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The Registrations Menu

The Registrations menu contains the components that need to be configured to allow you to successfully
prepare to register members into the database.

There are three main components that need to be setup:

. Products: the ‘things’ you are selling to your members.

. Registration Forms: the actual Form that captures the information you require from your members,
and

. Online Payment Configuration and Payment Splits: if you wish to receive payments online.

State

5= Softball Australia

Dashboard  Associations  Clearances | Registrations | Reports

Payment Configuration
Products

Registration Forms

Payment Splits

Association

== Softball Australia

Dashboard Members Competitions Clubs Teams Communications | Regestrations | Reports

Paymant

Club

- Softball Australia

Dashboard Members  Comp Management Teams Communicabions | Registrations | Reports

Payment Conbiguration

w28
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Products

Products are anything that you wish to sell to your members. The majority of our products will be membership
and fees to a competition. However you can also sell physical items like uniforms and merchandise as
products as well. Softball Australia will be creating one product for the membership benefits pack, which is
available to all Softball Australia members.

Products can be created at national, state and association levels in the hierarchy.

Currently Softball Australia strongly recommends that the creation of membership products and their pricing is
done at State level with the associations and clubs being able to edit the pricing AND being able to create non
membership products.

In order to ensure consistency nationwide, when creating your products we ask that you follow some simple

Products be put in “Grouping Categories” that reflect the Member Types, ie if there is a member
type called ‘Senior’, then all products for the Senior member type need to be have a Grouping
Category of ‘Senior’.

transactional reporting. Archive last season’s products, and create a NEW set for each new season.

Take time to create products for people who may be playing in your competition on-permit from
another club/association. These people will have already paid for an annual membership and
therefore should have a product with a price that reflects this.

As we wish to capture all people who participate in our sport, then we need to create products that
cater for off diamond participation, as well as products for people who participate in more than just
playing, ie player umpire, player coach, player administrator.

J When changing from season to season, do NOT edit existing products as this will have an impact on

IMPORTANT: Government funding for our sport is based on participation numbers. If
all we capture in the database is those people who play the sport, then we are doing

ourselves a disservice in not reporting participation correctly. Take the time to create

products that allow us to capture an accurate record of those who participation in our
sport.
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1 Example of how we would report multiple participation.

Frst Nama Family Name Date of Birth Club Namea Member Record Type Product Unes Item Yotal
Thomas Matthens 2270971970 Club 7 Fastpitch OM-Diamond-Admnistrator - PLAYER  0.00

Thomas Matthens 2270071970 Ciub 7 Fastpitch Officat-Player - COACH 0.00

Thomas Mattheos 22/00/1970 Qb 7 Fastpach Fastptch-Senior 100.00

Elne Matthews 23/1471972 Qb 7 Fastpitch OfMical-Player - UMPIRE 0.00

Elme Matthews 23/1171972 Cr 7 Fastpich Fastpich-Senlor 100.00

Else Mattheos 2371171972 Chb ? Fastpach Off-Dlamond-Administrator - PLAYER  0.00

7 rows 208

2 We have two members who have multiple participation in our sport. Both play fastpitch, both are
administrators in the game and both are officials.

3 We do not count Elise’s Benefit package as this is not a participation product.

4 By doing this as well, we can get a true number of how many people we have involved in technical

aspects of the game like umpiring, scoring and coaching.

Creating a new product

5 Click Products under Registrations.
== Softball Australia Manager
Dashboard  Associations Clearances  Registrations  Reports Q
DNANCED SEARTH
Products
Choose a value from the list below to adit. Some cptions may be locked by your national/international body and cannot be edited. If you wish to add a new product click th Link
e [ vl
Name Price Active ? Created By
| & Group: Off-Diamond (8 products] }\ o
. POn Click on ‘Add a new Product’ S
B8 Administrator - PLAYER Copy
@8 BSoard Member - non-player E‘ State Copy
B8 Board Member - PLAYER (Z State Copy
§8 Committee Member - Non-Player 50.00 i e Copy
88 Committee Member - PLAYER Grouped by Member Type Copy
88 Fan-non-player Copy
8 Volunteer - non-player E,J/ State Copy
I & Group: Casual (2 products)
B8 Better Up(SBU| 10.00 {:ﬁ Swate Copy
B8 Masters Event 75.0 ™ Sate Copy
I = Group: Fastpitch (4 products)
g8 Junior S.00 ¥ State Copy
B8 Junier - On Parmit $5.00 lQ/ State Copy
B8 Senior 100.00 o/ State Copy
B8 Senior - On Permit 80.00 ™ State Copy
|_& Group: Slowpitch [4 products) [
g Junior 75.00 ™~ State Copy
g8 Junior-On Permit $5.00 o4 State Copy
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6 Click Add a New Product, which will take you to Details.
»= Softball Australia Manager
Dashboard  Associations Clearances  Registrations  Reports Q

Edit Products -
1
IMPORTANT NOTE: - |} you a4 sttng up ragatesssn srasects liuch as registeation featl Mar the upsamng seasan sloase Se sere 50 ADD new products RATHEN THAN EDITING enstng
products fram & previsus seesen Ediing previcss sesssn Sotis can hase Merieus impicstans or povr transactios regerting. and un meesuenced bz thase purches~g sraducts
thragh the lerm I ree heve a7y 3ubts S350t A*ether yav vhauld Be 84@ng "aw rodusTs B7 BE6Ng e9atng snes iesee emel suupsrt o suppert'Bapsrtingpuive
Detadls Priceng Qependencies Actigng Fiteer Avadabilty Renewal
QD .
o PROCE Birive Saase No Season.- ¥ -t gaeas e - ;
e Arctows Procut d
(G) Orweping Cotegary .
@ o e Sedect Type - V. 8
e oty gl 7t ]
(5) o it Guanity . hg r Regestrat
O wo
|
1 A reminder warning that at the start of the season you should add new products rather than
edit existing ones. Suggestion is to Archive old products once the new ones are in place.
2 The name of the product you are creating (set a standard structure and be consistent) —
MANDATORY.
3 Choose the season that the product is for using the drop down box.
4 Archive the product by selecting this tick box. Product will be set as inactive. Note it is not

deleted and remains in the database.

5 This groups your products together. Use the Member Type as the grouping name, ie Under
the member type of Senior you may have a product called Fastpitch and Slowpitch.

6 Select the product type from the pull down box — MANDATORY.

7 &8  Allows the product to be purchased on more than one occasion. Please note the message
to the right of both of these selections.

9 Add in any information that purchasers should see before they complete their transaction.

7 Click Update.
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8 Click Pricing.

5= Softball Australia

Dashboard  Associations

Clearances  Registrations  Reports

IYOQULLS » Adanastr star - S glaped

Edit Products - Administrator - non-player

Fields marked with O are compulsory

Details | Dezpendencies

Pricing

Actions || Filter | Availability || Renewal

Tax Description: O

:‘,;"_‘:::‘,i",“'" toginte [Select Level— v Club
inimum System Logints [—c e Lovel- v Association

Price: A @Single price [price is the same across all registrations, including family registrations)

B OMultiple prices [changes in the case of multiple, family, registrations )
Single Pricing. s

Payment Split. [

O © 0

Click here to return to product list

€ ORanged prices [Price is the same across all registrations, but if lower levels set their own price, it must be within a range)

V] O [Whare She maney i send 16 Upan Sucsasstat coline transa e

Manager

ANANCED: SLAROH

IMPORTANT NOTE: - If you are setting up registration products {such as registration fees| for the upcoming season please be sure to ADD new products RATHER THAN EDITING existing

products from a previous season. Editing previous season’s products can have serious for your tr reporting, and unexpected conseguances for those purchasing products
through the form. If you have any doubts about whether you should be adding new products or editing existing ones please email support on support\@sportingpulse com

1o

1 Tax Description, ie GST excluded or GST included — MANDATORY.

2 The minimum hierarchy level who is able to change the price of the product (ie State,
Association or Club).

3 The minimum hierarchy level who is able to sell the product (ie Association or Club).

4 A. Price =Single Price — (which if you do you see the above). Price is the same across all

registrations, including family registrations.
Enter the single price and then click Update ....or....

B. Price —Multiple prices...where the form changes to the below. Price changes in the case of

multiple or family registrations.

O Single price [price is the same across all registrations, including family registrations).
@ Multiple prices [changes in the case of multiple, family, registrations.)

First Adult $ 0.00 First Child $0.00
Second Adult $ 0.00 Second Child $0.00
Third Adult $ 0.00 Third Child $0.00

added to an adult form,
Subsequent Adult $/0.00

Subsequent Child $ 0.00

Even if you are only accepting one type (adult or
children) please add pricing to both columns to
ensure that the correct amount is visible in all
areas of the system and for safety if this product is

2015 mySoftball Community Training - Module_1_D_The Registrations Menu
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9 Enter the prices for multiple registrations then click Update....or....

C. Price — Ranged Price (STATE ONLY OPTION) ...where the form changes to the below.
Price is the same across all registrations, but if a lower hierarchy level sets their own price, it must
be within the defined range.

Price: D Single price [price is the same across all registrations, including family registrations]
O Multiple prices [changes in the case of multiple, family, registrations )
® Ranged prices [Price is the same across all registrations, but if lower levels set their own price, it must be within a range)
Ranged Pricing, =
Default Price  $0.00
Minimum Price $0.00 Maximum Price £ 0.00
Paymaat St V| O (Whare e money is sent to upan successhul saline trassacson
Update
10 Enter the prices for multiple registrations and click Update.
5 Payment Split. When you are going to allow people to pay online for the products,

Payment Split determines where money is sent to upon a successful online transaction.
is a requirement that you select for each product the Payment Split method you will
follow for that particular product. If you don’t do this, then the product cannot be
purchased online.

It
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11 Click on Dependencies.

5= Softball Australia

Dashboard  Associations  Clearances  Registrations  Reports

== Softball Australia Manager

Dashboard Members Competitions Clubs Teams Communications Registrations  Reports 2 Q
Products
Edit Products -

Fields marked with O are compulsory.

IMPORTANT NOTE: - If you are setting up registration products [such as registration fees) for the upcoming season please be sure to ADD new products RATHER THAN EDITING existing
products from a previous season, Editing previous season’s products can have serious implications for your tr

reporting, and unexpected consequences for those purchasing products
through the form. if you have any doubts about whether you should be adding new products or editing existing ones please email support on support\@sportingpulse com

Details Pricing Actions Filter Availability Renewal

Mandatory Products

Select a mandatory product. The purchases will automatically be required to buy the mandatory product as well as the product here. A typical example is a joining fee.
So any person can select which registration product they wish to purchase, but everyone must also pay the joining fee.

Mandatory Products: [ICasual - Batter Up (SBU)

[JCasual - Masters Event A
O Fastpitch - Junior

[JFastpitch - Junior - On Permit

[JFastpitch - Senior

CIFastpitch - Senior - On Permit

[JMasters - Masters

[JMasters - Masters - On Permit

[JOTHER - Members - BENEFITS PACKAGE
CJ0ff-Diamond - Administrator - PLAYER

) 0ff-Diamond - Administrator - non-player v
[ 0ff-Dismond - Board Member - PLAYER

12 This will allow you to set another product you have set up as mandatory when this product is
purchased. So for your Registration Fee for example, if you charge a Membership fee as well (and
its set to mandatory), when the Registration Fee is purchased the Membership fee will be

mandatorily purchased. To make a product mandatory simply tick the appropriate product in the
box.

13 Click Update.
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14 Click Actions.

== Softball Australia

Dashboard  Associations Clearances  Registrations  Reports

Sroduts

Edit Products -

Fields marked with © are compulsory.

Details Pricing Dependencies Filter Availability Renewal

Actions to perform on successful payment

@ seproctenion 5203 (onth V] [Year V]
or
for [days from product purchase]

Set Match Official O
Financial:

Set Season Member Y
Package: { ]

Oty gstered 2 [Day V| [Month V| [Year V] w ey,
or

IMPORTANT NOTE-: - If you are setting up registration products [such as registration fees) for the upcoming season please be sure to ADD new products RATHER THAN EDITING existing
products from a previcus season. Editing previous season’s products can have serious implications for your transaction reporting, and unexpected consequences for those purchasing products
through the form. If you have any doubts about whether you should be adding new products or editing existing ones please email support on support\@sportingpulse com

Manager

&

for [days from registration date)
15 This menu allows you to set what actions take place once a member purchases the product:
1 Set Player Financial: Tick this box if you'd like the member's status to be marked as

'Financial' for the season after purchasing this product.

Set Coach Financial: Tick this box if you'd like the coach's status to be marked as

2
'Financial' for the season after purchasing this product.

3 Set Match Financial: Tick this box if you'd like the match's status to be marked as
'Financial' for the season after purchasing this product.

4 Set Season Member Package: Choose the season that the members will be in.

5 Set Member Registered Until: Set a date, or number of days from registration, that the
member will be registered for.

16 Click Update.
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17 Click on Filter.

== Softball Australia

Manager

Dashboard  Associations  Clearances  Registrations  Reports

&

ADVANTED STANCH

Producty

Edit Products -

Fields marked with © are compulsery

IMPORTANT NOTE: - If you are setting up registration products [such as registration fees] for the upcoming season please be sure to ADD new products RATHER THAN EDITING existing

products from & previous season. Editing previous season’s products can have serious ! s for your tr reporting, and unexpected consequences for those purchasing products

through the form. If you have any doubts about whether you should be adding new products or editing existing ones please email support on support\@sportingpulse com

Details Pricing Dependencies Actions Availability Renewal

Automatically Filter Product Selection

Use these fields to automatically show some products. If you tick ‘Coach’ then this product will only show to people trying to register as a coach. Similarly you could use

the date of birth fields to show products only relevant to individuals under or over a certain age

{Any Vv
{Day V] |Month v] [Year v] [[=]Otder end of Date Range leg 01 - Jan - 1970)
[Day V| [Month V| [Year V|[[€]Younger end of Date Range leg 31 - Dec - 2000)

{Any v

This menu allows you to filter which members the product will appear to:
Gender specific products

Products defined by minimum DOB

Products defined by maximum DOB

Products defined by Minimum Age

Products defined by Maximum Age

o o A W N P

Products defined by the Member Type

# Don't
} - FORGET!

——

19 " Remember: if you do decide to filter the product so that it only goes to specific
members, then make sure that a similar product is available for those areas like coaches, umpires,
scorers, and administrators etc who could be players as well. If you filter these products out then we
may NOT get a correct participation count for those members who participate in more than one
area.

Click Update.

2015 mySoftball Community Training - Module_1_D_The Registrations Menu
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20 Click on Availability.

5= Softball Australia Manager

Dashboard  Associations Clearances  Registrations  Reports o} a
ADVAMCED SEARCH

Products

Edit Products -

Fields marked with O are compulsory.

IMPORTANT NOTE: - If you are setting up registration products [such as registration fees) for the upcoming season please be sure to ADD new products RATHER THAN EDITING existing
products from a previous season. Editing previous season’s products can have serious impl s for your tr

reporting, and unexpected consequences for those purchasing products
through the form. If you have any doubts about whether you should be adding new products or editing existing ones please email support on support\@sportingpulse.com

Details Pricing Dependencies Actions || Filter || Availability Renewal

Product Availability
I left blank the product will be available all the time.

Product available from.

[Day V| [Month v| [Year ][00 V]:[00 V] s
[Day V| [Month ¥| [Year V| [00 v]:[00 V] =n

Product available to

21 This menu item allows you to setup products before registration opens and define the date and time
that they become available AND when they cease to be available.

22 When you have finished, click Update.
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23

Click Renewal.

DOy famoouont Clesretoes Regaimtonm feports

Edit Products -

Fwizx rarac Wit O e STvEaTy

OUTITANT MUTE. - 1 o) 000 901105 4p (g aat b pramats [ash 00 (oG wees fees] ber the wpawreny seesen phasee Se bess 13 ATIO fiww prodhats RATIER THAN RTITIND sustrg

Mregt ™ barmn ¥ e MvE ey GO SRR APETEET PEL SR 38 SSTINY I PrESLEts 3 Sty SUINAG s SEass ered wase o BT iMpa I TeRdee FETY

Detas Preng Quepa=aeciee Actiarn Fivee Acmlalatty | W I

Product Linking

Frosuct Lnking is & wary 1o fonew prodec! purthases, i makes the eedey date of 85 olf aroduct. the Commancermst Sube of § dew prodect

Sacr S pracact hen
@ e, 4 hnid
S by P WA

v
ke
Automatic Remunder Emails
Mermbers cam be reminded Tat § 1OFUCT 1y N parchased s dut 10 expru's exored by CTRRIAG RASITHIL remisder emals
ot thes swwmage [0 Vgt [Bchor /] the produes e dun tn megeve;
-
Ut ths mnnsage 0V g | bafoen & the prodes i Ses s
— (0
1 — v | wns [k 10 + #ae e wxpre
W 00 AL Cerder B & 51 10 B0 YL PRI atien heres can be scluded, whers mernlers Can (0. g aler 304 purchase (e renewal Sraguct
@ Sppririma e i e .
3 A vl
Bowober (rmads

Fanse hoe In orser far swrmbers 21 18 a2ie 32 purchens 1he renessl prodect £ rast have Seen sdded to the regatration dsrm

- Softball Australia Manager

_ s _

FPALLCIE 11U 8 revhaca heat FITNNG FrAvLIE MAEAET & SRELCTE ON Pame BT TTEECEIGES FOF A IIVBIGN AAPBNINY SN LTINS e LTI MAIeC AY 1TSS JAriNAlng pOaducs

1 From the pulldown list select which product will be used to renew once this product has
expired.
2 You can set up to five reminder messages for those people who have this product letting

them know their product is about to expire.

3 You can attach a registration form to the automatic emails.

available.

NOTE: This can only be done if the registration form and the renewal product is

When you have finished, click Update.
When finished creating the product click on Click here to return to product list.

You will find yourself back on the main Product screen.
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27 To create another Product you can copy the one you have just created by clicking Copy.

Kame Price Active ¥ Craaned By Capy Frodec
- A
B Comeitee Mamder - Mon.Puape $0.00 3 Sextu S N
@ wites Mamdar - PLAYER 800 ! State Cagy
BB Foen - man.paye ate [
g v « e Snle

By Masters Gon ¥5.00 = Sints
ovp Fastptes (4 2rodusts

28 You will be asked whether you wish to create a copy. Click OK.

29 Edit the new copy by clicking on the magnifying glass icon to the left of the named copy.

Mo Price Active ¥ Crostng By Capy Produt

- aaks

Bl Cemmetee Mamber - Nan-Player . Casy ~
@ Oemmites Member - PLAYER ats Lagy

o e e ate 49

|y - e ats CREY

m e b aln L

30 You will open up the copy of the product you created, and now all you have to do is change the
name, and then go through each tab to ensure that the details are appropriate for the new product.

== Softball Australia Manage

_ cocise

Dashbuard ASSOOENS Clearances Regestrabons Hepurts

LY - AN e D

Edit Products - Masters Event [Copy)
Fielss marked with O wre compulasey
IMPORTANT NOTE: - |f you are selting op regiatration prasucts [scch as regatraton leesl fur the uptameg sessan please be sore 18 ADD rew praducts RATHER THAN EDNTING eststng

products framm & prevout SeA10N. EAILAG PrEvIOUS SERION § Products 2an have SENaUS IMPLCISeNns fOf YOUr INSnsectisn regorting smd unsagetted contequences for thase porthesng products

threugh the form. 8 yeu have any Saubis about whether you shocld be a8ding new praducts or ediing cxating anes glesse amel seppoct on suppert!

[ Details l Prcing l Depandences l Aztions I Filter l Availabtay |[ Ronwwasl l
Uetadls
. -
e {Masleu Event (Copy) ]
Frotuct Reparing Samest [2014/15 ([T P —
Acchove Product
Cromies Swepny Casual
Peodect Type MC“\ZXY:'(S"-IP via
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Archiving a Product at the end of the season

31 Go to the main Products screen and select the product you wish to archive, by clicking on the
magnifying glass icon to the left of the Product Name.

- Softball Australia Manager

Dashboard Associations Clearances Regstrabons Reports

Choase @ value from the List Below to edit. Some options may be locked by your national/mternational body end cannat be edited. If you wash to add a new producr chek the [ g link
onry A V] o e | v
Nams Price Active ? Crwated By Copy Prodect
Grwwn OO [harmnd 18 pravat
~
B Admovatreter - nen-siaper 510 “ Stes Casy

Admeatrarar - PLATER l 008 ~4 Siate Cony
ad Member - w3 Taye- 5220 oA State G
ord Mamber - PLATER 000 A State L

32 Click Archive Product tick box then click Update.
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Registration Forms

Registration Forms are the interface between the member and the database, and as such are not something
that you create quickly with little thought. You need to consider exactly what it is you are trying to create, not
only from an information perspective, but also from a look and feel.

The main ‘member to club registration’ form has been created at national level, and contains the standard
mandatory fields for the national level.

State registrars can pick this up and add fields if required and so can associations and clubs.

<A NOTE: You cannot change or modify the fields coming to you from the hierarchies

above.
33 This one you should use for all member registrations into clubs and associations.
34 That said, if you need additional information at a later stage for players entering representative

teams, you can create a new form specific to them to complete. In doing so, you need to make sure
that the following four fields are in the form to ensure the information is appended to the member’s
existing record:

> First Name

> Family Name

> Date of Birth

> Member Type — at least one member type must be selected in the form.

IMPORTANT: Forms are created as frames that hold field IDs in them. So, if you create a form
with a custom field, and later on change that custom field, all forms that have that custom field 1D
in them will show the changed field, not the old one.

This is why it is critical that you plan your registration forms and think about what is necessary.

2015 mySoftball Community Training - Module_1_D_The Registrations Menu 14 of 35
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Creating a new Registration form

35 Click on Registrations, and select Registration Forms.

- Softball Australia Manager

Registration Forms

o g 9 ©
OI Softbell Austraiss National Regrstration Faem [M9412) Mamber 1 Clud [_] m B

36 On opening, you will see one existing form, the Softball Australia National Registration Form.

37 You can see the type of form it is. In this case, a Member to Club form.

38 If you have the rights, you can open and edit the existing form.

39 If you wish to use this form to create a similar one, you can copy the form by clicking on the Copy

icon. This will display a dialog box asking whether you wish to create a copy of the registration form.
If you answer yes, a copy will be created with its own unique form number. Click Edit and modify

the form.
40 You can delete a form.
41 If you wish to create a new form, click Add New Form.

ﬁ_‘&ﬁ?‘g NOTE: The process to create a new form is sequential and you will be stepped through
‘.l - -_‘ii;‘ the process as you complete each tab.

— Make sure you click Continue when you complete EACH tab.
Do NOT use your Browser Back button, this will delete any information or work you’ve done. If you wish
to go back to the registration form main screen, then click on the underlined Registration Forms in the

‘bread crumbs’ above the Registration Form heading.

= Softball Australia Manager

Registration Form :Nrw]
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42 Click Add New Form.
= Softball Australia Manager
Dashboard  Associations  Clearances  Registrations  Reports Q

Registration Forms = Add New Form = Settings

Registration Form [New]

[ ]

@ Form Name: New Registration Form
) Member registering to an Association

@ Type of Form
® Member registering to a Club

@ Form Enabled ¥

@ Payment is Compulsory 3 [This option should be set only if payments are enabled and you have merchant account set up.]

A Merchant account has been set up

Bank Account has not been verified. Contact support if you feel this is incorrect

When this option is set and there is at least one mandatory product, then registrants must also pay online in order to complete the registration. See
how to make a product mandatory.

@Alluw Member to Register

as: Casual

Fastpitch
Masters
Off Diamond

A_UOW multiple registration IMPORTANT NOTE: This will allow you to register and pay for multiple people at once. You need to check the boxes below to allow multiple adults or
(family registration processk:  hiigran [or both] to be entered using this process

Using this process, some details from the initial person’s registration will be copied to the subsequent forms, and a single payment will be made
covering all the registrations

[ Allow multiple adults to register?
[ Allow multiple children to register?

@Hm)xx(mhon Options: Allow all registrations !
43 You are now in Settings.
1 Type in the name for the Registration Form. Make sure it is easily understandable
2 Select the type of form you are creating. As we are saying that all registrations have to go

through the club hierarchy, then select Member registering to a club.

3 Click this Form Enabled check box when you are ready to have the form active and
ready to be used. To make it inactive, untick the box.

4 Only tick the box Payment is Compulsory if you have yourself setup as a merchant in
the online payment section (later on in this module), AND you require everyone to pay
online. If you turn this on, then it means that anyone who does not pay online will not get
registered.

5 This section lists the Member Types which are currently Fastpitch, Slowpitch, Masters,
Casual, Officials, Off Diamond and Tee Ball. This will be moving to Senior, Junior, Sub
Junior, Casual, Official, and Off Diamond.
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In the form, the member selects the Member Type that they fit into. As a minimum you
must have one selected....but for registration forms, please select ALL the member
types. To do this, click on the member types you want while holding down the Ctrl Key.

NOTE: This is a scroll list, there are more than four member types.

6 This allows one person to handle multiple registrations, ie a mother registering herself
into a slowpitch competition and her children into Tee Ball.

Tick on the boxes if you wish a single person to be able to register multiple adults and
multiple children.

7 Registration options:
a) Allow all registrations: Anyone can register through this registration form.

b) Allow new registrations if not in national system: Only members who aren't
currently in the national database can register.

C) Allow new registrations only if in national system: Only members who are
currently in the national database can register.

d) Allow existing members only: Only allows members who have their
Username and Password to register again.

e) Allow new registrations only: Doesn't display the Username and Password
login and if Duplicates are found with this person then the member won't be
allowed to proceed.

f) Allow new only if already in the association: This will allow new members
but only if they are already entered into the association database.

Recommendation is to leave it at the default of Allow all Registrations.

8 Click Continue when you complete this tab.
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Fields

-~ Softball Australia Manager
W === I ]
Dashboard  Associations Clearances  Registrations  Reports y Q

Registration Forms » Add New Form = Fialds

Registration Form [#50357)

Choose the the visibility and editing options for each of the available Member fields

— @ @ ©o ® ®
Field Name | Hidden I |lh)ad0nly I | Editable | I Computsory | | Add Onty [Computsory) I
Nationat Number - 0 A
Member Number ® (o] (o] ) o

o o

-

Active in Assooation

Salutation ® o} o) o) o)

Legal first name o

Middle name ® 6] @] (@] O

Famidy name O

Maiden name . (0] Q O o)

Country of Birth [Mother] . 0o o

Country of Birth [Father] ® o} o) (0] o} Y
44 This is the tab where you choose the fields that you would like in your form and status of that field.
45 Along the top there are five levels of field status.

1 Hidden: Hidden will mean the field will not display on the registration form.

2 Read Only: means the field cannot be edited by the member but can be viewed.

3 Editable: means that the field will display on the registration form but it will be an optional
field.

4 Compulsory: means that the registration form cannot be completed with this field being
completed. It will be marked with an orange star on the registration form as a compulsory
field.

5 Add Only (Compulsory): means a member must complete the field, but once they’'ve

updated the field they won’t be able to change it. Generally, this field is used for date of
birth, where someone’s date of birth won’t change — unlike a surname, address, phone
number, which could change over time.
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46 You will see that there are some fields that are already selected and you do not have the ability to
hide or make the editable. These are four key fields used to create any record in the database:

» First Name
> Surname
> Date of Birth
> Email address
47 If you are creating a NEW registration form, these are the only ones that are setup. If you are editing

the National Registration Form, there are a number of others (ie address and contact details) that
are already setup.

48 For normal registration into a softball competition, use the National Registration Form and edit it.
For registration into a representative team (where you need additional information that has not been
captured by the National form), create a new one.
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Layout

s Softball Australia Manager

Cleees] .=

Dashboard  Assocations Clearsnces  Registrations  Reports % a

AOMANEED LML)

Registration Forms » Add New Form = Layout

New Registration Form (#50357)

Reorder the fields by dragging them to position. The new order is saved automatically,
Extra blocks of headers or text can be added by clicking the respective buttons

= Legal first name - Step 1
= Family name - Step 1
= Date of Birth - Step |
Address Line |
= Address Line 2
= Suburb

= State

= Postzal Code

Email Ok

= Emergency Contact Name
= Emargency Contact Number

= Emergency Contact Relationship

= Phone (Mobile)

®

il 3
= =

= Parent/Guardian | Firstname

== Parent/Guardian 1 Surname

Parent/Guardian 1 Mobile

49 This is where you layout the form and add headings or text to assist the members to understand
what to do in the form.

1 Hover the mouse over any of the fields and to see there are four arrow move cursors.
With the left mouse, click and drag any field up or down into the order that you would like
the form to appear.

2 CIle on the Add a Header Block and yOU will Reorder the fislds by dragging them 1o position. The new order is saved automatical

open a new window in which you can type in

Header information. s e e

= Legal first nama - Step Y

Extra blocks of headers or text can be added by clicking the respective buttons
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- Softball Australia

Manager

Ragstraten Foems » Add New Form « Layout

New Registration Form (#50357)

BTN

Planse f£111 in all your pezecnal details
BVOTE: A ze€ Astarix indicates s Mandatosy Field

fleckLased:  Personat Detats
Qlock Content

Save Header Block

Dashboard Assocations Clearances Registrations Repocts

e

50 Type in a Block Label

IMPORTANT: if you have more than one Heading Block as the Label is the only way you
will know where each one goes.

51 Type your message.
52 Click Save Header Block. This will save this block at the bottom of the field list.
53 The Text Block works the same way as the Header Block.
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4 Rules — for some fields you can define rules based on Gender and minimum and
maximum Date of Birth. This is good for fields like Guardian/Parent details. You can
define so that these fields only appear when the applicant is under 18, and anyone over
18 does not see these fields when registering.

54 Click Rules on a field and you will see...

- Softball Australia Manager

_ ot _
Dashboard Associations Clsarances Regstrations . Reports Q

Hugotration Fe Add New Farer ol

New Registration Form (#50357)

B

Enter the condibons which must be met before the Nield = displayed on the rega forr

Name Parent/Guerden ! Firstrame
Gender

Miumumn DOB Month v £ | Otger end of Dote Renge leg 01 « Jan - 1920]

Maxmmum DOB Moatn ] Yousser end of Dete Range leg 31 - Dec - 2000
a) Name indicates the field name that you are applying the rule to.
b) You can define Gender specific rules for specific fields.
C) You can define Minimum or Maximum DOB rules to the field.
d) Once you have done this, click Save and you will return to the layout main screen.
5 On the main screen click Continue when you complete this tab.
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Products

55 Products allows you to link previously created products to your registration form.

= Softball Australia

Dashboard  Assocations Clearances  Registrations  Reports

Registration Forms » Edit » Products

New Registration Form (#50357)

Settings Fields Layout Messages

Choose which products to make available for selection on the registration form by checking the corresponding ‘Active’ box

1f you have depandent products, please ensure that you provide the products they are dependent on

5 ® ©) ®

Notifications

Manager

ANANCED SEARCM

1o

Active Mandatory (71| | Sequence (71 | | Group Product Name Price Creatod By
(] (| O#-Diamond Adrrunistrator - non-player 50.00 State A
(] (m) Off-Diamond Adeninistrator - PLAYER 0.00 State
a (m] Caswal Eatter Up [SBU) 1000 State
(] O 0Of-Diamend Board Member - non-player S0.00 State
|} O O#-Diamond Board Member - PLAYER 0.00 State
] O 0Off-Diamond Committes Member - Nen-Player S0.00 State
O a Oif-Diamond Comemittee Member - PLAYER 0.00 State
a () O#-Diamend Fan - non-player S0 State
(m} O Slowpitch Junior 7500 State o
1 Any products that you tick in the ‘Active’ box will display on your registration form.
2 If you tick the mandatory box on a product, then this product is a mandatory purchase on
your registration form.
3 Product sequence allows you to order the products how you would like to see them in the

registration form. To do this, number from 1 to ‘n’ in the order you'd like to have them.

If you don’t wish to sequence the products, leave this blank.

4 The group that the product was assigned to.
5&6 Product Name and Product Price.
7 Product created by this level in the hierarchy.

56 Click Continue when you complete this tab.
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Messages
57 Allows you to add blocks of text throughout the registration form.
58 There are six tabs each which allows you to put in text at a specific point in the registration form, or

on confirmation email and CC payment.

» Softball Australia Manager
Dashboard  Assocations  Clearances  Registrations  Reports O

Registration Forms = Edit = Text Messages

New Registration Form [#50357)

Settings Felds Layout Products Notifications

Customise the text that displays at various stages of the registration process
Choose Type Initial Information Full Information Summary Credit Card Payment Confirmation Email

I This text will appear on the Arst page above the Login section. I

59 To insert text, click in the box and type the message you’d like to see in the section on the form
described immediately above the box.

Choose Type Initial Information || Full Information Summary Credit Card Payment Confirmation Email

I This text will appear at the top of the ‘Initial information paqe.l
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Choose Type Initial Information Summary Credit Card Payment Confirmation Email

I This text will 3ppear 3t the top of the Full Information’ page. I

This text will appear at the Dottom of the Full Information” page, abave any Terms & Conditions or Opt iIns.

This is where any Terms & Conaitions should De entered, the smaller of the two Doxes Deing for an optional header.
The TACS witl appear at the very bottom of the Full Information’ page. under the proguct setection area

Incluce a0 1 10 the above Terms & CONOIIoNs™ Mandatory Checkbox?
ry

60 Full Information has three sections, including one for Terms and Conditions.

NOTE: Terms and Conditions can be entered in a new registration form, however for the
national form, Ts and Cs are already in and cannot be changed.

Choose Type Initial Information Full Information Summary Credit Card Payment Confirmation Email

Itm X1 Will 2pPear 3t the DOLIOM Of the ‘Summary’ section. I

Choose Type Initial Information Full Information Summary Credit Card Payment Confirmation Email

IYNS Toxt will 3ppear at the top of the Credit Card payments page.

Choose Type Initial Information Full Information Summary Credit Card Payment Confirmation Email

This text will 3ppear at the Dottom of the registration confirmation email contalning participants username & password I

61 Click Continue when you complete this tab.
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Notifications

62 Notifications allow you to choose who receives notification emails. You can choose whether to
send the email to different levels such as associations, clubs, teams, members and

parent/guardians, by ticking the box under each group.

> Softbhall Australia

Dashboard Associations Clearances  Registrations  Reports

Registration Forms = Edit » Notifications

New Registration Form (#50362)

r; ‘
2
B

Manager

Settings Fields Layout Messages Notifications
Choose who should receive the emails emanating from the registration process.
o) ®
Type of Emait Sent to Assoctation Send to Clud Seno to Member Send to Parent/Guargian
New Registrations ) (5] e O %] M
Renewals B2 (1) wveen O ) ¥
Payment Advices = ] %] 4
1 If ticked, New Registration emails will be sent to all association contacts with the
Registration responsibility listed against their name.
2 If ticked, Renewal emails will be sent to all association contacts with the Registration
responsibility listed against their name.
3 If ticked, Payment Advice emails will be sent to all association contacts with the Finance
and Payments responsibility listed against their name.
4 If ticked, the member will receive the emails for the respective Registration, Renewal or
Payment Advice.
5 If ticked, and Parent/Guardian information is available, then the listed Parent/Guardian
will receive emails for the respective Registration, Renewal or Payment Advice.
63 Click Continue when you complete this tab.
64 Click Registration Forms in the breadcrumbs at the top of the page.

Registration Forms § Edit » Notifications

New Registration Form (#50362)
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Reviewing a Registration Form

4 NOTE: This facility is only available at association and club levels.
65 Click on Registrations menu and select Registration Forms
=~ Softball Australia Manager
Dashboard Members Competions Clubs Teams Communications Registrations  Reports Q

Registration Forms

Parent Body Forms

Softball Australia National Registranon Form (#49412) Memder 1o Clud SET PRIMARY

66 Click on View on the right hand side of the form you wish to view.

67 This will open the form as it will be seen by the member when they go to it online.

= NOTE 1: If you go through the form and fill it out AND select CONFIRM at the end, then
. you will have created a record in the live system. RECORDS can be made inactive, but
they cannot be removed. Therefore you must be very careful when using this facility to
check the form.

NOTE 2: This is a good way for a registrar to manually ADD a new member to the

system. We will be capturing all the details exactly the same way as we do for people

registering online and this ensures continuity of data entry and minimises any
mismatching of data fields.
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Online Payments

There are two components to the online payment system: Payment Configuration and Payment Splits.

Payment Configuration is the area you enter to setup your state, association or club to accept online
payment. Payment Splits allows you to define how the money can be distributed by the bank direct into each
levels accounts.

NOTE: If you are going to use payment online, then you MUST have payment splits to
be able to add to the products.

Payment Configuration

68 Before starting to fill out the Payment Configuration form, you will need to ensure that you have
the following information

> Legal Trading Name of Organisation

> Street Address / Contact Details (cannot be a PO BOX)

> Australian Company Number (ACN) if applicable

> Australian Registered Business Number (ARBN) if applicable

> Contact Name / Phone / Email of two committee members

> Electronic copy of clubs bank statement showing BSB and Account Number
> Transactional information

NOTE 1: some of the contact information may be pre populated from the details that you

(C
have submitted in setting up your club or association details.

e NOTE 2: If a member requests for a refund, this has to be handled manually, because
the online payment system does not hold credit card details once the payment
transaction has gone through. Clubs may want to put a policy outlining under what
circumstances a refund will be handled, and what fees are included/excluded.

i~ NOTE 3: There are Fees and Charges for online transactions. When the total

transaction value is between $0 and $25 there is a $1 processing fee per transaction.
Above $25 the processing fee is 3.9%.

A transaction is a single online payment at time of registration, which could consist of one or many
products in that one transaction.

The processing fee model can be setup to be either:

> Inclusive — where the 3.9% is included in the cost of the transactions, ie if the transaction is $100,
then the member pays $100 and the Club/Association receives $96.10

» User Pays - where the 3.9% is added to the cost of the transaction, ie if the transaction is $100,
then the member pays $103.90 and the Club/Association receives $100.

All fields marked with a red Asterix are Mandatory.
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69

70
71

Click Registrations and select Payment Configuration.

== Softball Australia Manager

o - -

Dashboard Members Competbons Clubs Teams Communcatons Regstratons Reports O

Payment Configuration

The Appbcation bele: et srganizstion to take card payments online with funds transfered deectly to your bank account. Click bere for more information

Apply to receive funds

ents
Your Bank Account Deta:

Click Payments Application.

In applying to be able to do transactions online, you are entering an agreement with NAB to be a
Sub-Merchant on their network. The detailed application process is shown below on three screen

shots.

> Softball Australia Manager

Dashboard Members Competiions Clubs Teams Commumicstions Regisirstons Reports 1 a

Payment Application

The parson filling out this form [applicant] must be an spproved applicant by tha executive of the ocganisation. If the applcant is also one of the nominated oifice beacers, the mlormation needs
10 bo repeated us such

As part of the application process, you will need to provide a scanned copy of your organmation’s Sank statement, Plaase make sure you have this file available befere Beginning this
process.

Organisation Details

Legal (Trading) Name of

Organisation:

Have you previously

a&plied for merchant

status with NAB through [ v]o

Fox Sports Pulse for this

Legal Name?:

Shortened Business o
Name: 20 characters maxymum.

Street Address 1: L_ : o
This may be your £iub room ar place where you play. It cannct be 3 PO Bax Nathing will be posted heve.

Street Address 2-

|Australian states

Austrakian Capaal Temtory

Suburb: ADNIEDo0K o New South Wales
Northern Tesritory

State: o om“““’m'f"f’w
Tasmania

Postal Code. $101 o
Western Australia

Other

Organisation Phone 05 3556 2314 ° New Zeaiand

Is your organisation C ¥e

incorporated?, Yes ihon an ACN or ARBN jor New Zealand squivaient] must be suppbed,

ACN (Austratian Company

Number}

ARBN [Australian

Registered Business .

Number) Used for a fareign company registered in Australia

Is your organisation )

registered for 6572 T Ves thert an ABN mus! be suppiied. [Not appiicabie to New Zealans?

ABN: League or Sporting Chud
Other

What does your [ v[o Private Sport Provider

Organisation do?:

If other, please list here-:

o — - o
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Applicant
Applicant Title

Applicant First Name;

Applicant Middle Initial

Applicant Family Name.

Applicant Position,

Applicant Phone, L]

Applicant Email,
Office Bearer 1

First Name, Ared
Family Name S
Position Prezoert
Phone 0300 123 286 °
Email. ASGgmasl 0om
Office Bearer 2
First Name: Jan
Family Name. Sman
Position: Vice Presigent
Phone 0300 456 705
Email. JS@gmati com

Transactional Information
Note: The fellowing edsematan i coguired by the bank to assess risk

How many members does
your organisation have?

What is your average
registration fee?,

What is your

organisation’s lotal ¢
annual income?

How much revenue do

you anticipate will go °
through this gateway?.

o

o

Bss No Spaces
Accout Number No Spaces
Bank Account Details. Accaut Name

Fields prepopulated with data from Association
contact detailsin the database.

These can be edited if you wish to use another
office bearer

Note: New Zealaod cestomers should enter ficst & digits
#1 bsd bow 3nd rermzowng ~amiders o accoont mumnbec
bax
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Other Details

Credit Card Descriptor

Note: Thvia i shere your vvosces wil de sent

Accounts Email o
Where you select either an Inclusive

or User Pays Processing fee model

The Inclusive model method means 1hat Ihe precessing fee it cuded withn your prong. 1herefore you need s calculite the snce of your praduits te rciude the

[IEAA18 VIGON V] 0 e

sy Jee. I your prodects value i Below B hreshold 2 srocesang fee’ may bo added

Processing fee model
The User Pays methed moans that the processing fee = daglayed 4o the persen makong the payment, and it s sndeded “oo tap” of the tota

Cich bare for more deta

Note: I yoo Aave 3 promuotions code, please enter #

Promotional Code: Aevs
Parent Body Merchant Flease il w the %
Code provesied 2 merch,
Parent Body Merchant
Name:
—ar La)
Terms & Conditions
Jaless the cantrary indertan 3p0ears, the follawing words Rave Ihase meanagy = tha Agreement
Baniung Day mesns 3 oy on which Bania are open for general banking busness i Nelbowrte Austraba eacept for Saturdays, Sendays snd Nabonal Pulic Helidays. Card Schemes means
unleas stharwae agreed by the partes, Viss and MasterCard v

By ssbmiting thes apslcation form, you agree te be Boend by the terms and condtans. ¥ you are semithag thes 3gpicaton on behall of an assocaton, club

both i your indmde scty and &3 an agem of the gaverning bedy, ssscciaben, dlab or team, 30d yo ns will bind the gavernng bedy, assocaton, cubd or tea

warrant to SgoctingPuize that you have the cagacity and ssthonity (o ester infa this 3greement on your own beball, 33 well a3 on behalf of the relevast governing Dedy

Please Neote: There 2 s on 1o be accepted and sel Up 33 3 sut-merchant. You will receswe an mwoice for 1his ane off fee. A percantage fee on sach tracascton will be

charged with & mmires

NOTE: as part of the contract, this fee iswaved for all affiliated Softball

Documentation States, Associations and Clubs.
Te valdate your srgansatonsl statys, please provido s scanaed cogry of your Latest Samh statement
Please ennare that the attached Bank statement inciodes the lollawing, and Ihat ey 3ro 15a 3ame 33 15 Dank sccount detads give

| Acccoont Nasme
2. Accogt Ne

) BS56

[ sowe | o +——— You need toupload a softcopy of a bank statement containing Account
Name, Account numberand BSB, and that itisthe same as entered into the

application.

When complete, please click onthe | Agree button

72 Your details will now be passed onto Fox Sports Pulse and you will be notified once your Sub-
merchant set-up has been approved. Once approved, you will have the ability to start receive
payments.
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Setup Bank Account Details

73 Click Registrations and select Bank Account Detalls.
=~ Softball Australia Manager
Dashboard Members Competiions Clubs Teams Communications Registrations  Reports a

Payment Configuration

The Application below aliows your organization to take card paymaents online with funds transfered directly to your bank account, Click herg for more information
Apply to receive funds

Payments Application

Your Bank Account Details

[ BonkAccountDetais_]|

74 You will then be prompted to fill in your bank account details. Ensure these are correct as they will
be locked once the update button is selected. If you need to make changes, please contact Fox
Sports Pulse to have your account unlocked.

= Softball Australia Manager
Dashboard Members Competiions Clubs Teams Communications Registrations Reports A Q
Bank Account

To modify this information change the information in the boxes below and when you have finished press the "Update’ button.
Note: All boxes marked with 3 © are compulsory and must be filled in.

Branch Code [BSB):
Account Number:

Account Name:
To valicate your bank detaids, please provde a scenned copy of your latest bank statement
Browse ] =}

75 Select Update. The account setup is complete and monies will now be transferred into your
selected bank account at the nominated time.
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Process a Test Payment

76 To process a test payment, you can either create a “test” product with a nominal value (eg $1) and
add it to your form, or you can have someone complete the process of registering using your
products already setup.

Check to see if the payment was successful

77 A payment record will be created as soon as the payment is created. A couple of simple ways to
check for this record is to go to the member’s record and check their transactions.
Another way is to run a Member report, and include information from the Transaction section of the
report (eg Amount due, Date, and Payment Type).

A ~  NOTE: Funds are not sent directly to your bank account! NAB users will not see these
for a period of three business days with other account users having their money
transferred through weekly.
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Payment Splits

78 Payment Splits allows a member to pay for a product online, and for the proceeds of that payment
to be split into a maximum of six different amounts and deposited into the relevant accounts based
on the information that you put into this section.

Example

A member purchases a $100 product. The state body requires $15 from each member to be paid to
them. The association requires $35 from each member.

We can configure the system in this area so that when the $100 is received by the bank, they send
$15 directly to the state account, $35 to the association account and the remainder to the club
account.

79 It is MANDATORY that if you wish to accept payments online, then you have to set up one or more
payment splits for the products to follow. It is necessary for any hierarchy that wants to receive their
monies online to have turned on online payments for this to happen.

80 Click Registrations and select Payment Splits.
»—~ Softball Australia Manager
Dashboard Members Competiions Clubs Tesms Communications Regstrations Reports ) Q
Payment Splits in Association
Name

© Copyright FOX SPORTS PULSE Piy Ld & SportingPuése International Pty Lid 2014. All rights reserved. "o
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81 Click ADD at the right hand side of the form.
-~ Softball Australia Manager
e 7 U
Dashboard Members Competitions Clubs Teams Communications Regwstrations Reports O
Add Payment Split
I Enter up t0 S splits plus the compulsory Remainder split. When finished, press the ‘Update’ button l
Split Name 44— (reatea logical name for the payment split methodology
Split 1
Method M g::;:n-l
OAmount  1S) v] ' e-oph
O Percentage % Association
~_Club
Split2
Method Recipient
O Amount  1$) ¥ '
O Parcentage N Five Split methods to work with.
Split3 Each works exactly the same with you selecting whether
Method Reciplent youwant a defined $value, ora percentage of total.
OAmosnt (8 [ ] ' —  Oncethisisdeterminedall youneed to dois define who
O Parcentage - receives the money from the pull down list.
' NOTE 1 - If you make a mistake click on the trash bin
and that Split Method will start clean again.
Split4 NOTE 2 - You need a minimum of one Split method.
Method Recipient You do not have to have informationinall five.
O amount  18) V] '
O Percentage %
SplitS
Method Recipient
O Amount s [ v '
O Percentage %

Remainder [Compulsory)

Reciplent

" Thisis mandatory, as itdefines who receives the remaining amount of funds once the splits
have been completed

82 Click Update when you have finished updating the information.

83 Continue this process until you have created all the payment split options you require.
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