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Login

1 Go to http://foxsportspulse.com .....and click on the Sign In button.

€« Bl htto//www foxsportspubsecomy 2 « & [B FOX SPORTS PULSE

Clogd e oo

2 Login to the Membership database.

O @ https/[passportsportingpu.. 2 ~ @ C @ SportingPulse Passport

@ Passport

Account Info

Matthewhﬂorne

Logns Communications

Marvtres2 g Dt rbass Noowsiutte

Login into Membership
Database

"l LS
';Jw 2,

oz WO DA LA\
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Select the Membership Account you wish to access.

‘i @ https//regsportin. O = @FoxS. C @ Passport Authariation X

@ Membership

Click on the account you wish to
access

You are now in the mysoftball Community Membership Database.

‘a Elbttps /rensportin. O ~ @ FoxS. € [ sportngPulze Membershp  +
~

- Softhall Australia Waruge
Settings and Configuratian
e Nickname + "God cog’
Name search and advanced
seacch function
\ l N |

e ———————— l [ Dashboard of common metrics |

Home Button — takes you back
20 your sign In Level

I Level Navigation I

[ o |
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5 Brief description of front page, starting on the left hand side:

Home button

Returns you back to your sign-in.

Level navigation

Allows you to move up levels (if you have drilled down)
rather than going back to the very top via the home button.

Level details

State — contains main contact name and address/contact
details.

Association and club — contains club address/contact
details, and lists committee member contact details and
roles.

IMPORTANT: Must be completed for key
hierarchy activities.

Setting and configuration — AKA ‘God

| K

Cog

Contains all the setting and configuration options available
at your level.

Word search

Used to look up members, clubs and associations
(dependent on permit level). Advanced search allows more
targeted searching for members.

Menu bar Pull-down menus to manage and run the member
database, and competitions.
Dashboard Graphical view of many of the key metrics used to see

trends in measurable activity.
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Your organisation’s profile

Logo
6 Select Edit Logo.

)‘;"" Softball Australia Manager

ADVANCED SEANEH

Dashboard Members Competitions Clubs Teams Communications  Registrations  Reports

DEMO Association 3
Details ga Contacts g
' Address President (sssany contact)
= PO Box 12 Mike Mann
Burra 0400123789
Edit Lago Demo, AUSTRALIA, 9608 mikeman@gmail.com
§ Detaits Phone 09 6298 7629
E’/ Contacts
7 Click on Browse to search and select your logo.
o= Softball Australia Manager
Dashboard Members Competitions Clubs Teams Communications Registrations  Reports o} Q

ACVANCED SEARCH

Update Logo

To add a logo click the browse button and find the logo you wish to upload from your computer. When you have selected the file click the "Upload” button

T o |

8 Click on Upload.

~ Softball Australia Manager

© 004 8 100 1 h e weese st s arvd Aod e huy - s Lot e Pt My pon hars seterienl e bis cind he Utand bdbe

Friinaulealisie v
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9 Click on Dashboard.

=~ Softball Australia Manager

| e ~ o
Dashboard | Members  Competitions Clubs Teams Communications  Registrations  Reports ‘ a

Update Logo

[ Logo Updated

Existing Logo

Update Logo

To add a logo click the browse button and find the fogo you wish to upload from your computer. When you have selected the file click the "Upload” button

10 Your logo is now setup in the details section.

Address details

11 Select Edit (next to the Details).
-~ Softball Australia Manager
Dashboard Members Compefitions Clubs Teams Communications Registrations  Reports . Q
DEMO Association 3
Detail Contacts g
Address President (sany contact)
PO Box 12 Mike Mann
Burra 0400123789
Demo, AUSTRALIA, 9608 mikeman@gmail.com
EditLogo
F_J/ Details Phone 07 6298 7629
& Contacts
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12 Complete as much information as possible.

NOTE: Fields marked & are mandatory.

~ Softball Australia Manager

_ l‘g ”vl".".'.iv adticisr '_
Cashboard Members Compettions  Clubs Teams Commumecations -  Registrations :  Report a

DEMO Association 3

To moddy tha information changs the irdormaton in the boxes below and when you have linlshed peess the Update Information” burttor

Note: All boxes markwa with & O sre compulsory and must be Hiled in

Name DEMD Associstion 3
Active? S
Postal Address Line | PO Box 12 ©

Postal Addrase Line 2

Postal Suburd Burs [

Postal Code 9606 [

State Deamo x O

Country AUSTRALIA o
Orgamization Phone 08 6298 7629

Organisation Fax:

Organisaten Email

Incerporatian Number

Business Number:

Colours

13 Click on Update Information at the bottom of the page.
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14 Click on Dashboard.

~— Softball Australia Manager

Dashboard Members  Compettions Clubs Teams Commurecstians Registrtions  Reports Q

DEMO Association 3

| Record updated successtully

15 All your association or club information is now updated.
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Association and club contacts

16 Select Edit next to Contacts.

-~ Softball Australia Manager
Dashboard Members  Competitions Clubs Teams Communications Registrations  Reports O
DEMO Association 3

Details ggs (Jomart‘;

Address President [remany contaoy

PO Box 12 Mike Mann

Burra 0400123789

Demo, AUSTRALIA, 9608 mikeman@gmail.com

Phone 07 6298 7629

17 There is a list of all the roles available to an association and club.
The page can be viewed in two sections.
A — the Roles going down the page
B — the Responsibilities handled by each person going across the page.

IMPORTANT: every association and club must have the following four Responsibilities
covered (ticked off)....even if it is one person — as shown in this example.

Primary contact The person and contact details is shown in the Database.

Clearance and Permits The person who has the responsibility to create, and then approve or deny
clearances and permits out of their club.....or approve or deny at an
association level.

Finance and payments The person who will receive emails about financial transactions.

Registrations The person who deals with all registration emails and notifications.
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== Softball Australia Manager

Dashboard  Members Competitions Clubs Teams Communications  Registrations  Reports Q Q

ADVMICAD GAAROH

Common Roles and Contacts

8 Detaiis Use this section to update the impeetant contacts for your organisation. Click on the arrow to complete details for each individual, ensuring you indicate which functional
responsibilities they take. Only one parson can be the primary contact, but multiple people might take responsibility for sponsors and fundraising for example

& Comacts vy vou shoutd tist youe full committee, itis fine (5 have spare positions if there are certain positions your constitution does not allow loe. For exemple, you may not have s

regestrar. If thet == the case, simply lesve that blank

In the bottom saction you can add extrs committee pasitions or provide additions! functional roles, We use generic titles, 0 use the one B raximates best the roles you have.

Save q L )

Board or Committee Roles Functional Responsibilities

= Comats REma™ Altites Pubkity S peemis Fondroiing Deyments Compacts Rapistations

B President Mike Mann ® & ) ] = =) 2 L ]

B viia oraitcs Add new Neme Here | o O o o 3 | o o 0 o

& Treasurer Add new Nome Here (o} () w] (=] O ] (] o a

L Secretary Add new Neme Here 0 ] =] (=] (] o o O =]
A — B Registrer Add new Neme Here o a o o o m) o o o

[l Committee Member Add new Neme Here 0 o a a o 0 0 O a

B Committee Member Add new Name Here o} 0 m} o O 0 0 8] o

B Coianina Mok Add new Name Here 0 8] o o o o o o o

BB Comiitis Mémber Add new Name Here o o o o o o o o o

Other Roles and Contacts Functional Responsibilities

Primary  Competition  Soclal  Website &  Clearance & Firanco &  Legal &

Spoasors
Contact Admin  Activities Publicity & Pesmits Fundraising Payments Contracts “e9Istrations

18 Click on the arrow box next to the specific role you wish to edit.

= Softball Australia Manager

_ e sinteosased ._

Dastboand  Nembers  Covpetoons  Cite Teasrm Conmvrumecatioos  Regeiationn  Reports a

B DR rrag wa e TR 2, b apaeaTy vl Amsrwwry b ©

W yor b ananmting. 114 1o e lave saare pawians # Dhard aee barties aturs yos sastimdion dues adt dlow b 5o sumeple. yvs inay et have §

nat 0 ™ cane WTply ave et blan

bt ot crrve e pasdrens w premde sidd wl berrnons rEE We 00 Qrewrns ST e 1e Gur wve Sur e RervetEs best e rery pus ve

Functional Responsibilities

Prmery Compoene  Sociel W o, Spreoen & P P L)
—— S Ao r— Gy Mot

ool ere Pumbrainy Vopem—
. 2 [ 2 - s
U e Spaiies v l > 7 L ¥ w ) ) W I

&30 pew Hatee Heve

Ackd wwa Nare M L L 3 E -

0 Canverehes Meides
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19

20

21

Complete all the details (hame, email and mobile number) in the fields provided, and tick the boxes
corresponding to the responsibilities that member has on the committee. A member can have multiple
responsibilities, and more than one member can share the same responsibilities (except the primary
contact).

Assigning the correct responsibilities is important as communications can be sent to people based on
their responsibilities.

When you have finished adding or editing the contacts, 1. Click on Save, 2. Click on Dashboard...

Manager

== Softball Australia

DEMO Association 3

22

2 | Dashboard | Members Competitions Clubs Teams Communications Registrations  Reports a
ADYANCED SEA
Common Roles and Contacts
&/ Details Use this section to update the important contacts for your organisation. Click on the arrow to complete details for each indvidual, ensuring you indicate which functional
responsibilities they take. Only one person can be the primary contact, but multiple people might take responsibility for sponsors and fundraising for example
M Contacts While you should list your full commuttee, it is fine to have spare positions if there are certain positions your constitution does not allow for. For example, you may not have a
registrar. If that is the case, simply leave that blank
In the bottom section you can add extra committee positions or provide additional functional roles. We use generic titles, so use the one that approximates best the roles you have
Board or Committee Roles Functional Responsibilities
Primary Competition Social w’:‘“‘ Clearance Sponsors B Finance &  Legal &
Contact  Admin  Activities & Permits i y Contracts
Publicity
President Mike Mann ) ] L 1] (] 1] O &
Vice President Matt Horne
Firstname: Iz Surmame:  jones Gender:  None Specified v | = v m) ] [~ 2 “ =
Emalls mj21234.com Mobite: 0412345678
Publish on Locator: []
....and you will be back at the detail page with the edited changes showing.
~ Softball Australia Manager

Dashboard Members Compettions Clube Teams Communications Regstratons Reports a
DEMO Association 3
%',. Details gy Contacls gm
Prasitonm meaans ConTacT Vica President

Matt

Jores

ik EMEnEgImgit com

20
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Settings and Configuration — AKA ‘God Cog’

NOTE: Depending on your level of access, different items will display in the pull-down list

when you click on the God Cog.

State

o

User Management

SEARCH

Field Configuration
Clearance Settings

Association
SEARCH
Settings

User Management
Mzmber Record

Club

o

Field Configuration

I SEARCH

Password
Management

Member Record Types User Management
Types Audit Log Claarance Settings
Audit Log Member Record
Opt-ing Types
Audit Log
Opt-ins
23 There are three important common menu options across all levels are:
. User Management
. Member Record Types
. Audit Log
24 The association level has one major addition: Settings — providing a number of additional, and some

common options, which appear in the God Cog list for states and associations.

25 These contain configurations that are important for setting up at state, association and club levels. The
others are important managing the club.

User Management (state, association and club)

26 User Management provides additional administrator access to the Membership Database.

NOTE: Anyone requiring access must first register for a FSP PASSPORT and confirm
their email address (see Module 1 A for details).
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27 From the God Cog select User Management.
State Association Club
SEARCH SEARCH I SEARCH
I User Managemant I Settings Field Configuration
Field Configuration User Management .. Password
Clearance Settings Member Record Jeragement
Types Audit Log Clearance Sattings
Audit Log Member Record
Opt-ins 'ypes
Audit Log
Opt-ins
28 Enter the email that the applicant used to register for their passport. Click Add.
- Softball Australia Manager
Dashboard  Assocanons Clearances Regstrations Reports a
User Management - Region
The fallowing Lsers are authorsed 1o logm for thes Regon
M [ES] Access Last Lagin
Mattsew Marne matthew herneBastitall srg au L NS08 12 102 Moy 2018 Yriss
Grant a user access
To graet mecess 1o » user they must hold » conhirmed 57 Passport
Enter the email address here
Emal Addresy
|
Rewtrictart Actows
e | Click on the Add button

NOTE: Restricted Access can be granted to a user which allows the ability to view, but not
edit data. For more information about Restricted Access, see Appendix A —Full list of
Membership — Restricted Access.
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29

30

You should now see the new name listed with those who are authorised to login at that level.

= Softball Australia

Manager

Dashbowrd Assooations Clearances

Regestrations

Reports

o

User Management - Region

The tollowang users are authonsed 1o login for thes Regaon

Mame Feman Last Lagin

Marstam Hoene atthew heroeBasttiall org wu Fu I E-BRN12 102 My 2815

Grant 38 User access
To grast nccess 1o a user they st held a canfirmed 55 Passooet

Lmal Azciroan

Resarcred Access )

To remove access rights (eg an individual has resigned from their position on the committee, or moved
to another state/association etc.), click on User Management under the God Cog, and select Delete.

NOTE: The individual’s FSP Passport is still valid, but access rights to that site have
been deleted.

Member Record Types for all organisations

31

Member Record Types are decided by, and set up in the Membership Database by Softball Australia
(national body). Registrars at state, association and club level will be able to see those Types but are not
required to do anything with regards setting them up.

2015 mySoftball Community Training_Module 1_B_Setting up the System
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32 To see the Member Records Types, click on Member Record Types in the God Cog.

== Softball Australia

_ DEMO Association 1

DEMO Association 1

Uelalls gm

Address

PO Bos 123

Lrocok

Demo. ALCTRAL 1A 9101
(02 Lot Demo, AUSTRALIA, #10

Oashboard Members Competibons Clubs Teams

Cornmurications

Contacts gm

ASSgmailcorr

Registrations

Reports

Wice Presigem
Jan St
QL00 4354 TaY

Z8grrgil curr

Manager

&

33 To view the details of the Member Record Type, click on IE‘ The fields are editable, so please be

careful.

- Softball Australia

_ ok smemnnenl

Member Record Types

Dashboard  Members Competitions Clubs Teams

Cammumcatans

R

OIStrahons

Reports

Manager

o

Mambar Hocecd Typa Parsnt Norsdar Rececd Type Farent Lavel Faromt Entiry 0 Nates
E]r..-x - Fastotzs
B Cosws arue
| Nasters MHastars o
B Sownme Slemp
B 0% Damane 0H Damons 4
o Ome O cw s
E Ten Bal
Member Record Type
Datasl
Type Namn Famtptch o
Parenl Type Fastzite
Notes
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14 of 39



) SOFTBALL

Audit Logs

Dashboard Modules Clearances  Regetrations  Reports ¢

Audit Log

Date Usarnama Section Type
Matthom Hore Use- Haragement Lad
Mttt Harne Leer Maragement Azd

Matthow Mare Updata Fials

Marhaw Horne Feld Oatara Upte's

Matihew Hu—e Regstration Earm Uptais Falds
Katsatine Ball Updats
Manthew o paate Frlos
Kasanne Ball Updute Fiaids
Kearne Ball Updats Fulds
rar~arne Bali Jpzare T alds
Katanne Beil Updaie
Manthew Hurme (P
Mattthwm Harme Upsate Fnide

Matihem Hotne

Marihaw Horme

Uptwts Fmlds

Motthon Hore Upsate Fields

Kamarne Ball

Updat
sacanne Ball Updutn
Kassarne Ball Aes
88730 Matttew Home Rag stratise Egrm Uptats Falds

34 Audit Logs allow you to see who has been active in the database at the level you’ve selected Audit
Logs from. These records are time and date stamped, and indicate the Type or work conducted (eg Add,
Update Fields etc).
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Settings — association only

35 Settings is one of the most important areas at an association level. It provides the registrar with a great
deal of control over how they modify the data and behaviour of the system.

36 To access configuration, click on Settings.

/— Softball Australia —

Dashboard Members Competibons Clubs Teans Communications Regerations Reports o

DEMO Association 1

Details gm Contacls gm
Address PIOSISOnt oAy COMTAL Vica Presdent
23 Alfred Smith Jamy Srith
00 D400 123 A5 DAS0 456 TRY
B L1030 0, AUSTRALIA, 9101 ASBgmailcom IS @R, Hm
[Z i Phose 07 & 314 Treasursr Secretary
E’, Cootarts Emcil ODemoassn 1 Bgmal.com D Srruthy Sanara Bates
0400 1 0400 004 400
DSgrmen com Sundyghotman ceen
37 There are 12 configurations in five groups.

s Softball Australia Manager
o I

Dashboard Members Competitions Clubs Teams Communications Regwstrations  Reports ) Q

Configuration
These configuration options allow you to modify the data and behaviour of the system

Manage Users = Rec

¢ Password Managemant Custom Fields o Member List Display ¢ Age Groups

. * Suatistics Templates
o Pgrmissions ¢ Fisld Configuration o Ssasons e Ladder Templates
* Mansge Lookyp information * Clsarance Sattings o Foggre Templates
* Member Packages ¢ Opt-ins * Media Outlets
.
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Password Management

38 Password Management allows administrators to create or reset passwords for all levels below:
. associations can manage their clubs/teams/members passwords
. clubs can manage their teams/members passwords
. Usernames/codes cannot be edited

NOTE: passwords are used by teams and individuals to login and complete a

for a given season.

Registration Form to register as a player to a club/team, or as a team to a competition

39 Click on Password Management.

Dashboard  Members Competitions Clubs Teams Communications Regstrations  Reports

Configuration

These configuration options allow you 1o modify the data and behaviour of the system.

s Softball Australia Manager

L mm

* Custom Fields * Member Lis: Display ¢ Age Groups

* Fisld Configurgtion e Seasons

. AN8%¢ LOOKUD in Qrmation . | ran Ml

. :j.mb'r P.c'-.g.; . * Opt-ins
40 Associations and clubs will see the following screen (clubs will not see the Club option):
41 Select the level at which you want to change the password.

Password Management

Choose the levels for which you wish to modify the passwords from the options below.

]

lub

eam

Teams in Competitions
Member

—

.
L
L
.

My Own Password

2015 mySoftball Community Training_Module 1_B_Setting up the System
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42

43

44

45

The clubs/teams/members (depending on your selection) are listed alphabetically. Find the relevant club,

team or member and view or change their password.

Password Management

ach the 'Read Only’ hech

Updale Fasswords: Automatically Senefate Fasswords

Narns Inevrame Code  Pessmard

Club )
hut 2
k)

GEMO Assacistos | CLUB

Updiie Passnors  AVOMIOUMl Genersle Passwords

-g “Atormatcally Gersrate Passwords” 2o

» "Update Passwerds

You can automatically assign passwords by clicking on Automatically Generate Passwords. The
password fields will be populated with a random combination of letters and numbers for records that
don't already have a password (it will not over-write existing passwords).

If you are obtaining a password for a club or team administrator, take note of the relevant password and

send it on to the administrator.

Click on Update Passwords to save any changes.

%= NOTE: for security reasons, passwords are not visible within the system. They can be
. emailed to members from a Registration Form, and administrators can reset
passwords, if required (as per the above process).

2015 mySoftball Community Training_Module 1_B_Setting up the System
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Permissions

46 Permissions allow an association to set restrictions available to clubs, teams and members when they
sign into the Membership Database.

a7 )~ Softball Australia Manager

_ L-lj.\" Aiocion | ._

Deshboard Mermbers Competmons  Cluts Tearms ITEnOmICHony Foegustrutions Reports Q

Configuration

Thess contiguration 5pnHens allow puu 16 maddy the data and behariawr ol the System

* Statistics Templates

o Marshat List Dagten

AL ]

48 Click on Permissions.

Permissions

e R R R U R T
g
B, ThE pEr e T Y 13 D M Un TRARE T IS L TR RSSO0 ETRARY 1 UL W STy AXTR TS

Alisw Parwrd Bugy

vy and o0t all Assooatian Cluls Team aod Meriber data

oo, Owb, Team ang Membor data. They cannct ot or dolete data

Thay cannotview member s dataoredit data

S CAONOE VoW OF adit sy Ascotiation, Club, Taam or Momber data

ey —
Team

p— To selert permissiors for tuty within your assocstion by using check boves

Fepest the tame setting for Tesm permizsions

Uit Peremgtasoms

49 Click Update Permissions.
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Custom Fields

50 There are a wide range of fields already available, however should you want to use fields that are not
already in the database, you can set them up yourself using 'custom fields'.

s~ Softball Australia e
[ e [ ol

Cashboard  Membars  Compettions  Clubs  Teams Commumncations  Regstratons  Reports o

Configuration

These conbiguraton ophons allow yau to rmodly the data and debavicwr of the syntem

Aunasgement

. o Statistics Templates
r .

.

.

¢ Ladder Templates

Meongn Leckup lrdarmatisn Clearanis Seitings o Fiyre Templates
Mernber Packages Qpt-lng * Media Outlets

* Finals Eligibility Settings

51 Click on Custom Fields.
= Softball Australia Manager
o [ o
Dashboard Members Compettions Clubs Tesms Communicstions Registraions  Reports ) Q,

AITCONOED SLARDA

Manage Custom Fields

Member Custom Fields || Club Custom Fields Team Custom Fields

Change the names of the custom fields below

Update Custom Fields

Cusntom Toxt Fleld 1, Custom Text Field 1

Comerm TP 2 [Custom Text Field 2

Custom Toxt Field 3, Custom Text Field 3

Custam Text Field & Custom Text Field 4

Pointoe Vaus Clutd &

52 Click on the appropriate tab for members, clubs or teams.
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53 For those fields that just require Text, Number, Date, or checkbox responses, insert a relevant
description.

| Custom Text Field1 |

| Custom Number Field1 |
Enter an appropriate description for the information you are after.
| Custom Date Field 1 | PProp P Y

le. Shoe size, Date last played, Available for Umpiring?...etc.
| Custom Checkbox Field1 |

| Custom Member Notes 1 |

54 For customised lookup data click on Manage to the right of the Custom Lookup and you will see the
following window.

Custom Lookup 2 Manage Custom Lookup 10 x
Custom Lookup 3 Manage .
R hoa wsage | Manage Lookup Information - Custom Lookup
cu“om lmkups Msn £ llpzcnu,r frem tha Lt below 10 edil. Some oplony may Be locked by your natonalfisternationy
Custom Lookup 6 Manage Body end cannot be edited
Custom Lookup 7 Manage Reorder the options by dragging therm 1o position, The new order s saved autamatically
Sisom LOO'(UD 2 M [ Na Records could be found ]
Custom Lookup 9 Manage
Satom Loclp 0, Mankes
Custom Lookup 11 Manage
Crowboren | omboim 19 Manane
55 Click on ADD A NEW OPTION and type in your first Lookup Option. Click Update.
Custom Lookup 10 x
Manage Lookup Information - Custom Lookup
0
J""' Isize 7 x|
56 Repeat until you have finished creating your Lookup list. Click Update.
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Field Configuration

57

58

59

NOTE: The national body has defined a number of mandatory fields (eg name, email
address, phone number). These fields will determine the data collected about our
membership, which is vital for administration, planning, funding and research purposes.

Field Configuration allows associations to select the fields they want to use for members, clubs and
teams. By 'fields' we mean the information you want to collect (eg middle name, maiden name, preferred
name).

Setting up the fields is an important first step. If it is the association's responsibility to configure the fields,
this should be done before providing login access to clubs and teams.

- Softball Australia Manager

_ [.: Vr; fk“&""“l.“u’“ ' .

Oashbpard  Members Comgetiions Clubs Teams  Commumications  Registrahons Repons

Configuration

Thesa configurateen cphions allow you 18 madily the data and behaviour of ihe systam

ped Management

* Jnalss

Click on Field Configuration.
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60 You will see a list of fields that are available to use. Scroll down the list to get an understanding of the
types of fields available.

Field Configuration

+ Mational Number

¢ Mamber Number

+ Active in Association
+ Salutation

v Legal first name

Midégle name

+ Family name

v Maiden name

v Country of RBirth [Mother)

61 To see the options for an individual field, click on the arrow to the left of the field name. This will expand
a range of options as to how the field can be used:

+ National Number
+ Mamber Number

= Active in Asseciation

v Salutation

v Legal first nams

For my level Field setting selected will be applicable to association
administrators, ie if you login at association level, these field
settings will apply.

For levels below Field setting selected will be applicable to club and team
administrators, ie if you login at club or team level, these field
settings will apply.

Registration Form | Field settings selected will appear on the Registration Form.
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62 Across the top are six field settings:

+ National Number

+ Member Number

= Active in Association I . . 5 I

+ Salutation

+ Legal lirst name

Let all levels below choose By selecting this option, the club or team will have control over the field
setting, ie whether they want it to be editable, compulsory, read-only,

etc.
Hidden The field will not be able to be viewed by the club or team
Read Only The field can be viewed by the club or team but not edited
Editable The field can be viewed and edited by the club or team
Compulsory It is mandatory for the field to be completed by the club or team. The

field is editable, ie it can be changed at any time

Add Only (Compulsory) It is mandatory for the field to be completed by the club or team, but
once it is saved, it cannot be changed.

AT NOTE: By default, each field is set to 'Let levels below choose' until you change the
setting.
63 Select the field setting you wish to apply to each level (ie your level, levels below and/or the Registration

form) and click Save Options.
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64 To open the options for all fields, click on EXPAND ALL.

¥ EXDANDALL F CONTRACT ALL

Hidgen Read Onty Eoitable

(=]

Compulsory And Onty [Compulsory]

@

®
®©
Higoen Read Onty Compulsory Agd Cnly [Computsory)
®
l’g
®©
Hidden Read Onty Egitable Compulsory Agd Cnly [Compulsory)
O O O O O

O O O O O

W EXPAND ALLEP CONTRACTALL

For my tevel Reaa Only For Levels below Reaz Only Registration Form Read Only

For my level Hioden For levels below Hidoen Registration Form Hiaden

For my tevel Le

W choose For levels below L2t levels Delow choose Registration Form L&t levels below choose

For my level Editaoie For levels below

Registration Form Let levels pel

For my level Compulsary For levels below Computsory Registration Form Compulsary

For my level Let Le

W Choose For tevels below L’

is pelaw chagse Registration Form Let levels o

65 To close all field options, click on CONTRACT ALL.
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If there are other fields you wish to use that are not listed, you can set up your own Custom Fields.

NOTE: The Field Configuration options available will differ depending on your level at
which you are logged in. If a field that you need is not available to view or edit, you will
need to contact the body at the level above you in the database (eg the association if you

are a club or the national body if you are an association) and request that the field is made
available to your level.

Manage Lookup Information

67 Manage Lookup Information is similar to the Configuration — Custom Fields — Manage Custom

Lookup with one key difference being there are a number of fields that are ‘set’ (ie Accreditation
Courses, Accreditation Status, Tribunal outcomes etc), that you can define via a lookup list.

== Softball Australia Manager

Uashioard Members  Comgetitions Clubs feams  Commurications Registrahons Repons O

Configuration

Thesa configuraten cphions allow you 18 madily the data and behaviour of ihe system

usswod Management o L Member Lot Ovegilay * Age Groups * Statistics Templates
- T | Clern 1ings

68 The process is exactly the same as Manage Custom Lookup fields.
69 Click Manage Lookup Information.
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70

71

Select the field you wish to edit.

5= Softball Australia Manager

Dashboard Members Competitons Clubs Teams Communications Registrations  Reports a

Manage Lookup Information

This section allows you to maintain the values that are present in drop down boxes present through the system. Choose the type of value you wish to manage from the list below.

Accreditation Courses
I._'_TI_

Accreditation Result O tine Oniy]

Ac"r!waum Lﬂ.‘[

Zccred ;anen Sport

Accreditation: Status

Age Group Category
reas of assistance offered (Dn\me Onlyi

Coach Accred Custo

Click on the field that you wish to edit.

Lompention \"":‘S
Qurse Numoer

Custom Club Lookup 1
Custom Club Lookup 10
Custom Club Lookup 2
Custom Tlub Lookup 3
ustom Llub Lookup &
Custom Club Lookup S
Custom Club Lookup é
Custom Club Lookup 7
Custom Club Lookup
Custom Club Cockup
Custom Lookup T
Custom Lookup 10
Custom Lookup 11

Custom

Click on ADD A NEW OPTION.

Softball Australia Manager

Dashboard Members Competitons Clubs Teams Communications Registrations Reports O

Manage Lookup Information - Accreditation: Status

Choese a value from the list below to edit. Some options may be locked by your national/international body and cannot be edited

Reorder the options by dragging them 1o position. The new order is saved automatically.

[ No Records could be found ]

ADO A NEW OPTION I
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72 Type in your first Lookup Option. Click Update.
>~ Softball Australia Manager
oy = -
Dashboard Members Competitons Clubs Teams  Communications Registrations  Reports \ Q

Manage Lookup Information - Accreditation: Status

Name I l
73 Repeat the previous step until you have finished creating your Lookup List. Click Update.

Member Packages

74 Member Packages are purely a lookup field that can be added to the member level of the database.
Member Packages are not linked with Products or Registration Forms, whereas Products are.

== Softball Australia Manager
Oashbioard Members  Comgetibions Clubs feams Commumications Registrabions Repons Q

Configuration

Thesa confiqurateen cphonrs allow you 1s madify the deta and behaviour of Ihe system

usswocd Management v Member Lt Ovegilay * Statistics Templates
[: Tl ] ‘ Lngs
75 Member Packages are updated exactly the same way as Manage Custom Lookup fields.
76 Click Add a New Package, type in the package name and then click Update. Continue doing this until

you have the list of packages you require.
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Member List Display

77 Member List allows you to choose how you wish to display member information.

- Softball Australia

Dashboerd Metmbers Compstibons Clubs Tewrrs Camenusications Registrations Repotts

Configuration

These configuration optiens allow you %o moddy the dete and Sehaveur of the system

o Statistics Templates

e Ladder Templates

_ n‘ ."“ :‘.'..‘)'-“hrﬂ : ._

Manager

&

78 Click on Member List Display.
79 Select the field you wish to add to the display and drag it across from Available Fields to Selected
Fields.

NOTE: The dark horizontal like indicates where the field will be placed when you
release the mouse button.

80 To remove fields, do the opposite. Select the field you wish to remove from Selected Fields and drag it

back to Available Fields. It will automatically list alphabetically in Available Fields.
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Age Groups

81 Age Groups can be assigned to members and competitions to assist with data organisation and

management, and historical reporting. Age Groups can either be added and managed by associations
or controlled by the national body.

82 Softball Australia will define three age groups in line with the new Member Types:
Senior aged 18 years and older as at December 31 in the year the season commences
Junior aged 17 years or younger as at December 31 in the year the season commences
Sub-Junior aged 12 years or younger as at December 31 in the year the season commences

-~ Softball Australia i
_ DEMD Association 1

Communications  Registrabons  Reponts Q

Uashioard Members Competibions Clubs feams

Configuration

Thesa configuraten cptions allow you 18 madily the data and behaviour of ihe system

* Statistics Templates
* Ladder Templates
o Fixtyre Templates

83 If you wish to add a new Age Group, click ADD.

>~ Softball Australia Manager
Dashboard Members Competitions Clubs Teams Communications Registrations  Reports Q a
Age Groups
Age Group Name Age Group Gender Added By DOB Start Range DOB Enc Range Active
B8 Senior National Bogy 01/01/1500 31/12/1997 ™
84

The Add New Age Group screen will appear. Type the name of the Age Group in the Age Group
Name field.
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85 Enter the Date of Birth (DOB) range for the age group. For example, if the Age Group is 30 - 39 year
olds for the 2015 season, the DOB start date will be 1 January 1976 and the DOB end date will be 31
Jan 1985. All members registered to the 2015 season (manually by the administrator or via the online
registration form) with a date of birth within this date range will be automatically allocated to the 30 - 39

age group.
= Softball Australia Manager
[ g =©
Dashboard  Members Competitions Clubs Teams Communications Registrations Reports O

Add New Age Group

To modify this infarmation change the information in the boxes below and when you have finished press the "Update Age Group® button
Note: All boxes marked with 2 © are compulsory and must be filled in

Age Group Details

Age Group Name: o
Date of Birth Start Range: Month V| © Oler eng of Date Rangefeg 01 - Jan - 1578]

Date of Birth End Range.: [Day V| [Month V] [Year V| © vounger end of Date fangeleg 31 - Dec - 2000}

Gender: o

Age Group Active:

Mixed
None Specified

Click here to return to list of Age Groups

86 Select a gender from the Gender drop-down list (compulsory).
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87 To edit Age Groups, click on the magnifying glass icon to the left of the Age Group Name.

88 A ‘Details’ screen will open for that Age Group. Make the required changes and click on Update Age
Group.

89 A confirmation message will appear - Record Updated Successfully. Click on Click here to return to the

list of Age Groups.

=~ Softball Australia Manager
e [ — ol
Dashboard Members Competitions Clubs Teams Communications Registrations  Reports a

Age Group - Senior

To modify this information change the information in the boxes below and when you have finished press the "Update Age Group® button
Note: All boxes marked with 2 © are compulsory and must be filled in

Age Group Details

Age Group Name: Senior (]
Date of Birth Start Range:[1__ V| O Oiger eng of Date Rangeleg 0f - Jan - 1370)
Date of Birth End Range.: [31_V| © Younger end of Date Range(eg 31 - Dec - 2000)

Gender: None Specified v| 0

Age Group Active:
Update Age Group

Click here to return to list of Age Groups

s== Softball Australia Manager

Dashboard Members Competitions Clubs Teams Communications Registrations Reports a

Age Groups P30 |
Age Group Name Age Group Gender Added By DOE Start Range DOB End Range Active

Senw Nabonal Body 01/01/1700 31/12/19%7 ~

. NOTE: If you wish to De-Activate an Age Group, check the Age Group Active box,
indicated above.
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Seasons

For the purpose of softball Membership, a season is a defined ‘Period to which a member is registered'.
Seasons are an integral part of the Membership Database and all member registrations and all
competitions must be assigned to a season.

Softball Australia will pre-define seasons in the Database that will cover both Summer and Winter
competitions, (eg Season 2014/15, then Season 2015/16). This ensures that your data is managed and
organised effectively, leading to accurate and informative historical data.

By organising your member and competition data into Seasons you will be able to quickly find
information and produce reports.

Clearance Settings

93

There are a number of rules that associations can apply to how clearances are managed. For example,
rather than manually approving or denying every clearance that is requested, associations can
automatically approve or deny certain types of clearances, or player clearances within certain age
groups.

94

- Softball Australia Manager

Oashioard Members Competitions Clubs  Teams  Commumications  Regstrabons  Repons Q a

Configuration

Thesa configurateen cphions allow you 18 madily the data and behaviour of ihe system

DEMOD Association | .

4 Management * Statistics Templates

* Ladder Templates

* Fixtyre Templates
* Media Outiets
* Finals Eligibilie

My rber Packnges
Settings
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The List of Clearance Settings page will appear, showing any existing clearance settings that have
already been set up. On the right hand side, click ADD.

== Softball Australia

Manager

Dashboard Members Competitons Clubs Teams Communications Registrations  Reports a
List of Clearance Settings
Auto Approval Rule Applies To DOB Start DOB End Delete?

95

A blank Clearance Settings screen will appear.

= Softball Australia

Manager

Dashboard Members Competitions Clubs Teams

Clearance Settings

Note: All boxes marked with @ 0 are compulsory and must be filled in

Details

Override all rules with
Association 1D:

Auto Approval: [atoApprove Vo
Rule Applies to: Sothways V|0

508 3tart Range (eartiest g0 (gnh v [Vear v)
008 End Range (latest (o< (e ) [aar ]

Rule for Clearance Type: [AlTypes V|0

Communications

To modify this information change the information in the boxes below and when you have finished press the ‘Update Settings’ button

Registrations  Reports

T

Detail

Description

Override all rules with Association ID

Type in association ID

Auto Approval (compulsory)

Select one of three options for how clearances
will be processed at association level:
. automatically approve (‘Auto Approve')
automatically deny (‘Deny All")

manually approve or deny (‘Manual
Intervention Required")
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Detail Description

Rule Applies to (compulsory) Apply the Auto Approval rule above to
clearances as follows:

. where players come into the
association ('Inward Only")

. where players leave the association
(‘Outward Only")

. for all inbound and outbound
clearances ('‘Both Ways')

DOB Start Range (optional) Enter the start of the date-of-birth range that the
auto approval rule applies to.

DOB End range (optional) Enter the end of the date-of-birth range that the
auto approval rule applies to.
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Opt-Ins

96 Opt-Ins allow you to add an additional Opt-In question specific to your level. In setting up the National
Registration Form (Member to Club), Softball Australia has put in the option for members to:

“...receive communications from my local Club, Association, State body, Softball Australia and on
behalf of their selected partners that may include reduced price tickets to matches, special offers
and other promotions from time to time in accordance with the Softball Australia Privacy Policy
available at http://softball.org.au/extra.asp?ID=19499.”

97 What this does mean is that any additional Opt-Ins (ie media and photo permission), need to be set
either at state, association or club level.
98 To do this, go to Opt-Ins under the Setting and Configuration (God Cog).
»~ Softball Australia Manager

Dashboard Mermbenrs Cormnpetitons Clubs Teams Communcations Registrabons Regorts

Configuration

These cordguration opona slisw you 20 motly the dans and behewvour ol the spstem

* Statistics Templates
¢ Ladder Templates
. F T

== Softball Australia Manager
Dashboard Members  Compettions  Clubs Tearms Communecations Regstralions Heports a

Opt-Ins Setup
2

99 Click on ADD.
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100 Fill in the Opt-Ins Message and click Update.

-~ Softball Australia Manager

— EEN - °_
Dashboard Members Compahtions Iushs feams Communicatons EUSIEIONS Reports, a

Opt-Ins Message

Opt-In Message:

Active o

IMPORTANT: Once you create an Opt-Ins Message the only way to deactivate it is to deselect the
Active checkbox.

Although you can edit the message later on, it will create inconsistencies in registration information (Opt-Ins) if you
do this part way through registrations for a season.
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Manage Competition Block

101 The Manage Competition selections will all be covered in the Competition Training Module.

s Softball Australia Manager

L N

Dashboard Members Competitions Clubs Teams Communications Regstrations Reports 0

Configuration

These configuration options allow you to modify the data and behaviour of the system

Manan sers and S > finure Datak Fields hano Satun Reqistrations Manso ——
Manage Users and Secunty Configure Database Felds angs how = splays stup Registra s Mansge s

¢ Password Management * Custom Fields * Member Lis: Display ¢ Age Groups » Suatistics Templates
* Permissions * Fisld Configurgtion o Ssagons o Ladder Temolates
* Mansge Lookup information * Clearan ftin o Fogre Templates
* Member Packages ¢ Opt-ing * Medis Outlets
o Fingls Eligibitiy Sett
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Appendix A —Full list of Membership — Restricted Access

Restricting access is similar to giving a read-only login and is typically used by clubs giving team managers access
to perform functions like team selection, printing team sheets and results entry. The table below defines which
functions are restricted.

RESTRICTED ACCESS AT ASSOC RESTRICTED ACCESS AT CLUB

LEVEL LEVEL
Dashboard
Edit Details No No
Edit Contacts No No
Edit Locator | No | No
|Setting Cong | No | No
User Management Cong No No
Password Management No No
Notifications Bar No No
Members
List Members Yes Yes
Duplicate Resolutions No No
List Online Transfers | No | No
|Pending Registrations | No | Yes
|PIayer Career Statistics | Yes | Yes
Request a Transfer No Yes
Competitions
List Competitions Yes No
Match Results No No
Publish to web No No
Fixture grid No No
Venue Allocation | No | No
Any bulk movements | No | No
Club
List Clubs Yes Yes
Club Championships No No
Add club No No
Teams
View Teams Yes Yes
Modify team list | Yes | No
Add new team | No | No
|Communications | |
Send communications Yes Yes
Registrations
Payment Configurations No No
Products No No
Registration Form No No
PPayment Splits | No | No
|Locator | No | No
|Reports | |
|View and create reports | Yes | Yes
In a Member- Ability to Edit
Details No No
Types No No
Update Transaction Yes Yes
Tags No No
Tribunal Yes No
Transfer History | No | No
Member History | No | No
|Statistics | No | No
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