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MAINTAIN CLUB INFO ð CLUB ADMIN  

 
The Club Admin Area of the menu includes the following options for Club Management:  My Club, My 
Teams, Search Members, List Membership Cards, Team Form Search, and Team Assignment. 
 

 

 

MY CLUB - MAIN INFO  

 

 
 
The club is originally set up by the Region Administrator.  Once created, the Club Admin users have the 
ability to update limited information about the club on the Main Info tab.  To select multiple items, be sure 
to hold down the control key while clicking with the mouse.  Click òUpdate Clubó to save changes.  

CLUB TYPE(S) and CLUB DESIGNATION(S) 

 
The purpose of the Club Type(s) and Club Designation(s) fields is to provide the Region Administrators 
with additional tools for filtering data and to allow more accurate information distribution to Club Admins 
and members. 
 
The Club Type(s) may be selected from the drop-down list to indicate the types of teams included within 
the club (Adult ð Women, Adult ðMen, Adult ð Co-ed, Junior ð Girls, Junior ð Boys, Junior ð Co-ed).   
 
The Club Designation(s) may be selected from the drop-down list to indicate if the club hosts Indoor teams, 
Outdoor teams, or both Indoor or Outdoor.  
 
 



MY CLUB - CLUB MEMBERS 

 

 
 
The Club Members tab shows all members of the club.  The list is broken out by current, lapsed, unpaid, 
and pending members.  Export and email buttons are available on these screens.  Uses may include a Club 
Directory export, all current members/eligible players, etc.  ONLY those listed on the current tab may be 
assigned to teams.  Those listed on the unpaid tab are waiting to be processed by the region; once 
processed, they will move to the current tab.  Use the Team Assignment screen for team placement. 

 

TEAM DEFINITION & MAINTENANCE ð CLUB ADMIN  

 

 



MY CLUB ð TEAMS or MY TEAMS 

 

 
 
This is a quick reference list of teams.  Use this list to access the teams. 
 
EDITING AN EXISTING TEAM: 

 
 
Click on a Team Name to open the record for that team. 
 

 
 
Once a new team is created, only the Team Status, Team Rep, and Email may be changed on the Club 
Admin level.  All other changes must be made through the Region Administrator. 
 



PLAYER MAINTENANCE ð CLUB ADMIN  

These options are only available if your Region allows Club Admin users to create new teams within their 
club and/or edit rosters. 
 
EDITING A SINGLE ROSTER: 

 
 
The Players tab under the team displays the roster members.  Click the òAdd Club Member to Teamó 
button to add a member to the roster without using the Team Assignment screen. 
 

 
 
Use the pop-up box to add club members to a team.  Use the drop down menus to select the club member 
and position.    Be sure to enter a jersey number using a LEADING ZERO for single digit numbers. 
 
PLAYER MOVEMENT  
(Player Movement is not available in all regions - availability is determined by the Region.) 
 
To reassign a junior player to another team, go the player tab on the team and click òEditó next to the name 
of the player.  Once the member is removed from the roster, he/she can be assigned to another team.  



 

 
 

  
 
Click òDelete Team Memberó to remove this member from the current roster.  A warning will appear after 
clicking òDelete Team Memberó.  Click OK to continue or Cancel to leave the member on the roster.  For 
any other changes, click òUpdate Team Memberó. 
 
PLAYER NUMBER MODIFICATION  
(Player Number Modification is not available in all regions - availability is determined by the Region.) 
 
To modify a playerõs number, go to the player tab on the team and click Edit next to the name. Make 
modifications to the player number field and click òUpdate Team Memberó. 
 

 
 



     
 
Make the change in the Player No. field and then click òUpdate Team Memberó. 

 

 

SEARCH AND EXPORT FUNCTIONS ð CLUB ADMIN  

 

 

MEMBER SEARCH 

 
 



Recently-added search fields: 
 

¶ Email 

¶ Background Screening Status 

¶ Background Screening Expiration Date (range) 

¶ IMPACT Certified 

¶ Current Coach Level 
 
These search filters provide Club Admins with additional tools to manage their coaching staff with regard to 
background screening and coaching certification requirements.  For example, at the end of the season, a 
Club Admin may search for club members with a current background screening with an expiration date at 
the end of the season and send a group email reminder to the individuals in the result list to let them know 
they will have to submit a background screening application when they renew their membership for the next 
season.  Along the same lines, a Club Admin may quickly determine which club members have IMPACT 
certification indicated in their records. 
 

 
 
The results from the Member Search screen can be exported and are PREFILTERED for this club only. 



OFFICIALS SEARCH 

 

 
 
The Officials Search screen has been added recently and is a good tool to track officials certifications within 
the club.  Search filters include Background Screening Status and Background Screening Date Submitted. 

 
The results from the Officials Search screen include the Background Screening status and the results may be 
exported and are PREFILTERED for this club only.   
 
 

ROSTERS ð CLUB ADMIN  

 

 



 

   
The Team Form Search is used to print various forms of Rosters (Jr., Adult, Tournament Entry Form). 
 

1. Selections can be made specifically by team or using a grouping method or query. 
2. To select multiple items, be sure to hold down the control key while clicking with the mouse. 
3. Select the Roster Form you would like to view. 
4. Click òSearch Rostersó button. 

 

JUNIOR ROSTER 

General use roster, not intended for tournament entry, although a signature area is provided. 

 
 

JR. ROSTER W/ TOURNEY RELEASE 

Additional language included with verifications relating to the roster and medical release form, as well as 
signature area. 

 
 



JR. TOURNAMENT ENTRY FORM 

Additional fields provided to enter tournament date & site and division entered, as well as signature area. 

 
 

 

PRINT MEMBERSHIP CARDS  ð CLUB ADMIN  

 
Use ôList Membership Cardsõ to print Membership Cards for a particular team within the club or for the 
entire club membership. 

PRINT MEMBERSHIP CARDS BY TEAM 

 

 

 

 
 
Select a team name and click on òSearch Member Cardsó button.  
 



 
 
All cards being printed will print three per page.  Use òFileó and òPrint Previewó to select a specific page to 
print, or highlight a specific card and use òPrint Selectionó to print only that card. 
 



PRINT MEMBERSHIP CARDS BY CLUB 

 

 
 
To list membership cards for all club members, leave the team name as òSelect Oneó and click on òSearch 
Member Cardsó button.  The screen will refresh to display resulting cards. 
 

 
 
All cards being printed will print three per page.  Use òFileó and òPrint Previewó to select a specific page to 
print, or highlight a specific card and use òPrint Selectionó to print only that card. 
 
It  is recommended to have the members print their own cards, as the more they use the system, the better 
the results for everyone.  Members may click on òPrint Membership Cardó from their main menu. 
 
 



SEND GROUP EMAIL AND SEND SELECT EM AIL OPTION S ð CLUB 
ADMIN  

 
Use the òSend Group Emailó feature to send an email to all names displayed on the search results screen.  
Use the òSend Select Emailó feature to choose contacts from a search results list for the purpose of sending 
an email. 
 

 
 
 

     
 
 
 
 
 
Search Results screen displays list of contacts with all checkboxes checked.  To send an email to all 
contacts displayed, leave the checkboxes checked and click on the òSend Group Emailó icon at the top 
right corner of the display (see illustration above-left). 
 
To send an email only to selected contacts, use the checkbox next to the individual name to select who 
will receive the email.  (The checkbox at the top of the screen may be used to check or uncheck all boxes 
on the list.)  Once the appropriate contacts are displayed, click on the ôSend Select Emailõ icon at the top 
right corner of the display (see illustration above-right). 

 
Using either email feature, an email template will display for use in creating the email. 
 

Enlargement to illustrate 
ά{ŜƴŘ DǊƻǳǇ 9Ƴŀƛƭέ ƛŎƻƴΦ 

Enlargement to illustrate 
ά{ŜƴŘ {ŜƭŜŎǘ 9Ƴŀƛƭέ ƛŎƻƴΦ 



 
 

 

VIEWING A  MEMBERõS RECORD ð CLUB ADMIN  

Club Admins may view limited areas of the record for members of the club.  Club Admins may edit some of 
the fields on the Other Info ð Player Info screen. 

MAIN INFO TAB 

The Main Info tab primarily displays the basic contact information for the member. 
 
 
 
 



Main Info for Junior 
member:

 
 

MEMBERSHIP INFO TAB 

The Membership Info tab displays the Membership History information for the member. 
 
Membership Info for Adult member: 

 
 
 
Membership Info for Junior member: 

 
 
 


