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1.0
 Logging In
To log in to the member database go your league website and go to FootyWeb login tab, or you can go to https://reg.sportingpulse.com/v5/  (NB: there is no www.).
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Enter your username and password and click on Login.

2.0
 Entering/Registering New Members
To register new members (players, coaches etc) click on the Members tab.
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When you first log in for the 2011 season and you click on the members tab, it will bring up the 2010 list. You need to click on the Season drop down list and choose 2011 and click Filter.
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To add a new member click on the New Member icon
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Enter in all the details and click Update Member. Compulsory fields are marked with a red asterix. 
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You can now choose to add another member or you can display the details you have just entered. Click on members to go back to your database.
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If you choose to display the details it will give you a summary of what you have just entered; to further edit this, click on the edit member button. 
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Remember to click Update member so all your editing will be saved.
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3.0 Member Season Rollover
All re-registering players need to be made active for the 2011 season. From your 2010 members list, click on the player you wish to re-register for 2011. A red message will appear at the top each member’s profile saying that the player is not registered for the upcoming season. To register them for next season, click Register
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A season summary will show for the selected player. Choose 2011 from the Season Name drop down box, make sure the Participated in this Season? box is ticked and choose your club from the drop down list. If the member is a player you need to make sure the Player in Club? box is ticked otherwise this player won’t show up in club lists when doing team sheets. Click Update Season Summary. Also choose an age group from the Age Group drop down, this means that you will be able to run members on your age groups for your team managers.
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You can click on Return to Member Record for further editing.  
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4.0 
Member Activation
If you need to make a member active/inactive in your 2011 list, click on the Change Member Statuses icon.
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It will show you a list of your members, either tick or untick the box next to the members name and click update. If you ticked the box it will make them active, unticked means make inactive.
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The only reason you should need to do this is if a player has re-registered but after the first few games, has decided to not play anymore. Making them inactive means they won’t show up on your list if you filter by active or in any active member reports (see page 24 for report information )
Clubs can deactivate a member, but cannot re-activate them – if you need this done please contact your league administrator who can help you out.
If you see that a member is Inactive in the Association, you need to contact your league administrator to fix this for you. As this will mean that you will be unable to add this member to team sheets etc. 

5.0 
Transferring Members from the Auskick Database

When an Auskick participant starts playing junior club football, the player needs to be moved from the Auskick database in to the club database. Click on the Transfer Member icon at the top right of the screen. 
This means that any player playing U9’s or U10’s need to be transferred as they still need to be put on team sheets. When transferring Auskickers you need to do this from your CLUB FootyWeb database, also, make sure that you do not have your Auskick database open while doing this. 
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Enter in the surname and date of birth or footyweb number of the member you wish to transfer and click Transfer Member. 

[image: image15.jpg]If you wish to Transfer a member to this Association (from Auskick only), please fi

AND.

R P —

or

e | ddmmine

Transfer Member





It will bring up the player or a list of players that closely match the search criteria; click Select next to the right player.
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Then click on Confirm Transfer to finalise the transfer.
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Once the player has been transferred you can click to edit the member or click on the Members tab to go back to your members list. 
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If you have any trouble doing this please contact your AFL staff member to help you out. One problem you may have is trying to transfer a member that is inactive in the association from the Auskick database. 
6.0 
Transfer/Permits
Any players who have registered with your club who have come from another club need to be transferred instead of being entered as a new player in to your database. This will ensure that FootyWeb can track each player’s history and playing career. 
To transfer a player click on Request a Transfer/Permit. 
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The best option to use is the Type Body, click on Australian Leagues from the drop down list and then click Select. You will need to know the players surname and date of birth as well as the club they have come from and the association that club is in (it makes it easier when you go through the steps outlined below)
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Select the right Association and click Select Association.
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Select the club they have come from and click Select Club.
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You can now search for them by Surname, Date of Birth or Footyweb number. Enter one of the search criteria and click Select Member. 
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Click Select next to the right player. 
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Make sure that all the information is correct and that it’s the right player and click Submit Clearance.
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When a transfer is entered, your club, the other club and your league all receive an email to confirm the transfer. To make sure that the emails are being sent to the right person at your club, make sure the ‘Transfer & Permits’ box is ticked in the ‘Contacts’ Section of Footyweb (see the Contacts & Locator’ Section of this manual).  

Depending on your league’s requirements, transfers may also need to be approved by your league administrator as part of the transfer process.  If this step is required, your league administrator will also complete this through Footyweb.  

As per the AFL National Transfer Regulations, transfers can only be completed after the 1st February 2011 and will be cut off after the 30th June 2011 – no transfers can be done outside of these dates. 
7.0 
Communicator and SMS

The Communicator module of Sportzware Online Membership allows you to communicate with your members at all levels both via email and SMS.

With this facility you will need to update both your Auskick Centres and the Club record as they are separate databases

To access the Communicator click on the icon in the menu [image: image26.png]
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You are presented with 3 options: 

A. Send Message - Create and send a message to your members via

Email or SMS

B. Manage Custom Groups - Set up and manage the communications groups 

C. Profile – Set up and manage the sender profile settings for this account
A. Send a Message

The send a message area is where you can select the recipients you wish to receive your communications and where you compose the message and send from. 

The steps in Send a Message are: 
· Select the list of Recipients 
· Decide whether you will Email, SMS or send a combination (a Combo) of the two to your selected recipients 
· Compose the messages 
· Send the composed message to the selected recipients. 

1. Recipient Options - Choosing Your Recipients

From the Communicator men, click on Send Message. Three options are available
· Membership Group
· Custom Group 
· Remembered Reports.
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1.1 Membership Groups are based on member types - players, coaches, officials, team contacts, etc (these are defined in each members’ record). If you wish to use this option, click on Membership Group. The member type options will appear. Select a Member Type. 


Once the group has been selected click on the ‘Continue’ button to move to Confirm Recipients screen

1.2 You can choose to send an email to one of your Custom Groups. If you wish to use this option, click on Custom Groups and select your Group from the drop down list. Creation of Custom Groups area is explained further down
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After making your selection, click on ‘Continue’ to move to Confirm Recipients screen

1.3 If you have previously remembered a report including email address and/or mobile phone details you can use this report to send emails (you can save remembered reports in the reports section of footyweb).

Click on the Remembered Report button. A drop-down box will appear. Select the report with that contains the contact details for the people wish to communicate with from this list.
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After making your selection, click on ‘Continue’ to move to Confirm Recipients screen

2. Confirm Recipients Screen

The confirm recipients screen is where you determine whether you are going to SMS, Email or Combo (This option will SMS contacts with a mobile number and automatically email those contacts with an email address but no mobile number listed) the members you have selected to communicate with.

Before you decide which option you are going to use it is worth reviewing the Contact Summary that will appear on this screen.
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The Contact Summary displays the below information:
· How many of your selected contact group have Email Addresses
· How many of your selected contact group have Mobile Phone Numbers
· How many of your selected contact group have an email address but no mobile phone details
· How many of your selected contact group have both an email address and a mobile phone numbers
· The total contact in the selected group

Once you have reviewed the Contact Summary information select whether you wish to send SMS, Email or Combo communications.
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3. Compose and Send the Messages

SMS

Once you have selected to send an SMS you will be taken to the Compose Message screen. This is where you write the message that will be sent to the members on the selected contact group or list.
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You will notice Sender phone number will be already populated by the number entered in the Reply To area of the Profile screen.

To type the message simply click in the Message box and begin typing. As you type you will notice that the amount of remaining characters you have left to use will go down accordingly.
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Once the message has been completed input your SMS Password in the box provided
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Finally, to send the message click the Send Message button.
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A confirmation screen will appear that displays how many SMS messages were sent.

Email

Once you have selected to send an email the 'Compose Message' screen will appear. You will notice the From email address will be automatically populated with the Reply to Address set up in the Profile area. If you have set up Footer/Signature this will also be pre-populated in the Message box.

Write your message in the text editor box.
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Click on ‘Send Message’ and a confirmation screen will appear
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Combo

Once you have selected to send a Combo message the 'Compose Message' screen will appear. 

This screen gives you the opportunity to write a text message for those contacts in your message group who have provided mobile numbers and the opportunity to write an email for those who have only provided email address. 

The first step is to complete the SMS, to type the message simply follow the steps above for SMS
The second step is then to complete the email.  To do this simply follow the above steps for Email.

Finally, to send the messages to both email addresses and mobile phones click the ‘Send Message’ button
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A confirmation will appear telling you how many SMS were sent and how many emails were sent.

B. Manage Custom Groups

You can create your own groups of members to whom you regularly send emails.  This is in addition to the 'Predefined' groups - players, officials, team contacts, etc. 

From the Communicator menu, click on Manage Custom Groups. 
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Your list of groups will appear. If you have not yet created any groups, you will get the following message: No groups have been found. Click on the Add Group button in the top menu.
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Give the Group a name and click Update Group. You can have as many groups as you like i.e. U12’s, club, team mangers etc
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Your new Group will appear in the list of email Groups. Click on the name of the Group to edit it.


[image: image43.png]Communicator Groups in Association

Name.







You will see a list of members in that Group. If you have not yet added any members to that group, you will see the following message: No Group members found.
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Click on the Modify Group Members icon in the top menu to add/remove members from the group 
The list on the left is all members from your club. The list on the right is those members which have been added to the Group. To move members into the Group, select them from the list on the left and click on Add. To remove members from the Group, select them from the list on the right and click on Remove
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When you have finished, click on Update.


C. Profile
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The Profile area is split into two sections:
· Email Settings
· SMS Settings


Email Settings

With the email settings you can set up Reply to email address information and create a standardised footer or signature that will be placed at the bottom of all emails sent through the communicator. 

Note: Emails messages will not be sent successfully through the Communicator until a Reply To address has been input and saved.

To set up a Reply to Address simply type in the Email Address in the box provided.


[image: image47.png]Email Settings

“This message will ppear on sach email sent from this accout.





To set up an Email Footer or Signature, type in the Footer or Signature information into the box provided. Unlike the Reply to Address this is not compulsory prior to sending out emails
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If you do not wish to set up any SMS communication settings at this time click on the save button to save these details.
SMS Settings

Registering a Sender Account and Purchasing Credits

Before you can set up any SMS settings you need to create an SMS Sender Account.

To access the account registration form click on the Create SMS Send Account button.
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This will take you to a form you need to complete. All the fields with red stars are compulsory and must be completed before the form can be saved. 

Note: The Integration ID will be completed automatically and should not be changed.
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Once all the details are entered click the Register button to submit the form.


Note: If a field is not completed, or if a Username, Password or Organisation is used that are already linked to an existing account are input you will be prompted to correct or change these details.


Once the form has been registered your account will have been created and you will be taken to the Account summary screen. You will notice that initially the warning message You are blocked from sending messages until you purchase more credits will appear across the top of the screen. 
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To purchase credits and un-block your account click on the Purchase Credits in the top menu of the Account Summary screen.
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You will then be taken to the Purchase SMS Credits screen. Here you can use your credit card to purchase batches of credits.

The amount that can be purchased are:
· 150 SMS Credits
· 350
· 750
· 1200 
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Select the amount of credits you would like to purchase then enter the Billing Information. Once all the details are entered click Process Order to complete the purchase or Reset to reset all the details.


Setting up SMS Settings

Once you have set up your account, you need to return to the Communicator – Profile page (where you have previously set up your email account settings).

The first information to input is a Reply To Number. This will be a number people can contact if they need to urgently communicate with the sender of any communications.
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Next you will need to enter the SMS Username and SMS Password which are linked to the Sender Account that has been created
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Once these have been entered click on the Save button. 

Provided credits have been purchased the total credits still available for use will appear next to the SMS Credits label.
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You can now start to send emails and SMS to your members.

Sportingpulse also have an option for clubs to be able to send group SMS messages to your members via your smartphone using Mobile Communicator. This is done by using the Mobile Communicator which is accessed by your mobile and is linked to the SMS account that you set up in the steps shown above.

For more information on this, click the below link which will take you the support manual that will show you how to set this up.

http://support.sportingpulse.com/index.php/Communicator_Mobile_SMS
8.0 
Producing Reports

This year there are more reports available for clubs. To run a report, click on the Reports icon in the club menu.
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There are a few reports you can choose from.  Some new ones that may be of some use to clubs is the Retention report, this will give you the names of the players who have played at your club within selected years. This may not be too accurate in 2010 due to a 2009 setting but it can still be useful. The setting has now been changed and will give you accurate results for 2011 retention from 2010. Club demographic and Team reports can also be useful for clubs.
Click on the report you wish to run.
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To select the fields you wish to include in your report, select a section heading. You will need to tick the ‘season’  ‘equals’  ‘2011’ field under the Season heading to run reports on your 2011 members – otherwise it will run reports on all members from all seasons. You will also need to make sure that the ‘Active Record’  ‘equals’  ‘yes’ is ticked  under the Personal Details heading - this will only run reports on those active in your database.
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Member Detail Reports

Choose which fields you want on your report and any filters you wish to apply. When complete press the "Run Report” button.
Show Field Filter
&3 Personal Detalls... ( Click to Open/Close Group )

3 Contact Details... ( click to Open/Close Group )

0 Interests... ( Ciick ts Open/Close Group )

3 Parent/Guardian... ( Ciick to Open/Close Group )

3 Financial... ( Ciick > Open/Close Group )

0 Medical... ( Cick to Open/Close Group )

3 Other Fields.... ( Ciick > Open/Close Group )

£ Member Type - Player... ( Clck to Gpen/Close Grouo )

£ Member Type - Coach... ( Ciick ts Open/Close Groue )

£ Member Type - Match Official... ( Ciick s Open/Ciose Group )

£ Member Type - OFficial... ( Clck to Gpen/Close Grouo )

3 Member Type = MISC... ( Ciick ts Open/Close Group )

€3 Seasons... ( iick to Open/Close Group )

r Season E
r Age Group v
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r Date Rego Form last used v
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Tick the boxes of the fields you wish to include in your report; you can tick multiple boxes under each section heading.
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Once you have selected the fields that you require in your report, choose how you would like the report to be sorted. You can sort the report by any one of the fields that you have chosen. There is the secondary sort option as well.
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Now choose how you would like your report to be produced and click Run Report 
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Report Output
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If you choose ‘Display’ in the Report Output section, it will show the report in a new internet window. Here you can print your report but cannot edit the data. This view is good to use to see if you have all the information you need, if not close the report and add any more fields that are required. 
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If you choose ‘Email’ in the Report Output section, you then type your email in and press Run Report - it will then send the report to the nominated email address. 
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When you receive the email, right click on the attachment and click Save As. Choose the appropriate place to save the document to your hard drive. 
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When you save the document you need to save it as an excel file. Under ‘File Name’ type in the name you wish to save the report as, and include .xls at the end and press Save. i.e. in this case I have saved my report as club age groups.xls
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Go into your hardrive where you have saved the file and open up the report, edit the document and make any changers etc. When you save the changes, a message may pop up saying that it still may be saved as a text document, click No and it will then prompt you to re-save, this will make sure that the document is saved as a true excel file. 
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Just re-type what you would like the file to be called (this time you do not need to put .xls in the file name)
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Back in the Reports section of Footyweb, you can save the report as a Remembered Report which allows you run the same report in the future with out having to pick all the fields again . Under Remembered Reports type what you would like to save the report as and click Remember report as. 
At a later date you can the select the report from the Remembered Report drop down list and click Run. This will give you the updated information for that report.
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9

Contacts & Locator
The Contacts and Locator section of Footyweb is where you store and publish important details, contacts and venue and location information. It is also where you set the parameters for any results that are searched for on the PlayAFL website. 

Note: The Contacts and Locator module is an upgraded version of the Services module. All the information that was contained in the Services area has been saved and will not be deleted from the database. 

To access the Contacts and Locator module click on the ‘Contacts and Locator’ link in the left-hand menu. 
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You will see three options at the top of the screen, Details, Contacts and Locator. 

Next to these section titles will be an icon that will represent the status of the section. If the icon has a green tick it means that some valid information has been entered and saved in the section. If the icon is a greyed-out cross then information needs to be added to the section and it is not set to publish to the website.
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To access one of the areas click on the section title.
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Details 

The Details section is where you can store all the key details for your club. This includes postal address details and Club phone number, email and fax information.
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Once you have filled out the required information, press ‘Update Information’

Contacts 

The contacts section is where you can add important contact details for specific roles within the club. These roles are split into two groups. 

The first is the board or committee roles. This section is limited to ten positions which have been pre determined by Sportingpulse. The second area is for additional club roles that may sit outside the board or committee but which need to be included into the database.

To add contact details for a role click on the arrow next to the role title.
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Fields will drop down that allow information to be input. You can also select to receive certain types of information from Sportingpulse and whether the contact details are to be published on the web.
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The Primary Contact selection can only be allocated to one role or contact in the organisation. This most likely should be the President and they will also appear in the top position on the locator search results for PlayAFL.

To note the person as the primary contact, simply click on the circle check box next to their details.


[image: image76.png]() president
Firstname

Email

Example
Est@example com|

Receive Club Offers:

Surname:

Mobile:

Example
/000000000

Receive Product Updates: [V
Publish on Locator: [¥

Primary
Contact






You also need to designate the functional responsibilities for the persons in these roles. This area is important because certain communications will be sent to people with certain roles. For instance, if a role has the function of Transfers and Permits they will be cc'd on all emails automatically sent to the club regarding permits and transfers in the system. To select these responsibilities simply check the relative box. There is no limit on the number of responsibilities one role can hold.
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You can go through and add as many roles as you like. If you select the role of Committee Member in the Other Roles and Contacts, once saved, this will appear in the Board or Committee Roles section.

To save the contact information click on the ‘Save’ button at the either at the top or the bottom of the screen.


Locator 


The locator area is where you have the ability to enter all your ground and venue contact and location details. It also gives an overview of the information that will appear publicly when people search for clubs on the PlayAFL website. This is where new players can send the club an expression of interest – please see the online registration handout for more information on Expressions of Interest.

Enter in all the relevant information, the more information you have here, the more information a prospective player can see for your club and the greater value to new prospective players .


For the locator to work, you need to ensure that you have entered the postcodes that surround your club. Please make sure that you are not entering postcodes that aren’t in your area.
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Remember to keep this information up to date in all 3 sections as we will be using it to build our email contact lists for 2011. 
10 
Contact Details
If you have any questions or problems please contact your league administrator or regional AFL staff member:

Southern NSW

Paul Habel
Phone: 02 6921 5000
Email: paul.habel@aflnswact.com.au 

Northern NSW

Andrew Knott

Phone: 02 8333 8028

Email: andrew.knott@aflnsw.com.au
Western Sydney and Central West
Kirsty Moon

Phone: 9834 8000
Email: kirsty.moon@aflnswact.com.au 

ACT and South Coast

Kim Coventry
Phone: (02) 6228 0307
Email: kim.coventry@aflnswact.com.au 
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