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Preface 
 

This document describes Information Processing Corporation (IPC) and Sports Marketing 
Australia (SMA) software and services.  All inquiries pertaining to this document are welcome, 
and should be sent to SMA at the following address:   
 

Sports Marketing Australia Pty Ltd 

PO Box 170 

Coffs Harbour NSW 2450 

 

 

 
 

 
To obtain a copy of this manual, send your request to the above address or 
support@sportsmarketing.com.au 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Omni Sports Management 
Copyright Information Processing Corporation © 2001 – 2011 
Last Updated January 2011 
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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. 

 
 
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.  
 

 
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. 

3. From the Association field, select the Association from the drop down list.  This 
populates the Club field with Clubs affiliated under the Association (State). 

4. From the Club Field, select the Club from the drop down list.   
5. In the User ID field, enter user ID.  This is a unique ID. 
6. In the Password field, enter the password.  Passwords are case sensitive.   
7. Click on the Submit Form button or press the Enter key. 

 
 

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. 

 



 

3 

My Tennis – making membership easy 

 
After the user logs into the application, the main menu screen is displayed.  
 

 
Figure 3: Main Menu Screen 

 
Two additional buttons appear along the top menu bar.  These buttons are active on all 
screens used in Club Administration   
 
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. 

 
Figure 4: Club Membership Year Maintenance Screen 
 

 
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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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 

 
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 
  



 

9 

My Tennis – making membership easy 

 

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.   

 
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: 

 By Actual date (the transaction date)  

 By Batch date (the date a batch of transactions are sent for processing) 
 
Select the Date/Time Range.   

 From Date 

 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 

 The Payments are listed on screen based on the criteria defined (see following 
page for screen sample).  
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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.  
 

 
Figure 9: Manage Login Screen 
 

 
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: 
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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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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. 
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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. 
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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. 
 

 
Figure 12: Manage Contacts Screen 

 
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: 
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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 : 
 

 
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 
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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.  
 

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

 
 
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: 

 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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 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 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.  

 

 
 

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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My Profile 

The My Profile menu option allows the user to maintain the club information. 
 

 
Figure 7: My Profile Screen 
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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.  This is 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 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. 
 

 
 
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.  In the 
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. 
 

  



 

26 

My Tennis – making membership easy 

 

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. 
 

 
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. 



 

27 

My Tennis – making membership easy 

 
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. 



 

28 

My Tennis – making membership easy 

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. 
 

 
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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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  
 

 
Figure 12: Email Manager: Manage Files 

 
The classification allows the email manager to understand the difference between a 
picture and an attachment. 
 

 
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 



 

30 

My Tennis – making membership easy 

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.  
 

 
 
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: 
 
 
 

 
 
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:  
 

 
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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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. 
 

 
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.  
 

 
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.  
 
 

 
Figure 24B: Checklist 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 



 

35 

My Tennis – making membership easy 

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: 
 

 
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. 
 

 
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. 
 

 
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.  It is 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 
 

 
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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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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Figure 30: Add New Membership Screen 6 – Successfully Added 

 
 

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. 
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Click the Update link under the Request column for a defined membership and the 
following screen will be displayed. 
 

 
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). 

4. 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. 

5. 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. 

6. 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. 

7. 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. 

8. 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. 

9. 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. 

10. 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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11. 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.  It is 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). 

12. 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 
 

 
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 

 
Figure 33: Update Membership – Update Successful 

 
 

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.   

b. 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) 

c. 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.   

 
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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Figure 35: Add Facilities Screen 

 
 
1. In the Club Name field, enter the name of the club. 
2. In the Address Line1 field, enter the address of the club.  
3. In the Address Line2 field, enter the address of the club. 
4. In the suburb field, enter the suburb where the club is located. 
5. In the Country field, select the country from the drop down list. 
6. In the State field, select the state in which the club is located. 
7. In the Postcode field, enter the postcode of the location. 
8. In the 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 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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Figure 36: Updating a Facility Screen 

 
 

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

1. In the Club Facility Name field, enter the name of the facility. 
2. In the Address Line1 field, enter the address of the club.  
3. In the Address Line2 field, enter the address of the club. 
4. In the suburb field, enter the suburb where the club is located. 
5. In the Country field, select the country from the drop down list. 
6. In the State field, select the state in which the club is located. 
7. In the Postcode field, enter the postcode of the location. 

 
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 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. In the 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. 
 

 
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.  
 

 
Figure 38A: On Screen Link for Checklist 
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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.  
 
 

 
Figure 38B: Checklist 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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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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Figure 40: Manage Fees – Add Fee 

 
 
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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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.  This is 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. 
 

 
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.  
 

 
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.  
 
 

 
Figure 43B: Checklist 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 

 
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.  
 

 
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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Figure 46: Delete Categories 

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

 
 
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.   
 

 
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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Figure 48: Add Program Definition 

 
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. 
 

 
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. 



 

62 

My Tennis – making membership easy 

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. 
 

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: 
 

1. In the From Field, enter the start date for the Fee collected range. 
2. In the To Field, enter the end date for the fee collect range. 
3. Select all the payment methods that you wish to see the results for. 
4. Click on the Collected By Me button. The following screen will display 

showing all fees collected by the club during the date range specified. 
 

 
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. 
 

1. In the From Field, enter the start date for the Fee collected range. 
2. In the To Field, enter the end date for the fee collect range. 
3. Select all the payment methods that you wish to see the results for. 
4. 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. 

 

 
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. 
 

 
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. 
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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. 

5. Select a button to sort the results by Last Name or Transaction Date.  
6. Select Search and the following screen will be displayed 

 

 
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. 
 

 
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: 
 

 First Name 

 My Tennis ID 
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 Street Address 

 Suburb 

 State 
 
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: 

 
Figure 18: View Members – Results 

 

 Last Name (surname) 

 First Name 

 Head of Household Indicator  
o H indicates 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.   
 

 
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. 
 
   

 
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. 
 

 
Figure 59: View Members – Update 
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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.   
 
 

 
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.   
 

 
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.   
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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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Figure 63:  View Members – Manage Notes – Add Note 

 
1.  Select the type of note this is from the Type drop down field.  This is 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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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.  
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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.  
 

 Add Member 

 Export File Manager 

 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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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: 
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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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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.  
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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. 
 

 
 
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. 
 

 
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. 
 

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

 
 
If the club does not have a merchant account set up to process credit cards a message 
will be displayed explaining that credit cards are not accepted and to please choose 
Cheque, Cash or EFT.  
 
Select the mode of payment and fill in the respective information. The above screen 
shows the fields that are to be filled in when paying by a credit/debit card. Enter the 
information and select Click Once to Authorize to complete the payment process.   
 
Now, the member is successfully added and the following screen showing the receipt is 
displayed. 
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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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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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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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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. 
 

 
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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Pending Memberships 

Pending Memberships screen is used to display all the memberships that have pending 
status because the members registered online and selected a payment method other 
then credit card payments.   
 

 
Figure 75: Pending Memberships 

 
Pending Membership Registrations screen shows the following information 

 Year 

 Name 

 Type 

 Begin Date 

 End Date 

 Amount 
 
There are also two functions available through the grid displayed.  An Update link will 
allow the club administrator to process the payment.   
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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.  

 
Figure 76: Update Pending Memberships 

 
Select the Payment Method used for payment.  
 
For Cheque, provide the Cheque Number, Bank Name and Amount Paid. 
For EFT, provide the EFT transaction information, Bank Name and Amount Paid. 
For Cash, provide the amount paid. (the screen will change dynamically as different 
payment method information is entered)  
 
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. 
 

 
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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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. 
 
 

 
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.  
 

 
Figure 80: Club Affiliation – Home 

 
Select the Create Club Affiliation button, the club details screen is displayed.  
 
This information includes: 

 Club Profile 
o Name 
o Mailing Address 
o Phone Numbers 
o Email 
o Website 
o ABN Number 

 Club Office Bearers 

 Court Information 

 Facility Information 
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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 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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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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Figure 82: Club Affiliation – Contact Information 

 
The Third Step of the Club Affiliation is the Club Contacts information.  
The system calculates the number of members you have in the previous membership 
year.   
This step also includes your Facility Information.  This is broken down into two sections; 
the first section is about your court information.   
 
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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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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Figure 84: Club Affiliation – Payment Information 
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Import Members 

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.  
 

 
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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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. 
 

 
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. 
 

 
Figure 88: Manage Extras – Add Extra 

 
 
2. In the 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. In the 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. In the 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. In the 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. In the Price field, enter the price of the item. The price can be $0.  This is a 
required field. 

9. In the 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. 
 

 
Figure 89: Manage Extras – Update Extra 

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

required field. 
3. In the Size field, optionally change the size of extra.  Enter N/A if size is not 

relevant for the extra item. 
4. In the 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. In the 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. In the 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. In the Price field, optionally change the price of the item. The price can be 
$0.  This is a required field. 

9. In the 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.  

 
 
To Delete an extra item, select the Update link for the defined Extra Item. Select the 
Delete button at the bottom of the Update Extra Information Screen. A screen displays 
asking the user to confirm the delete request by selecting the Delete button again. Doing 
this will delete the Extra Item, show a Delete Successful message and display the 
remaining Extra Items.   
 
To stop the delete select the Cancel button. 
 
 
 
The Manage Fulfillment option allows the club administrator to identify who has 
purchased an item and record when the item has been delivered.  Select Fulfillment for 
the defined Extra Item.  The following screen showing a table of all members who have 
purchased the item will be displayed. 
 

 
Figure 90: Manage Extras – Fulfillment Summary 

 
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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Figure 91: Manage Extras – Fulfillment 

 
2. In the Order Fulfilled field, select Yes or No. 
3. In the 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. In the Fulfilled By field enter your name or the person who is fulfilling this order, 
5. in the 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. A record of the purchased items and when they are fulfilled will be visible for 

each player in the “Notes” section at view members  
 
 
Please Note: Extras are available for purchase from the state association and club. 
When a member purchases an extra item that is being sold by the state association the 
club takes the payment, the state association will then invoice the club for payment. The 
state association will fulfill the order directly with the member. 
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