MyClubMate Online Management System

Access to the System

1. Once you have clicked on the link in your email, you will see the screen shot below.

Wpited

Please login
TUser ID: | |

4, Password: | |

Iﬁ Password: | |
Confirm Password: | |

IE‘ Remember me on this computer

Send me a new Password

2. You MUST change your password when you first log on. It is important not to share
your user id and password with anyone else. If another club member needs access to
the system, they should be set up with their own user id to maintain the security and
integrity of your club’'s database.

3. Enter your User ID and the password you have been given. If this is the first time you
have logged in, enter your new password in the New Password and Confirm Password
fields.

4. If you are using a private computer, you can also tick the “remember me" box so that
your computer will remember you for next time.

5. Click | Login | and you will then be taken to the Admin Main Menu.

Admin Main Menu

Settp Menu

Website Admin
Player Admin
Events Admin
[ Product Admin |

Repors & Statistics

| Imports & Exports |

Email & SMS Facilities

Help and "How To"




Entering Club Official Information

1.  Select SetUp Menu to take you into the Club Setup.
2. To add the Results Officer in this instance, click on "Co-Ordinators".
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3. Click "here to add one".

{*Home /° Setup [IIWebsite Admin [Z Players 1= Reports | Exports [ JEmail/SMS @ Help & |LogOut

£ Executive Committee £ Management Committee [l Sub-Committee . Co Ordinators £ Age Managers . Grounds People /3 Unassigned [l Previous

Looks like there #fe no Co Ordinator co in your database.
Click here to add

:.E[lﬂ?i' New Co-Ordinator below: 14 Enter the Results Officer
(Locate Registered Player: ] deTGIIS 'n The boxes pr‘OVided.
Locate Player (Overl$) : W
_\analePanem: g ) 5 Comple-‘.e The COI"ITOCT
P - | information as needed.

First Name : Wombat P

i s —— | 6.  Position Type - Choose from
:::ﬁ‘“"“ £ |-l M"—llg“‘]' the drop down menu the position

? type for this contact, but for

( Position: ]

Vear Last Current : 2013 Results Officer leave as Co-

Position Type : Co Ordinator V|

Position : Results Officer | Or‘dInClTO r.

Display Position 7 : [+ L.
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10.

11.

Contact - Enter the email address for the results officer, as this is the address that
an email will be sent to if the results from both teams in the game being submitted
don't match.

Display Email - Place a tick in the box so the email address is displayed for the
Association.

Contact:

| Email Address : resultsofficer@wombat.com
| Display Email 7 : [w1

| Phone Number : 0422 222 222 |

| Display Phone No ? : [+

| Position Display Order :
| Work Phone :
| Mobile Phone :

[ Address:
| Street :

: Suburb :
| State : NSW bl

| Post Code :

[ Notes:

| Notes :

#& Cancel w Insert Contact

Once all details are entered, click on the "Insert Contact” at the bottom of the

Repeat this for your committee positions under the appropriate headings. By keeping

screen.

your contacts updated, you are able to use the admin system to easily send emails
(when this function is enabled) to the appropriate people in your club and it allows
QCSA to do the same.



Entering Club Details

1.
2.

3.
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- DEFAULTS
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[ Green Means Enabled
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Select SetUp Menu to take you back into the Club Setup.
Under Defaults select Our Club’s Details.

& Help
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10 News Items Displayed |
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the Club Contact, but can be whatever position your club choses.

- TEAM OPTIONS

Disallow Team Managers
| toUpdate Player Contacts

(™ Disaliow Team Managers |
to Upload Player Photos

™ Enable Team Managt; 1
To Confirm Player IDs

Allow Team Web Pages )

- CLUB OFFICIALS

Execufive Committee
Management Commitiee
Sub Gommitee |

Co-Ordinators

Age Managers

Grounds People

Enter the details for your Club in the relevant boxes, typically listing the Secretary as

4.

Cluhb:
Club Code :

Club Name :

Club Contact :
Club Phone Nos :
Club Address :
Club Suburb :
Club Posteode :
Website Address :
Public Email :

Notification Email :

Players main Suburb :

Players main Posteode :

Shirt Colours :
Reverse Colours :
Shorts :

When done, click

|anbat United Football Club |

Mr Wombat |.Pt;sitinn . |Sel|:r|:atar\!r |
0411 111 111 || |

Level 1, Underground |
Wombatville |

4444 |

www.wombatville.com

secretary@wombat.com

|se cretary@wombat.com| *

Main Colonr Second Colour Third Colour
(v L L

L

S
~ | Socks : o

Shirt Stripes ?

(v

at the bottom of the screen to save the information.




Entering Match Results

1.

& Admin Home  ” Setup Menu [0 Website Adm

2.

Select Players from the main menu.

ports |2 Exports [1Email / SMS @ Help &]Log out

e = | Playersand Team Admin L (m =
Green Means Enabled Red Means Disabled
Club Setup :

Under Teams select the Assn Match Results.

Player and Team Admin Main Menu

PLAYFERS TEAMS v TEAM OFFICIALS MISCELLANEOUS

Team Admin [ Allocate Team Oficials | Club Age Groups
— " Registered Oniine
Current Players

Teamn Nominations List Schools
J Team Managers
Team Division Requests

Team Grading Reguests J Team Coaches

" Teams Meeding Players '. | Team Referees

Players Mot Yet Paid Club Grounds

Maintain Suburbs

Last Year's Players

Players Left the Club

Players Quit This Year

Past & Present Players 1

UnFinancial Players

Mass Players
Password Reset

Coach Requests

CURRENT PLAYERS |

Players By Age Group

3. If you want to see all your clubs games at once to enter the scores all at the same time
for the one date, leave all the default headings as Select... except for the Select Date
where you want to use the drop down box to select the appropriate date.

4. TIf you want to enter the score for only 1 game, chose the appropriate selections from
the drop down boxes and enter the score for each home & away team.

{*Home |7 Setup [iI Website Admin [ Players 1= Reports |ZExports []Email/SMS @ Help @ Logout
|2 Team Admin  z§} Team Nominations  :+* Division/Grading Requests  .* Training Allocations £ Club Contacts
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ALL Results
Round Date Time Home Club Team | Score Away Club Team | Score |AgeGrp| Div |Ground
1 12% Apr'13 19:30 Sillsstone Baptist osa | [ ] Blackstone United 0304 |[_J| 030 | 2 |mDonatdPark1
5.  Once completed, click on the "Update Results” box at the bottom of the results listing.



That about sums up what needs to be done for the moment.
Feel free to have a look around and fill in any information that you see relevant.

More features will be released as the season progresses.
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