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How do I view a summary of my club’s
membership?

(CIick the Club tab and begin typing the name of your club. Select your club from the\
1 drop down list.
Persoegion Zone
1] ‘okl
[10204] Okato Advanced  LastAccessed
k gﬁ?mmg Taranaki | Star rating )

Click on Breakdown on the Member count section of the Details tab.

Details Members Committee History Correspondence Fees & Discounts Groups Email Ten| =
This Club «|  Address | | Meetings -
Jasi Swim Club (10124) [JASCB] Address PO Box 29 064 Meetings

Also known as  Jasi Swim Christchurch

This Club is currently active Post Code 8540 @ no meeting information has been publshed
Eait Edit
Edit
- Additional details -

Confact Bank Details -

Contact name Region Swimming Canterbury West

Coast Account name
Filter criteria: Account number
Test BSB Number
Telephone Type ) GST Registered @

secretary@jasi.co.nz
Amend

Member count

@ There are 93 active Members

r

Click next

Details Members Committee History Corresponc

£ Tt may take some time to generate the breakdown table of member numbers to be
displayed on the next screen. If you do not wish to wait, dick 'Cance!' below.

Cancel 1@
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You then get three tabs to take details from.

embership Type Payment method

Code Description Count
] Unknown 50
F Female 26
M Male 17
Total 93
| Return |
GenderPEYment method
Code Description Count
2 Competitive Swimmer 68
7 Administrator 13
5 Coach 6
6 Non-Voting Technical Official
1 Club Swimmer
Total 93
| Return
Gender || Membership Type Payment method
Code Description Count
C Cheque / Cash a3
Total 93

Return
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Swimming How do I view a full listing of my
club’s members?

Click on the club tab and access your club's profile.

y)

Swimming The start of something extraordinary
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Home Find Add Events Meets Results Committees Accreditations Reports System

o |

Agvanced  LastAccessed

Select the membkers tab

Detals Commitee History Correspondence Fees & Discounts Groups Emal Tem
All Members
Member No Forenames Surname Membership Type Status « Approved
Compelitive Swimmer  Active Approveqd
Administrator Active Approved
Competitive Swimmer  Active Approved
Coach Active Approved
Competitive Swimmer  Active Approved
Competitive Swimmer  Active Approved
Administrator Active Approved
Competitive Smmmer  Active Approved
Coach Active Approveq
Competitive Swimmer  Active Approved
Administrator Active Approved
Competitive Smimmer Active Approved
Non-Voting Technic Active Approved
Competitive Swimmer  Active Approved
Administrator Active Approved
Competitive Swimmer  Active Approved
Competitive Smmmer  Active Approved
Competitive Smmmer  Active Approved
Compelitive Swimmer  Active Approved
Competitve Smimmer  Active Approved
Page 1068 » M | & 1-200f 147 Perpage 20 v |csve &

This screen lists all members in your club. The list can be sorted in various
ways by moving your mouse over the column titles and selecting the sorting
method available, e.g. Surnames ascending or descending.

Detals Members Committee Hstory Correspondence Fees & Dscounts Groups Emal Tem -
All Members
Member No.  Forenames Surname Membership Type Status « w ved
Competitive Swimmer  Active % ort Ascending

Administrator Active %1 sort Descending

Competitive Swimmer Active




y)

Swimming

NEW ZEALAND

1-2. MEMBERSHIP

Using the buttons located on the bottom left-hand side of the list, you can
chose to filter the member list to show Only Lapsed Members or All Members.

3 3 H Competitive Swimmer  Active Approved
3 P Competitive Swimmer  Active Approved
Page 10of8| b bl | & 1-200f 147 | Per pay
Show active Members | Show approved Members | Show pending Members Show incomplete Members Show lapsed Mem
Also use the download button on the bottom right to export the list of
members you are viewing to a csv file.
g H] Competitive Swimmer  Active Approved
g D- Competitive Swimmer  Active Approved
Page 1of8| b M| 2 1-200f 147 | Per page 20
Selecting the highlighted Member Number will show the following member
profile.
Maidname Membership Type Membership Number Meet Manager Date of Birth Age Join date Indicator Approved Status
Personal Profie Events & Meets Accreditation Cormrespondence Hstory Bomietrics
This person ~  Web Access ~  Status -
Miss -':- Web User Id Mot set ) P 1- .
Pagsword Mot & B T0IC 8 CurEntly actwve
Password [
Add 1o Card run . Lapse
Contacts L - Approved Member Status -
Type Emal addresses Jasi Swim Club Approved
PO Box 29 D64
Personal Christchurch -
8540
Logreceived email  Send quick email Salest Subscriptions -
Type Competine Svammer
Telephone Secondary Club - Pay Method Cheque | Cash
Moble Paid By
5 Description Value
Leaneamng call Leg outgeing cal Oub subsaptions
Edit contast details Reglon - Regon / State / Mational 0.00
Tatal 0.00
_ Swimming Canterbury West Coast (code: 3)
(normaly derwved from Club) Subs due today  0.00
ot 0.00
Dscounted 0.00

~\

To return to the full list of members, select Return to main Screen at the top of the
new page.

Return to main screen

Mailname Membership Type Membership Numbe Manager Date of Birth Age Join date Indicator Approved Status

Mice F 4 Rannal CD!’T\[JEUTZIVE

25480 1ACRFANANSOR Unknown.Non

NAR/INS/1008

1R

17/071701 Annraverd




))) 1-3. MEMBERSHIP

Swimming How can I export a full list of my

NEW ZEALAND

members and their information?

(CIick the Club tab and begin typing the name of your club. Select your club from the\
drop down list.

Persoegion Zone

L] ‘.ok|

[10204] Okato Advanced  LastAccessed
: Swimming Taranaki | Star rating

\ : Club

.

Click on the Members tab to display a list of your members. Only the

Approved/Active (paid) members will be displayed by default.
Detaks Members Committee Hstory Correspondence Fees & Discounts Groups Emall Ter »
Active Members

MemberNo.  Forenames - Type Status Approved
A Compebitive Swimmer  Active Approved

A Compebtive Swimmer  Active Approved

Administrator Active Approved

Competitive Swimmer  Active Approved

Competitive Swimmer  Active Approved

Compettive Swimmer  Active Approved

Coach Active Approved

Compebtitive Swimmer Active Approved

Compebtive Swimmer Active Approved

Coach Active Approved

Coach Active Approved

Competitive Swimmer  Active Approved

Competitive Swimmer  Active Approved

Compettive Swimmer  Active Approved

Competitive Swimmer  Active Approved

Competitive Swimmer Active Approved

Competitive Swimmer  Active Approved

Administrator Active Approved

Compebtitive Swimmer  Active Approveg

F] Competitive Swimmer  Active Approvad

Page 1of5 b M & 1-200193 Perpage 20 v |csve &

Show all Members | Show approved Members | Show pending Members | Show incomplete Members | Show lapsed Members

You can export the following lists of members from buttons at the bottom of the \
page:

e Active Members
Approved Members only
Pending Members only
Incomplete Members only
Lapsed Members

3 Uompetive Smammer  Acive Approved
Adminisirator Inactive Approved
Coach Active Approved

-

1<

Page 1ofg| b ¥

how active Members Show approved Members | Show pending Members | Show incomplete Members | Show Iap@

1-200f 147 | Perpage 20 |~ | csvr &
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To export the members listing, hover over the bottom right-hand side of the
table, to display the download options as below.

ﬁ 1-200f115 | Perpage 20 v (&~
4 Download this list as a CSV file
4 Download this list as an XLS file

Then select whether you would like to
download the members listing as a CSV or XLS file. The download will begin
shortly. You can open this spreadsheet in excel and view your members
details.

The following fields will be automatically downloaded in the export:
Membership Number
First Name

Last Name

Address

Addr2

Addr3

Suburb

City

Postcode

Email Address

Telephone Number
Mobile Number
Emergency Contact Name
Emergency Contact Number
DOB

Age

Gender

Indicator

Status Approved

National Member Type
Zonal Member Type
Regional Member Type
Club Member Type

Meet Manager ID

Club

Region
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How do I create a new member?

Select Add a new Member from the Add tab on the homepage, once you have
—_— logged in.

Home Find @ Events Meets Results Committees Accreditations Reports System

Add a new Staff Member

Add a new Zone

ne
Add a new Region

Add a new Club

T

Advanced  LastAccessed

Request Member Transfer
Pending Club Transfers

© no Data Avaiable

our rode; Administrator on the Cluly Committee Members at Capital Swim Club @ Copyright APT Solutions 2014

Enter in all required fields and then select the Save button.

Home Find Add Events Meets Results Committees Accreditations Reports System

Add a Member

Club

Capital Swim Club (10041)

Note: Due to being unable to have

Personal details middle initial field separated from

the forename we have some special

* .

Tite ™ requirements for the forename

* surname field. A member’s forename MUST

 Forenames o > have no space in it and then a space

% Date of birth admmiyyyy plus their middle name initial letter.
Should a member not have a middle

* Gender o

initial then please put Z in its place.
(ie. EmmaRose Z, or TeAroha C).
Address This is vital for the system to be
able to generate a correct Meet

*
paress @ Manager ID. If you require further
clarification then please contact
* suburb your regional administrator.
= City

* Postcode
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Then complete at least one telephone and email field as well as the Membership

Type, before clicking the Save button.

Hame Find Add Evernts Mests Results

Add Contact Details

Contacts

ik AL least one beephone and emal has 1o be enbened

Personal Emal
Wiork Emai
Winrk Tekephons
Drect Telephons
Home Telephone
Mobie:

Fax

Membership Type

Committeas

Accreditations

Repaorns

System

members profile.

You can then see the members details and will be able to go in to view the

Accreditations Reports System

From here you can go into
Add Family Member or
Make Payment but these

features are still to be
added.

Home Find Add Events Meets Results Committees
Member's Details
Member's Details
Membership Number 945038
Membership Type Administrator
MName Mrs B Erkens
Type Administrator
Web Login User ID
Club Capital Swim Club
Total Subscription 0.00
Breakdown of subscriptions
Details Subscription Discount
Mrs Becki Erkens (945038) 0.00 0.00
Family Members
Surname First Name Date of Birth Membership Type
—
© o Data Avaiable /

When you click on ‘Add
family member’ you are
also able to pull the
address.

(Add Family Member) (Make Payment) Edit Member J
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Add Family Member | Make Payment (| Edit Member |
| |
. . . ’ .
Edit Member will take you into the new member’s profile.
Madname Membership Type Membership Number Meet Manager Date of Birth Age Join date Indicator Approved Status
Competitve Unknown. Non
Personal Profie Events & Meets Accreditation Correspondence Hstory Bometrics
This person ~  Web Access ~  Status -
Pas 3 [ ot set ] © Record --. aerently actve
Password Not set
Add to Basket  Personal details
Add to Card run i Lapse
Club -
Contacts - Approved Member Status -
Type Emal addresses Jasi Swim Club Approved
PO Box 29 064
Personal Christchurch Ean
8540
Log received emall Send quick emall -
Type Competrive Swmmer
Telephone Secondary Club Cheque / Cash
Mobie
Description Value
Legmcomingcall  Logoutgeing call Cub subsaptions
Edit contact getalls Region Sl {ReooaStats ¢ Htoret 00
Total 0.00
_ Swimming Canterbury West Coast (code: 3)
(normaly derwved from Cub) Subs due today  0.00

0.00
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families?

In the Person tab...
1 ))J

Swimming The start of something extraordinary

Home Find Add Events Meets Results

Club Region Zone

[

0]

Committees Accreditations Reports System

Agvanced LastAccessed

Type the members surname in the search bar, select the correct member name
when the dropdown bar appears.

Person Club Region Zane

O |erk|

Mrs Becki Erkens [944856 - Administrator] | Advanced LastAccessed
|0

\_ Y,

Clicking back to the 'Personal' tab will bring up the below screen. Click 'Edit’

button underSubscriptions' to set up a family relationship.
Personal Events & Meets Accreditation Cormespondence History Biometrics

This person +  Web Access

=~ Status —
Mrs Becki Erkens (944856) Web User Id Becki
P © Record 944856 5 cumently active
Your settings  Personal details :
Remove from Card run  Add to Basket Ean Lapss
e 2 |Club Approved Member Status -
staff Approved
0 No emal addresses set Select

Log recelved emall  3end quick email
Secondary Club -

Staff
0O No phone numbers set

Mone Requred

Pay Method
Pad By

Legingeming call  Log eutgeing call

Region Description
Edit contact details
Club subserptons
National (code: 99) Losarp!
Region [ State / National
o | Address ~ (normaly derived from Club)
Total
0 No address set Subs due today  0.00
Address Total due 0.00
e Oscounted  0.00
Edit
Meet Manager -

Meet Manager
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Gter the name of the person you wish to set up the family relationship with in th
'Paid by' box. This will establish this person as the Primary in the family

relationship. The member you are editing becomes the Secondary.

« | Personal || Profie | additional info |[ EventsaMeets || Accreditation
Subscriptions
* Type [Non-Swimmer IVI
Renewal date 01/10/2014 [3

* Effective date

@ dd/mmiyyyy |3 -
o
\

Repeat the process with any remaining family members.
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group?

< The Groups functionality is still being developed >

In the Person tab..

y)

1 Swimming The start of something extraordinary

NEW ZEALAND

Home Find Add Events Meets Results Committees Accreditations Reports System
Club Region Zone
0|

Advanced LastAccessed

Type the members surname in the search bar, select the correct member name
when the dropdown bar appears.

Person Club Region Zone

O |erk

Mrs Becki Erkens [944856 - Administrator]
|0

Advanced LastAccessed

Click on the Profile tab.

Membarship

Mailname Membership Type Number Meet Manager  Date of Birth Age  Join date Indicator Approved Status
Mrs B Erkens Administrator 944856 01/01/2014 g:;”rz""”'“"" Approved
Parsonal ms B Mests Accreditation Comespondence History Biometrics
This person ~  Group List ~  Relationships &
Mrs Becki Erkens (944856) ) 4 [ Relationships
rait = stam (Chub)

Your settings  Personal details

Bemove from Card run  Add 1o Basket Interests —
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Click on the Edit button in the Group List section.

Personal Profile Events & Meets Accreditation Correspondence History Biometrics

This person Relationships -

4 —|Relationships
=] staff (Club)

Mrs Becki Erkens (944856)

Your seftings ~ Personal details
Remove from Card run ~ Add to Basket Interests -

Tick the group you want to add the member into, then Save.




))) 1-7. MEMBERSHIP

Swimming How do I approve a membership
account?

Going forward, members will have one of two membership statuses:
1. Approved
2. Pending (Not Approved)

Approving a member’s account acts as accepting that persons membership into your club. This process
should be completed alongside or after the person has made their membership payment. Members
renewing with their same club will automatically be approved when they complete their online
membership payment, whereas brand-new members will need to be automatically approved by the
club Registrar in indicate their membership application has been accepted by the club.

4 )

Click the Club tab and begin typing the name of your club. Select your club from
1 the drop down list.
PersonReginn Zone
] |0k|
[10204] Okato Advanced — LastAccessed
Swimming Taranaki | Star rating

\ .

4 )

Click on the Member tab to view a list of your members. Each member’s approval
status is located in the column on the far right-hand side of the listing.

Detzils Committee History Correspondence Fees & Discounts Groups Email Tem =+

All Members
Member Mo. Forenames Surname Membership Type Status Approved ~
944881 Gdfsdfs Zdfid Club Swimmer Active Pending
358480 Emily A Rennell Competitive Swimmer  Active Approved
361232 Janice Rennell Administrator Active Approved
321395 Sinead Rennell Competitive Swimmer  Active Approved




V) 1-7. MEMBERSHIP

Swimming

NEW ZEALAND

To change a member’s status click on the link in the Approved column for the
person you are updating.

Details Members Committee History Correspondence Fees & Discounts Groups Email Terr =

All Members

Member No Forenames Surname Membership Type Status Approved v
944881 Gdfsdfs Zdffd Club Swimmer Active Pending
358480 Emily A Rennell Competitive Swimmer  Active Approved
361232 Janice Rennell Administrator Active Approved
321395 Sinead Rennell Competitive Swimmer  Active Approved

From the Approved Member Status screen, untick the Approval pending box and
click save.

et Members Commitbes Docus

Approved Member Status The member’s status will

Perding Approval now be updated in the

B members listing.
Apperoval pendrgy [T

Cancel




))) 1-8. MEMBERSHIP

Swimming How do I create a new membership
type?

Click the Club tab and begin typing the name of your club. Select your club from
1 the drop down list.
PersonRegion Zone
[¢] |ok|
[10204] Okato Advanced  LastAccessed
i Swimming Taranaki | Star rating
: Club

Select Fees & Discounts

Details Members Committee History Correspondence Fees & Discounts

Current Annual Fees

Seq Description & Latest Date Amount Total
7 Administrator 01/07/2013 0.00 0.00
1 Club Swimmer 01/07/2013 0.00 0.00
5 Coach 01/07/2013 0.00 0.00
2 Competitive Swimmer 01/07/2013 0.00 0.00
3 Learn to Swim 01/07/2013 0.00 0.00
4 Life 01/07/2013 0.00 0.00
i} Mon-Voting Technical Official 01/07/2013 0.00 0.00
g Voting Technical Official 01/07/2013 0.00 0.00

Discount Packages

© 1o Data Avaiable
Add |

Click the Add button located underneath the Current Annual Fees table.

The following settings need to be selected:
e Give the membership a name in the Membership type field.
e Ensure the membership aligns with the correct Region Member type.

Only available once the CMS is in place:
o To make this membership available to new members online (through Join page) ensure Valid-
new member is ticked.
o To make this membership available to renewing members online ensure Valid- reinstatement is
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Enter your club fee only in the Annual sub box, and then Save.

Annual Fee

* Member type |0

Description

Region Member type v

Member type v

Sub-total 0.00

valid - new members [

Vald - reinstatement [

Obsolete =

Period covered to 30/12/1968

Annual sub &
Total this level 0.00

Parameters for junior fee type (optional)

Lower age limit
Upper age limit

Next Age Change to b

Renew as a different type (opticnal)

Renew As v

Canc
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How do I lapse a member?

NOTE: If subscriptions are paid by another member this must be deleted

before you are able to lapse them.

Under person, select the members name from the drop down menu on the
Database start up page.

y)

Swimming The start of something extraordinary

Home Find Add Courses Meets Results Relay Committees Accreditations Reports

System

Person Club School Region Zone

™ |

: Wiss Im— 05637 - Adminiggator] | 08:02-1901 Advanced Last Accessed
| 0620 (Forrest Hill) 3

. | Page 1of1| »

Then in the ‘status’ section of the members profile page, click on ‘Lapse.’

5)) o

- - . .
Swimming The start of something extraordinary
Home Find Add Courses Meets Results Relay Committees Accreditations Reports System
Mailname Membership Type :}::\\Eee:ship Meet Manager  Date of Birth Age Join date Indicator étpa;)t[josved
| ] Administrator — 08/02/1991 25  23/02/2016 Pending
Personal Profile Events & Meets Accreditation Correspondence

This person | Meet Manager Status

e aese ]
lana .
Weet Manager © Record 958372 is currently active
Add to Basket Your settings Personal details
Remove from Card run

Web Access

Contacts - Approveseidember Status
Web User 1d P
Type Email addresses Password e Pending
Personal G Send Password Reset Email Edit

Work I
Club -

Subscriptions -
Log received email Send quick email
Staff - Events & Membership Type
Type Telephone Pay Method Cheque / Cash
Paid By
I =
Work Region =

Direct R Descriptig, Value
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Then in the ‘Reason’ drop down menu, click ‘Lapse’, then ‘save’.

Home Find Add Courses Meets Results Relay Committees Accreditations
: . Membership ¢ 2
Mailname Membership Type NGBer Meet Manager Date of Birth Age Join da
| ] Administrator [ ] 08/02/1991 25 23/02/
4 | Personal :‘ Profile Events & Meets .Accreditation Correspondence History

Status
Status details
* Reason ® 1 v <
Date (i} Deceased [D]
Inactive [I]
Date of death (@) - Lapsed [L]
Informed by @ Non Payment [N]

However, if the member’s subscriptions are paid by someone else then complete the following steps...

Go back to the members profile and under ‘Subscriptions’, click ‘Edit’.

| Personal

Remove from Card run

Contacts A
Type Email addresses
Personal I
Work I
Log received email Send quick email
Type Telephone
Work I
Direct I
Mobile L]
Log incoming call Log outgoing call
Edit contact details
Personal Address -
Address

Profile Events & Mests Accraditaty Cor dence History Documents Biometrics #
This person «  Meet Manager ~  Status -
I
Meet Manager Approved Member Status -
Add to Basket Your settings Personal details Edit

Web Access

webUser1d NN Subscriptions
Password =~ *EEEREss
Type Staff
Send Password Reset Email Ed Pay Method Cheque / Cash
Paid By
Club

Staff - Events & Membership

Region

National (code: 99)
(normally derived from Club)

School

Medical Information

Description

Club subscriptions 0.00
Region / National 0.00
Total subscriptions 0.00

- Donation amount
Grand Total

Subs due today 0.00

Total due
- Discount

Discounted
Amount

0.00
0.00
0.00

Manual pay Pay Now T

Send Payment Email
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In here you will then remove the persons name in the ‘paid by’ section and then

click ‘save’.
« Personal Profile Events & Meets Accreditation Correspondence History
Subscriptions
* Type 2015 Staff N
* Pay Method 2015 Cheque / Cash N/
Next year settings (2016) - only required if different from 2015 v
Renewal date 01/07/2016
* Effective date © o7/06/2016 [3
© [0hnDoe € ] Remove name

K GEAEED

Once the above steps are complete, then the member can be lapsed by going
back to the ‘status’ section in the members profile page and clicking ‘Lapse’.

You will then be taken to the below screen once again, where you can then lapse

the member by selecting the reason from the drop down menu and then clicking
save.

« Personal Profile Events & Meets Accreditation Correspondence

Status

Status details

Date @ | Deceased [D]
Inactive [I]
Lapsed [L]

Date of death (1N

Informed by (1)

Cénc

Non Payment [N]

To reinstate the member, go to the members profile, and under the status box click ‘reinstate’ then hit
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How do I edit the descriptions of my
membership types so they are club-

specific?

Adding a Description to your club’s membership types will help users to select the appropriate

membership type when joining or renewing with your club through a Club, Regional, Zonal or National
website.

r

Click the Club tab and begin typing the name of your club. Select your club from
the drop down list.

Person egion Zone

L] |0k|

[10204] Okato Advanced  LastAccessed
Swimming Taranaki | Star rating

Club

\_

Open the Fees & Discounts tab - here you will see a list of Current Annual
Fees.

Details Members Committee History Correspondence Fees & Discounts hups Email Tem =

Current Annual Fees

Seq Description Latest Date Amount Total
7 Administrator 01/07/2013 0.00 0.00
1 Club Swimmer 01/07/2013 0.00 0.00
5 Coach 01/07/2013 0.00 0.00
2 Competitive Swimmer 0110712013 0.00 0.00
3 Learn to Swim 01/0712013 0.00 0.00
4 Life 01/0712013 0.00 0.00
6 Mon-Voting Technical Official 01/0712013 0.00 0.00
8 Voting Technical Official 01/07/2013 0.00 0.00
csvr 4
Add |

Discount Packages

© o Data Avaiable

Add |

Click the title of the membership type under the Description column that you
wish to edit.
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To add a description to the membership type begin typing in the Description
field. The text entered in this box will display to users when they join/renew
online.

Annual Fee
* Member type Club Swimmer
Description
Region Member type  Club Swimmer v
Member type Club Swimmer v
Sub-total 0.00

Valid - new members 7

vald - reinstatement [

Obsolete il

Period covered 01/07/2013 to 30/06/2014
Annual sub 0

Total this level 0.00

Parameters for junior fee type (optional)

Lower age imit
Upper age imit

Next Age Change to v

Renew as a different type (optional)

Renew As A

Canc@(alcu\ale

Once you have finished editing select the 'Save' button at the bottom of the
page.

4 )

You will see a message to advise the details have been updated once the save was
successful. You can then Return to the previous page and complete the process for
all other necessary membership types.

The details have been updated.

Members will now be able to view a description of what each membership entitles them to do by hovering
on the Info icon associated with each membership.
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How does a Regional Administrator
download a Membership List?

To get a list of members attached to a specific club and also linked to a region, do the following steps.

Once logged into the database, select ‘Region’ and type in the name of the region
you are looking for and select it from the drop down menu.

y)

Swimming The start of something extraordinary
Home Find Add Courses Meets Results Relay Committees Accreditations Reports System

Person || Club Schoole

© |Taranaki

Swimming Taranaki (11)

P
o~

Taranaki and Wanganui Schools (22)

. | Page 1jof 1| »

If you want an entire membership list for your region click on the members tab shown below next to the

“Club List” tab and follow steps 4-6. If you are wanting member lists from a specific club follow the steps
below.

You will then be led to the below screen where you will need to select the ‘Club

fet!
list” tab.
Home Find Add Courses Meets Results Relay Commitiees Accreditations Reports System
Name

Swimming Taranaki

Details Members Committes Correspondence Fees & Discounts Groups Email Ten =

This Region +| Address +«| Bank Details -
Swimming Taranaki (11) Address N Account name Swimming Taranaki Inc

Abbreviation TR Spi— BSB Number —

Ii——
i i Account number
Subdomain taranaki Post Code 1330 i [ ]
News Feed GST Registered @
" Edit
Edit Amend

Contact e

Contact name
]
Email address

taranakiswimming@gmail.com

Telephone Type
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The *club list’ tab will then bring you to the below screen. From here you will to

select your club by clicking on its name.
Home Add ourses Meets Results Relay Commitiees Accreditations Repo System
Name
Swimming Taranaki
Details Club list Members Committee Correspondence Fees & Discounts Groups Email Ten =
Ref Club name « Address line 1 Fostcode Membe... Region
yﬂ Al New Plymouth Swimmin. PO Box 8165 4342 141 Swimming Taranaki
10099 Hawera Swimming Club Waihi road 4610 70 Swimming Taranaki
10106 Highlands Amateur Swim Club PO Box 858 4340 114 Swimming Taranaki
10123  Inglewood Swimming Club PO Box 103 4330 120 Swimming Taranaki
10191 New Plymouth Aguatics 0 Swimming Taranaki
10204 Okato Swimming Club 54a Cumming St 4335 102 Swimming Taranaki
10209 Opunake Longfellow Rd 4616 47 Swimming Taranaki
10266 Stratiord Amateur Swimming Club Inc PO Box 21 4352 135 Swimming Taranaki
10295 Taranaki Administration 1 Swimming Taranaki
10335 Waitara Swimming Club 43 Battiscombe Terrace 4320 0 Swimming Taranaki
. | Page 10f1| » @ 1-100f 10 Perpage 20 v | csve 4
New Club

MName

Aguabladz New Plymouth Swimming Club Inc

Previous name  Aquabladz Taranaki Swimming

Club Inc Postal Address

This Club is currently active Address
Edit
Post Code
Contact - Pool
Pool
Contact name
E———
Email address
Additional details
claire.weir@xtra.co.nz
Region
Telephone Type
Filter criteria:
L] Telephone
Squads Available
ki Mobile
Edit

Details Committee Documents
This Club ~|  Address
9 cuw Address
Address
Aquabladz New Plymouth Swimming Club Inc
(10009) [AQNTR]
Post Code

History

PO Box 8165
New Plymouth Central
New Plymouth

4342

PO Box 8165

Mew Plymouth Central
New Plymouth

4342

Swimming Taranaki

Learn to Swim

Junior Programme
Youth & Age Programme
Open Programme

You will then be led to this page, where you will then need to click on the ‘Members’ tab.

Correspondence

Fees & Discounts Groups

Meetings -
Meetings

© o meeting information has been published

Edit
Bank Details =
Account name Aguabladz NP
BSB Number —
Account number  RiEE_—__—.
GST Registered @
Amend
Selected Meets -

0 The following Meets will be listed in your
‘Selected Meets' calendar:

m
=
=
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the page.

Active Members
Member No. ~ Forenames Surname «

Page 10f8] b bl | &

Show all members

Show approved members
Show pending members
Show incomplete members
Show lapsed members

Details Members Committee Documents

Membership Type
Competitive Swimmer
Competitive Swimmer
Competitive Swimmer
Competitive Swimmer
Competitive Swimmer
Non-Voting Technical Official
Non-Voting Technical Official
Club Swimmer

Competitive Swimmer
Competitive Swimmer
Competitive Swimmer
Competitive Swimmer

Club Swimmer

Competitive Swimmer
Competitive Swimmer
Competitive Swimmer
Competitive Swimmer
Competitive Swimmer
Competitive Swimmer
Non-Voting Technical Official

History

Financial
Financial
Financial
Financial
Financial
Financial
Non Paying
Non Paying
Non Paying
Financial
Financial
Financial
Financial
Non Paying
Financial
Financial
Financial
Financial
Financial
Financial

Non Paying

Status
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active

Active

You will then be given a full list of members. You can alter which members you
want to see and download by clicking on the following buttons at the bottom of

Correspondence Fees & Discounts Groups -

Approved Paid by
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved

1-2007141 | Perpage 20 |v || csve & & [~

Show all Members| Show approved Members||Show pending Members| Show incomplete Members| Show lapse@

1-200f 115 | Perpage 20

' «Uv

& Download this list as a CSV file

4 Download this list as an XLS file

The To export the members list, hover over the bottom right-hand side of the \
table, to display the download options as below.

Then select whether you would like to download the members listing as a CSV or
XLS file. The download will begin shortly. You can open this spreadsheet in excel
and view your members details.
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Swimming Membership Renewal Process for
Clubs.

Set your club membership fees: Before you start the renewal process you

must set the membership fees for your different membership type. See the
Setting Club Membership Fees in the FINANCE Section

Click on the Fees & Discounts tab in your clubs profile on the database.

Details Members Committee Documents History Correspondence Groups |+

Current Annual Fees

1 Seq Description « Latest Date Amount Total
7 Administrator 01/0712014 0.00 0.00
01/07/2014 0.00 0.00

5 Coach 010712014 0.00 25.00

2 Competitive Swimmer 01/0712014 0.00 85.00

10 Friend of Swimming 01072014 0.00 0.00

3 Learn to Swim 01/07/2014 0.00 0.00

4 Life 01/07/2014 0.00 0.00

] Non-Voting Technical O fficial 01/07/2014 0.00 0.00

" Recreational Swimmer 01/0712014 0.00 0.00

] Molunteer 0110772014 0.00 0.00

8 Voting Technical Official 01072014 0.00 15.00

csve 4

Then click on any of the membership types that you need to add a

membership fee against and edit the following: 1. Click the box for joiner and
reinstatement if applicable.
Annual Fee 2. Ensure that the payable
after date is 01/07/ of the
* Member type Competitive Swirmmer new membership year.
3. Enter in your club fees for
Description that membership type.
4. Click on the recalculate
button.
5. Click save at the bottom of
the page.

Region Member Competitive Swimmer

Valid for joiners

Valid - reinstatement

Obsolete ]
Annual Subs
Payable After Club Fees Other subs  Total

01/07/2014 [= @ 90.50 155.50 Delete

dd/mm/yyyy |3

Note: if you have a pro rate payment where it changes
throughout the membership year this can be added in this
section. Add the start date for the new price to start and create
as many of these as you have changes in charges.
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If a members membership type is changing in the following year you can pre-set what it

will change to during the current financial year, to do this you will need to click into the
edit button in the subscriptions box on their profile.

Subscriptions =

Type Competitive Swimmer

Pay Method Cheque / Cash

Paid By

Description Value

Club subscriptions 2.50

Region / National 96.00

Total subscriptions 98.50

Donation amount
Grand Total 98.50

Subs due today 0.00

Total due 0.00

Discount 0.00

Discounted 0.00

Amount

Manual pay Pay Now  Transactions  Edit
Send Payment Email

The subscriptions screen will now show up where you can edit a member’s membership
type. Underneath the type for the current year there is a box “Next Year’s Settings (year)
— only required if different from previous year). Click into this drop down to reveal an
option to select the new membership type for the follow year.

Subscriptions

* Type 2015 Club Swimmer v

Pay Method 2015 Cheque | Cash
Next year settings (2016) - only required if different from 2015

A You should only make selections in these fields if they are DIFFERENT from the
current year (2015) fields above. The default is to leave them blank, and the
systermn will automatically set the values on renewal to be the same.

Type 2016 Competitive Swimmer w
Pay Method 2016 |Card Payment |V|
Renewal date 01/07/2016
* Effective date @ 0%/06/2016 [
Paid By @

Cancel Save
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Renew your membership: Once you are happy that all of your

membership types are complete and accurate it is time to
renew your membership but only do this after the 1° of July

Move to the bottom of the page and click on the “Renewals” button.

Current Annual Fees

Seq | Description « ‘ Latest Date Amount Total
7 Administrator 01/07i2014 0.00 o.00
1 Club Swimmer 01/07/2014 0.00 0.00
5 LCoach 01407i2014 0.00 25.00
2 Competitive Swimmer 01407i2014 0.00 90.50
10 Frignd of Swimming 01407i2014 0.00 o.00
3 Learn to Swim 01407i2014 0.00 0.00
4 Life 01407i2014 0.00 0.00
6 Non-\oting Technical Official 01/07/2014 0.00 0.00
1 Recreational Swimmer 01/07/2014 0.00 o.o0
) Wolunteer 0140712014 0.00 o.00
3 Moting Technical O fficial 01/07/2014 0.00 15.00

csv- 4
Add
Discount Packages
© o Data Avaiable
Add

Obsolete Annual Fees

© 1o Data Available

Calculate Subscriptions

| Renewals

Once clicking this you will be
asked to confirm the period in
which you are renewing for.
This will automatically be set to
the current membership year. If
this is correct click on calculate.

First Renewal

Last Renewal 30/06/2015 A

Calculate

Last Run Details

Starterd on

Please confirm calculation

Click to confirm that you want
BaCk | Calculate to renew.

The database will then tell you the number of subscriptions
that have been calculated.
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Now that all your members have had their financial status changed to “Un-
Financial” you can renew their membership in two ways. You can either
manually renew their membership, see steps below or the member can do it
online themselves. If your club has opted to do membership renewals via the
SNZ Online registration system you will be able to send out an email to all
club members providing them with a token to complete their online
registration. To do this please refer to "Sending a Membership Renewal
Email” under the MEMBERSHIP Section.

Update your members Financial Status: You can now access each members
profile and update their financial status through the members tab in your
clubs profile. For all members that are not renewing their membership please
lapse their profile, to do this please refer to “how do I lapse a member” under
the membership section.

In the image below you can see that each member Financial status is now un-
financial for all paying membership types.

Details Members Committee Documents History Correspondence Fees & Discounts Groups  |=

Active Members
Member No. FDNQ&ITE - Membership Type Status Approved Paid by
248151 i m— Competitive Swimmer Unfinancial Active Approved Self
31181 - L] Competitive Swimmer Unfinancial Active Approved Self

L] [ Administrator Non Paying Active Approved Self
390140 1 [} Competitive Swimmer Unfinancial Active Approved Self
375985 1 L] Competitive Swimmer Unfinancial active Approved Self
375986 L —— Competitive Swimmer Unfinancial f.ctive Approved Self
390129 — [ ] Competitive Swimmer Unfinancial ctive Approved Self
392067 a——— — Competitive Swimmer Unfinancial ctive Approved Self
361682 L - Competitive Swimmer Unfinancial ctive Approved Self
350143 L “p Competitive Swimmer Unfinancial ctive Approved Self
375887 L] L] Competitive Swimmer Unfinancial ctive Approved Self
361687 L] ] Competitive Swimmer Unfinancial ctive Approved Self
347838 [ ' Competitive Swimmer Unfinancial ctive Approved Self
314148 —— [ ] Competitive Swimmer Unfinancial Pctive Approved Self
390148 —— ——— Competitive Swimmer Unfinancial active Approved Self
375990 — ——— Competitive Swimmer Unfinancial | Active Approved Self
390148 —— L] Competitive Swimmer Unfinancial Active Approved Self
314152 [ ] — Competitive Swimmer Unfinancial Active Approved Self
390150 L] —— Competitive Swimmer Unfinancial Active Approved Self
390151 L] ——— Competitive Swimmer nfinancial Active Approved Self
[4 4 |Page| 1]of10]| b b | & 1-200f194 | Perpage| 20 |v | csv= &
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You can now go into the members profile page by clicking on their
membership number next to their name in the membership list. This will show
you the members profile as you can see below.

Mailname Membership Type xjnn:‘?:rrshlp Meet Manager Date of Birth Age Join date :;T;Ed
—— Competitive 381522 onmmmms @ammm ® 27030102 Approved
Swimmer
Personal Profile Ewvents & Mests Accreditati Cor d History Documents Biometrics -+
This person «  Meet Manager ~| Status -
e — (381522)
Meet Manager  duiRi © Record 381522 s currently active
Add to Basket  Personal details L —
————
Add to Card run Lapse
Edit
Contacts - Approved Member Status -
Web Access |
Type Email addresses Approved
Personal m Web User Id [Motset] Edit
Password [Motset]
Log received email  Send guick email Edit Subscriptions -
Type Telephone Club

Mobile “ Cheque / Cash
Telephone  «ENEEN

Paid By

e
——— D=cciption
Log ingoming eall  Log outqoing call vl Club subscriptions
Edit contact details - n
Seleot Total 150.00
Personal Address — = Subs due today  150.00
Region a|
Address ] Total due 150.00
-—— Y (-od-w) Disces 0.00
am— (normally derived from Club) i
Discounted 150.00
Post Code aar Qoln
Edit Medical Information -]
=t Manual pay PayMow Iransactions Edit

Send Payment Email

Edit

Things to note in the below image is that the members profile is
displaying that they are unfinancial on the status bar, it displayed the
different components of the membership fee based on what you have

entered for your club and what has come through from the regional
and national fees and you have the ability to pay the membership
fees to make the member financial.

You can process a manual payment by clicking on the manual pay button.
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You will then see this screen:
Subs details

Ensure that you select the
@ Total subscription amount due: 150,00 payment method, the date of
receipt and if only a part

Cpayment mEthDa> @ Cheque payment indicate the amount
) that has been paid.
(71 Cash
(7 Manual C.Card Note that the member will not

O become financial until the full
X Receipt date @ oyo7j2014 3 amount is paid.
Camount paid now D@ [150 is cli
Once you have done this click

next.

[ cancel N'ext':

You will then see the below screen:
Payment confirmation

B Please check these details carefully, and use the 'Badk' button if you need to change
them. A total of 150.00 will be applied to the member's record when you dick ‘Confirm

payment’,
Total owing This payment Payment method
150.00 150.00 Cheque

@ease confirm that the member is paying the full amount owing

[ Back Record ﬁayi‘nerit

By clicking the check box and pressing the record payment button you are
confirming that payment has been received and if the full payment has been
made the members profile will then be financial.
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Ve T Opting out of Online Registrations

In the database under each clubs profile there is a tick box that allows the
club to opt out of online registration if they wish for their members to

complete their membership manually. To opt out please follow these steps.

mmk into the clubs profile on the database. \

I —_— _— —_— _— —_— _— —_— _— —_— _— —_— _— —_— _— —_— _— —_— l

I Person (Iub_- School Region Zone I

| |
Mt. Albert Grammar

I I

Request Member Transfer ] I

Pending Club Transfers
k _— —_— _— —_— _— —_— _— —_— _— —_— _— —_— _— —_— _— —_— _— L]

\_

Once in the club profile you will see a “This Club” box, click “Edit”

-, _— — _— — _— — _— — I

Mt. Albert Grammar

B

e

Details Members Committee

This Club

¥

O cub

Mt. Albert Grammar (013072) [MAGAK]
This Club is currenthy active

—i——“"—}————

s |
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The Following page will appear, untick the “Allow Member Join” box and click “Save”

Main Details

Club name

Mame @ Mt. Albert Grammar
Abbreviation MAGAK
Subdormain @

* Type Club R

Allow Member Jain

Additional details

Region Swimming Auckland
Date Opened 1g/03/2015 [F

Date Closed dd/mm/yyyy G|

Cancel Save

l

l

l

l

l

l

l

l

I You may enter additional alternative names - dick here -
l

l

l

l

l

l

|
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Pre-setting a Membership Type for the next

Membership Year

In the Subscriptions box of the members
profile select ‘Edit’

Subscriptions -
Type ‘Competitive Swimmer
Pay Method Chegue | Cash
Paid By
Description Value
Club subscriptions 59.50
Region | National 105.50
Total subscriptions 165.00
Donation amount
Grand Total 165.00

Subs due today 0.00

Total due 0.00
Discount 0.00
Discounted 0.00
Amount

Manual pay Pay Now Transactions Edit

Send Payment Email

Ensure that you select the effective date
as of 30/06 of the current year.

Renewal date 01/07/2016
“Effective date @ [30/06/2016 |7
paid By [ June 2016 >

]
S M T w T F S

Cancel||save 5 8 7 8 8§ 101N

15 16 17 18
2 23 2 5

22 30

Today

o

Once you have selected the correct date
save this setting and the membership
type will automatically update on
01/07/2016.

Select the grey drop down box for next
year’s settings

ubscriptions

= (3016) - only raauired If diffarant from 2015 =

G170773016
@ [27/06/2016 |3

Select the new years Type your member

intends to have (*you do not need to select a pay
method)

Subscriptions
Type 2015 Compstitive Swmmsr -
Pay Method 2015 Cheque / Cash %
Hest et settings (2016) - anly redred f ferent from 2015 -
a 0IFF

Administrator
Club Swimmer
‘Competiove Swimmer
Fiend of Swimming

O |Lexr
Ufe
Non-Voting Techical Official
Professional Coach
Recradtional Swimmer

swim

sach
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Sending a Membership Renewal Email

On the 1% of July all members in the database will have their financial
status changed to “Un-Financial” as we enter a new membership year. If
your club has opted to do membership renewals via the SNZ online

registration system you will be able to send out an email to all club
members providing them with a token to complete their online registration.
To do this follow these steps.

Enter your clubs profile page in the SNZ Database. You will see a “Fees and
Discounts” tab along the top. Click into this tab.

Details Members Committee Documents History Correspondence Fees & Discounts _] Groups  |=
This Club +| | Address 4 Meetings =
_— — _— — _— — _—— — L — _— — _— _— — _— — _— —

_/

There will be a send “"Send Renewal Emails” button at the bottom of
this page, click this and then follow the prompts to sending out a
renewal email.

_— — _— — _— — _— — _— — _— — _— — —_—
Current Annual Fees

Seq Description = Latest Date Amount Total

7 Administrator 01/07i2014 0.00 0.00

I 1 Club Swimmer 01/07i2014 0.00 0.00
1 Recreational Swimmer 011072014 0.00 0.00

9 Volunteer 011072014 0.00 0.00

I 8 Voting Technical O fficial 01/07/2014 0.00 15.00
{ 4 |Pagel 1of1| b M| & 1-110f11 | Perpage(20 v | csv= &

I Add

Ceach 01/07/2014 25.00

Competitive Swimmer 01/07i2014 250 93.00

=

Friend of Swimming 01/07i2014 0.00 0.00

Learn to Swim 01/07/2014 0.00 0.00 I

Life 010712014 0.00 0.00
Nen-Woting Technical O fficial 011072014 0.00 0.00

@ e w o o

Discount Packages
I © o Data Available
I Add

‘Obsolete Annual Fees

I © 1o Datz Available

Renewals
Recalculate
I Send Renewal Emails

Calculate Subscriptions I

The email will only be sent to members who have an email address
against their profile in the database and members that are “Active”
and have a fee due. If a member who is lapsed wants to re-join the
club, the club will need to re-instate them as “Active” in the

database before they can receive a renewal email.
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How do I request a transfer to my
club?

First, you must be logged in under a Regional or Club Administrator role to be able to complete this action.

Select the Members Transfer button.

Home Find Add Events Meets Results Committees Accreditations Reports System
Club Region Zone
Note: You will need to L] H
know both the Advanced  LastAccessed
Member Number and
Surname of the Request Member Transfer |
member you wish to Pending CIb Translers
transfer. © nNo Data Avaiable
If the member does
not know their
Member Number, they
will need to contact
their Regional
Administrator.
Enter the members Member Number and Surname, click Next.
Home Find Add Events Meets Results Committees Accreditations Reports System

To add someone to your list, they must already have a record in the membership system.
Enter that number below, and their surname, and we wil try to locate them.

If you already know that they do not have a record, please ask them to use the Join Online
website and, when finished, let you know the number they are allocated.

Member's Details

* Member no

[ e
l

* Surname

Cancel
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The Member’s Details will appear, keep the Status as Approve Request, then
Save.
If the member does not exist a warning message will appear.

Events Meets Results Committees Accreditations Reports System

Member's Details

Member 3
Name
DOB 1

Requested by 944856 Mrs B Erkens
Date 28/05/2014
Time 15:57:49

Current Club

Club SHrETETm dQon Cub
Status lpproved |»

New Club

* Club [ ]

Status Pending

Any member that is linked to another member will not be able to transfer until they are unlinked

from their familv member.

Select the Subscription Type you wish the member to have when transferred, then
Save.
Home Find Add Events Meets Results Committees Accreditations Reports System

New Subscription

Find Add Events Meets Results Committees Accreditations Reports System

€@ The details have been updated

| Return

/

Ge pending transfer will now sit on the main login screen.

Person Chub Region Zone

o |

Advanced LastAccessed

Request Member Transfer

Pending Club Transfers
MName From Status To Status
M_ Wharenul Swim Club Approved Selwyn Swim Club Pending b
{ ‘ ' A =) © ¢ E) - e
e ) !

o
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How do I approve a member
transfer?

If a member has requested a transfer to your club you will receive an email saying “You have a pendin

Person Club School Region Zone

e

Advanced Last Accessed

Any pending transfers
will appear underneath

Fending Club Transfers the Search
| Name From (Club / Region) Status To (Club / Region) Status functiona"ty_

@ Waterhole Swimming / C: Approved Kings Swim Club / Swimming C: Approved
Swimming Auckland R: Approved Auckland R: Pending
Waterhole Swimming / C: Pending Mt Eden Swimming / Swimming C: Approved

Swimming Auckland R: Pending Auckland R: Pending

Or you can find it in the clubs Members tab and by clicking on the Show pending Members

button.
Detals Members Committes Hstory Coerespondence Fees & Decounts Groups Erral Terr &
Active Members
MembderNo.  Forenames Memdership Type Status Approved
Compedtive Smmmer  Acve Appeoved
Compettive Swimmer  Achve sppcoved
J) Administrator Actve Approveq
Compettive Smmmer  Actve Approved
J Compedtive Swimmaer  Active Agpeoved
f Compettive Swimmaer  Active Appeoved
Page 1005 » M Q& 1-200193 Perpage 20 v |cwe §

Show all Members Show approved Members Show pending Members Show incomplete Members Show lapsed Members

Select the Approved status in the Pending Club Transfers section and untick the
box then Save.

Details Members Committee History Correspondence Fees & Discounts Groups Email Tem =

Pending Members
Member MNo. Forenames Surname Membership Type Status

944881 Gdfsdfs Zdfid Club Swimmer Active

csvr &

Show all Members | Show active Members | Show approved Members | Show incomplete Members || Show lapsed Members |

Approved Member Status

Pending Approval

ST
pproval pending

canceiSave
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Details Members Committee

History Correspondence
Pending Members
Memper MNa. Forenames
44881

Show all Members || Show active Members

Surname =

Membership Type Status
Gdfsdfs Zdfid Club Swimmer Active

Show approved Members

| Show incomplete Members

Or click into the Member's profile (by clicking on the Member No.).

Fees & Discounts Groups

Profile Events & Meets

Accreditation Correspondence
This person “  Web Access -

Mr Gdfsdfs zdffd (944881) Web User Id [ Not set ]

. Password [ Notset ]
Add to Basket Personal details
Remove from Card run Edit
Contacts - Cb

Type

Email addresses

Untick the Approval pending box then click on Save.
Approved Member Status

Pending Approval

< Approval pending

T —

Cancel

m

On the Personal tab, select Edit on the Approved Member Status section.

Approved Member Status
Jasi Swim Club Pending
PO Box 29 064
Personal testl@test.com Christchurch
Work test1@test.com.au 8540
Select Subscriptions

Email Tem
Approved
Pending
csvr &
Show lapsed Members
History Biometrics
Status
@ Record 944881 is currently active
Lapse

You will receive the following confirmation message.

© The details have been updated.
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How do I set up a meet?

Gick the Meets tab and select Create A New Meet

Swimming The start of somet
N\
Home Find Add Events w Results Co

[Create a New Meclp ymmm
Manage Venue Search for a Meet
List of Meets
List of Old Meets

k Venue 1 ] Manage Venues

Select Venue

/

Save.

a If you have existing meets in the system, and the meet you are creating has the
exact same Meet Manager set up, you can copy a previous meet by typing the
name of the meet in the Copy from... text box.

Create a new Meet

* Title Test
- Copy from... 1]

Security

A Your current active role is National

The Create A New Meet page will display. Type the title of your meet and select\

SEEN /

The security box will display which role you are currently logged in as, in
order to ensure you are creating a meet in your correct portal (for
administrators who have hold both regional and club committee roles).
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Complete each of the fields on the Main Details screen.

Main details
* Title (Irest
Dates
* Meet Date From dd/mm/yyyy |3
* Meet Date To dd/mm/yyyy |3
Entry Start Date dd/mm/yyyy |3
Entry Start Time hh:mm:ss
Entry End Date dd/mm/fyyyy |3
Entry End Time hh:mm:ss
Time Zone M
Venue
Venue (i ] b
Meet Contact
Organiser
Organiser's email

Main Details screen fields explained:

Title: Auto-populated from text entered into Create A New
Meet screen

Meet Date From: First day of the meet

Meet Date To: Last day of the meet

Entry Start Date: Date that online entries will automatically open

Entry Start Time: Exact time that online entries will automatically open

Entry End Date: Date that online entries will become unavailable

Entry End Time: Exact time that online entries will become unavailable
Venue: Venue must be selected from a list of pre-set up venues.
Organiser: Event Organisers Name

Organiser's email: Event Organisers email

Once all fields have been completed, select Save.
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You will receive the following confirmation screen upon completion. If you are
accepting online entries for this meet, select the View button.

Meet created...

@ The Meet 'Test' (code = 000247) has been created...

You may now continue to view this new Meet and add or edit various details by clicking the
button below.

If you choose not to do so now, you can find the Meet later from the 'Search..." option on
the Meets menu, then click 'Manage'.

< View Event

You will be taken to the below screen.

Meet From To Venue

Test 22/05/2014  22/05/2014

Details Settings Meet Manager Competitors Fees = Web display Competitive Events Notes Open To Tand C's

Main details
Event Code 000247
Title Test
Course

Venue

Specific venue

Dates
From Date 22/05/2014
To Date 22/05/2014

Entry Start Date

Entry Start Time

Entry End Date

Entry End Time

Time Zone

Show in web calendar Yes

Allow web booking
Contact
Organiser Becki
Organiser's email tech@swimmingnz.org.nz

Click edit and complete all available sections.
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Once you have finished editing the details section of the meet you will now need
to upload your events file from Meet Manager. The follow steps will help you to
export the files from meet manager and to upload them to the database.

In Meet Manager, export your events using ‘Events for TM’ process under the

File -> Export Menu, illustrated below.
mMEETMANAGER-i:}abm'E i i Oceania Championships - End of Meetmdo’ T e [C=REe X
[File Jset-up Events Athletes Relays Teams Seeding Run Reports Labels Checkfor Updates Help

Open / New Ctri+0

Disable Network Login
Open in Multi-User Mode

Entry Fees for Business Manager (.CL2)

Entries for Meet Manager Merge of same meet (HY3)

Save As —

—Y - Pre-Meet Check List
Backup Ctr+B [~ Meet Set-up
Restore Ctrl+R [~ Events
Unzip File ] isssaions

. I~ Records
Repair/Compact Database e s
Purge » Preferences
[~ Athlete Preferences
Import » [~ “Seeding Preferences
Export Results for Team Manager or SWIMS or NCAA Database F P BT Bl STeTioea]
v

Install Update Entes for SWMS Tie: Recort [~ Directory Preferences

Other Seftings

[~ _Scoring Set.up

[~ Division / Region Names
[~ Entry Fee Surcharges
[~ Printer Set-up

Interfaces

Advancers (Hy3)
Results for Meet Manager Merge of same meet. (HY3)

Network Administration

License Management Athletes / Teams / Email (HY3)

it Cti+Q Entries for Diving Only
Check off completed tasks
C O 014 Oceania - End of Meet:mdb Records
e et o 014 Oceania C - NZ Only.mdb Time Standards Hide Check List
o et Oceania\2014 Oceania ips - Session 3.mdb Eventsfor TM

Ci\swmeets5\2014\2014 Central Swimming Champs.mdb Start Lists for Scoreboard »
C:\swmeets5\2014\NAGs\Mayfair Pools 2014 NZ Age Group Champs - End of Meet No Visitors.mdb
C:\swmeets5\2014\2014 Anthony Mosse Classic.mdb

Ci\swmeets5\2014\2014 Gold Coast Ribbon Carnival.mdb

Ci\swmeets5\2014\2014 Northern Zone Junior Champs.mdb

Ci\swmeets5\2014\2014 Wellington Champs.mdb

014 Oceania Cl

USA-S Registration
Biitish Swimming Competitors List
Convert a Hy-Tek Export CL2 File to SDIF

Generic Data in MS Access

Results for Swimming World Magazine Web Site
Results for Disabled Athletes in IPC Format

ViANAGLCER 5.0
FOR SWIMMING

- entries.mdb

AcTIVEHY-Tek

Licensed To: Swimming New Zealand - Office Copy

Click the meet manager tab in the meet and the select ‘Import from Meet
Manager button”.

Details Settings Meet Manager |[DCompetitors Fees Web display Competitive Events

© In order to import the details of the meet from Meet Manager click on the button below,
select the MM file and it will be uploaded.

Impart from Meet Managerl <€

© In order to export the entries to Meet Manager dlick on the button below.

Export Entries to Meet Manager]

© In order to import the resulis from Mest Manager dlick on the button below.

Import Results from Meet ManagerlReuiew Results
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You can import the Meet Manger Events file (.zip) using two different methods:
a) Select the Add File button and then locate the file on your computer.
7 b) Locate the Meet Evens Zip file on your computer and drag it into the Drag Files

Here box.
Upload Swimming Event

Select Meet File
Add file to the upload queue and click the start button.

Filename

Dirag files here. (

< © Add File )}

Mest File Mame :
Meet Mame :

Meet Start Date :
Meet Facility :
Meet Course :
Mest Event Count :

* [ Please ensure this is the correct file

|Back]

You will receive confirmation that the upload was successful. The confirmation screen also
shows you the details of the meet that you have just uploaded. After reviewing these
details, ensuring all are correct, tick the ‘Please ensure this is the correct file’ box and
select submit.

Upload Swimming Event

@ad of "Meet Events-2012 McDonald-s Qid Swimming Championships-15Dec2012-001.zip” successfi > [x]

Filename Status Size

Meet Events-2012 McDonald-s Qld Swimming Championships-15Dec2012-001.zip 100% s5k8 ©

© AddFile @ ©

100% 5 KB

Meet File Name : Meet Events-2012 McDonald-s Qld Swimming Championships-15Dec2012-001.zip
Meet Name : 2012 McDonald's Qld Swimming Championships

Meet Start Date : 15/12/2012

Meet Facility = Brisbane Aquatic Centre

Meet Course : Long Course

Meet Event Count: 194
Please ensure this is the correct file (
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Select the Competitive Events tab to review the Meet Events you have just
uploaded. By clicking on the gender of the event you can make changes to
the event including changing the title, the date, the qualifying times and the
entry fee.

Details | Settings || MeetManager || Competitors || Fees || Webdisplay || Competitive Events || Motes | Opd]
Number Gender Age From AgeTo Stroke Distance Relay Type
1 Men 0 108 Butterfly 50 metre
2 Women ] 109 Butterfly 50 metre.
3 Men ] 99 Backstroke 50 metre
4 Women 9 99 Backstroke 50 metre
5 Boys 1 1 Freestyle 50 metre
6 Girls 1 " Freestyle 50 metre.
7 Boys 12 12 Backstroke 50 metre
8 Girls. 12 12 Backstroke 50 metre
9 Boys 13 13 Butterfly 50 metre
10 Girls 13 13 Butterfly 50 metre
11 Bovys 16 16 Freestyle 50 metre.
12 Girls 16 18 Freestyle 50 metre
13 Boys 17 18 Backstroke 50 metre
14 Girls 17 13 Backstroke 50 metre
15 Men 9 99 Freestyle S0 metre.
16 Women 9 99 Freestyle 50 metre
17 Boys 11 " Backstroke 50 metre
18 Girls 11 ilil Backstroke 50 metre
19 Boys 12 12 Freestyle 50 metre.
20 irls. 12 12 Freestyle 50 metre
Page 1of6| b M| &
Individual Event
Main details
Sub-event code 1-1A
*Title Men, 13 Year Olds, 200 FREE
Timings
Date 03/10/2016 (3
Criteria
Gender Men
Stroke Freestyle
Distance 200 metre
Type Standard 2
Qualifying time Faster than Slower than
Short 2:15.10
Long 2:15.10
Minimum age 13
Maximum age 13
Relay?
Relay Legs
Miscellaneous
Allow web booking [«
Fee
Fee 22.5
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“Settings” tab.
Meet

2018 NZ Short Course Championships

2

Details Settings Meet Manager

Competitors

02/10/2016

Fees

Now that you have imported the meets events you will to check that the
qualifications parameters are correct, to do this you will need to click into the

To

oe/10/

Web display Com

bottom of the page.

Competition Parameters

School event

Mest status

Auto approved No

Result status MNet Approved
Timing type

Qualifications Parameters

Exclude Splits ]
Timing alloweed all
Mest stetus sllowed Al
Result status sllowed  All

Qualifications Since  01/07/2015
Qualifications Cut off 20/09/2016
fge up date 021042015
Qualification type Short Course - Allow LC Converted, Entry unconverted

Member Transfer

Transfer Window

Maximum Events

Limit per Entry L]

Volunteers / Technical Officials

Invite voluntesr -]

T Mominee info

Applications dose Spm Monday 16th May 2016,

If you have any questions please contact
events@swimmingnz.org.nz

Positien Qty Accreditation Required Level
Referes Mational 100 Yes National
Starter National 100 Yes Mational
Inspector of Turns Regional 100 Yes Regicn
Timekeeper Regional 100 Mo

Inspector of Turns Mational 100 Yes Mational

Cancel | Edit |

You will now see a page that looks like the one below that will click on edit down the
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Competition Parameters: In this box you will need to mark if the meet is a school
meet such as “"Tasman Secondary School Championships” this will ensure that when
swimmers enter their secondary club or school will be used as their team.

You will also notice that the “"Auto Approved” and “Result Status” sections cannot be
changed, these can only be changed by Swimming New Zealand once the Meet
\Approval Process has been followed.

J
( )

Qualification Parameters: This section outlines what times a swimmer can use as
qualifying times to enter the meet. Qualifications Since and Qualifications Cut off is
the period where times acheieved in this period can be used as qualifying.
Qualifcation type determines what types of times can be used, this is an important
part in setting up the meet. For descriptions on each of the options have a look at
kthe Oualifvina Rules Guide under the MEETS section. )
\

7

Volunteers/Technical Officials: This section when set up correctly will allow
technical officials to apply for positions to officiate at meets. To set this up please

refer to “"How to set up techncial official applications” in the MEETS section.
\_ J

There are also a number of other useful tabs within the meet set up including

Web Display, Open To, T and C’s, Documents.

4 )

Web Display: This tab allows you to add text to the pop-up window that appears
when people click onto the meet in a website calendar. This is where meet flyers,
contact information should be recorded so swimmers have access to this information
before entering.

\. J
( )

Open To: This tab allows you to restrict who can enter the meet, you can restrict it
by Zone, Region or Club. For example if it was a club championship and you only
wanted swimmers from your club entering then you would enter your clubs name into
kthe “Open to Club” section which will restrict entry to only vour club members.

J
( )
T and C’s: This tab allows you to add Terms and Conditions to the meet that
swimmers have to accept to enter. Click the edit button and add your terms and
conditions. Once you have saved this a prompt will appear before swimmers can
choose their events asking them to accept the terms and conditions of the meet by
clicking on a tick box.
. J
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Documents: The documents tab is a place where you can store any documents
relevant to the meet. This section is only available to be seen by administrators who
log into the database, this section cannot be seen by swimmers using their MyPage
to enter a meet.
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Entering swimmers into a Meets as a
Club Administrator

3-2. MEETS

number of different options including “List of Meets”, click into this.

<4

Swlmml!!g

NEW ZEALA

The start of something extraordinary

Ressits

Comumtioes Accredtatons

Reports

Systeem

(After Logging into the database, hover over the "Meets” tab, this should bring up a\

J

and also meets that are owned by other clubs, regions and SNZ if they have been
set to being open to your club. For entry into a national meet click on the “Current
Meets (open to)” button.

Swimming The start of something extrao'

NEW ZEALAND
Courses

Home Find Add Meets Results Committees ACC’OGIH’DDI‘{'

Current Meets owned by QEIl Swim Club

© o Data Avalable

Old Meets (owned by) ( Current Meets (open to) |) Old Meats (open to)

\_

ﬂnce in here you will have the option to see your current meets, your old meets \

\_

This will then bring up a list of meets that you can enter swimmers into from

Susdum 2000
Naynd Pool

Westware Aguatic Centre Cpentatomal \J “
1 Sermrng Say of Perty v N
1 a3 20 Decrar Sarreg Ot Y N

Welngton Regoral Aguaic Centre
Sytray Oymps: Pary At Conte
Wedngton Regorel agenc Ceste
Retorus Aguate: Cestve

Saadum 2000

your club, select the meet you want by clicking on its name
Current Meets open to QEIl Swim Club
Most The - cick 1o vaw Staicete Oays  Vesoe Owned by Show?  Dock?

14002008 ) Vebourne Sperts and Asuetc Cestre Openviationsl Y "
18002018 1t Syseey Onymec Park 2guete Contve OpeaNatossl ¥ N
WwoNNss & Welngtos Regorel Aguatc Cestre Swewng Welegton v N
19002018 ¢ Sydoey Oymoc Park Aguetc Centre Openhators Y N
260V20%% Ratorsa Aguatc Caste Sormmng Say of Pieety Y R
240010015 Ratores Apaic Cesve Swm Aotores ¥ N
INON0YS Sa30m 200 Burrem S o g Nanon Martor
3U0NR0ES 1 Weangton Regorel Anmnc Contre Sovmwng Vistrgron

Besrers Sarmeg Cut Y N
Sy Netnos Marter

Seeam Bay Swm Ca

Coahators
Cpentatorsl
Swmeng Vietegon ¥ "
Swmeng Bay of Menty ¥ N
Sesterm Swereg Out Y “
S arrng Vielegton v N

1-200034 Perpage X v

:
e
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Once you have clicked on the meet it will take you to the meet page with
various pieces of information about the meet. All information will be locked to

administrators other than the owner of the meet. To enter swimmers into the
meet click on the “Competitors” tab.
Meet From To Venue
2015 New Zealand Junior Champlonship 20/02/2015  22/02/2015 Welngton Regional Aquatic Centre
Detaills | Settngs Webdsplay | CompettveEvents | Notes | OpenTo  TandCs | Documents | Reports
Main details
Course Code 000282
Title 2015 New Zealand Junior Championship
Type Championship
Status Confimed
Course Long Course
Venue
General ocation Welington
Specfic venue Welington Reghonal Aquatikc Centre
Dates
From Date 20/02/2015
To Date 22/02/2015
Entry Start Date
Entry Start Tme
Entry End Date 09/02/2015
Entry End Time 23:59:59
Show n web calendar Yes
Alow web booking  Yes

Once you have clicked on the competitors tab the following page will appear
asking you to enter an individual or enter a relay. This page will also display what
swimmers are entered into the meet from your club. Click on the “Enter
Individual” button.

Meet From To Venue
2015 New Zealand Junior Championship 20/02/2015  22/02/2015  Welington Regional Aquatic Centre

Details Settings Competitors Fees Web display Competitive Events Notes OpenTo TandC's Documents Reports

© There are no Competitors to display

| Enter Individual |

Cancellations

© There are no cancellations to display

Enter Relay |
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(Once you have clicked on “Enter Individual” a box will appear asking you to enter \
the swimmers name, once you have done this click the “Book” button

Meet From To Venue
2015 New Zealand Junior Champlonship 20/02/2015  22/02/2015  Welington Regional Aquatic Centre

Select Swimmer to enter

—t—> * Member 0| |
Cancel

\_

s o Gkl This will then bring up a
vents you q y§
Evem o Vesrbest  Qualifying page of events that the
umbaer ~e Tiene .
e = . swimmer has and has not
va 11 Year " .
vi nn o0 una(e) e iR qualified for. To enter them
e ‘ into an event they qualify
“ omm  am@ (GTUE for click on the drop down
next to that event and click
Evonts you do not qualiy for yes. Please note that the
Bvent . Event veurBest  Qualifying time Tyse number next to the “Yes” is
L, Smus ity | the price of entry into that
T Fresstye @ meet. Once you have
B AL b3 o selected all the events that
Backeroke 92 you want to enter the
Sl Beow 12810 o 4y swimmer in click proceed
(3]
G down the bottom of the
WM QMR sunder page
Boys. 11 Year
28-28 Oide, 50 Below 2.73 (L) Standard
Freestya
¥ ?&ﬁéw R4 B:,c‘ YUD  anderd
Sreaststroke .
Boys, 11 Year
040 Qide, 50 Below 3360 (L) Standard
Sackstroke
. omwm AT IR gunderd
Freestyls 0./
=T P N Below 3910 (L)  Standard
PR ol oW UM andard
Backatroke i
“% ?.:z:;;;‘x.: ?::Qr‘ 3 S od
oo DAMMILZE. | | Siinderd
Freestyle -
e i (5:""‘ 30720 andard
Duttachly '
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A “Booking Details” page will then appear. This shows a summary of what
events the swimmer has been entered in and the total cost to pay. You have
two options in terms of paying, that is either pay now or pay later. If you
choose pay now you will have to pay by credit card if you choose pay later we
will send an invoice out to your club. To choose either of these options click on
the drop down.
Once your option has been chosen click the proceed to payment button.

Booking details

Fee

Event

72 Boys, 11 Year Olds, 100 Breaststroke 17.50
6 Boys, 11 Year Olds, 50 Breaststroke 17.50
Mail name
© The information below shows how the total fee of 36.05 is calculated.
Meet fee 0.00
Events fee(s) 35.00
Surcharge 1.05
Total to pay 36.05

Bac 7‘ Proceeqrtof’aryment[

Card details
a A
* Gard name v
* Card number O
* Card type v
ssue
Vald from o
* Expry date u
Qo
Addre O ’ >U
\
Suburd
CRy L B v

Once you have clicked
proceed to payment, if you
are paying now by credit card
the following page will appear
where you can enter your
credit card details. Once you
have done this and clicked
continue and the payment
has been accepted the
swimmer will be successfully
entered in the meet.

. o (‘(é%c.
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Meet Detd Page
2015 New Zealand Junior Champlonship

Ve Welnzon Begors Aoure
[ 3

ORTANTER CoenNatons
Brwae cvas AL DL 0

For Arthad PAumation sDOVT The event, Dltase (OATAT W

The swimmer will now be entered into the meet and display in the
competitors list on the meet page.

You can cancel a swimmers entry to a meet to do this you will see a “cancel” button next to
the swimmers name in the competitors list on the database. Clicking on this button will take
you to a screen asking for the reason the entries are being cancelled. Once you have
selected the reason, click “save”, finalising the cancellation process.

All Competitors
Member  Wail name cup Balance Pail  Volunteer
947469 MrG W Adam Nerth Canterbury Swim Club Inc 10500 Pay 0.00
947875 Miss KL McKelvie Greendale Swim Club T70.00 Pay .00
315053 Miss T K Clement Nerth Shore Swimming Club 17.50 Pay .00
384083 Miss A B Noble Karori Prates Swimming Club 187.50 Pay o0
351384 MrJ R Reynolds. Fairfield Swimming Club 70.00 Pay o0
384389 MrT S Soloucta Howick Pakuranga [140.00  Pay o0
319156 Miss M E Fisher MNZM Tawa Swimming Club 8750 Pay .00
374893 Miss J C Ruth QENl Swim Club 12250 Pay 0.00
314020 Miss Y Z Lee North Shore Swimming Club 24750 Pay 0.00
314212 Wiss RADubber North Shore Swimming Club 5250 Pay 000
14 4 |Page| tof2| b M| & 1-100f20 | Perpage 10 v | esv- &
Enter Individual
Cancellations
© There are no cancellations to display

Cancel Delegate Booking

Event 2016 NZ Short Course Championships
Member 314020
Mail Hame Miss Y Z Lee
Status Standard
Type Standard
Cancelled

Cancel || Save Web sale

Entered in Error
Transferred

5P
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When entering relays you will need to be logged in as the club/regional
administrator of the team you are doing entries for. A regional
administrator can’t do relay entries for a club team and vice versa.

Along the top menu of the database there is a “Relay” tab, hover over this\
and click on *Manage”

NEW ZEALAND

The start of so ing extraordinary

Add Courses Meets Results Relay Committees Accreditations Reports

Find System

\_

-

Select the meet you want to enter a relay team in by clicking the “Meet Code”.
Meets with Relays
Meet Code Meet Title - click to view Start date Owned by Venue
000388 2015 Swim Rotorua SC Meet 02/08/2015  Swim Rotorua Rotorua Aguatic Centre
2015 New Zealand Short Course Championghips 11/08/2015  Open/Mational AUT Millenium Insititute of Sport and ...
000749 2015 N Secondary School Swimming Championships 1102015 Open/Mational Waterwaorld Te Rapa
000755 2015 Commonwealth Youth Games 07/0%2015  Open/National Tuanaimato Sports Complex
000812 Swim Timaru Winter Mest 01/08/2015  Swimming Canterbury We...
000918 HBPB Winter Championships 28/08/2015  Swimming Hawkes Bay Po...
000950 2015 NZCT AIMS GAMES 07/0%2015 Open/Mational Baywave TECT Aquatic Centre
000964 2015 Southland Winter Meet #2 250072015 Swimming Southland Splash Palace
000851 2015 Western Australia State Open & Age Championships 10402015 OpenMational HBF Stadium
001079 2015 Club Ribbon MNight Term 3 24/08/2015  Meptune ASC
Page of1| b b | & 1-100f10 | Perpage 10 |~ | csv~ &

Select the event you want to enter by clicking on the “Event Number” and then clicking
“Add Team”

Meet: (000748) 2015 New Zealand Short Course Championships

Relay Events for this Meet

Event Description Age From AgeTo Gender Relay Teams for Event
88 Women, 16 & Over, 4X400 Freestyle Relay 16 109 Women
) Men, 16 & Over, 4X400 Freestyle Relay 16 109 Men Meet (000748) 2015 MNew Zealand Short Course Championships
10-10 Women, 15 & Under, X400 Freestyle Relay 0 15 Wemen Event (8-8) Women, 16 & Over, 4X400 Freestyle Relay
111 len, 15 & Under, 4X400 Freestyle Relay 0 15 len
26-26 Women, 16 & Over, 4X800 Freestyle Relay 18 109 Wemen © Teams wil be created at Region level, for Swimming Waikato
2121 len, 16 & Over, 4X800 Freestyle Relay 18 109 Wen
2828 Women, 15 & Under, 4800 Freestyle Relay 0 15 Women © No Data Avallable
2020 len, 15 & Under, 4X500 Freestyle Relay 0 15 Wen
4343 Women, 16 & Over, 4X400 IM Relay 16 109 Women
Eret) len, 16 & Over, 4X400 IM Relay 16 109 Wen
- (et ) SN

Page  1of2| b Pl | &
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After clicking Add Team, the following page will appear. It will show you swimmers that can \
be selected for the relay team. You can then sort this by the fastest swimmer by clicking on
the “Best Time” Heading. Enter the swimmers into the team by typing their names into the
“Competitors” box. Once you have added all the swimmers you want click on “Check
Competitors” and this will calculate the seed time. If you are happy with this click “Save
Team”.

he Relay Team is at Region level
Leg Stroke Competitors Best time Type
1 Freestyle Lochlainn McGall 4:28.16  (S)
2 Freestyle Thomas Griffin 4:37.85 (5)
3 Freestyle Michiel Cumming 4:46.74  (S)
4 Freestyle Tiaan Van Rooyen 4:50.64 (S)
Vald relay (/]
Seed time 18:43.39
Seed course Short Course v
Check Competitars |

| Return \ Save Team |

@ The list(s) below are Competitors who are eligible for this Event. Note that additional
eligible Competitors may become visible when eligibility analysis is updated.

Freestyle

Number Name WMeet Title Date Best Time Course
351904 Lechlainn McGall 000950 Swimming BOP SC Champienships 2015 19/07/2015 42818 S
375316 Thomas Griffin 000950 Swimming BOP SC Champienships 2015 19/07/2015 4:37.85 S
327561 Michiel Cumming 000873 Xcelerate Your Points 2015 Taupo 07/06/2015 44574 s
375316 Thomas Griffin oo0282 2015 New Zealand Junior Champienship 20/02/2015 44737 L
360339 Tiaan Van Reoyen 000531 Te Awamutu Classic 2014 011172014 4:5064 S
351909 Ryan Stokes 000950 Swimming BOP SC Champienships 2015 19/07/2015 45310 S

Page 1of2 b M| & 1-60f10 | Perpage 6

Home Find Add Courses Meets Results \

@ The details have been updated.

Return

Once the details have been updates select ‘Return’ /
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Then, select ‘Add Team’ to book any additional teams in that event.

Relay Teams for Event

Mest (001103) 2016 NZ Open Championships
Event (15-15) Man, 4x100 Medlay Relay

@ Teams will be created at Region level, for Swimming Auckland

Team Name alid Booked
Swimming Auckland - & i A

Swimming Auckland - B h | M

[4 4 | Page 1lef1| b bl | & 1-20f2 | Perpage| 10 |v || csvr &

Return||Add Team

Once you have added your teams please ensure that you BOOK the team to confirm

their entry.

Meet: (001098) APT Test Meet - TO Nominations

Relay Events for this Meet

Event Description Age From Age To Gender Legs
11-11 Men, 42800 Freestyle Relay ] 109 Men 4
22-22 ‘Women, 4x100 Freestyle Relay 1] 109 Women 4
32-32 Men, 4x100 Freestyle Relay ] 109 Men 4
23-33 ‘Women, 4x800 Freestyle Relay ] 109 Women 4
41-41 Men, 4400 IM Relay ] 109 Men 4
42-42 Women, 4x400 IM Relay 1] 109 Women 4
Page 1lof1| b Pl | @ 1-60f6| Perpage 10 |v |csvw &
Relay Teams for this Meet
Event Code Event Title Event Sub Description Team Mame \alid Booked
001098 APT Test Mest - TO Nominations 32-32 Men, 4x100 Freestyle Relay  Swimming Auckland - & N M
Page 1lof1| b K | & 1-10f1| Perpage 10 |v |csvw &

Cancel| |Book

Follow the prompts until your booking is confirmed and the following confirmation

appears.

Booking confirmation

& ‘vou have successfully amended the Entry for Region 1 for "APT Test Mest - TO
MNominations'
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Qualifying Rules for SNZ Database

This is a quick guide to the qualification rules for clubs or regions when setting up a meet.

Long Course (Long Course time only)
Long course best time used for qualification and entry. Short course times not considered.

Long Course (Allow SC Converted)
The database will compare a swimmers best long course and converted short course time. It will then select
the faster of the two times and the swimmer will be entered with that time.

Long Course (Allow SC Unconverted)
The database will compare both long course and short course best times and select the fastest. If the short
course best time is fastest that will be used for entry unconverted with the seed course short course.

Long Course (Allow SC Converted) *entry is unconverted

If the swimmer has a long course best time that meets the qualifying time they will be entered using their
long course best time. If their long course time does not meet qualifying times but a converted short
course time meets the qualifying time that will be used and the swimmer will be seeded with an
unconverted short course time.

*This is the qualification rule to use if you are using the LSY qualification priority in Meet Manager.

Short Course (Short Course time only)
Short course best time used for qualification and entry. Long course times not considered.

\
Short Course (Allow LC Converted)
The database will compare a swimmers best long course and short course time. It will then select the faster
of the two times and the swimmer will be entered with that time.
J

SHORT COURSE RULES

Short Course (Allow LC Unconverted)
The database will compare both short course and long course best times and select the fastest. If the long
course best time is fastest that will be used for entry unconverted with the seed course long course.

J
\

Short Course (Allow LC Converted) *entry will be unconverted LC if it’s the fastest)

If the swimmer has a short course best time that meets the qualifying time they will be entered using their
short course best time. If their short course time does not meet the qualifying times but a converted long
course time meets the qualifying time that will be used and the swimmer will be seeded with an
unconverted long course time.

*This is the qualification rule to use if you are using the SLY qualification priority in Meet Manager. %
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Meet Eligibility Reports

Making a member analysis request to produce a meet eligibility report. This will allow you to

see the swimmers from your club and what races they are eligible for prior to a meet.

In the database you will need to select the meet you would like the eligibility report for and go
into the Reports section.

Details Settings || Competitors Fees || Webdisplay || Competitive Events Motes || OpenTo || OwnedBy || TandCs Reports

Click to request analysis far eligibility reports

In the report section select Member \_/} Member Analysis Request]

Analysis Request.
On the next page select Make Request.

Request member analysis

\ © Calculating analysis for Region Level - Swimming Otago )
Once the req uest haS been Sme Itted \ Please note Anzlysis Reguests are qusuad and may take some time to complete.
you can Review Request Wme vou want to post the request?
) ~
This section will indicate when t Retun to et/ Make Requesi)
report is complete -~

eued and may take some time to process.
status of your reguest or return to the Mest,

Select the eligibility report you need Retumn to Meet] [Review Request
(open or by age). This report will Request member analysis
|dent|fy Whlch races your SWlmmerS @ Calculating analysis for Region Level - Swimming Otago
Plazse note Analysis Requests are queued and may take some time to complete.
quallfy for in the selected meet. Requested by (955100) Miss K E Gibson

‘ Reguested on 23/09/2015

Reguested at 16:46:13
Completed on
Completed At

\ Are you sure you want to re-post the request?

The report will show: Swimmer’s

Return to Meet| Make Request
name, age and Meet Manager ID. It :

will then show the event number,

distance and stroke, the qualifying Meet Elgibilty Report- Open|

time and the swimmers time.

Weet Eligibility Repart by Age]

J

T

Mr C ] Moran #1A #15A H14A #1294 #33A #49 #39
NEFMUILTTIOO0 (14) 200 IM 200 Fly 400 IM 100 Fly 50 Free 100 1M 50 Fly
Qualifying Times 2:46.00 15178 5:55.60 1:17.64 29.80 1:16.72 3467

237388 235788 539755 1090185 29478 LHI3288 31258
Mr A I Trembath #1B #3B #5B &5 #17H #24B #2598 #4338 #41 #3548 #3588 #61
NEFTAD30 196 (15) 20006 400 Free 100 Back 50 Breast 100 Free 400 1M 100 Fly 50 Free 50 Back 200 Back 200 Free 50 Fly
Qualifying Times 2:40.00 4:48.90 1:12.86 3697 1:02.80 54410 1:13.99 2860 3235 2:3576 2:17.50 32.65

20560 4:1548L  53938§ 06TL 54148 422328 55005 25638 24908 1:57.7285 152005 25738

MrE L Alloo #7
KIWAELO20702 (13) 50 Breast *Note: The database runs an analysis of members on a ten minute cycle to avoid overloading the
Oualifying Times 3894

1851 L system if there is a large demand.
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How do I update my committee details
to give them access?

BEFORE YOU START...

Assigning members to committee roles not only helps Swimming New Zealand and
Swimming Regions to ensure that we have the correct committee contact details for
your club, but it will also provide each committee member with access to the
database.

Committee members will be required to use their own individual membership
username and password to access the database. The intention of this is to provide
users of the system a single sign-on to access all elements of the MMS/CMS. For

this reason, all committee members MUST be registered members of a club in order
to be aligned to a committee role in the database.

It is important that committee details are entered correctly as the database will only
be available using an individual committee member’s unique log in.

@ce logged into the system using your username and password, click the club tab\

and access your club's profile.

Swimming The start of something extraordinary

NEW ZEALAND

Committees Accreditations Reports System
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(g = Members History Correspondence

Activity List

Administrator _ Select the Committee tab.
This screen will allow you
to view and edit the
details currently recorded
in the system.

Edit
=) @ Administrator there i no current postholder

Club Contact

1= © club Contact there is no current postholder

Select the Edit button and
Secretary | then... see next step

Edit
(=) i ] Secretary there is no current postholder

Treasurer

Edit
=) @ Treasurer there is no current postholder

Registrar

Edit
\Edt) © Registrar there is no curent postholder

Race Secretary

Begin typing the committee member’s surname and click the person’s name that
holds that position. Note: committee members must be members of your club to
be aligned with a committee position.

& | Details Members | Committee History Corresponden

Administrator: add or remove postholders

This screen allows you to remove current postholders and add new ones. When you click
‘Next' you wil be shown a confirmation screen; if you confirm the changes, they will take
effect immediately and the committee will be updated.

© There is no current Administrator

New postholders

© Find the new postholder by typing in the field below.

Name/Number @ | 3
| Add |

Start Date 20/05/2014 [3

End Date dd/mmyyyyy I3

| Cancel || Next |
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The selected member information will be populated in the field. If there is an
existing postholder already aligned to the committee position who no longer
needs to be aligned to this position, select Remove by ticking the box, then
select Next.

|

+ | Detais || Members \‘ Committee v‘[ Documents || History
Secretary: add or remove postholders
This screen allows you to remove current postholders and add new ones. When you click

‘Next' you will be shown a confirmation screen; if you confirm the changes, they wil take
effect immediately and the committee wil be updated.

Current postholder to be removed

Current Secretary Number Start Date End Date Remgove
R — 29/11/2013
= End Date 01/12/2013 |3

New postholders

© Find the new postholder by typing in the field below.

Name/Number @

Add
* Start Date 02/12/2013 3
End Date dd/mm/yyyy |3

4 )

You will receive the following confirmation screen upon completion.

« | Detais | Members | Committee | Documents || Hitory
Secretary: updated

© The changes you made to the Secretary position have been successfully completed.

Select Return and repeat this process to edit other committee members as
required

Having different committee roles gives you access to different things.
If you have multiple committee roles do the following...
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Selecting your active role

1 An individual with multiple roles will need to select the role they are assuming
upon logging into the database.

For Example:
John Smith is a Treasurer at Example Club, John is also the President at Example

Region. Upon logging into the database John will be greeted with the following
message:

Select a Role

@ Treasurer on the Club Committee Members at
) Region Administrator on the Region Committee Members at

[] Don't ask me this again

Continue

Committee members will need to select which role they wish to act as before
beina taken to that narticular console.

Once logged in you can change your active role by selecting the System tab from

the menu items and then Select Current Role. You will be presented with the same
Select a Role screen as when you log in, where you can select which role you now
wish to assume.

4

Swimming The start of something extraordinary

Home Find Add Events Meets Results Committees Accreditations Reports System

New Window

fSeiect Own Roie]
Support
Logout

\ Advanced  LastAccessed /

Person | Club | Regon = Zone
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4-2. GENERAL ADMINISTRATION

Sending a bulk email to members that haven’t previously

been sent a reset email.

Club Administrator or Regional Administrators need to go into the club
page on the database.

.

uDown the bottom of the page you will see a box that says "Member Count”\
there is a button in this box that says “Prepare Login Activation Emails”

click this button and follow the prompts to send out password reset emails.

. J

Clicking this button will bring up a list of members who have not been sent
a password reset email yet.

Please note that all members need to have an email address
against their profile in the database to receive a password reset

Squads Avalable Junior Programme
Youth & Age Programme
Open Programme
Egnt
[ 8
.
© This Cub s up to date wrh fees.
Current year 2014/2015
Paid up to 2014/2015 © There are 328 active Members

Prepare Login Activation Emails
Breakdown

[}
3

Members that have previously been sent a reset email.

Club or Regional Administrators will need to go into the individuals profile
in the database.

=
There is a "Web Access” box in the middle of the page. This box has a
“Password Reset Email” button, click this to send the password reset email.
J
W RECOND U020 B QUITENTY ative
Your settings  Personal defails Edit
Addto Card run  Add to Basket Lapse

Web Access -

Web User Id
Type Email addresses Password =~ wewsssss Approved
Work kent@swimmingnz.org.nz Send Password Reset Email  Edit Edit
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T How do I edit members’ usernames and

passwords?

From the homepage ensure the Person tab is selected.

3
Swimming The start of something extraordinary

NEW ZEALAND

Home Find Add Events Meets Results Committees Accreditations Reports Syste
Club Region Zone
o

Advanced ast sed

Here you can search for the member whose details need editing.

You can search a few different ways;
e Members name
¢ Member number
e Or use the Advanced tab to search more specific attributes

Parson Club Region Zane

N

o erk|

Mrs Becki Erkens [944856 - Administrator] | Advanced LastAccessed

10

Once you find the member their details will appear.
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Under the Personal tab you will see the Web Access box, click the Edit button

agespondence

| Personal “ Profile ” Events & Meets

This person Web Access
Mrs Becki Erkens (944856)

Becki

EEEEEEEE

‘Web User Id
Password

Your settings Personal details

Remove from Card run Add to Basket

Approved Member Status

‘Contacts
Approved

B No email addresses set
«|  Subscriptions

Log received email Send quick email
Staff

Type
None Renuired

Pav Method

© No phone numbers set

In the window that appears you can now edit the member's Username and/or
Password by typing in the relevant fields and clicking 'Set Web access details' to

save changes.

Web access: Mrs Becki Erkens (944856)

© 1f you wish to retain the current Username shown below, copy it into the 'Confirm
Username' field. To set a new Username, enter that in both fields.

Username Becki

Confirm Username
© 710 set a new Password, enter it in both fields
(leave blank to retain the user's current password)

Password

Confirm Password

L Cancel( Set Web access details I >
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5-1. FINANCE

How do I set up my bank details and
GST preference?

It is important that clubs enter their club’s bank details, in order for all fees
from online memberships and event entries to be directly deposited into the

club’s bank account.

Entering the club details is a two-part process, where one committee
member must enter the bank details, and another must verify and accept
these details as correct.

y)

Swimming The start of something extraordinary

Home Find Add

Gick on the club tab and access your club's profile. \

Events Meets Results Committees Accreditations Reports System

saon (cun) e |z

o|

\_

v

On the Details tab you can view the current banking details recorded for your
club in the right-hand column. If the Bank Details fields are blank no details have

been added. To edit these details, or to set up details for the first time, click
'Amend'.

Home Find Add Events Meets

Results Committees

Accreditations Reports

System
Name

Okato
Details Members Committee History Correspondence Fees & Discounts Groups Email Tem| =
This Club +  Address

- Meetings -
Okato (10204) [OKTTR]

Address 245 Dover Street
Also known as  Okato

Meetings
Mew Plymouth

This Club is currently active Post Code

© No meeting information has been
Edit published

Contact .| Additional details

Contact name

Region Swimming Taranaki Bank Details
Fitter criteria: Account name
Test

Telephone

Account number
Type BSB Mumber

GST Registered @

Member count
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The next screen will allow you to fill out or amend the details as recorded, as
well as advising if your club is GST registered.

a Home Find Add Events Meets
Mame

Okato

Details Members Committee

Current Banking Details

Account name

Account number

BSB Mumber

GST Registerad o

New Banking Details

* Account Name |

* Account Number
* BSB Nurmber

* (ST Registered v

profile page.

Note: BSB Number= Bank (2 digits) then branch (4 digits).

Click 'Save' once completed and the system will take you back to your club’s

5-1. FINANCE

-

When modifying the original bank details supplied, a second committee member will
be required to verify and approve these bank account details.

To verify the account details, the second committee member must log in with their
individual log in details, following the same above steps and select Approve on the
Bank Details screen if correct. If these details are incorrect the committee member
must click the Reject button and follow the above steps to complete the correct

details.

~
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It is important that your club banking details and GST Preference is set up
correctly in order for funds from any online transactions are correctly
distributed to your club.

This is a two-part process:

1. Club banking details and GST Preference must be set up first.

2. A second committee member must log in (using their individual log
in) and verify that the banking details and GST preference are
correct.

4 A

Bank Details
1 If you are seeing this image, follow these steps
to verify and approve the banking details for A Unapproved Bank details
your club. >

Account name
Account number
BSB Number
GST Registered

-
\-

Select Amend under the Bank Details section.

Home Find Add Events Meets Results Committees Accreditations Reports System
Name
Okato
+  Details Members Committee History Correspondence Fees & Discounts Groups Email Tem|
This Club -~ Address ~  Meetings -
Okato (10204) [OKTTR] Address 245 Dover Street Meetings
Also known as  Okato New Plymouth o - -
This Club is currently active Post Code No meeting information has been
. published
Edit Edit
Edit
Contact . Additional details -
Contact name Region Swimming Taranaki Bank Details e_
Filter criteria: Account name
Test Account number
Telephone Type Edit BSB Number
Edit GST Registered ©
Member count = @
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Review the bank details and ensure they are correct, then Approve.

GST Registered o=
Requested By ~
Requested on 28/11/2013

4 h

Bank Details -

: 2 Your clubs bank details will
Account name GBS Mo
Account number OEESEES

BSB Number penns i x]
GST Registered

Amend
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Before you start the renewal process you must set the membership fees for your different membership types.

Click on the Fees & Discounts tab in your clubs profile on the database.

Click on any membership type that you need to add fees against and edit the following.

Click the box for a joiner and reinstatement.

Ensure that the payable after date is 01/07 in the current year.

Enter your club fees for that membership type.

Click on the recalculate button

I Annual Fee |
|
: * Member type Competitive Swimmer |
I Description :
! I
! I
: Region Member type | Competitive Swimmer R2 l
| Valid for joiners I
: Valid - reinstatement |
|
| Obsolete [ |
1 Annual Subs |
I Payable After Club Fees Other subs  Total I
ﬁ—l-b oyjo7/2015 |§ 125 ﬂ
|
I dd/mmjyyyy |3 |
! i
| | ada |
! i
: Recalculate I
h--------------------------I

Click “save” at the bottom of the page.

Note that if you have a pro rata payment where it changes throughout the membership year
this can be added in this section. Add a start date for the new price to start and create as many
of these as you have changes in charges.
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Discount Packages

NOTE: The discounting mechanism is a club facility.

It is designed for clubs to be able to provide groups with discounted

subscriptions based on the number of people and their membership
type. The discount applies to the club element of the subscription only.
Hence is a structure such as this:

A 10% discount would be $4.00

National 10 being only the club element that is
discounted.

Regional/State 20

Group/Region 30 Equally the $4.00 will be deducted
from the amount for the club.

Club 40

NOTE: The discount can be set to be a percentage or an amount. The
percentage will always be that percentage of the club element, if the
percentage is ignored and the amount is entered the discount will be the lower
of the amount stated and the amount for the club. So the three members with

the structure above would gain a $75 discount if that was entered on the
discount structure but would only get $120 discount if an amount above $120
was entered since this is more than the amount being paid to the club.

Setup

The starting screen allows you to define the package that the family or group
must match to get the discount.

Discount Package
* Name 4 swimmer
NOTE: The name can be
Discount Package anything, it has no

relevance to the package
Member Type Number hence this one is called 4
swimmers but actually is
4 recreational swimmers
Competitive Swimmer ~ 1 ¥ |Delete and a competitive
swimmer. That is user
choice as to what it is
called.

Recreational Swimmer v 4 Y Delete

N N7
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The second screen defines the discount to apply, There are two options as to
how this is done:

Specify Percentage: In this mechanism you know the percentage that you
want to apply, you enter that percentage into the field and click on
Recalculate. The system will work out the amount to apply and will display it
in the Discount field.

Discount

Percentage (optional) 10

Recalculate
Standard Fee 447.00
Discount 13.2
Total 433.80
Back| Save|

Specify Amount: It the aim is to discount by a specified amount then leave
the percentage box blank, go to the Discount field and enter the amount.

Discount

Percentage (optional)

Recalculate
Standard Fee 447.00
Discount 20

Total 427.00 /

Ban:VJSaver
NOTE: There is no check on the amount of discount entered at this
time. If the amount entered as the discount is more than the amount

being charged by the club then this will be allowed here but will be
limited when the payment is made.
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Pro Rata Membership Fees

This is only relevant for club membership fees, not regional or national fees.

There is also now the ability to set up pro rata fee payments for clubs
membership fees. See below:

— Annual Fee
* Member type Competitive Swimmer

Drescription
Region Member type | Competitive Swimmer >
Valid for joiners &

vzlid - reinstatement [T

Obsolete f
nual Subs
/ Payable After Club Fees Other subs  Total

oyforf2014 |3 &0 90,50 170.50 | Delete |
oforf201s |8 &0 90,50 150,50 Delete |
ofpa201s |8 |40 20.50 130.50 | Delete |

—_—

Farameters for junior fee type (optional)

Loweer age limit
Upper age limit

Mext Age Changes to o

Renew as a different type (optional)

Rensw As o

A club can set different fees based on the date that the renewal takes
place. They will set up the full fee from 1/07/ of the membership

year, but then they are also able to set up other fees rates that will be
charged if membership starts at a later date in the membership year.
Given the example above if a swimmer was to join on 2" January
2015 it would only charge them $150.50 rather than $170.50.

aw LA A

I
e
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Adding an Accreditation

Hover over Accreditations and click on the add accreditations button

mmm=a

Swimming The start of something extraordinary

The following screen will show up. Fill in the areas. All regional accreditations can be found
in the Accreditation drop down. Once done click save and the accreditation will be recorded
ﬁ against their profile.

| ] (1]

Swimming The start of something extraordinary

NEW ZEALAND

Home Find Add Courses Meets Resualts Commitiees Accreditatons Reports

Add Accreditation
* Member () |
* Start date
* Accredeation v
* Status L4
Charge fee

Accreceation Fee
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To view the accreditation in the members profile simply click on the accreditations tab along
the top of their profile

Malname Membersio Type L™ = Meet Manager Dote of Bith  Age  Jon dete Indicator P
At Administrator e i 4 060172014 [RERERGT rcpoves

Regional Administrators should only add regional accreditations to official’s profiles. National
Accreditations are only to be added by Swimming New Zealand.
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Swimming Nominating Officials/Volunteers

This is a new addition to the setup of a meet. This will enable you give members
information about the volunteers and technical officials you require to run your event.

By selecting this box, the members who enter via
Volunteers / Technical Officials their MyPage will be invited to volunteer to assist

with the meet.
Trivite voluntesr | Tick to invite entrants to offer 3 voluntssr

TO Nominez info @
Advise nominees of any additional information they

may need before they select a position.

Accreditation

Position Qty Required Level
—— |
Startar Mational W o Region || TBelete ) )
Use this checkbox to select whether technical
Club _ . N ..
Inspector of Tums MNational ¥ v Rea Deleta officials will need accreditation for the position they
egion
State select.
Judas of Stroke National hd o | o - Delets
Timekesper Regional v ¥ Delete
Select which level of accreditation you require your
W W
technical official to have.
Add
Save

Select the various positions of Insert the number of technical officials

technical officials you require you require for each position.

for your meet.





