharged | ® Define available

financial year used at the club level by the club memberships for club
# Linktoan existing state | e  Link to existing state » Link to existing state
association financial association categories memberships
year e Defines similar e Assign club feesincluding
characteristics for multiple optional pro rata fees
memberships
Other Notes *  Multiple memberships can * Multiple fees can be * Membership names can be

be assigned to one category
(You should not create a
category for each different
membership that you offer)

# Once members are
registered to a membership
that is linked to a category,
the category cannot be
changed.

assigned to one
membership (except
when using pro-rata) .

used to descriptively define
the club offering

Once members are added to
amembership the
membership details cannot
be changed.

Use the Quick Start Guide for a3 more detailed explanation of how to complete each of the tasks shown above.

Figure 24B: Checklist for Categories, Fees and Memberships

Detalled Quick Start Guide for
Categories, Fees and Memberships

Figure 24C: On Screen Link for Detailed Quick Start Guide
By selecting the link for a Detailed Quick Start Guide for Categories, Fees and

Memberships the user will see excerpts from this user manual specifically geared to the
step by step process for defining the Club Membership Year, Club Categories, Club
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Fees and Club Memberships. The on screen link allows the Club Administrator easy
access to this information from the screens needed in the set up process.

To add a Membership, follow these steps:
1. Click on the Add Membership button. The following screen is displayed:

..........

Fome — Tlogoa — [hop  [Wama | |

Club Membership Year Add New Membership

Merchant Accounts Report
Organisation: Tennis Australia
Manage Logins Association: Tennis N3W
Club: Aberdeen Tennis Association
Manage Contacts
My Profile
. Club Membership Year: | =Please Select= w
Email Managel
Pro-Rata: |=Please Select=
1S
Category: |<=Flease Select= A
Manage Facilities

Association Membership :

Manage Categories
Program Definitions

Il

Figure 25: Add New Membership Screen 1 - Definition

2. In the Membership Type field, enter the type or name of your club
membership (ie. Adult Membership). This is a required field.
3. In the Club Membership Year field, select a Club Membership Year to

be associated with this membership from the drop down list provided. It
is the Club Membership Year for the memberships set up in a previous
step and linked to a Membership Year of the state association. This is a
required field.

4, In the Pro-rata field, select “Yes” or “No” from the drop down list
provided. This is a required field.
If you select “Yes” this membership will offer pro-rata pricing for club fees
based on the month of the membership period that the participant
registers. After you assign the club membership fee on the following
screen, a 12 month table will be displayed and you will be able to create
the appropriate fee for each month of the year. As the membership year
advances this fee will automatically be applied.
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Please note:
a. A pro rata fee in any given month cannot be greater than the total
club membership fee.
b. A pro rata fee schedule cannot be set up when the total club
membership fee has multiple components
If you select “No” there will be no pro-rata adjustment for the club
membership fee. The club membership fee will be the same regardless
of the month of the membership period that the participant registers.

5. In the Category field, select the club category that this membership fits.
Club Categories deal with attributes or characteristics of a membership
(i.e. Individual versus family; or Junior versus Adult) and were set up in a
previous step and linked to a corresponding category of the state
association. This is a required field.

6. In the Association Membership field, select the association (state)
membership corresponding to this club membership. This is a required
field.

7. Select Next> button and the following screen is displayed.

F
l tennis
Aok Foveume
T e U

Club Membership Year Add New NMembership

LTSI (A EETIONE SR Organisation: Tennis Australia

Manage Logins Association: Tennis NSW
Club: Aberdeen Tennis Association

Manage Contacts Membership Type : Adult Test
My Profile Club Membership Year: 2010/2011

Membership Period

From Date : I * dd-mmm-yyyy (15-Dec-2010) or dd-mm-yyyy (15-12-2010)

Manage Facili To Date : l— * dd-mmm- yyyy (15-Dec-2010) or dd-mm-yyyy (15-12-2010)
Registration Period
Manage Categories From Date : |— * dd-mmm-yyyy (15-Dec-2010) or dd-mm-yyyy (15-12-2010)

ToDate : l— * dd-mmm-yyyy (15-Dec-2010) or dd-mm-yyyy (15-12-2010)

Figure 26: Add New Membership Screen 2 - Dates

8. In the Membership Period: From Date field enter the starting date for
this membership. Dates can be entered using the text box in the formats
shown or by using the calendar popup to pick each date. This is a
required field.

9. In the Membership Period: End Date field enter the ending date for this
membership. Dates can be entered using the text box in the formats
shown or by using the calendar popup to pick each date. This is a
required field.
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10. In the Registration Period: From Date field enter the starting date
registrations will be accepted for this membership. Dates can be entered
using the text box in the formats shown or by using the calendar popup to
pick each date. This is a required field.

11. In the Registration Period: End Date field enter the last date that
registrations will be accepted for this membership. Dates can be entered
using the text box in the formats shown or by using the calendar popup to
pick each date. This is a required field.

12. Select Next> button and the following screen is displayed.

,‘ tE_!_!'ll‘lIS

[ome —Tlogow — Thap — TWawa ] |

Club Membership Year Add Nevw Membership

Merchant Accounts Report Organisation:  Tennis Australia
_ Association: Tennis NSW

Manage Logins
= Club: Aberdeen Tennis Association

Membership Type: MNew Adult
My Profile Club Membership Year: 2010/2011
Email Manager Fee Assignment

Manage M ips
Association Fees :

Manage Facilities Applies To Fee Type P m—
e ot werbersti 2
Manage Categories

Program Definitions Club Fees:

Fee Distribution
:

| Club Standard Membership 60

Pending Memberships
Each Member Should Pay: $21.00

Club Affiliation

Import Members

Figure 27: Add New Membership Screen 3 — Fee Assignment

13. On the Fee Assignment screen of the Add New Membership process two
tables are displayed, showing Association Fees and Club Fees. The
appropriate association (state) fees are already assigned based on the
association (state) membership selected when the club membership was
defined (Add New Membership Screen 1). The tick box is preselected
and disabled for input.

14. In the Club Fees table, select appropriate club fees to be assigned to this
membership by ticking the corresponding tick box(es). The club fees
were defined in a previous step using Manage Fees. Itis required that at
least one fee be selected. Multiple fees are permitted to show a
breakdown of fees on corresponding invoices and receipts.

Please note:

a. Multiple fees are not permitted if a pro rata fee schedule is to be
set up for this membership. In this case, a club fee with all fee
components in one aggregate amount should be set up in Manage
Fees.
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15. Select Next> button
a. If the Pro-Rata option was selected previously the following
screen will be displayed
b. If the Pro-Rate option was not selected the screen shown in
Figure 29 will be displayed

- tennis

Auytria’ Favourte

Fome — Tlogox — [Hep  [Weal |

Club Membership Year Add New Membership
Merchant Accounts Report Association:  Tennis NSW
Manage Logins Club: Aberdeen Tennis Association

Membership Type: New Adult
Manage Contacts Club Membership Year: 2010/2011
My Profile Association Membership Fees: $21.00

Club Membership Fees:  $60.00
Email Manager Total Membership Fees: $81.00
Manage Pro-Rata Schedule
Manage Facilities “Manth 1:

Mont 3

Manage Categories “Month 5
Program Definitions *Month 7:

“Manth 2:
“Month 4:
“Manth 6
“Manth 8:
“Month 10:

L

Fee Distribution *Month 8:
8 “Month 11:

“Month 12:

81111

Figure 28: Add New Membership Screen 4 — Pro-Rata Schedule

16. Complete the Pro-Rata Schedule table by entering the dollar amount to
be charged as the Club Membership Fee based on the month of the
membership period that the participant registers.

Please note:
a. A pro rata fee in any given month cannot be greater than the total
club membership fee.
b. A pro rata fee schedule cannot be set up when the total club
membership fee has multiple components
c. If Pro-Rata has been selected then an entry in each field
corresponding to a month of the membership period is required

17. Select Next> button and the following screen is displayed.
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Fome — Tlogoa — [fep  [Wewa | |
Add New Membership
Organisation: Tennis Australia

. Association : Tennis NSW
Club: Aberdeen Tennis Association
Membership Type:  New Adult

Club Membership Year: 2010/2011

Association Membership Fees: $21.00
Club Membership Fees:  $50.00

Total Membership Fees: 351.00

. Membership is ready to be Added
Manage Facilities Click on 'Enter’ to add or '‘Back’ to make changes

o) ()
Each Member Should Pay: $21.00

Figure 29: Add New Membership Screen 5 — Membership ready to Add

18. Select Enter> button and the following screen is displayed and the
defined Membership is saved in the database
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‘ tennis
Awtrab Foveustie
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Club Membership Year Add New Membership

Merchant Accounts Report Organisation: Tennis Australia
Association:  Tennis NSW

age —og Club: Aberdeen Tennis Association

Manage Contacts Membership Type: MNew Adult

Club Membership Year: 2010/2011

My Profile Association Membership Fees: 3$21.00

Club Membership Fees: 350.00
Total Membership Fees: $81.00

SUCCESSfU”Y Added F.'Ien1hersl1ip !
()
Each Member Should Pay: $&1.00

Figure 30: Add New Membership Screen 6 — Successfully Added

Click on 'Home' to return to main page

19. Select Home> button and the new membership just added will be
displayed in the table on the Manage Memberships screen

If the <Back button is selected at any time during the Add New Membership set up
process, the first screen in the Add New Membership set up process (Figure 25) will be
displayed and membership information will not be saved to the database.

To update an existing Membership, click on the Update link under the Request column
for the defined Membership. When you update Membership information you will over-
write information that has been previously entered.

To delete an existing Membership where no participants have registered, click on the
Update link under the Request column for the defined Membership for a Delete option.

Select the Delete button. A pop-up message is displayed. This pop-up message asks
‘Are you sure?’ To continue with the delete select the OK button. The Update
Membership — Update Successful Screen (Figure 33) will display. Select Home> button
and the updated membership will be displayed in the table on the Manage Memberships
screen

To stop the delete select the Cancel button.

40



My Tennis — making membership easy

Click the Update link under the Request column for a defined membership and the

following screen will be displayed.
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Club Membership Year Update Membership
Merchant As its Report
Organisation: Tennis Australia

Manage Logins Association: Tennis MN3W

Club: Aberdeen Tennis Association
Manage Contacts
Membership Type: |Mew Adult
Ryl giong Club Membership Year: | 2010i2011 v
Manage Category: |AdultMembership
Manage Facilities
Association Membership: | Adult Mlembership w
Program Definitions
Membership Period

To Date: W * dd-mmm-yyyy (15-Dec-2010) or dd-mm-yyyy (15-12-2010)

From Date: |01-Jul-2010 = dd-mmm-yyyy (15-Dec-2010) or dd-mm-yyyy (15-12-2010)

Registration Period

From Date : l—uuunﬂ,w = dd-mmm-yyyy (15-Dec-2010) or dd-mm-yyyy (15-12-2010)

To Date : I—EU\JunQUH = dd-mmm-yyyy (15-Dec-2010) or dd-mm-yyyy (15-12-2010)

Fee Assignment
Association Fees :
Applies To

Fee Type Amount

State Adult Membership 21
1
Club Fees:
Applies To Fee Type Amount
Club Standard Membership 60
O Club Junior Membership a8
1
Each Member Should Pay: $81.00
[ Cancel ] [ Delete ] [ Update

Figure 13: Update Membership Screen

The Update Membership screen allows the user to update the membership information.

1. In the Membership Type field, enter the type or name of your club
membership (ie. Adult Membership). This is a required field.
2. In the Club Membership Year field, select a Club Membership Year to

be associated with this membership from the drop down list provided. It
is the Club Membership Year for the memberships set up in a previous
step and linked to a Membership Year of the state association. This is a
required field. If there are already members registered to this
membership, this field will be disabled for input and cannot be changed.
3. In the Pro-rata field, select “Yes” or “No” from the drop down list
provided. This is a required field.
If you select “Yes” this membership will offer pro-rata pricing for club fees
based on the month of the membership period that the participant
registers. After you assign the club membership fee on the following
screen, a 12 month table will be displayed and you will be able to create
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the appropriate fee for each month of the year. As the membership year
advances this fee will automatically be applied.

Please note:

a. A pro rata fee in any given month cannot be greater than the total

club membership fee.
b. A pro rata fee schedule cannot be set up when the total club
membership fee has multiple components

If you select “No” there will be no pro-rata adjustment for the club
membership fee. The club membership fee will be the same regardless
of the month of the membership period that the participant registers. This
field can be changed and pro-rata can be added to an existing
membership. The new pricing will only apply to those members
registered after the change has been made (fees are not retroactively
applied).
In the Category field, select the club category that this membership fits.
Club Categories deal with attributes of a membership (i.e. Individual
versus family; or Junior versus Adult) and were set up in a previous step
and linked to a corresponding category of the state association. This is a
required field. If there are already members registered to this
membership, this field will be disabled for input and cannot be changed.
In the Association Membership field, select the association (state)
membership corresponding to this club membership. This is a required
field. If there are already members registered to this membership, this
field will be disabled for input and cannot be changed.
In the Membership Period: From Date field enter the starting date for
this membership. Dates can be entered using the text box in the formats
shown or by using the calendar popup to pick each date. This is a
required field. If there are already members registered to this
membership, this field will be disabled for input and cannot be changed.
In the Membership Period: End Date field enter the ending date for this
membership. Dates can be entered using the text box in the formats
shown or by using the calendar popup to pick each date. This is a
required field. If there are already members registered to this
membership, this field will be disabled for input and cannot be changed.
In the Registration Period: From Date field enter the starting date
registrations will be accepted for this membership. Dates can be entered
using the text box in the formats shown or by using the calendar popup to
pick each date. This is a required field. If there are already members
registered to this membership, this field will be disabled for input and
cannot be changed.
In the Registration Period: End Date field enter the last date that
registrations will be accepted for this membership. Dates can be entered
using the text box in the formats shown or by using the calendar popup to
pick each date. This is a required field. If there are already members
registered to this membership, this field will be disabled for input and
cannot be changed.
The appropriate association (state) fees are already assigned based on
the association (state) membership selected when the club membership
was defined (Add New Membership Screen 1). The tick box is
preselected and disabled for input.
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In the Club Fees table, select appropriate club fees to be assigned to this
membership by ticking the corresponding tick box(es). The club fees
were defined in a previous step using Manage Fees. Itis required that at
least one fee be selected. Multiple fees are permitted to show a
breakdown of fees on corresponding invoices and receipts.

Please note:

a. Multiple fees are not permitted if a pro rata fee schedule is to be
set up for this membership. In this case, a club fee with all fee
components in one aggregate amount should be set up in Manage
Fees.

The new pricing will only apply to those members registered after the
change has been made (fees are not retroactively applied).
Click on the Update button.

a. If the Pro-Rata option was selected previously the following
screen will be displayed

b. If the Pro-Rate option was not selected the screen shown in
Figure 33 will be displayed

e e e I

Club Membership Year Update Membership Information
Merchant Accounts Report

Manage Logins

Organisation: Tennis Australia

Manage Contacts Association:  Tennis NSW

Membership Year: 2010/2011

My Profile
Association Membership Fees:  $21.00
Email Manager Club Membership Fees: $&60.00

Manage Memberships

R — Morth
“Month 3 [50 “Month 4
[T Catogores | Mort.

“Month 7+ |30 “Nonth 8-
“Month 9: |20 *Month 10:
“Month 11- [10 “Month 12-

Pro-Rata Schedule

“Manth 2:

“Month 6:

o | [ e[| [ =] e
@ ||| m [ E ]| e

R —
I o) e
T

L —

I —

Figure 32: Update Membership — Pro-Rata Schedule

13.

Complete the Pro-Rata Schedule table by entering the dollar amount to
be charged as the Club Membership Fee based on the month of the
membership period that the participant registers.
Please note:
a. A pro rata fee in any given month cannot be greater than the total
club membership fee.
b. A pro rata fee schedule cannot be set up when the total club
membership fee has multiple components
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c. If Pro-Rata has been selected then an entry in each field
corresponding to a month of the membership period is required
14. Select Update> button and the following screen is displayed and the
updated Membership is saved in the database

...........

e L I

Updated Membership Successfully !

Merchant Accounts Report Click on 'Home' to return to main page

Club Membership Year Update Membership Information

Manage Facilities
T
Manage Categories

R —
R
R —
[P Ve
Er—
T —
I —

[Varage B
Figure 33: Update Membership — Update Successful

Program Definitions

15. Select Home> button and the updated membership will be displayed in
the table on the Manage Memberships screen

Please Note:

a.

If the membership has not been used and there are no members registered using
the membership, all fields can be updated and/or the entire membership can be
deleted.
If there are members registered to the membership, certain fields cannot be
changed and are disabled for update. These fields are:

Club Membership Year

Category

Association Membership

Membership Period (From and To)

Registration Period (From and To)
If there are members registered to the membership, it cannot be deleted
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Manage Facilities

The Manage Facilities option in the Club Management will allow you to access the
screen to add and manage facilities.

»

tennlé

Austroic’ Favourite

I =

Club Membership Year

Organisation: Tennis Australia
Merchant Accounts Report L :

Association: Tennis NSW
Manage Logins Club: Aberdeen Tennis Association
Manage Contacts
My Profile
. Club Facilities Listing:

: Address
Manage Memberships (sberdeen Tennis Jefferson Park, McQueen St, New England Highway, ABERDEEN,
T Update

Manage Facilities Association NSW, 2336, AUS

< >
Manage Categories m
Program Definitions
Pending Memberships
Club Affiliation
Import Members

Figure 34: Manage Facilities Screen

The Manage Facilities option lists the defined facilities in the club. The table lists the
following information:

Name

Address
Update

To add a Facility, follow these steps:
Click on the Add button. The following screen is displayed:
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Club Membership Year
Merchant Accounts Report

5 Organisation: Tennis Australia
Manage Logins

My Profile
Email Manager

Association:

M: Contact

* Required Fields

Tennis NSW

Aberdeen Tennis Association

Manage Memberships Club Facilities Information

tennis

Australia’s Favourite

Manage Facilities i
*Club Facility Name:
“Address Linel:
Manage Categories Address Line2:
Program Definitions “City: g
* : | =Select Country= »
Fee Distribution Country Fee oy
*State: | ¥
“postal Coc
Pending Memberships Fax:

Figure 35: Add Facilities Screen

1.
2.
3.
4.
5.
6.
7.
8.
9.
1

In the Club Name field, enter the name of the club.

In the Address Linel field, enter the address of the club.

In the Address Line2 field, enter the address of the club.

In the suburb field, enter the suburb where the club is located.
In the Country field, select the country from the drop down list.
In the State field, select the state in which the club is located.
In the Postcode field, enter the postcode of the location.

In the Phone field, enter the phone number of the club.

In the Fax field, enter the fax number in the club.

0. Click on the Submit button. The defined facility is saved in the database, and is
listed in the Facility table on the Manage Facility screen.

To update a Facility, click on the Update link under the Update column for the defined

facility. When you update the facility information, you will over-write information that has
been previously entered.
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Club Membership Year Organisation: Tennis Australia
Merchant Accounts Report Association:  Tennis NSW
Manage Logins Club: Aberdeen Tennis Association
My Profile Club Facilities Information
: * Required Fields
Email Manager
*Club Facility Name: |Aberdeen Tennis Association |
Manage Memberships
*Address Linel: |Jeﬁer80n Park, McQueen St |
ETETES es
Address Line2: |New England Highway |
: *Suburb: |[ABERDEEN
Manage Categories
Program Definitions ountry
B— *State: |New South Wales v|
- *Postal Code: |2336
Address Checker Check Address
e .
Pending Memberships Phone: |:|
Club Affiliation . .
Import Members M m
Figure 36: Updating a Facility Screen

The Update Facility Information screen allows the user to update the facility information.

In the Club Facility Name field, enter the name of the facility.
In the Address Linel field, enter the address of the club.

In the Address Line2 field, enter the address of the club.

In the suburb field, enter the suburb where the club is located.
In the Country field, select the country from the drop down list.
In the State field, select the state in which the club is located.
In the Postcode field, enter the postcode of the location.

NogoswbhE

Addresses are verified by the data validation software. One the address is entered; the
Check Address button must be selected. The software will check the validity of the
address. Matches for the address will be listed. Below is an example of the address
check functionality.
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Select appropriate address:

(O [33/44 Cumberland Street, THE ROCKS NSW 2000

() |Suite 33 44 Cumberland Street, THE ROCKS NSW 2000

() |Suite 33, Level 3 44 Cumberland Street, THE ROCKS NSW 2000
< >

[Select Correct Address ]

Select the correct address from the list by selecting the option in the row that list the
correct address. Then Select Correct Address button. The selected address will

populate the address fields.

If the correct address is not listed, try again. Abbreviations may cause problems so
spelling the whole word such as ‘street’ may return better results. In addition, removing
the street or road may increase your results helping you find the address match.

8. Inthe Phone field, enter the phone number of the club.

9. In the Fax field, enter the fax number in the club.

10. Click on the Update button. The defined facility information is updated in the
database, and is listed in the Facility table on the Manage Facility screen

After updating the Facility Information, the user is taken back to the Manage Facility
screen.
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Manage Fees

The Manage Fees menu option allows the user to define the fees for memberships
available in the club. The Fee Structure must be defined before the Fees can be
assigned during the Add or Update Membership process.

Austrea) Fovourte

I s s s = s A

Club Membership Year

Organisation: Tennis Australia
Association: Tennis NSW [ Chechlist to set up ]

Merchant Accounts Report

Manage Logins Categories, Fees and Memberships

Club: Aberdeen Tennis Association
Manage Contacts

My Profile Fees Maintenance: [ . Detalled r::ick Sl‘;l:lleu!fief?f )
€S an

Email Manager Select Classification:
|<Se|ect Classification= %

Manage Memberships

Manage Facilities

When you update fee
information yvou will aver-
write information that

Manage Categories they have entered.

Program Definitions

Fee Distnbution
Transactions

View Members
Pending Memberships
Adhoc Queries

Club Affiliation

Import Members

Manage Extras

Figure 14: Manage Fees Screen — Fee Maintenance

The Manage Fees Screen also provides two on-screen links to guides designed to assist
the club administrator when setting up fees and preparing for a new Club Membership
Year.

Checklist to set up
Categories, Fees and Memberships

Figure 38A: On Screen Link for Checklist

49



My Tennis — making membership easy

tennis

Australia’s Favourite

By selecting the link for a Checklist to set up Categories, Fees and Memberships the
user will see an overview of the four main tasks required to define memberships.
Defining the fees is one of those tasks. The checklist shows the frequency of each task,
the purpose of each task and the some additional notes related to completion of each
task. The guide is shown below.

My Tennis Club Set up Checklist

7 tennis

My Tennis now provides clubs the flexibility to operate a club membership year but has also been enhanced to allow clubs to charge prorata. As a
result the process of setting up category’s, fees and membership periods has changed slightly. To set up your club in preparation for registering
members, there are four key steps that you must undertake. The freguency of each step may vary as shown below.

Membership setup checklist

Task (J Define Financial Period |0 Define Club Categories [0 Define Club Fees O Define Memberships

Menu Option Financial Period Manage Categories Manage Fees Manage Memberships
Frequency Created once a year Checked once a year, if state Reviewed periodically, if fees | At least once a year when
categories do not change there | change then all the total club | financial year changes as well as
is no need to change club fees for all memberships that | when new memberships are
categories use the modified fee change | offered
Purpose * Definetheclub’s * Create club categoriestobe | # Setupfeestobecharged | » Define available
financial year used at the club level by the club memberships for club
* Linktoan existing state |® Link to existing state * Linkto existing state
association financial association categories memberships
year e Defines similar e Assign club fees including
characteristics for multiple optional pro rata fees
memberships
Other Notes * Multiple memberships can * Multiple fees can be * Membership names can be

be assigned to one category
(You should not create a
category for each different
membership that you offer)

* Once members are
registered to a membership
that is linked to a category,
the category cannot be
changed

assigned to one
membership (except
when using pro-rata) .

used to descriptively define
the club offering

Once members are added to
amembership the
membership details cannot
be changed.

Use the Quick Start Guide for a more detailed explanation of how to complete each of the tasks shown above.

Figure 38B: Checklist for Categories, Fees and Memberships

Detalled Quick Start Guide for
Categories, Fees and Memberships

Figure 38C: On Screen Link for Detailed Quick Start Guide

By selecting the link for a Detailed Quick Start Guide for Categories, Fees and
Memberships the user will see excerpts from this user manual specifically geared to the
step by step process for defining the Club Membership Year, Club Categories, Club
Fees and Club Memberships. The on screen link allows the Club Administrator easy
access to this information from the screens needed in the set up process.

To Define a Fee, select the Classification from the drop down list. The following screen
is displayed which shows all defined Fees in the Fee Maintenance table.
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RTeTe—ee—
Club Membership Year
TR A R T S T Organisation: Tennis Australia [ ]

Checklist to set up

Association: Tennis NSW Calegories, Feas and Memberships

M Logi
Club: Aberdeen Tennis Association
Manage Contacts

My Profile Fees Maintenance: [ Detalled Quick Start Guide for ]
c Fees and
Email Manager Select Classification: |Memberships V|
Manage Memberships Applies To Fee Type Amount |Request
Manage Facilities Club Junior Membership . $48.00 Update When you update fee
Club Standard Membership 560.00 ﬁ

Update |information you will over-
Manage Fees write information that

they have entered.

Figure 39: Manage Fees — Fee Maintenance Results

A fee is independent of a membership type and membership category. The assignment
of a fee to a membership takes place during the Manage Membership process. The
definition of a fee, its name and amount is defined here, on the fee maintenance screen.

The information displayed includes:
Applies To (State, Club, National)
Fee Type
Amount
Request

To add a Fee, follow these steps:
1. Click on the Add Fee button. The following screen is displayed:
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I It
Organisation: Tennis Australia
Association: Tennis NSW
Club: Aberdeen Tennis Association
Classification: Memberships
Fee Information

M Faciliti * Required Fields
anage Facilities
Applies To: | Club %

Manage Fees

*Fee Type:

* Amount: 3
L

Figure 40: Manage Fees — Add Fee

H

2. In the Applies To field, select to which entity the fee will apply. At the
Club level, the fees only apply to the Club. This is populated in the
Applies To field.

3. In the Fee Type field, enter the fee type. If this is a Family Club Member
fee, then enter this type in the Fee Type field. This is a required field.

4. In the Amount field, enter the fee for this fee type. This is a required
field.

5. Click the Submit button. The assigned fee is saved in the database, and

is listed in the Defined Fee table on the Manage Fee screen.
To update defined Fee, click on the Update link under the Request column for the

assigned fee. When you update assigned fee information you will over-write information
that has been previously entered.
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Club Membership Year

Merchant Accounts Report Organisation: Tennis Australia

Association: Tennis NSW

Manage Logins
age -09 Club: Aberdeen Tennis Association

Manage Contacts Classification: Memberships
My Profile

Email Manager Update Fee Information:

Fee Information

Manage Memberships

* Required Fields

Manage Facilities
Applies To:

Manage Fees

*Fee Type: |Standard WMembership

Manage Categories =Amaunt: $60.00

Program Definitions
Fee Distribution m m m
Transactions

View Members

Pending Memberships
Adhoc Quenes

Club Affiliation

Import Members

Manage Extras

Figure 15: Manage Fees — Update Fee

The Update Fee Information screen allows the user to update the fee information.

1. In the Applies To field, select to which entity the fee will apply. At the
Club level, the fees only apply to the Club. This is populated in the
Applies To field.

2. In the Fee Type field, enter the fee type. If this is a Family Club Member
fee, then enter this type in the Fee Type field. This is a required field.

3. In the Base Amount field, enter the fee for this fee type. Thisis a
required field.

4, Click the Update button. The changes to the assigned fee are saved in
the database, and are listed in the Defined Fee table on the Manage Fee
screen.

To delete a defined fee, select the Delete button. A screen displays asking the user to
confirm the delete request by selecting the Delete button again. Doing this will delete the
fee, show a Delete Successful message and display the remaining defined fees.

To stop the delete select the Cancel button.
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Manage Categories

The Membership Categories deal with attributes or characteristics of a membership (i.e.
Individual versus family; or Junior versus Adult). Before a Membership can be created a
category must be defined. The Manage Categories process allows the user to add and
maintain club level categories and link them with corresponding association (state) level
categories.

Autroka’ Favourte

I s s s s B
Club Membership Year
Merchant Accounts Report [ Checklist to set up ]
Categories, Fees and Memberships
Manage Logins Organisation: Tennis Australia

Association: Tennis NSW

Manage Contacts Club: Aberdeen Tennis Association [
C:

Detalled Quick Start Guide for
ries, Fees and Membershi

Manage Categories:
Select Classification:|Memberships v|
T active

Adult Membership Yes Update
Program Definitions

Junior Membership Yes Update
Fee Distribution [Jshow all categaries defined including those marked as inactive

Add Caregories

Pending Memberships

Club Affiliation
Import Members

I
Figure 42: Manage Categories

The information displayed includes:
Category Name
Active
Request

To display all the categories defined including the inactive ones, select the check box.
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The Manage Categories Screen also provides two on-screen links to guides designed to
assist the club administrator when setting up categories and preparing for a new Club
Membership Year.

Checklist to set up
Categories, Fees and Memberships

Figure 43A: On Screen Link for Checklist

By selecting the link for a Checklist to set up Categories, Fees and Memberships the
user will see an overview of the four main tasks required to define memberships.
Defining the fees is one of those tasks. The checklist shows the frequency of each task,
the purpose of each task and the some additional notes related to completion of each
task. The guide is shown below.

My Tennis Club Set up Checklist

’/%@E

My Tennis now provides clubs the flexibility to operate a club membership year but has also been enhanced to allow clubs to charge prorata. As a
result the process of setting up category’s, fees and membership periods has changed slightly. To set up your club in preparation for registering
members, there are four key steps that you must undertake. The frequency of each step may vary as shown below.

Membership setup checklist

(O Define Financial Period |0 Define Club Categories
Financial Period Manage Categories

[0 Define Club Fees
Manage Fees

O Define Memberships
Manage Memberships

Menu Option

be assigned to one category
(¥ou should not create a
category for each different
membership that you offer)

s Once members are
registered to a membership
that is linked to a category,
the category cannot be
changed.

assigned to one
membership (except
when using pro-rata)

Frequency Created once a year Checked once a year, if state Reviewed periodically, if fees | At least once a year when
categories do not change there | change then all the total club | financial year changes as well as
is no need to change club fees for all memberships that | when new memberships are
categories use the modified fee change | offered

Purpose e Define theclub’s * Createclub categoriestobe | Setupfeestobecharged | ® Define available

financial year used at the club level by the club memberships for club
# Linktoan existing state |# Link to existing state * Link to existing state
association financial assodiation categories memberships
year ¢ Defines similar e Assign club feesincluding
characteristics for multiple optional pro rata fees
memberships
Other Notes * Multiple membershipscan | e Multiple fees can be = Membership names can be

used to descriptively define
the club offering

® Once members are added to
amembership the
membership details cannot
be changed.

Use the Quick Start Guide for 3 more detailed explanation of how to complete each of the tasks shown above.

Figure 43B: Checklist for Categories, Fees and Memberships

Detalled Quick Start Guide for

Categories, Fees and Memberships

Figure 43C: On Screen Link for Detailed Quick Start Guide

By selecting the link for a Detailed Quick Start Guide for Categories, Fees and

Memberships the user will see excerpts from this user manual specifically geared to the
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step by step process for defining the Club Membership Year, Club Categories, Club
Fees and Club Memberships. The on screen link allows the Club Administrator easy
access to this information from the screens needed in the set up process.

To add a Category, follow these steps:

1. Click on the Add Categories button. The following screen is displayed

%

“4 tennis

Autrpbial Favourte

ome — [logon v [Wamal |

Organisation: Tennis Australia

Club Membership Year

Merchant Accounts Report

Association: Tennis NSW
Manage Logins Club: Aberdeen Tennis Association
Manage Contacts Classification: Memberships
My Profile
Email Manager Add a New Category:

Woraos Momerohes

* Required Fields

Manage Facilities “ Category Nams:

Manage Fees Category Description:

Program Definitions

* 1s Category InActive: |[No v
Fee Distribution

Transactions Associated State Category

* Required Field
* State Category: |F'Iease Select v|

View Members

Pending Memberships
Adhoc Queries

Club Affiliation
Import Members

Manage Extras

e
o

Figure 16: Add Categories

2. In the Category Name field, enter the name of the category. This is
required field.

3. In the Category Description field, enter the description of the category.

4. Select if the category is active or not in Is Category InActive field. This is
a required field.

5. In State Category field, select the state category to which the category is
associated. This is a required field.

6. Select Add button to insert the information in to the database. It takes
back to the Manage Categories screen with the category added to a new
row.
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To update a Category, click on the Update link under the Request column for the
defined Category. When you update category information you will over-write information
that has been previously entered.

ome — logow — [hep —— TWama | |

Club Membership Year
Merchant Accounts Report Organisation: Tennis Australia
; Association: Tennis NSW
LETEYE ST Club: Aberdeen Tennis Association
Classification: Memberships

My Profile

Update Category Information:
Email Manager "

Category Information

Manage Memberships *Required Fields

* Category Name: |Adult Membership
Category Description: |naui1e Membership

Manage Facilities

Manage Categories

Program Definitions
Associated State Category

Is Category InActive: [pg w

* Required Field
* State Category: | Adult Membership

Figure 45: Update Categories

1. In the Category Name field, enter the name of the category. This is
required field.

2. In the Category Description field, enter the description of the category.

3. Select if the category is active or not in Is Category InActive field. This is
a required field.

4. In State Category field, select the state category to which the category is

associated. This is a required field.

Select Update button to modify the information in to the database. It takes back to the
Manage Categories screen with the category.

You can delete a category if it has never been used. “Been used” is defined as
registration that uses this category. To delete a Category, select Update under the
Request column for the defined category.
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[Fome — Jlogow — tep  [Wamal ] ]
Club Membership Year
Merchant Accounts Report Organisation: Tennis Australia
Association: Tennis NSW
L ETEE ST Club: Aberdeen Tennis Association
Manage Contacts Classification: Memberships
My Profile
Update Category Information:

Email Manager "
Manage Memberships *Required Fields

* Category Name: |Adult Membership
Category Description: |nauirc Membership

Manage Facilities

Manage C: 1es

Associated State Category
* Required Field
* State Category: ,W

Figure 46: Delete Categories

Is Category InActive: (g »

Click on the Delete button and you are displayed the following.

Windows Internet Exploner

5\ ? ) Are You Sure You Want To Delete This Categaory?

[ Ok l[ Zancel ]

Select the OK button. If the category is in use, you will see a message similar to below
and the deletion of the category is not performed.

Edit Error: Cannot delete this category. There are 27 rows pointing to this
category. Try making the category inactive.

To stop the delete select the Cancel button.
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Program Definition

The Program Definition option in the Club Management will allow you to access the
screen to view, add and manage programs.

I = s s - e I
Program Definitions

Manage Contacts

My Profile
Email Manager Organisation Name: Tennis Australia
State Name: Tennis Victoria
M Membershi
o ames ALTORATE
Manage Facilities Program Name Begin Date End Date Update
TIS 03-Jun-2009 03-Jun-2010 Update
Club Open Day 15-Mar-2009 15-Mar-2010 Update
Manage Categories Pennant 2009 08-Mar-2008  06-Mar-2010 Update
Program Definitions Sen?ors Social Tenn?s Program 18-Jan-2008 16-1an-2010 Update
Seniors Social Tennis Program 01-Dec-2008 01-Dec-2009 Update
Fee Distribution Risk Hazard Audit Submission 21-Nov-2008  21-Mov-2009 Update
T T Seniors Social Tennis Program 21-Nov-2008 21-Nov-2009 Update
WVicHealth Welcome Pack 08-0ct-2008 08-0ct-2009 Update
View Members Baseline 17-Jun-2008 17-Jun-2009 Update
. . i i 27-May-2008 - -
s TS Wheelchair Tennis Program ay- 27-May-2009 Umja)te3 +s

Adhoc Queries

Club Affiliation m

Import Members

Manage Extras

Figure 47: Program Definition
The information displayed includes:
Program Name
Begin Date
End Date
Update
To add a Program, follow these steps:

1. Click on the Add button. The following screen is displayed
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text that appears on the
registration selection
page that is presented to
Club Affiliation the general public
This element can contain html formatting such as different fonts, bold
Import Members h ; ; ’ ‘ .
text, colors and item list. Click here to use the rich text box tool to edit

and format this element in html.

i

Figure 48: Add Program Definition

Club Membership Year
Merchant Accounts Report Program Definitions
Manage Logins
Manage Contacts
My Profile Program Name: |Please Select ¥
Email Manager Starts On: Ends On:
Program Dates: I l— *
Manage Memberships
Registration Dates: I I *
Manage Facilities
Late Registration Date: ez *
|
. Does Program Require Active Memberships
Manage Categories Organisation Membership: Please Select v
Program Definitions State Membership: Please Select v
Fee Distribution Club Membership: Please Select
: Closed Program Type: Please Select v
Program Age Dependent: Please Select
Program Information:
PETITY METTER TS this element contains the

2. In the Program Name field, select the name of the program.

3. In the Program Dates filed, select the Starts On and Ends On dates by
clicking on pick button and navigating to the appropriate date. This is a
required field.

4. In the Registration Dates field, select the Starts On and Ends On dates
by clicking on pick button and navigating to the appropriate date. This is
a required field.

5. In the Late Registration Date field, select the date by clicking on pick
button and navigating to the appropriate date. This is a required field.

6. In the Organization Membership field, select if it requires active
memberships by selecting the correct answer.

7. In the State Membership field, select if it requires active memberships by
selecting the correct answer.

8. In the club Membership field, select if it requires active memberships by
selecting the correct answer.

9. In the Closed Program type field, select if the program is a closed type.

10. In the Program Age Dependent field, select if the program is dependent
on age.

11. In the Program Information field, enter the information about the
program.
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12. Select Add button to insert the information about the new program in to
the database. This will take us to the Program Definitions screen with the
program displayed in the table.

To update a Program, click on the Update link under the Update column for the defined
program. When you update the facility information, you will over-write information that
has been previously entered.

»

tennis

Autrebia’ Favounte

I 5 - - 1= N 0= = N
Club Membership Year
Merchant Accounts Report Program Definitions
Manage Logins
Manage Contacts
My Profile Program Name: |TIS V‘
Email Manager Starts On: Ends On:
Program Dates: ~ R *
o 03-Jun-2009 [03-Jun-2010
Registration Dates: IUS«J 2009 | IUS«J 2010 =) =
Manage Facilities un Hn
Late Registration Date: 03-Jun-2010 ] -
|
b Does Program Require Active Memberships
Manage Categories Organisation Membership: No N
Program Definitions State Membership:
Fee Distribution Club Membership:
. Closed Program Type:
Program Age Dependent:
Program Information:
FETAIY BT this element contains the
. text that appears on the
registration selection
— page that is presented to
Club Affiliation the general public
This element can contain html formatting such as different fonts, bold
Import Memb ! ; ; > ‘ .
text, colors and item list. Click here to use the rich text box tool to edit
and format this element in html.

Figure 49: Update Program Definition

The Update Program Information screen allows the user to update the program
information.

1. In the Program Name field, select the name of the program.

2. In the Program Dates filed, select the Starts On and Ends On dates by
clicking on pick button and navigating to the appropriate date. This is a
required field.

3. In the Registration Dates field, select the Starts On and Ends On dates
by clicking on pick button and navigating to the appropriate date. This is
a required field.

4, In the Late Registration Date field, select the date by clicking on pick
button and navigating to the appropriate date. This is a required field.

o)}
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5. In the Organization Membership field, select if it requires active
memberships by selecting the correct answer.

6. In the State Membership field, select if it requires active memberships by
selecting the correct answer.

7. In the club Membership field, select if it requires active memberships by
selecting the correct answer.

8. In the Closed Program type field, select if the program is a closed type.

9. In the Program Age Dependent field, select if the program is dependent
on age.

10. In the Program Information field, enter the information about the
program.

11. Select Update button to insert the information about the new program in
to the database.

After updating Program Information, the user is taken back to the Program Definition
screen.
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Fee Distribution

The Fee Distribution menu option allows the user to view the fees collected for each
level in a given date range. This will allow the club to identify the monies that have been
collected by the state and owed to the club, as well as the monies collected by the club
and owed to the state. The fees displayed can be Membership Fees or Fees attributed
to Extras purchased during the registration process.

i/ tennis

Austreka’ Favourty

I = = — .
Club Membership Year ; . ; )
Organisation: Tennis Australia
Merchant Accounts Report Association: Tennis Victoria
Club: LONG BEACH TC INC
Manage Logins List of Collected Fees:
Manage Contacts Date/Time Range: Payment Method:

elbourne Aus. Time [FICheque

LT From: [01-Jan-2011 [ Cash

mE

Email Manager Ta: |31_Dgc_201 1 N EFT
. Credit Card
Manage Memberships
Manage Facilities
Manage Categories
Program Definitions Registration and Extras Fees Retained

[ Collected by Me ] [ Owed to Me ]

Fee Distribution

R 2010/2011 Adult Adult $348.00

= 2010/2011 Families Families $238.00

View Members 2010/2011 Junior Junior §153.00
Pending Memberships 2010/2011 Junior Non-primary Junior $51.00
: key deposit $50.00

Total $840 00

Club Affiliation
Import Members

Manage Extras

Registration Extras Fees Payable.

FeeType (Category)
Tennis Victoria

Tennis Victoria Metro Family §72.00
Tennis Victoria Metro Individual $168.00
Extras $45.00
Total $285.00

Figure 17: Fee Distribution

Registration and Extras Fees Retained shows the Registration Fees for Club
Memberships and the Fees attributed to Extras that the club offers that have been
collected during the registration process. These fees are kept by the club.

Registration and Extras Fees Payable shows the Registration Fees for State

Memberships and the Fees attributed to Extras that the state offers that have been
collected by the club during the registration process.
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On the Fee Distribution screen, the default view is year to date.

To view a specific time period for fees paid, the user selects the Date/Time Range that
the fees were collected and a Payment Method. The user selects on Collected by Me
to view the fees collected by the club during the time period and payment methods
specified.

To search for specific fees collected, follow these steps:

In the From Field, enter the start date for the Fee collected range.

In the To Field, enter the end date for the fee collect range.

Select all the payment methods that you wish to see the results for.
Click on the Collected By Me button. The following screen will display
showing all fees collected by the club during the date range specified.

PR

’/ tennis

Autreka) Favourte

I = S TR = I
Club Membership Year L . .

Organisation: Tennis Australia
Merchant Accounts Report Association:  Tennis Victoria

Club: LONG BEACH TC INC

Manage Logins List of Collected Fees:

Date/Time Range: P;yment Method:
Melbourne Aus. Time Cheque

L7 From: [01-Jan-2011 - @ Cash

Email Manager To: [31-Jan-2011 . MEFT

) [¥] Credit Card

Manage Memberships

Manage Facilities

[ Collected by Me ] [ Qwed to Me ]

Manage Categories
Program Definitions Registration and Extras Fees Retained

Fee Distribution

Transactions $348.00

Families Families $238.00

View Members Junior Junior §153.00
Pending Memberships 2010/2011 Junior Mon-primary Junior $51.00
: key deposit $50.00

Total $840.00

Club Affiliation

Registration Extras Fees Payable.

Import Members

Manage Extras

Tennis Victoria

Tennis Victoria Metro Family §72.00
Tennis Victoria Metro Individual $168.00
Extras $45.00
Total $285.00

Figure 51: Fee Distribution-Collected By Me

To print the List of Fees that have been collected by the club during the registration
process, click on the Print button
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The user will select on Owed to Me to view the fees collected by the state during the
time period and payment methods specified.

In the From Field, enter the start date for the Fee collected range.

In the To Field, enter the end date for the fee collect range.

Select all the payment methods that you wish to see the results for.
Click on the Owed to Me button. The following screen will display
showing all fees collected by the state and owed to the club during the
date range specified. This situation is usually limited to when the Club
uses the State’s merchant Id to process credit cards.

NS

(/ tennlé

ey —

O v e e I

Club Membership Year ; i . .

Organisation: Tennis Australia
Merchant Accounts Report Association: Tennis Victoria

Club: LONG BEACH TC INC
Manage Logins List of Collected Fees:

Date/Time Range: Payment Method:
lelbourne Aus. Time [l Cheque
L LB From: [01-Jan-2011 : Cash
Email Manager To: [31-Jan-2011 . EFT
- Credit Card
Manage Memberships
Manage Facilities
[ Collected by Me ] [_ Cwed to Me ]
Manage Categories
Program Definitions
Registration Extras Fees to be collected. (Fees collected by state association or club)
Pending Memberships
Adhoc Quen
= Adutt $232.00

Club Affiliation Families $238.00
T I Extras $175.00

Total 5645.00

Figure 52: Fee Distribution-Owed to Me

To print the List of Fees that is yet to be collected, click on the Print button.
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Transactions

The Transaction screen will allow the club to view transactions during a specific period of
time. This is helpful for research purposes. Select Transactions to view the
Transaction Selection Screen.

...........

I e s I
Membership Type: =All Membership Types= v|

Ly FIL From Date: I * dd-mmm-yyyy (15-Dec-2010) or dd-mm-yyyy (15-12-2010)

—
=L To Date: * dd-mmm-yyyy (15-Dec-2010) or dd-mm-yyyy (15-12-2010)
Manage Memberships

) Sort by Last Name (@ sort by Transaction Date/Time

Transactions

Figure 53: Transactions — Selection Screen
To display a list of transactions for a specified date range, follow these steps:

1. Select the Club Membership Year from the drop down list provided
which shows all Membership Years for this club. Once this selection is
made Membership Types corresponding to the selected membership year
will be available in the Membership Type drop down list. This is a required
field.

2. Select the Membership Type from the drop down list displayed. All
Membership Types can be selected instead of a specific membership
type. This is a required field.

3. In the From Date field enter the starting date for the date range of
transactions. Dates can be entered using the text box in the formats
shown or by using the calendar popup to pick each date. This is a
required field.

66



My Tennis — making membership easy

tennis

Australia’s Favourite

4. In the End Date field enter the ending date for the date range of
transactions. Dates can be entered using the text box in the formats
shown or by using the calendar popup to pick each date. This is a
required field.

: Select a button to sort the results by Last Name or Transaction Date.

Select Search and the following screen will be displayed

o O

tennlﬁ

pev——

T e
Club Membership Year

Merchant Accounts Report Year: 2010/2011 5

Membership Type: |<-l\llrv'!emhsrsmp Types= vl

Manage Logins

Manage Contacts From Date: 01 Mov2010 * dd-mmm-yyyy (15-Dec-2010) or dd-mm-yyyy (15-12-2010)

My Profle To Date: 31Jan-2011

Email M:
O Sort by Last Hame @ Sort by Transaction Date/Time

Manage Memberships

LI P s Member 1D [First Name [Last Name [Tran Date/Time Payment Type [State Fees |Club Fees [Extra Amt [Total Amount [Year  [Membership Type

Manage Categories 21701410508 Amy Li O7-New-2010 07.02:51 FM Cash 22¢.00 3118.00 $0.00 £120.00 2010/2011 Adult

* dd-mmm-yyyy (15-Dec-2010) or dd-mm-yyyy (15-12-2010)

81700568480 Glenys Stzel 07-Mov-2010 05:21:15 P Cash 50.00 281.00 50.00 $81.00 2010/2011 Pensianer
81701154862 Russell Follerd 07-Mov-2010 05:25:12 PN Cash 52¢.00 3118.00 50.00 §140.00 2010/2011 Adult
2170141048¢  Sam Liu O7-Mow-2010 07.08:26 FM  Cash 32,00 351.00 $0.00 $75.00 2010/2011 Junior

81701086522 Nail Lewis O7-Mow-2010 07:12:41 P Cash 32,00 221.00 $0.00 $115.00 2010/2011 Pensicnar
81701154897 Sharon Fox O7-Now-2010 07:24:07 FM  Cash 326,00 221.00 $0.00 $115.00 2010/2011 Pensicnar

21701410532 Willism Hines O7-Mow-2010 07:26:45 FM Cash 326,00 351.00 $0.00 $75.00 2010/2011 Junior
£1700853269  Brett Multon O7-Mow-2010 07:20:27 P Cash 326,00 351.00 $0.00 $75.00 2010/2011 Junior

21701152884 Hayden Meulton 07-Now-2010 07:22:10 PM_ Cash 52600 s51.00 $0.00 s7E.00 2010/2011 Junier

. 81701088727  Matthaw Doteis 07-Now-2010 07:28:18 P Cash 52600 s51.00 $0.00 s7E.00 2010/2011 Junier
81700852148 Jskow stajic 07-Now-2010 07:42:21 PM _ Cash 52600 s51.00 $0.00 s7E.00 2010/2011 Junier

©170085246¢  Eirs Cozans 07-New-2010 07:48:00 Pl Cash 524.00 591.00 $0.00 $115.00 2010/2011 Pansicner
81701554205 Stispan Ksnton 07-Now-2010 08:02:48 PM  Cash 52600 s81.00 $0.00 $105.00 ] Discounted memearshio

81701579281 Tast woK 17-Dac-2010 10:22:23 AM _ Cash s72.00 522800 s0.00 5210.00 Familiss
81701575222 John Jones 10-1an-2011 05: Cheque 52600 5118.00 s22.00 $205.00 Adult

Club Affiliation 21701154102 Bavarlzy AscottEven:  10-Jan-2011 05:23: MC 52400 5112.00 22500 2205.00 Agult

81701154803 Justin Barry 10-1an-2011 05 M 52600 5118.00 50.00 $140.00 Adult
51701088228 Pater sall 10-Jan-2011 M 57200 522500 $125.00 522500 Families

" Bt 81701158159 Zscharish Crameiz 10-Jan-2011 Cash 52600 351.00 50.00 s7E00 Junier

Braclay Marshall 10-Jan-2011 Cash 52600 351.00 s1200 520,00 Junicr Non-primary

S Alen Praarsti 10-1an-2011 05 Cheque 57200 522500 50.00 £210.00 Families

= Finn Scrensen 10-Jan-2011 05 Cash 52400 351.00 50.00 s7E00 Junier

e Max Scrensen 10-Jan-2011 05:45:57 AM  Cash 52400 351.00 50.00 s7E00 2010/2011 Junior

817008 Harry Keane 10-Jan-2011 05:45:42 AM _Cash 52400 5118.00 s1200 s125.00 2010/2011 Adult

21701154389 Lyn Brawn 10-Jan-2011 05:51:41 AM _Cash 52400 5118.00 50.00 $140.00 2010/2011 Adult

Totals : Count: 25 5720.00 5243100 528500 52,432.00

Figure 54: Transaction Results

The transactions are listed in the results table. The information provided includes My
Tennis Id, name, transaction date and time, payment type, state fees, club fees, extras
fees, total amount, membership year and membership type.
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View Members

The View Members menu option allows the user to view and manage members in a
given membership year.

// tenn|§

Autrekal Favourte

I e e e I

Club Membership Year Organisation: Tennis Australia
Association: Tennis Victoria

Merchant Accounts Report  Rulf¥ LONG BEACH TC INC

. .

= View Members Information:

Category: |<AII Categories= V|

My Profile Year: |<AII IMemberships= V|

Email Manager Select One Or More Fields Filter By Payment Methods

Manage Memberships (if none of the fields are selacted, the default fisld is Last Name) (default is "2ll")
[ Lastiame | [ credit Card

Manage Facilities [ Firstiame O cash

D poeress Homer
an e L.ail ones
9 °g D Suburk ]|

Program Definitions
Fee Distribution
| | _Search J @ search for values that starts with this

[Juse scundex (Sounds like) search routine (0 search for values that contains

View Members

Pending Memberships

[ Add Member ][ Export File Manager ][ Create Mailing Labels
Club Affiliation
Import Members

Manage Extras
|
Figure 55: View Members

To filter the view for a specific category, in the Categories field, select the category to
which the members should be displayed. To search for a specific member, by category
or in all categories, in the Select One of More Fields box, click on the option you want to
use to find a particular member, provide a full or partial value, and click the Search
button.

By default the system searches by last name (surname). If you are not sure of the
spelling you can select the Soundex option, which uses a “sounds like” pattern.

Other options to search by include:

e First Name
e My Tennis ID
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e Street Address

If you search by street address and know only the name of the street, be sure to select
the “search for values that contains” option. Otherwise the system assumes you are
searching for a value that begins with the value you have provided.

A search returns a list of those members that match. Searching without a “search for”
value returns all members. Shown below is a sample of information returned:

“d tennis

Club Membership Year Organisation: Tennis Australia
Association: Tennis Victoria
Merchant Accounts Report e LONG BEACH TC INC
. .
- View Members Information:
Manage Contacts Category: ‘ <All Categories> vl
My Profile Year: ‘20104'2011 - Adult "‘
Email Manager Select One Or More Fields Filter By Payment Methods
Manage Memberships (if none of the fislds ars selected, the default fisld is Last Name) (default is "all"
- [ Lastiame
Manage Facilities [ Firsthiame
Add
Manage Categories E Sub:ZS
Program Definitions
Fee Distribution

‘ ||_search @ search for values that starts with this
View Member [Juse Soundex (Sounds like) search routine O search for values that contains
ew Members

(3

O credit card
Ocash
[dcheque
Oother

Pending Memberships.
Add Member Export File Manager Create Mailing Labels

Last Name First Name My Tennis 1D

Membership Name Profile Password

Altken Marcus H 61701271168 201072011 - Adult Cash View Update Send Notes
|Ascott-Evans Beverley H 61701154102 201042011 - Adult MC View Update Send Notes

Justin H 61701154803 201072011 - Adult MC view Update Send Notes
Sydney H 61700653180 201072011 - Adult Cash V!ew Update Send Notes
Lyn H 61701154889 201072011 - Adult Cash View Update Send MNotes

Christine H 51701158140 2010/2011 - Adult Cheque View Update Send Notes

Anthony H 61700653318 201042011 - Adult Cheque View Update Send Notes

John H 61701579332 201072011 - Adult Cheque View Update Send Notes

Harry H 61700653512 2010/2011 - Adult Cash View Update Send Notes

Amy H 61701410508 201042011 - Adult Cash View Update Send MNotes

Veronigue H 61700653679 201072011 - Adult Cheque View Update Send Notes

Russell H 61701154862 201042011 - Adult Cash View Update Send Notes

Glen H 651700653660 201042011 - Adult Cash View Update Send Notes

Alan H 61700653024 201072011 - Adult Cash View Update Send Notes

Joyce H 61701166356 201072011 - Adult Cheque View Update Send Notes

[Van Der Zwaard Lida H 61700653210 201072011 - Adult Cash View Update Send MNotes

\van Eerd Ivonne H 51700852613 2010/2011 - Adult Cash View Update Send Notes

Welsford Tim H 61701086425 201042011 - Adult Cash View Update Send Notes

1]

18 RECORDS FOUND. PAGE 1 OF 1.

Figure 18: View Members — Results

e Last Name (surname)
e First Name
e Head of Household Indicator
o Hindicates Head of Household in Family Memberships and all Individual
Memberships; Blank indicates a Family Member in Family Memberships
My Tennis ID
Membership Name
Paid By (Cash, Cheque, Credit)
Receipt
Profile
Password
Notes
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The View Members Screen has four operational functions that can be performed.

Password MNotes

Receipt Profile
View Update Send MNotes

Figure 57: View Members — Functions

Select View in the appropriate row under the Receipt column to display the payment
receipt. The Receipt Function allows the administrator to send another receipt to the
user via email by selecting the Resend Email button as shown on the screen that

follows.

tennis

Autroka ' Favournte

DROUIN TC INC MEMBERSHIP REGISTRATION

Your Payment Receipt
Tax Invoice

Account Name

Allison Mc Arthur

Receipt ID 1-7-30-585549
Association Name Tennis Victoria
A.B.N. Q8 513 527 898
Category Name Adult Membership
Club Name DROUIN TC INC
Membership Period 01-Mov-2010 --> 31-0Oct-2011
My Tennis ID 617015856207
Total Cost 350.00 AUD
Total Amount Paid 350.00 AUD
Card Type -
Card Number -
Approval Number Cash
Date Paid 07-Dec-2010
Registration Fee
Tennis Victoria $24.00
DROUIN TC INC $56.00

Total amount paid includes processing fees and any optional
membership extras selected during this membearship registration process.

[ Resend Email

Figure 58: View Members — Receipt
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Select Update in the appropriate row under the Profile column to display the member

profile as shown on the screen that follows. The Update function allows the club

administrator to update profiles (change mailing address, change email address, etc.) as

well as renew existing members.

Please Note: Only the top part of the Profile Screen is displayed.

‘ 7 tennis

Autraka’ Favourte

I s 1 v = s A

Club Membership Year

Merchant Accounts Report

Fee Distribution

Manage Logins
Manage Contacts Membership:
My Profile Registration Date:
Email Manager
Manage Memberships Salutation:
Manage Facilities
[ Morage Paciiies MU
Widdle Name:
Manage Categones
Last Name:
Program Definitions
| FeoDetmbution |

Transactions Mother's Maiden Name:

Qccupation:

Pending Memberships

Gender:

Adhoc Queries

Note that fields in bold are required.

I Renew this Member

|201 0/2011 - Adult Membership

07-Dec-2010

Personal Details

=

[atison |

[1e Artnur |

|U1 v| |January v| ‘1901 |(eg.1933}

L 1
|

Q Male @® Female

Club Affiliation .
Address Line 1:

Import Members )
Address Ling 2

Manage Extras Suburk:

PostCode:

State:

Country:

Figure 59: View Members — Update

Residential Address

| (Click Here for Address Validation

[13 Larnpard Rd Gaide)

[orRoUN |

3z18
[ victoria ~|
(rusvoe
fddress Checked|  Check Address
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Select Send in the appropriate row under the Password column to display a screen that
allows the club administrator to send the member their password to the email address in
their profile. The pertinent information and various options for the Send Password
function are shown on the screen that follows.

Organisation: Tennis Australia
Association: Tennis Victoria
Cluh: DROUIN TC INC

Send Password Via Email To Member:

Account Name: Allizon Me Arthur

My Tennis ID : 61701386207

Email Address: kate_mc%3@hotmail com

Reset Password:

{Optional) [] Generate A New Password And Send It
Add Note To This Email:

{Optional) |

| Send EMail | | Cancel

Figure 60: View Members - Send Password

The send Password function has the option to send the existing password as stored in
the database or to generate a new password. Once the member signs on to their profile
they can change the password. Passwords are not sent in the clear. Rather than clear
text, an image of the password is sent in the email.

There is also an option to add a note to the email that is sent with the password.
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Select Notes in the appropriate row under the Notes column to show the information
that is displayed on the screen that follows.

H

S
e

Club Membership Year
Merchant Accounts Report Member Name: Beaurain Timaothy ‘
Manage Logins Member ID: 61701581469 |
Date Added Note Visible To User
My Profile 10-Jan-2011 This is a test note for documentation purposes Mo
Email Manager L
Maintain Notes
Manage Memberships
iy Facilitl State Memberships
Year MName Begin Date End Date
2010/2011 Country Individual 01-Nov-2010 31-Oct-2011
1
Manage Categories
» Club Memberships
Program Definitions Club Year Name Begin Date End Date
DROUIN TC INC 2010/2011 Junior Membership 01-Nov-2010 31-0ct-2011
1
Association Purchases

View Members

Club Purchases

Date Ordered Date Fulfilled
Junior Comp Fee 1 20 03-Dec-2010 03-Dec-2010 .

Figure 61: View Members — Notes

The Notes function permits you to add any notes about a member. A note can be
anything that is deemed as appropriate by the club to carry with a person’s profile. Files
can be uploaded to be included with the notes. Any communication with the Email
Manager will be recorded as a note to the member. In addition to Notes, information
about State Memberships, Club Memberships, Association (State) Extras purchases and
Club Extras Purchases are also displayed with the member’s other information on the
Note Screen.

To create new note, read an existing note, or update an existing note select the

Maintain Notes button in the Notes section of the View Members — Note Screen, the
following screen will be displayed.

73



My Tennis — making membership easy [P |s

Australia’s Favourite

S

tennis

Auntrka, Favounte

R T L L e

Manage Notes

Club Membership Year

Merchant Accounts Report

Manage Logins
Member p—

M Contact

anage Contacts Name: |Eleaura|n Timothy |
My Profile Member ID: 61701581469 |
Email Manager Date Added |Note Vlsl:ll;I:rTo
il Membershi

et 10-Jan-2011 This is atest note for documentation purp... No
Manage Facilities 1

o -» D

Manage Categories
Program Definitions
Fee Distnbution

Transactions

Pending Memberships
Adhoc Queries
Club Affiliation

Import Members

Manage Extras
Figure 62: View Members — Manage Notes

To create new note select the Add button and the following screen will be displayed.
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Club Membership Year
Mana ge Notes
Merchant Accounts Report

Manage Logins
M Contact Member [

anage Contacts Name: |Eleaura|n Timothy |
My Profile Member ID: 61701581469 |
Email Manager Type: -Please select- v
Manage Memberships Note:
Manage Facilities
Manage Fees
e E T MNote can contain up to 2000 characters
Program Definitions Visible To User:  [This note is made visible to the user via their profile
Fee Distnbution

) Upload a File: | |[ Browse

Transactions

View Members

Pending Memberships
e - = &=
Club Affiliation

Import Members

Manage Extras
Figure 63: View Members — Manage Notes — Add Note

1. Select the type of note this is from the Type drop down field. Thisis a
required field.

2. Enter the text for the note in the Note field. This note can contain up to
2000 characters. This is a required field.

3. Select the tick box if this note is to be made Visible to the User.

4. To add an attachment, in the select the Browse button. This will allow

you to pull a document, email, picture, etc. from your computer. The file
name is displayed in the Upload a File field. The file will be saved with
the note on the My Tennis server. This is not a required field.

5. Select the Update button. This will save the note and attachment. It will
also add the user id and date/time stamp to this note.

To read more than the first line of an existing note, update an existing note, view the
attachment linked to an existing note or to delete an existing note, select the Update
button. The following screen will be displayed.
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I v e R T
Club Membership Year
Manage Notes
Merchant Accounts Report
Manage Logins
Member -
[ Contact
My Profile Member ID: 51701581469 |
Manage Memberships Note: This is a test note for documentation purposes
Manage Facilities
Manage Categones MNote can contain up to 2000 characters
Program Definitions Visible To User: []This note is made visible to the user via their profile
Fee Distnbution
. Upload a File: | |[ B
T S File Name
s B There are no Files for this member View
Pending Memberships !
Created: [10-Jan-2011 09-31:54 |
Club Affiliation Last Updated: | |
Import Members

Figure 64: View Members — Manage Notes — Update Note

On this screen you can optionally:

1. Change the type of note by selecting a new type from the Type drop
down field. This is a required field.

2. Enter additional text to the note in the Note field. This note can contain
up to 2000 characters. This is a required field.

3. Change the tick box selection controlling if this note is to be made Visible
o the User.

4. Add new attachment(s). To add an attachment, in the select the Browse

button. This will allow you to pull a document, email, picture, etc. from
your computer. The file name is displayed in the Upload a File field. The
file will be saved with the note on the My Tennis server. This is not a
required field.

5. View an existing attachment by selecting View in the select column in the
row showing the attachment to be viewed.
6. Select the Update button. This will save the note and attachment(s). It

will also add the user id and date/time stamp to this note.
To delete a note entry, select the Delete button. A pop-up message is displayed. This

pop-up message asks ‘Are you sure?’ To continue with the delete select the OK button.
The note list is displayed along with a successful delete message.

76



My Tennis — making membership easy @

Australia’s Favourite

To stop the delete select the Cancel button.

Additional information about memberships and extras purchased by the member
depicted on the notes page are display only and are as follows:

State Memberships
A grid will display showing the state memberships purchased by the member and
include the State Membership Years, Membership Names, and the Begin and
end dates of the memberships.

Club Memberships
A grid will display showing the club memberships purchased by the member and
include the Club Membership Years, Membership Names, and the Begin and end
dates of the memberships.

Association Purchases
A grid will display showing the Association (state) level Extras purchased by the
member and include the Product Names, Quantity, Price, Date Purchased and
Date fulfilled of each item purchased.

Club Purchases
A grid will display showing the Club level Extras purchased by the member and
include the Product Names, Quantity, Price, Date Purchased and Date fulfilled of
each item purchased.

Along with the search results which include the additional functions discussed, there are
three options provided to the club administrator.

e Add Member
e Export File Manager
e Create Mailing Labels

If you are adding a new member, then click the Add Member button. The following
screen will be displayed to determine if a prospective new member exists.
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I s s (v = s I

Club Membership Year
Merchant Accounts Report
Manage Logins

My Profile
Email Manager Select Membership Type :|F'Iease Select V|
Manage Memberships

My Tennis ID : | [ Check by Tennis ID |
Manage Facilities
: Address :

Manage Categories
5 Dot Surburb

rogram Definitions

O Existing Member O New Member

View Members [ Cancel ” Continus ]

Pending Memberships
Adhoc Queries
Club Affiliation

Import Members

Manage Extras
Figure 65: View Members — Find Member

Select the Membership type in the Select Membership Type field.

To search to see if the member exists in the database enter either the My Tennis ID in
the My Tennis ID field and select Check by Tennis ID or the member’s address in the
Address field and select Check by Address. If the member exists, the Existing member
option will be automatically selected and when you continue, the member’s profile will be
displayed for you to verify and update. It is always a good idea to select to search for
the member first, which would help prevent duplicates.

If the member does not exist in the database, select New Member and Continue. The
next screen is displayed:

78



My Tennis — making membership easy |s

Australia’s Favourite

For

~
tennis

Aurroba) Favaurite

[Fome — [logow [P [Wama | |

Club Membership Year

Merchant Accounts Report

Manage Logins

Manage Contacts

Ny Profile

Email Manager

e s Fees Defined for Member
Manage Facilities
== State : 52400
Manage Categories

Program Definitions Club: 5116.00
Fee Distnbution Total Fees: 5140.00
Transactions

[Cncel ][ Continue ]

Pending Memberships
Adhoc Quernes
Club Affiliation

Import Members

Manage Extras
Figure 66: View Members — Add Member — Fee Verification

Depending on the type of membership chosen on the previous screen, fees are
calculated and displayed on this screen. Click on Continue to move to the next screen
which gathers profile information for the new member.

Please Note: Only the top part of the Profile Screen is displayed.
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Club Membership Year Mote that fields in bold are required.
Merchant Accounts Report
Manage Logins Personal Details
Manage Contacts Salutation: | <Select Salutation= V|
My Profile First Hame: |Larry |
Emal Manager Middle Name: [ |

Last Name: Lawson
Manage Memberships | |

Date of Birth: 26 & | |January |+ (1978 1983
Manage Facilities | | | | ‘ | (eg )

IMothers Maiden Mame: l:l

|
Occupation: | |
= = Gender: @ Male O Female

Program Definitions

Please enter a password: | |(m|n|mum length is 8)
Fee Distnibution .

Please verify the password: | |
Ti i
LS Address Line 1: |435 Glower | (Click Here for Address Validation Guide)
Pending Memberships Addiess Ling 2 | |
Cls Afiater PosCode
Import Members State: |Australian Capital Territory V|

Address Checked|  Check Address
Contact Details
Email Address: | |
Home Phone: |:|(axu123455739 Do not include spaces)

Figure 67: View Members — Add Member - Profile

Enter all the information that is requested on the screen. First Name, Middle Name, Last
Name, Date of Birth, Mother's Maiden Name, Occupation, Gender, Password,
Residential Address, Contact Details, Emergency Contact, Work Information, Mailing
Address, Medical Information. The fields that are marked bold are required fields.

Addresses are verified by the data validation software. One the address is entered; the
Check Address button must be selected. The software will check the validity of the
address. Matches for the address will be listed. Below is an example of the address
check functionality.

Select appropriate address:

() 133/44 Cumberland Street, THE ROCKS NSW 2000

() |Suite 33 44 Cumberland Street, THE ROCKS NSW 2000

() |Suite 33, Level 3 44 Cumberland Street, THE ROCKS NSW 2000
< >

[ Select Correct Address ]
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Select the correct address from the list by selecting the option in the row that list the
correct address. Then Select Correct Address button. The selected address will
populate the address fields.

If the correct address is not listed, try again. Abbreviations may cause problems so
spelling the whole word such as ‘street’ may return better results. In addition, removing
the street or road may increase your results helping you find the address match.

{Click Here for Address Validation Guide)

Use the on screen link (Click here for Address Validation Guide) for additional hints for
finding a correct address.

When all information has been entered and the address validations completed select the
Continue button to move to the next screen.

If the state or club has Extras set up for members to purchase during the registration
process, then the following screen will be displayed.

............

Club Membership Y
erchont—————proguctome ——price —Color lse—lauontiy |

Merchant Accounts Report Tennis Victoria VTN Subscription $1500 NA  dpervear [0 | 50.00
Manage Logins LONG BEACH TC INC key deposit 52500 nfa  nia o] 50.00

Manage Contacts Update quantity and click on "Update” button to add or delete items

Manage Memberships Total Cost:  $0.00

My Profile

Email Manager

Manage Facilities
Manage Fees
Manage Categories
Program Definitions
Fee Distribution

Transactions

View Members

Pending Memberships
Adhoc Quenes

Club Affiliation

Import Members

Manage Extras
Figure 68: View Members — Add Member — Purchase Extras

During the registration process, club administrators can select Extras for purchase as
offered on this screen on behalf of the member.
To select an Extra, place the quantity desired in the row(s) of the Extra(s) to be

purchased. Select the Update button to update the list and calculate cost for Extra(s) to
be purchased.
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If no Extras are to be purchased or if the total cost for Extras has been calculated, select
the Continue button. The following screen will be displayed. If there are no Extras set
up at the state or club level, this screen will be displayed when the profile page has been
completed.

»
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e

@ Pay by Credit/Debit Card

Club Membership Year
Merchant Accounts Report O Pay by Cheque or Cash
Manage Logins

Enter Credit/Debit Card Details

Manage Contacts Account Name : John Johnson

My Profile Cardholder Name : |John Johnson
Email Manager Card Number : |
n Card Type : | Mastercard V|
Manage Memberships )
Card Expiry Date : |Jan V| / ‘2009 V|
Manage Facilities Verification Code :
Manage Fees
P—
LONG BEACH TC INC 591.00

Program Definitions
Fee Distribution
Transactions

View Members

Merchant _____[Product __[Size __|Color/Qty/Price Amount|
VIN

P A 1 $15.00815.00

Tennis Victoria -
Subscription vear

LONGBEACHTC

: i / / 25 25
NC kev deposit n'a n'a 1 52500525.00

Pending Memberships

Adhoc Queries Total Ameunt: 5131.00

Club Affiliation
Import Members Please Confirm or Update your Billing Address

Manage Extras

Address Line 1: |445 Settlement Rd
Address Line 2:
Suburb : [SWAN MARSH
State : |VIC
PostCode : [3249 |
Country : |ALS

EMail Address : |chris diaz@infoproc.com

Phone Number : [1111117777

[ Click Once to Authorize ]

Figure 69: View Members — Add Member — Payment Screen — Credit Card

Now, the member is successfully added and the following screen showing the receipt is
displayed.
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LOMNG BEACH TC INC MEMBERSHIF REGISTRATION

Your Payment Receipt

A.B.N. 81557964 004
Account Hame John Jehnson
Receipt ID 1-7-38-684500-878661
Association Hame Tennis Wicteria
Membership Type Pensioner
Clulx Name LONG BEACH TCINC
Membership Period 01-Jul-2010-->=30-Jun-2011
My Tennis ID 61701579340
Total Cost £131.00
Total Amount Paid £131.00
Card Type MastzrCard
Card Number S12X00000IH2346
Approval Humber A-020362
Today's Date 10-Jan-2011
Please Note This chargewill appear on your card statement 25 Tennis Wictaria

Registration

LONG BEACH TC INC $91.00

Merchant Product Size caler Qty Price Total
Tarris Victoria WTH Subscription ‘:.f:r' NA 1 £15.00 £15.00
[‘f':‘“‘ BEmim TC kmy dmpomit ris nie 1 $25.00 £25.00

[ Home | [ Print

Total amount paid includes processing fees and any optional
membership extras selected during this membership registration process.

To log in to your profile please visit www. tennig.com.au f mytennis. If you have any
guestions, you can contact our helpdesk via email at:
support@sportsmarketing .com.au.

We hope you enjoy being a part of the My Tennis community.

Figure 70: View Members — Add Member — Credit Card Receipt

Print the receipt by clicking print button and click on Home button to go the View
Members screen

If Pay by Cheque, Cash or EFT is selected the following screen is displayed.
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Club Membership Year

HIETETT L RIS (RETI Process Check/ Cash | EFT Payment
Manage Logins

Manage Contacts
Name : John Johnson

My Profile

Email Address : |chri9.diaz@inf0proc.com

Email Manager

Manage Memberships Payment Method :

Manage Facilities
Manage Fees Cheque Number: l:l

Manage Categories

Bank Name : |

Program Definitions

Fee Distribution Amount Due : 140.00

Transactions Amount Paid : l:l

|  Back to View Members ][ Post Payment ]

Pending Memberships
Adhoc Quenes
Club Affiliation

Import Members

Manage Extras
Figure 71: View Members — Add Member — Other Payment Methods

Enter the information and select Post Payment to complete the payment process.

Now, the member is successfully added and the following screen showing the receipt is
displayed.
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Tennis Victoria MEMEERSHIP REGISTRATION

Your Registration Receipt

A.B.N.

Account Name
Receipt ID
Association Name
Membership Type
Club Name

Membership Period

Please Note

81 557964 004

John Jochnson
1-7-24-684500-0

Tennis Victoria

Adult

LOMNG BEACH TC INC
01-Jul-2010 -- = 30-Jun-2011

My Tennis ID 81701575340
Total Cost $140.00
Total Amount Due £140.00
Today's Date 10-Jan-2011

Frint this receipt and keep for your record

Registration Fee
Tennis Victoriz =24.00
LONG BEACH TC INC $116.00

[ Home ] [ Print

Total amount paid includes processing fees and any optional

tennis

Australia’s Favourite

membership extras selected during this membership registration process.

To log in to your profile please visit www.tennis.com.au/mytennis. If you have any
questions, you can contact our helpdesk via email at:
support@sportsmarketing.com.au.

We hope you enjoy being a part of the My Tennis community.

Figure 72: View Members — Add Member — Other Payment Methods Receipt

Print the receipt by clicking print button and click on Home button to go the View
Members screen.

EXPORT FILE MANAGER:

Once the search results are displayed in the View Members screen, the results can be
exported to an excel sheet by clicking Export File Manager button. The file contains the
entire member’s profile information.
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File Download

Do you want to open or zave this hle?

@ Mame: ExportFile.xls
Type: Microsoft Excel Worksheet

From: ga.omnisporksmanagement., com

[ Open ] [ Sawve ] [ Cancel ]

harm your computer. If pou do not trust the source. do not open or

I@ Wrhile filez from the Intermet can be uzeful, some filez can potentially
sawve this file. What's the risk?

Figure 73: View Members — Export File Manager

Select the open option, to open the file. This is an internet version of the excel
spreadsheet and does not format as well as the true excel version. To create a true
excel version, select the Save button to save the document in the selected folder. Select
Cancel to cancel the request.

CREATE MAILING LABELS:

Once the search results are displayed in the View Members screen, View Members
screen, the results can be exported to an excel sheet by clicking Export File Manager
button. The file contains mailing address information that will allow the user to use mail
merge. To create a mailing list, select Create Mailing Labels button. The file contains
the mailing information listed in the file i.e., Name, Address, City, State and postcode.

File Download El

Do you want to open or save this file?

@ Mame: ExportFile.xls
Twpe: Microsoft Excel Workshest

From: ga.omnisporksmanagement. com

[ Open ] [ Save ] [ Cancel ]

harm your computer. If you do nat trust the source, do not open or

|®| ‘“wihhile files fram the Internet can be uzeful, some files can potentially
zave this file. What's the risk?

Figure 74: View Members — Create Mailing Labels

Select the open option, to open the file. This is an internet version of the excel
spreadsheet and does not format as well as the true excel version. To create a true
excel version, select the Save button to save the document in the selected folder. Select
Cancel to cancel the request.
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Club Membership Year

Organization: Tenniz Anztralia
Merchant Accounts Report A iation: Tenni= Victoria
A STIrE LTS Club: LONG BEACHTCINC

anagefonact Pending Membership Registrations

[ Vear | Name ____Type | BeginDate | FndDate | Amount | Update | Select |

2010/2011 - Adult Robart Robertson Adult 01Jul-2010 30Jun-2011 14000 Updats O

My Profie

Email Manager

Manage Memberships

rI—— [ Delete Selected Pending Memberships 1

Manage Fees
Manage Categories
Program De finitions
Fee Distribution

Tranzactions

View Members
Pending Memberships
Adhoc Queries
Club Affiliation

Import Members

Manage Exiras

Figure 75: Pending Memberships

[ ]

e Type

e Begin Date
e End Date
e Amount
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Once the cheque, cash or EFT payment is received, select the Update link. The
following screen will be displayed to update the payment information and to process the
payment.

»

tennis
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o e e e

Club Membership Y'ear
SRR L EETILS MR Update Pending Membership
Manage Logins

Manage Contacis

WMy Profie Hame: Robert Robertson

Payment Method: | Cheque
Manage Memberships

Manage Facilities Cheque Humber: I:I

Manage Fees

Email Manager

Bank Name : |

Manage Categories

Program Definitions AmountDue: 140,00

Fee Distribution Amount Paid : l:l

Tran=sactions

View Members [ Back ][ Post Payment ]

Pending Memberships
Adhoc Queries

Club Affiiation

Import Members

Manage Extras

I
=)
S
o
N
o
c
]
<%
o
—
®
v
)
3
<%
5
Q@
=
)
3
3
]
)
=
]
@

Select the Payment Method used for payment.

Select Post Payment to process the payment information. When the payment is
processed the player is fully registered for the membership. A receipt will be mailed to
the player with the payment information. Once the payment is posted the entry is
removed from the Pending Memberships page.

A Select tick box will allow the club administrator to select pending memberships to be
deleted using the Delete Selected Pending Memberships button.
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Ad-hoc Queries

Sometimes needed information is easily accessible through the existing functions in the
MY TENNIS system. The MY TENNIS operations management team can usually make
the needed information quickly accessible by creating database queries and posting
them to this management page.

Autepka) Favourts

I = s s = s I

Club Membership Year

Organisation: Tennis Australia
Merchant Accounts Report Association: Tennis Victoria

. Club: LONG BEACH TC INC
Manage Logins

Manage Contacts Select Year: 2008/2009 b
Select Membership: < Select » b
Select Adhoc Query: <Select Queries> hd

Emal Manager

Manage Memberships

My Profile

Manage Facilities
Manage Fees
Manage Categories
Program Definitions
Fee Distribution
Transactions

View Members

Pending Memberships
Adhoc Quernies

Club Affiliation

Import Members

Manage Extras

Figure 77: Ad-hoc Queries - Home

1. Select the membership period (Year) to run the query against.
2. Select the Membership from the drop down list
3. Select the defined Adhoc Query from the drop down list.

A sample of an ad-hoc query request and its results are displayed on the following
page.
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Club Membership Year

Organisation: Tennis Australia

Merchant Accounts Report Association: Tennis Victoria
5 Club: LONG BEACH TC INC
Manage Logins
Manage Contacts Select Year: 2010/2011 v
ip: /; -
My Profile Select Membership: 2010/2011 - Adult v
Select Adhoc Query: Memberships by Suburb v|
Email Manager Run Report
Manage Memberships Query Results: Click the column header to sort by that column.
. [Row [MembershipYear MembershipType Suburb  [#OfMembers
Manage Facilities 1 2010/2011 Adult BAXTER 1
2 2010/2011 Adult BEEAUMARIS i
Manage Fees 3 2010/2011 Adult CARRUM 2
_ 4 2010/2011 Adult CHELSEA 2
Manage Categories 5 2010/2011 Adult Patterson Lakes 7

Program Definitions
Export Query Result

Fee Distribution
Transactions
View Members

Pending Memberships

Adhoc O
Club Affiliation

Import Members

Manage Extras
Figure 19: Ad-hoc Queries - Results

When the Export Query Results button is clicked, the full query is executed on the
database server and an Excel file is presented. You can open the file directly or save it
to disk first.

File Download

Do you want to open or save this file?

@ Mame: Memberships_by_Suburb,xls
Type: Microsoft Excel Warksheet

From: ga.omnisportsmanagement. com

[ Open ][ Save ]L Cancel J

harm vour computer. IF you do not tust the source, do not open or

l@ wehhile files from the Intermet can be wzeful, zome files can potentially
zave thiz file. What's the rizk?

Figure 79: Ad-hoc Queries — Export Results
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Club Affiliation

The Club Affiliation process is done on a yearly basis. The Club Affiliation is a series of
screens that will allow you to review and update your club information.

The first screen is to initiate the process of creating the affiliation. If the club is not
affiliated already to the current year, then the system asks the user to create affiliation
for the current year.

>

tennis

R —

Home Logout Help

BT RIS e Ty Organisation: Tennis Australia
Manage Logins Association: Tennis Victoria
Club: 787 TENNIS INC
Manage Contacts
My Profile Manage Club Affiliation:
Email Manager L .
Current Affiliation Year: 2009/10 Affiliation Year (From 01-Nov-2009 To 31-0ct-2010)
Manage Memberships
Manage Facilities You are eligible to register for the current year.
Please click the button below and complete the required information.
Manage Categories
g LEiong [ Create Club Affiliation |
Fee Distnbution
Pending Memberships
Adhoc Queries

Club Affiliation

Import Members

Figure 80: Club Affiliation — Home
Select the Create Club Affiliation button, the club details screen is displayed.

This information includes:
e Club Profile
o Name

Mailing Address
Phone Numbers
Email
Website

o ABN Number
e Club Office Bearers
e Court Information
e Facility Information

O O O O
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The Club Affiliation process is a similar to a wizard form. This is a four step process.
This form will navigate you through the necessary information needed to be affiliated
with the Club.

Once you affiliate with the state, you will have full functionality in the Club Management
system, including setting up the system to allow membership registration.

The first step of the Club Affiliation Process is the Club information. The compulsory
information is bolded.

Addresses are verified by the data validation software. One the address is entered; the
Check Address button must be selected. The software will check the validity of the
address. Matches for the address will be listed. Below is an example of the address
check functionality.

Select appropriate address:

() 133/44 Cumberland Street, THE ROCKS NSW 2000

() |Suite 33 44 Cumberland Street, THE ROCKS NSW 2000

() |Suite 33, Level 3 44 Cumberland Street, THE ROCKS NSW 2000
< >

[ Select Correct Address ]

Select the correct address from the list by selecting the option in the row that list the
correct address. Then Select Correct Address button. The selected address will
populate the address fields.

If the correct address is not listed, try again. Abbreviations may cause problems so

spelling the whole word such as ‘street’ may return better results. In addition, removing
the street or road may increase your results helping you find the address match.

Once all the information is added and the questions answered, select the Next button to
get to the second step of the Club Affiliation Process.
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Mote that fields in bold are required. Step 1 of 4

Club Affiliation Information

Club Name: |[LONG BEACH TC INC

Mailing Address Line1: PO Box 96 |
Mailing Address Line2: | |
Suburb: PATTERSON LAKE|

Post Code: |31597

Country: | Australia V|
State:| Victoria i
Address Che-:ke-:l[ Check Address ]

Phone: |03 97733460 |

Fax: | |

Email: |Iungbeachtennisclub?@gmail_cum |

Website: | |
ABN: (81557964 004 |

GST Registered: O ves & No
Do you have any development plans? O Yes ® No
Do you have a business plan? O Yes ® No
Have yvou provided input into the
Performance bench mark indicators? ©ves OnNo
The facility is: ® Leased ) owned ) None

[ Mext =

Figure 81: Club Affiliation — Club Information

The Second Step of the Club Affiliation is the Club Contacts information.

The Club will need the names, numbers and email addresses for the Club President,
Club Treasurer and Club Secretary.

During the process, you are able to add any additional contacts, but the three major
offices are required.

Once the contact information has been added, click on the Next button to move to the
third step of the Club Affiliation Process.
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Home Logout  |[Help

Merchant Accounts Report Mote that fields in bold are required. Step 2 of 4

Manage Logins

Manage Contacts Club President First Name: |MNeal

Club President Last Name: |Gale
Club President Phone ber: |9787 3711
Club President Mobile Number:
Manage Memberships Club President Email Address:
Manage Facilities My Tennis ID:  |61700011774

My Profile

Email Manager

Manage Fees ® Email Natifications () SMS Notifications O Email and SMS Notifications
(SMS only available if Clubs are registered for SMS service. Otherwise, Notifications will default to emaif)

Manage Categories

Program Definitions Club Treasurer First Name:

S Club Treasurer Last Name:
Fee Distribution

Club Treasurer Phone Number:

WES HETTES Club Treasurer Mobile Number:

Pending Memberships Club Treasurer Email Address:

Adhoc Queries My Tennis ID:

Club Affiliation (@ Email Motifications () SMS Notifications O Email and SMS Notifications
(SMS only available if Clubs are registered for SMS service. Otherwise, Notifications will default te emaif)

Import Members

Club Secretary First Name: | Tony

Club Secretary Last Name: |Evans
Club Secretary Phone Number: |9787 6212
Club Secretary Mobile Number:

Club Secretary Email Address:
My Tennis ID:  |61700011839

® Email Motifications () SMS Notifications O Email and SMS Notifications
(SMS only available if Clubs are registered for SMS service. Otherwise, Notifications will default to email)

[ Add Additional Contacts ]

[ < Back ] [ Mext =

Figure 82: Club Affiliation — Contact Information

This step also includes your Facility Information. This is broken down into two sections;

Enter the Number of Courts in the row with the surface type. After the Total Count
Number, there are specific criteria about those courts. Make sure these are defined for
your courts, including when the courts were last resurfaced.

The second section is other features your facility offers. Check the features that are
pertinent to your club.

Once the facility information has been added, click on the Next button to move to the
fourth step of the Club Affiliation Process.
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Number of club bers: I 42
How many total Courts do you have? I:I

Court for hire? Oves Phone Number: | |
®nNo

Surface Type Total Count Lighted Cnt Indoor Cnt Outdoor Cnt Last Resurfaced
Clay | || | [ ] || [Day v [Month v |vear v
Grass | || | [ ] || [Day v [Month v |vear v
Cushioned Hard Court | | 1] | 1] || ] | | [Day v|[Month v|[Year |
Non- Cushioned Hard Court| | | 1] | 1] || ] | | [Day ¥| Month v|[Year v
Other | || | [ ] || [Day v [Month v |vear v
Synthetic Grass | | 1] | 1] || ] | | [Day v| Month v|[year |

Your Facility Features: CBar

[JBarbeque Facilities
Ocafe
[]change Rooms
[ club House
[ creche Facility
[JGym
[ kiosk
[IMeeting Room
[Jpro Shop
Osauna
[ showers
Omw

Figure 83: Club Affiliation — Courts Information

The fourth step is the payment information. You will have an option to pay by
credit/debit card or Pay by Cheque.

Enter the necessary information. If Paying by Cheque, the status of your club will be
‘Pending’ until the Club receives the payment.

Select ‘Click Once to Complete Application’. The receipt page is displayed on screen
and emailed to the club’s email address.
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Mote that fields in bold are required. Step 4 of 4

Payment Information

Affiliation Fee for Membership 2009 - 2010: $175.00 AUD
(Fee is based on 120 Members in Membership Year 2009 - 2010)

Club Name: IPC Test Club 2

O Pay by Cheque @ Pay by Credit Card

Card Holder’s Name: | |

Credit Card Number: | |

Card Type: |Visa ~ |
Expiry Date: |J|..|n V| |2[JUS V|
Verification Code: | | {need help finding this verification code?)

Billing Address

Billing Address: |123 Street

Address Line 2: |

Suburb: |Dallas

Post Code: |75000

Country: |US

|
|
|
State: |TX |
|
|
|

Card Holder’s email: |5gao@infopr0c_c0m

[ Back ] [ Click Once to Complete Application ]
# Pay by Chegue (' Pay by Credit Card
Please Mail Your Cheque to:
Victoria
Olympic Park Administration Building, Level 1
Melbourne
VIC
3000

You will receive a tax invoice via email once the check has been
received. Please note that if your payment is not received in 60 days,
vour club will be disaffiliated.

[ Back ] [ Click Once to Complete Application ]

Figure 84: Club Affiliation — Payment Information
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The Import Members function will allow the club administrator to import member from an
excel sheet. The format of this spread sheet must follow the guidelines set forth in the
instructions referenced from the Import Members page. A blank excel spread sheet
formatted correctly is available and a correctly formatted spread sheet with current
members can be created.

On selecting the Import Members Menu Option, the Import Memberships page will be

displayed.

tennis
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>

o e o e

Club Membership Year
Merchant Accounts Report
Manage Logins
Manage Contacts

My Profile

Email Manager
Manage Memberships
Manage Facilities
Manage Fees

Manage Categories
Program Definitions
Fee Distribution
Transactions

View Members
Pending Memberships
Adhoc Queries

Club Affiliation

Import Members

Manage Extras

Tennis Australia
Tennis Victoria
LONG BEACH TC INC

Organisation:
Association:
Club:

Import Memberships

Upload Excel File: | |[ Browse...

[JPerform edit checks on uploaded file only. Do not actually perform import.

[ Upload Excel File |

Important Information:

Clic
Clicl
Clic
Clic|

here to get a blank Excel spreadsheet to fill in, save and import
here to get instructions on how to fill out the spreadsheet before importin

here to see a sample excel spreadsheet correctly filled out
here to get a list of edit errors and their meanings

K
k |
k
K

To get a spreadsheet of existing members, select the membership year and click the export button
below.

You can then save and update this spreadsheet to renew members. You can add to this
spreadsheet to include new members.

Membership Year: |Please Select (v
[ Epot_|

Figure 85: Import Members

You can upload the excel file that is present in your computer by clicking the Browse
button and navigating to the directory where the file is present.
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Choose file
Loak. it: I@ Deskiop j -
= Iy Dn I
Home Logout Help 7 3 (= My Documents

g My Camputer

Click here to see a sample excel spreadsheet correctly filled out
Click here to get a list of edit errors and their meanings

I My Recent ‘HMy Metwork Places
Organisation: Documents |k s cvobat Reader 5.0
I Association: F“[“ [C)Updated_OMNI_Dacs
Club: - @Competitive_ﬂssociations
I Desktop [ 1E7-WindowsxP-xa6-enu
§ Import Mem ’)
I Upload Excel File: My Documents
| .
I [Jrerfarm edit) g’
I My Computer
I Im po rtant In by Metwark  File name: I j Open I
Places
Click here to get a blan File af type: I-"3-|| Files [*.7] LI Lz |
I Click here to get instrul 4

Figure 86: Import Members — Browse and Save

Select the Upload Excel File button to upload it. Use the tick box to control if the
software will perform edit checks only or if the file will be uploaded if edit checks find no
errors.

For the empty excel sheet, instructions, sample filled sheet, or error code definitions click
the appropriate link on the Import Memberships screen.

For a list of the existing members of the club with all the necessary information for the
upload process, select the membership year from the Membership Year drop down
field, and then select Export. Save this file on your computer. When you open the file,
it will contain all the members from the selected year. Add additional members as ‘New’
at the bottom of the excel spreadsheet. You also can remove any members that are not
renewing. Make any necessary changes to the State and Club fees, along with
membership types/ categories. Once this excel spreadsheet has been modified to your
satisfaction, you will be able to save it on your computer and Upload the File using the
Import Members Process.
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Manage Extras

The Manage Extras process will allow you define additional items to purchase during the
registration process. The items can range from locker keys to t-shirts or tennis
equipment. The Manage Extras screen also has the functionality to help the club audit
the orders and mark the orders as fulfilled once the order has been satisfied. To access
the screens to define and fulfill the extra orders, select Manage Extras.

Autrekal Favourte

I = s s = s A

Club Membership Year

Organisation: Tennis Australia
Merchant Accounts Report Association:  Tennis Victoria

. Club: LONG BEACH TC INC
Manage Logins

Manage Contacts

My Profile Manage Extras:

Manage Fulfillment
Decal N/A N/A $3.00 Update Fulfillment
Manage Memberships key deposit nfa n/a $25.00 Update Fulfillment

Email Manager

Manage Facilities

Manage Fees m
Manage Categories

Program Definitions

Fee Distribution

Transactions

View Members

Pending Memberships

Adhoc Queries

Club Affiliation

Import Members

Manage Extras

Figure 87: Manage Extras — Main Screen

The information displayed includes:
Name
Size
Color
Price

The grid also includes an Update option and a Management Fulfillment option.
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To Add an Extra, follow these steps:
1. Select the Add button. The following screen is displayed.

/l tenpls

e e L
P00 A EI T UE Organisation: Tennis Australia
Merchant Accounts Repori  [RELLISELGDH Tennis Victoria
. Club: LONG BEACH TC INC
Manage Logins
I ¢ "
My Profile Extra Information
- . "
T L Required Fields
Manage Memberships
Size: l:l (=nter NIA for Not Applicssle)
Manage Faciliies Color: I:l (enter NiA for Not Applicable)
Can member select more than Dme:
Manage Categories Active From Date: dd-mmm-yyyy (15-Dec-2010) or dd-mm-yyyy (15-12-2010) || ourme o0e 7o
Program Definitions Active To Date: l— E dd-mmm- yyyy (15-Dec-2010) or dd-mm-yyyy (15-12-2010)

* Price: (Price can be $0.00}
* ltem Available:

Manage Extras
————

Figure 88: Manage Extras — Add Extra

2. Inthe Extra Name field, enter the Name of the extra. Examples of extra
names would be T-Shirt, or Locker Key. This is required field.

3. Inthe Size field, enter size of extra. An example of size would be Small,
Medium or Large. Enter N/A if size is not relevant for the extra item.

4. In the Color field, enter the Color of the item. Enter N/A if color is not relevant
for the extra item.

5. Can a member select more than one of these items when registering? If the
member can order more than one, select Yes. If the member can only order
one of the items during registration, select No.

6. Inthe Active From Date field, define the date of when the item can be
purchased. Dates can be entered using the text box in the formats shown or
by using the calendar popup to pick each date. This is required field.

7. Inthe Active to Date field, define the date of when the item can no longer be
purchased. Dates can be entered using the text box in the formats shown or
by using the calendar popup to pick each date. This is required field.

8. Inthe Price field, enter the price of the item. The price can be $0. Thisis a
required field.

9. Inthe Item Available field, enter either Yes or No. Is the item available for
purchase? If no is selected, members will not be able to select the item when
they register.

10. Select Add to save the extra item to the database. The new item will display
on the Manage Extras data grid and an Added Successfully message will
confirm the item added.
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To Update an Extra, follow these steps:
1. Select Update in the appropriate row of the item to be updated. The following
screen is displayed.

»

tennis

& 00| ETIES D P Organisation: Tennis Australia

Merchant Accounts Report Association: Tennis Victoria
Club: LONG BEACH TC INC
Manage Logins

Manage Contacts Update Extra Information:

My Profile -
Extra Information

Email Manager * Required Fields
Manage Memberships * Extra Name:
Manage Facilities Size:
Manage Fees Color:

- Can member select more than Mo v
Manage Categories ane: L9
Program Definitions Active From Date: [o37 507 dd-mmm-yyyy (15-Dec-2010) or dd-mm-yyyy (15-12-2010) | 1i=poume fus e
Fee Distribution Active To Date: 31-Dec-2011 dd-mmm-yyyy (15-Dec-2010) or dd-mm-yyyy (15-12-2010)
Lassachons * Price: 550 00| (price can be £0.00)
View Members * Item Available:

Pending Memberships

Adhoc Queries . _ N _ N _
S R - 3 «

Import Members

Manage Extra:

Figure 89: Manage Extras — Update Extra

2. Inthe Extra Name field, optionally change the Name of the extra. This is
required field.

3. Inthe Size field, optionally change the size of extra. Enter N/A if size is not
relevant for the extra item.

4. Inthe Color field, optionally change the Color of the item. Enter N/A if color
is not relevant for the extra item.

5. Can a member select more than one of these items when registering? If the
member can order more than one, select Yes. If the member can only order
one of the items during registration, select No.

6. Inthe Active From Date field, optionally change the date of when the item
can be purchased. Dates can be entered using the text box in the formats
shown or by using the calendar popup to pick each date. This is required
field.

7. Inthe Active to Date field, optionally change the date of when the item can
no longer be purchased. Dates can be entered using the text box in the
formats shown or by using the calendar popup to pick each date. This is
required field.

8. Inthe Price field, optionally change the price of the item. The price can be
$0. This is a required field.

9. Inthe Item Available field, enter either Yes or No. Is the item available for
purchase? If no is selected, members will not be able to select the item when
they register.
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10. Select Update to over-write information that was previously entered on the
database. The updated item will display on the Manage Extras data grid and
an Updated Successfully message will confirm the item updated.

»

tennis

Runtrabo’ Favourtie

I e T

SOOI (D Organisation: Tennis Australia

Merchant Accounts Report Association: Tennis Victoria

: Club: LONG BEACH TC INC

LI Item Name: key deposit

Manage Contacts

My Profile Who Bought Extras and Fulfillment:

Email Manager Fulfillment Status: All hd

LETEEY A SIS My Tennis ID Purchase Date Update

Manage Facilies Ascott-Evans Beverley 51701154102 10-Jan-2011 Update

Bell Peter 61701086328 10-Jan-2011 Update

Johnson John 61701579340 10-Jan-2011 Update
lones John 51701579332 10-]Jan-2011 Update

Manage Categories 1

Program Definitions.

Fee Distribution m

Pending Memberships

Club Affiliation

Import Members

Manage Extras

I
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=
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1. Select Update link on the appropriate row to update that member’s Extra item
fulfillment information. The following screen will be displayed.
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Organisation: Tennis Australia
Association: Tennis Victoria
Item Hame: key deposit
Participant Name: Peter Bell
Member ID: 61701086325
Item Name: key deposit
Price Paid: $25.00
Purchase Date: 10-Jan-2011
quantity: ©
order Fulfilled:
. ,e
— Fulfillment Date: I—
Fulfilled By: | |
Fulfilment Comments:
{Maximum 500 characters)
A o =
Figure 91: Manage Extras — Fulfillment
2. Inthe Order Fulfilled field, select Yes or No.
3. Inthe Fulfillment Date field, enter the date by selecting the Pick button. A
calendar will display. Always select Month and Year, prior to selecting the day.
4. Inthe Fulfilled By field enter your name or the person who is fulfilling this order,

5. inthe Fulfillment Comments field enter any necessary comments (i.e. item was
mailed to member or item was hand delivered to member)

6. Select Update. The information is added to the database. The updated fulfillment
status will display on the Who Bought Extras and Fulfillment data grid.

7. Arecord of the purchased items and when they are fulfilled will be visible for
each player in the “Notes” section at view members

state association will fulfill the order directly with the member.
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