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Topics
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2.Transfers and permits
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4.Dealing with duplicate records

5.Results entry




Registration FAQs

U What does compulsory online registration mean?

Compulsory online registration means registrations cannot be completed manually via
paper form or via their club registrar. All Registrations will need to be done online by the
player or parent/guardian via the clubs link to Footyweb.

O Can the Club Administrator complete the process for the Player?

Our Legal advise is that the Player /Parent must themselves complete the process in
order to satisfy all the conditions relating to the Spam and Privacy Act. If the Club
Administrator completes this on behalf of the Player and an issue arises later when the
Club is investigated by the Privacy Commissioner, they bare the legal risk of doing it.

0 Are Online Payments compulsory?
No, Online Payments is an option that each individual Club decides whether they’d like to

offer that service to their Members or not. There is an online transaction fee which the
Parent/Player pays if they are happy to complete the purchase online.




How to Create a New Product - Player Rego Fees etc

1. Hover over the Registrations menu and click on Products
Registrations  Reportg

Reg istratiuV
Products

Payrment Cenfiguration

Locator

2. Forrego fees, create a new product each year.

Products
S
Choose a value from the list below to edit. Some options may be locked by your national/international body and cannot be edited. If you wish to add a new product click the link.
Details Pricing Mandatory Actions Filter Availability Renewal
Details
Player Registration Fee Summer 2013 ]
2013 TS S—————
Summer 2013
Make sure your product is clearly outlined as an Individual Member registration fee. ;
Update




How to Create a New Product - Player Rego Fees etc cont’d

Make sure that the pricing is for an individual Member Registration Fee.

Details Pricing Mandatory Actions Filter Availability Renewal
Pricing

--Select Level-- =

--Select Level-- -

@ Single price [pfice is the same across all registrations, including family registrations]

Multiple priceglchanges in the case of multiple, family, registrations.)

% 50.00

First Adult $/0.00 First Child $|0.00

Second Adult % 0.00 Second Child %/0.00

Third Adult %/0.00 Third Child %(0.00

Subsequent Adult $ 0.00 Subsequent Child $/ 0.00

lﬂﬂpc 1o CLUB ~ O (whereshemeneyis sentis upse sucsenshil saling srangpssion

Update




How to attach a Product to your Registration Form

1. Hover over the Registrations menu and click on Registration Forms.

2. Click on Edit for the Registration Form you’d like to display products as shown below.

3. Click on the Products button across the top

4. For the Products you wish to have display on your Registration Form tick the Active box

5. To make a product(s) mandatory tick the ‘Make mandatory on form’ box.

Junior Club Registration (#5721)

Products

l'-cr%d:/ Sequenice |} Oroup Product Mame Frce




Multi-Registrations Functionality

1. To activate the multi-reg system for a registration form, go into the Registration Form section and click on Edit next to the form you
wish to turn multi-reg on.

2. In the Settings menu you can tick whether you want people to be able to register Multiple Adults and/or Multiple Children
using this form.

3. To save these changes to the form click Save




Setting up Online Payments

1. Hover over the Registrations menu and click on Payments Configuration

Registrations  Reports

Registration Forms
Hroducts

Payment Configuration
Payment Splits

Locator

2. On the next page, select the Payments Application button

Payment Configuration

Apply to receive funds

Payments Application -

Your Bank Account Details

Setup Bank Account Details

3. Fill in the details as required. It is a one page document and the fields with an asterisk next to them are required fields. Once all
fields have been filled out, click the | Agree button.

AFL



Setting up your Bank Account to receive payments

1. Hover over the Registrations menu, click on Payment Configuration and select Setup Bank Account Details.

Payment Configuration
Apply to receive funds

Payments Application

Your Bank Account Details

Setup Bank Account Details - v —

2 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

3. Click Update. The account setup is complete and monies will now be transferred into your selected bank account at the
nominated timeframe.

Bank Account

.55 the "Update” butt




How to Set Compulsory Payments

1. From the dashboard menu hover over Registrations and click Registration Forms

2. Click on the Edit button next to the Primary Registration Form

Registration Forms

Farwnl By Forma
Flatel Bl ratass Fore - P34 (e33R EF

MEW FEATURES W — W L) =

g Eeer B Dl v\-_-n‘ | 254]

3. Within the Settings tab, tick the box to the right of Payment is Compulsory

Spttings

Foem Mama-
Typao o Form

Farime Ercablasd

MNational Registration Form - 2014 (#33109)

Fezids Larpoast

Mot Regesaratene Fonm = 2014

s

Products kMesmagns Mdotifications

Paymmant i Compulsory

[ Thim optacn aboudd be set only f paymenis are erabled and you b meercieed socount e usl 1

Boyyrreris ane crabled
B e ] Sl Rl Basden Gl up
Bank Actount has been vemfied

4. Once you have ticked the box click SAVE at either the top or bottom of the page




Pending Registration: How to Approve or Deny

1. From the dashboard hover over Members and click Pending Registration

2. You will then be taken to the pending members screen where you will see a list of all pending members.

Pending Members in Association

Showing - Family Name including Age Group| --All Age Gr... All
Family name Legal Firstname Gender Date of Birth Email Telephone Number (Mo... | Season Player Financia... | Approve/Reject
EQ | Brown e M ieimiu (—————— eSS APPROVE

3. From the Approve/Reject column click either the green Approve button or the red Reject button. If you approve the member they will
be added into your club in the current registration season.




How to send automated Member Renewal Email

1. Select the past Season

2. Select the Competition(s)

Communicator - Member Renewals

Invite members from which previous competitions?

Communicator - Member Renewals

o thic fastisrn tn cand At rarmindore te reoraborc fo Eon G $
A S S leature 10 Sena out re Uels L = WENS L Terne

Invite members from which season?

tho reornbhare fne i e - A . L PO S - p—
i . i i ] i b Y A
L EiTiLeE or WhnICh you Would Uxe 10 Send oul nemewa ¥ SELL

2012




Finding Players to initiate Transfer

Clubs have four options available for initiating a transfer request:

1. Select the state governing body that the player currently belongs to; or
. Search for the member by their Footyweb Number; or
3. Ifyou are logged in at the Association level, you can search across the entire association by entering the player’s
surname; or
4. Search across the entire system by entering both
the player’s surname and date of birth

Request a Transfer/Permit

Two in bold are the most accurate to use when reqUeSting Please fill in the appropriate information below to Request a Transfer/Permit

a tranSfer. Select the Source Type from which the required member is from.
Type Body: --Select a Source Type--

Once player is selected to transfer, the player’s details O b om FootyWeb

will appear and at the bottom of the screen is an overview | ™"

of the p|ayer’s tribuna| history_ You are logged in at a Association level. Search by Surname for members below this level.

Surname:

or

The tribunal history shows the player’s disciplinary record |  >earch system wide by Surneme & Date of Birth
urname:

and indicates whether the player is currently serving

suspension.

Date of Birth:

Day v | Month v | |Year v

*Important note: A transfer request may be lodged between 1 November to 30 November or 1 February to 30 June in
each calendar year (Transfer Period). Extended to 31 July in 2020 in NSW/ACT, QId, WA, and NT.
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Transfer Process

Transfer means the process of moving a player from one Club to another Club.
» Atransfer must be initiated by the destination club by logging into Footyweb and submitting a Transfer Request

« The former club has six (6) business days, commencing from when the transfer request is electronically
submitted through Footyweb, to approve or refuse the transfer request

» If the former club does not approve or refuse the transfer request within six (6) business days from
lodgement of the transfer request via Footyweb, the transfer will occur automatically following the expiry of
the six (6) business days

* Once the club that has requested the transfer approves the final step, the player’s primary club will then change
to the new club and they will become cleared out of the previous club, at the same time the player will be sent
an email to fill out the registration form to ensure they are registered for the new season.

» The player will sit as “pending” in Footyweb and ineligible to be entered into a team sheet and play for the
destination club until the player completes the last step of registration and the record on the Footyweb will be
now “active”.

*Important note: A transfer request may be lodged between 1 November to 30 November or 1 February to 30
June in each calendar year (Transfer Period). Extended to 31 July in 2020 in NSW/ACT, Qld, WA, and NT.
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How to resend Transfer Registration Form

If the player did not receive an email in the transfer process, the club should check the following:

» Incorrect email address for the player, check it is correct and update if necessary and resend
the registration form link.

How to resend Transfer Registration Form:

1. Hover over Members tab and click ‘List Online Transfers’

2. Click the magnifying glass next to the player you wish to edit. Ensure the status shows
‘Awaiting completion of online registration form’

List of Transfers

Clearance Ref Showing Name From Club To Club vear: 2020 Status: [ —Awailing complation of online registralion— ¥ | records
Name Date of Birth Fro.. From.. ToA.. ToClu.. This level's status Overall status Applicati... D.. Cr.. Ref.No. Year
EQ Jain. Benjamin | 14/01/2004 AFL .. Cardiff.. Sou.. Burlei.. Approved Awaiting completion of online registration 02/02/20.. 1.. 0O.. 2114253 2020
Eg fmith, Willow  22/04/2003 AFL .. Cardiff.. AFL.. Newca... Approved Awaiting completion of online registration 01/02/20... 1.. 0.. 211251 2020

3. Scroll through the player’s information to the ‘“Transfer Approval Details’ heading. Click the
‘Approved’ button.

4. Clicking the ‘Approved’ button the site will take you to a Transfer page, scroll down until you
see the ‘Submit’ button and click it.

5. By clicking the submit button, the registration form will be resent to the player.
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Permits

Permits are designed for temporary movement of players, not a permanent clearance or transfer.
Permits must be instigated from the club level of the Footyweb database (in the same area as
Requesting a Clearance).

« Match-Day Permit — permit (Type 1) allowing a player to play a single match for a Club (other
than the one to which the player is registered) but which does not require home Club approval
via Footyweb.

» Local Interchange Permit — permit (Type 2) allowing a player to play for both clubs for the
duration of the permit (requires online approval)

* Local Interchange can only be granted where there is a written agreement between two
Leagues. Conditions may apply within this agreement.

« COVID Permit for 2020 season only. Available where a player’s club or League has
folded for this season, can permit to any other club.

« Temporary Transfer — permit (Type 3) allows a permit to another club for an agreed period of
time (requires online approval)

» Student Permit — allows a player who lives and studies (school/uni) away from home to play
for a “home” club during school holidays. Applications are made via a form located on AFL
NSW/ACT website, not through Footyweb.

© Australian Football League 2017. This document is confidential and intended solely for the use and information of the addre ssee 17


https://aflnswact.com.au/wp-content/uploads/2019/06/AFL-NSW-ACT-Student-Permit-Application.pdf

User Management — Club Level

Authorise a club-level administrator for your Membership database:

Sign into Membership at Club level.
The club’s ‘dashboard’ will open. Click on the Settings cog in the top right corner and from
the drop-down menu select User Management.

Dashboard  Members  Comp Management Teams  Communications  Registrations  Reports

N —

AFL NSW/ACT Test

Moo

3. Under ‘Grant a user access’, enter the new user’s Passport email address (this must be the
email address connected to their Passport account) and click on Add.

User Management - Club Restricted: Grants access to the database with the

There are no authorised users for this Club. ability to enter match results, process clearances,
Grant a user access view all information and configure reports.

To grant access to a user they must hold a confirmed SP Passport.

est@afl com.au Full: Grants access to the database with the ability
Restricted Access to edit information, enter match results, process
clearances and configure reports.

Email Address:

Add

© Australian Football League 2017. This document is confidential and intended solely for the use and information of the addre ssee 17



User Management — Adding a Team Administrator

Authorise a team-level administrator for your Membership database:

Sign into Membership at Club level.
Once logged in at Club level, click on Teams in the menu

RSUERSSE=a I AFL NSW/ACT Test - _

Dashboard  Members  Comp Management | Teams | Communications  Registrations  Reports

N —

3. Click on the View icon next to the team for which you want to authorise an administrator
Teams in Club

Showing - Name including

Team Name Competition Season Age Group

EQ | AFL NSW/ACT Test New Comp 2019 Juniors
Eq | Geelong Cats New Comp 2019 Juniors
Eq || Sydney Swans New Comp 2019 Juniors

4. The team’s ‘dashboard’ will open. Click on settings in the main menu and from the drop-
down menu select User Management

5. Under ‘Grants a user access’, enter the new user’s Passport email address (this must be the
email address connected to their Passport account) and click on Add.

© Australian Football League 2017. This document is confidential and intended solely for the use and information of the addre ssee 17



User Management — How to remove users

Removing a User’s access to the Database:

1. When logged into the Database select the “Cog Icon” in the top right of your screen

2. Select ‘User Management’

&

Field Configuration

ADVANCED SEARCH

Password
Management

I User Management I

Transter Settings
Audit Log
Opt-Ins
Unlimited CF

3. Click the Delete button next to the user’s account in the listing.

User Management - Club

The following users are authorised to login for this Club.

Name Email Access Last Login Delete

Leah Fitzgerald leah.fitzgerald@afl.com.au Full Delete

© Australian Football League 2017. This document is confidential and intended solely for the use and information of the addre ssee 17



Duplicate Resolution

A duplicate is created when a new member is added that matches a member record already in
the database.

Duplicates are identified where there is a match on three items:
« Name
» Date of birth
 Email address

« Aplayer with a duplicate record will appear in the Club’s list of players, but only their name
will appear with a “D”. This represents duplicate.

» Players marked as duplicate can’t be selected on team sheets.
« Duplicates need to be merged at League level.

Statistics a
« Every player should have one record only — this assists with transfers as clubs can see
Tribunal history and understand who is coming into their club.

» To identify duplicates, make sure records have the same name, D.O.B., and email address,
then mark the one to be replaced by clicking on the Mark as Duplicate button.

Not Registered
Not Registered in Current Season: 2020

Other Clubs

« Camden Haven Bombers JAFL

© Australian Football League 2017. This document is confidential and intended



Results Entry — Amending Team Sheets

To access and amend team sheet you will need to login to your Passport account and select the database/club
the team sheet is sitting within.

Each League can set a lockout time for matches in a competition, at this point no further changes can be made
to a game by team managers or club officials. If this does happen you need to contact your club, they will need to
submit a request to your league to unlock the game and allow you to make relevant updates.

Post-Game Results Entry:
1. Click on ‘Match Results’

2. Select ‘Post — Game’ and enter the relevant updates
3. Once completed click on ‘Update Match Scores’

4. These updates will update and be displayed on the website based on the data entered in the previous
screen.

© Australian Football League 2017. This document is confidential and intended solely for the use and information of the addre ssee 17



Results Entry - Mercy Rule

Mercy Rule predominantly applies in Junior Competitions. Mercy Rule applies at the end of a quarter when one
team is 60 points (or more) in front.

Result Entry:
« Scores to be entered in post-match is the losing team’s score +60 points, not the actual match scores (i.e.
losing team 15 points +60 points for winning team.

« Winning team’s goals and behinds might be manipulated to achieve the “winning” score and achieve the
cumulative totals.

 When entering goals kicked, it is still possible to credit individuals with their correct tally even adds up to a
greater number than the team has been credited with. This is important if the club/league needs goals kicked
by individuals to be accurate for awards.

© Australian Football League 2017. This document is confidential and intended solely for the use and information of the addre ssee 17



Support

» Short videos on key changes/topics are being produced and will all live on support.sportstg.com

» Support website with various help topics is available at support.sportstg.com
« Submit support tickets for any specific help/questions
» Help Desk available on 1300 139 970 for urgent support

» Support will be available on Toyota AFL Club Help — Launched March 2020

SportsTG "~ Support Centre Contact Us

Welcome to SportsTG support

Whether you are a rookie or elite - we are here to help you get the most out of our sports solutions.
# Home

Latest Updates

2 Registrations

- Read all about our most recent system enhancements here.

> Membership
Get an answer now

» Competitions = Select a topic to find instructions, videos and advice.

s Enter a question or topic in the search bar

2 Reporting

¢ Classic or OneSport platform user? Go to: help.sportstg.com
» Websites s GameDay user? Go to: help.mygameday.appupport process for your sport
% Schedula Get more help

+ If you can't find an answer here or need to report a problem: Contact Us

> GameDay App « Sport specific contact information

2 Troubleshooting

Support process for your sport
2 Sport Specific Advice

Every sport has particular support processes for members and admins and who their first point of contact
should be before getting in contact with SportsTG. Please check this process before getting in contact with us:

2 System Status and Changes

* Participants/Parents/Team Admins- if you have any questions related to registrations, access, transfers,

payments, accounts, statistics, results etc please speak to your club directly as they are your first point

of contact, however if your club cannot assist please speak to your league.
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FOOTYWEB

Q&A
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