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Find more information and resources on ourCentre
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« Account / User details — Who should have accesse
« Bank account info — make sure it is up to datel

« Custom fields —what types existe Required?

« Cenftres with clubs — shortcuts to access

Find more information and resources on ourCentre
hitps://ourcentre.com.au
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Read off Slide


ADMINISTRATION

Account iInformation

1 LAVic Test Centre

Home Website Members Registration Fees Events Registrations

Users
Membership Data Import
Custom Fields

Credit Card Gateway
Club

Noticeboard

Centre Details

Resulis  Tools

&7 Edit

General | Access = Ofher

Organisation 1D
{Internal Use Only):

Bank Account Information

1610

Centre Name:

Centre Code:

Name:

Address:
Suburb:
State:
Postcode:
Country:

Postal Address:
Postal Suburi:
Postal State:
Postal Postcode:

Business:

1 LAVic Test Centre

Update Secretary Information Here

Lewvel 1, 31 Aughtie Drive
Albert Park

Victoria

3206

Australia

Locked Bag 1011
Port Melbourne
viIC

3207

03 86464510

Direct:
Private:
Mobile:
Facsimile:

Email:

Email Format:

officei@lavic.com.au
HTML
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Centre / Club details

How do | find ite

What needs updating?

« Secretary contacts

« Banking details

 How to update banking details
« Centre / Club (if applicable)

Find more information and resources on ourCentre
hitps://ourcentre.com.au
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Presentation Notes
This is important to be updated at the commencement of the season – the address details will transfer across to settlement reports as well as invoice / receipt headers.
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User Accounts Victoria

Logged in as: System Administrator

1 LAVic Test Centre

Log Off
Home Website Members Registration Fees Events Registrations Resulis Tools
SportsTG Noticeboard « Howdolfindite
Detail 1
U «  Who requires access?
J sers
SErs . .
_ « Removing profiles
Membership Data Import & Add | ‘o Copy . p p ;
Custom Fieds « Editing / Adding a profile (next slide)
Records: 1-5of 5
Credit Card Gateway
Name Contact Access Edit View Delete
Club
Fred Flintstone No No & : =]
Moticeboard
Jo Blow No No & =
Reqistrar - Sally Sign-up No Yes : =]
Rob TESTY No s e =
VLAA TEST TREASURER No Yes & =

Records: 1-5 of 5

SportsTG

Find more information and resources on ourCentre
hitps://ourcentre.com.au
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Understanding user profiles Victoria

Logged in as: System Administrator

1 LAVic Test Centre m
* Howtoadd/update N e

« Customising —what is Usere

) =
GppllCG ble . Membership Data Import S

| Save
« Restricting access
Credit Card Gateway General | Website IMen‘tership IISubs:rpti-:-ns IIShcp I.iu:ti-:uns TicketDesq Registrations = Resulis = Competitions

Club

) cance

Name: »
Moficeboard VLAA TEST TREASURER

Title:

Email Address:

Telephone: 03 9999 5335
Website Contact: Yes * No
Console Access: % Yes Ho
UserName: MU4rTLU2
Password:» .

Repeat Password: ¢+ | ..

| Save B Cance

Find more information and resources on ourCentre
hitps://ourcentre.com.au
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Presentation Notes
Explain what headings are relevant for each primary user role.
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Customising / Adding a profile

How to customise what can be
accessed :

« Membership — Members

« Subscriptions — Transactions

« Tools — document/image library,
email templates / secondary
database creation

1 LAVic Test Centre

Home ‘Website Members Registration Fees Events Regisirations Results:

Details

Users

Membership Data Import
Custom Fields

Credit Card Gateway
Club

Moticeboard
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Logged in as: System Administrator

= g

Tools Administrai SporisTG Noticeboard
Users
| Save ‘ ) Cance ‘
General Website = Membership |Subscriptions | Shop = Aucfions  TicketDesq Ewvenis  Registrations  Results  Competitions = Tools = Administration
Menu: ® Yes Mo
Dashboard: ® as Mo
Generate: Yes @ No
Manage: Yes * Mo
Transactions Menu: CIRVY Mo
Unpaid: # view | Pay [ Cancal Reminder || Report || Export
Paid: # view I Pay [ Cancel Receipt || Report | Export
Cancelled: ¥ View Refund Report Export
Refund Listing: ¥ View Receipt Report Export
Payments Received: 7 \iew Report Export
 View [ Repor
Export Templates: ¢ view | Edit [ Add Delete
Subscription - Types: ? view | Edit [ Add Copy Delete ) Members ) Transfer | Export ) Archive | Distribute
Subscription - Categories: ¢ view | Edit [Jadd [Delste [ Status
Subscription - Tags: 7 view # Edit ¥ Add ¥ Delete
Options: = Yes No
| Save £ cance

Find more information and resources on ourCentre
hitps://ourcentre.com.au
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This is the radio control of what the user has access too 
NOT REQUIRED HEADINGS SHOULD BE IGNORED -  Auctions / Ticketdesq / Registrations / Results / Competitions 

Explain briefly what each heading includes –Menu is the key in most tab options if not set to YES the user cannot see anything below regardless if you have ticked.
Always save at the end to retain information you have added or updated
Contact me for a summary of what each role should see or which tab is most appropriate for Key executive.
Keep users simple there shouldn’t be too many users in the system – more users create more risk with secure info.
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Custom Fields

Logged in as: System Administrator

Little Athletics Victoria

Home Website Members Registration Fees Shop TicketDesq Events Registrations Results Tools

Details

Custom Fields

Users

Membership Data Import

Credit Card Gateway

&7 Edit

ITextBox Date = Yes/Mo MNumber List Box

Centre

- Question Show Required Repgister Member \View Edit Default
Club
- School Name Yes No es es es Yes
loficeboard
Allergies? If none leave blank es No fes fes fes fes
1st Parent/Guardian Name fes ‘fes fes es fes fes
2nd Parent / Guardian Name s Mo es s Ves Vs
2nd Parent / Guardian Email ‘fes Mo ‘fes es fes fes
Medical Conditions s Mo es s Ves Vs

&7 Edit
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Each organisation has the
following options available to
them:

6 Text Box Fields,
4 Date Fields,

4 Yes/No Fields,

2 Number Fields
4 List Box Fields.

These Fields will display in that
order on the Registration Form

Find more information and resources on ourCentre
hitps://ourcentre.com.au
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Presentation Notes
Custom fields are helpful to identify further information regarding families – they can be used to collect:
simply duty date selections
WWC details of parent guardians
Each organisation is limited to the quantity of custom field options – however If you were a Centre with a club for registration / competition purposes  (you would have more custom fields – given the Centre and club)

When creating a Custom Field there are displays which control how the field is displayed:
NOTE - 
List Box Questions will also have an Options field, which provides the options for the Member to answer. These should be set up separated by a comma, with no space between them. (eg. 1,2,3,4,5). You should only list the options available to answer in this field
Yes/No Questions will also have a Default field, which determines whether Yes or No will be the Default Selected Answer to the question for the Member to update and amend.
Please note – very important – when creating custom fields it is important to not replicate already created custom fields at the organisation higher than you – ie > what the State has shouldn’t be at Centre
what is at the State / Centre shouldn’t be repeated at Club – a full list of Association custom fields will be available on ourCentre.
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Logged in wsieon Ldministrator
Werribee Little Athletics Centre
e e s s s s rers s

Detfails

Club Listing
Users
Membership Data Import AllRecords ABCDEFGHIJKLMNOPQRSTUVWXYZ
Custom Fields Search For: | wermbee In: | Name Y A

Credit Card Gateway

Records: 1-5 of 5

Name Code Username Edit View Email Status | Login
= C Werri LAC 72C | W
ougars - Werribee LA & .
Loug 1] L o
Send Email Dragons - Werribee LAC 72D & s Ed 7 ¥
Export
v - Werribee LAC 2
Moficeboard Lynx - Werribee LAC 72L P E4] v 4 ¥
Scorpions (White) - Werribee LAC 725 & s Ed ¥
Wildcats - Werribee LAC 7w i 8 = 4 o

Records: 1-5 of 5

Login shortcuts are available to Centres with Clubs they can be managed without
logging in with full credentials to each club, from the base login page.
hitps://console.sportstg.com/

Find more information and resources on ourCentre
hitps://ourcentre.com.au
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Presentation Notes
Ability to view or login to clubs has to be controlled by the user profile 
Once logged into a club – you can return to the Centre without having to log off.

https://console.sportstg.com/

MEMBERS LISTING

Understanding the dashboard

Little Athletics Centre

]
i

Dashboard
Members Listing
Age Groups

Member Groups

Member Qualifications

Distribution Lists
Send Email
Export

Ciuery Builder

Registration Declarations

MemberDeszq

Options
Member Search:

For: ||

In: Name

gf Search

Registration Fees Events Regisirations Results Tools Administration

Dashboard

Member & Financial Status

Gender & Age  Member Addition

il Member Status

Member Status Records
Inactive 1,039
Active 1,117
Online 94
Pending 1]
il Financial Status
Financial Status Records
v Financial 327
Unfinancial 1,923
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The members dashboard provides
an overview of members in your
system.

Find more information and resources on ourCentre
hitps://ourcentre.com.au
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The members dashboard provides a count of members by Status, Gender & Age, Member Addition, Member Type and Subscriptions. The dashboard gives you real time reporting. All numbers are up to date to the time you accessed the page.

Items displayed in the dashboard include:
Member & Financial Status: count of members by member status and financial status
Gender & Age: count of member by gender and age
Member Addition: count of member based on add date to the console

All items can also be displayed in a pie chart – by clicking on the button relevant to the item. 
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Understanding the members listing Victoria

Logged n a5 Sysiem Adrmiresiradol

1 LAVic Test Centre m m

DS —— ] The members listing provides an overview
ey Members Listing of members recently edited or added in
3o | [@conr | [REowevsentin your system.
e [omesme ]
e | = : Completed from this page can be:
Sond Emai e « Regular search (either blue search box)
' ~+ Advanced searches
Facesty Ediad [y aa « Alphabetical default search (keeping
| Last Name First Name r_o.de Edit  View Delete Status Groups H:q.;or.' 'Sutl'S E.ma-li SeOI’Ch boxes emp-l-y & Selec-l-lng
e o R b search)
Registration Deciarations Stewart 4 Rary 4 ‘ PR =]
MemberDesq . v ul
Opbiors = P z .
Member Search: 3 g
g ol
g "
=] X g ul
=) o ¥

Find more information and resources on ourCentre
hitps://ourcentre.com.au
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The benefit to search from this page allows you to use: 
Either a regular search – in the blue boxes – it doesn’t matter which one – you can use either
Complete an advanced search – advanced searches allow you to enter as much of the member information to search your listing. (First name, last name, Suburb, Post Code, DOB, Gender, Age Group)
Or simply make sure both search boxes are empty and click search this will provide a listing alphabetically from A - Z
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Last Name First Name Code Edit  View Delete Status Groups History Subs  Email

Fitzwilliam Leopold y : 7 & B 2

Stewart 2 Rory ; . i & 5| =

Stewart 3 Rory P . / = (& gl

R piony y _ - @ - '

Test Child s g ] |

Tes chil - ¥} =]

Test Child 7 - & =

Test 4 hild g @ B |

Little Athletics Victoria uses 3 types of member status’

Active — green tick — members deemed actively involved in the
organisation

Inactive — red cross — no longer active in organisation

Online - light green world - these are a new member or someone who
needs to provide proof of birth so they can be activated *

Find more information and resources on ourCentre
hitps://ourcentre.com.au
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Active members can only be turned inactive if they have specifically contacted you and no longer wish to receive correspondence 
Inactive members can turn back to active – if the wish to return – if they are inactive they cannot log into their profile, Under no circumstances should previous season members be turned to inactive. Athletes who become too old for Little Aths (previous season U16’s) are deactivated by the State office on your behalf.
Online members – can still login to their profile to pay for a registration – or register for a new season. They cannot however go across to results HQ – we will explain in one of the next slides why
To update a status – hover over the cross and the system will prompt you to change the status remember:
Active can only go to inactive
Inactive can only go to active
Online goes first to active – but can easily be clicked twice and become inactive (be careful when activating)



MEMBERS LISTING

Activating Online Members

Records with the ‘online’ status can be identified by the
"light green circle" in the Status column of your members
listing.

To activate an online member 2 Steps must be completed:

Step 1
Update their profile using the edit option > and complete
the answer to the Association Custom Field — (Office Use)
Has proof of age been sighted? YES > then save.

Association Custom Fields

V1
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School Name:

Allergies? If none leave
blank:

1st Parent/Guardian Name: =
2nd Parent / Guardian Name:
2nd Parent / Guardian Email:
Medical Conditions:

Permission to seek medical
treatment if required? =

Do you have ambulance
cover? *

Is the athlete
Aboriginal/Torres Strait
Islander? *

Where did you find out about
Litile Athletics? *

(Office Use) Has proof of age
been sighted? *

Any permanent impairment
(disabilityy? *

Was the athlete bomn in
Australia? *

Melbourne Primary

John Jones
Mary Jones

mary@jones.com.au

* Yes Mo
* Yes MO
* Yes MO

LAVic promotional flyer

Yes

Please Select
Unchanged
(5

Mo

Find more information and resources on ourCentre

hitps://ourcentre.com.au
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Presentation Notes
A member who has not shown proof of birth shouldn’t collect registration packs or be provided a patch until this has been provided
This status is assigned automatically and is a flag to your organisation that you have had new members or records added to your database. Many organisations use this status as a workflow to check and approve data. Before making an Online record Active, they will check to ensure all details have been properly provided and update data accordingly. 


T

Dashboard

MEMBERS LISTING

Activating Online Members

Events Results Tools Administration

Registration Fees

Registrations

lMembers Listing

Members Listing - Search Results

SportsTG Noticeboard

Age Groups

Member Groups

IMember Qualifications

Distribution Lists

Send Email

Export

Query Builder

Member Status:

All “ Inactive Acti\.re Pending
Unfinancial “~ Financial

AllRecords ABCDEFGHIJKLMNOPQRSTU

Financial Status:

Name:
VWXYZ

3 Add ‘ 3 Copy | 4 Distribution List | g8 Exit Search
*{ Filters
Clup: All Club v

Registration Declarations

MemberDesq

Last Name First Name Code
Options
& . = | ) |
Member Search: é . =] Activate Record L
For: = &
In: MName v

d

& * = s
#A& Search =

P

o . = !
TG™

Records: 1-20 of 133

Pages: 1234567 8| First| Previous | Next | Last

Edit View Delete Status Groups History Subs Email

P

=

3;
j'

j ]

54}

58}

54}

S8}

=]

@0 O 0 ©@ @ @
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Records with the ‘online’ status can
be identified by the "light green
circle" in the Status column of your
members listing.

To activate an online memlber 2
Steps must be completed:

Step 2
1. Update their status from online to
active
2. Hover your mouse over the

relevant member’s online status
and then click (leff mouse click)
the green circle to activate the
profile. They will disappear from
this list and now appear active.

Find more information and resources on ourCentre
hitps://ourcentre.com.au
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Hover your mouse over the relevant member’s online status and then click (left mouse click) the green circle to activate the profile. They will disappear from this list and now appear active. 
Repeat the step for the remaining members whom have shown proof of birth. 
Please remember that members should not be made active until their proof of birth has been shown as this can be extremely difficult to track later especially if you have already allocated a patch. 
Members should not be activated until proof of birth has been shown, note members that are online will not be collected in Timing Solutions to enable results until they have been activated and their registration has been paid. 
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~| Filters

Club: All Club v

Member Status: ® Al O Inactive © Active © Online © Pending

Financial Status Al Unﬂnancial

Mame AllRecords ABCDEFGHIJEKELMNOPQRSTUVWXYZ
Records: 1-20 of 327 I Pages: 123456 13141516 17 | First | Previous | Mext | Lastl

» Filters control how we view our member database

« The default is generally All / Financial.

Make sure filter selections are correct when searching for a member

Either search bar can be used to search for a member:

Searches can include: Surname, Address, Email Address, Membership Number

Find more information and resources on ourCentre
hitps://ourcentre.com.au
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Filters they can be changed and altered to view members ie you can use the alphabetical search to find a member quickly, please note the system will remember your last search so always click all records to clear the previous search.
The system will recognise the number of potential members available dependant on the search – see records at the bottom of the filter box – a normal page will allow 20 records to display – for further results you can use the pages to continue your search or refine your search with a name in the search bar or the alphabetical search
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Further reading - information Victoria

To better understand the members listing please visit ourCentre:

hitps.//ourcentre.com.au/ for short videos that explain:

 How to view a members registration history

» Link siblings

« Check / update contact information

« Update their personal details

« Create email lists based on a query

« Create a distribution list

« Email an individual member / group of members or your entire financial list
» Further in-depth training is available via webinars / one on sessions

Please contact kim.john@lavic.com.au for more info

Or use the help option at the bottom of your console page
https://sportstg-help.knowledgeowl.com/help/
*You have to be logged into SportsTG to access the above link ©

Find more information and resources on ourCentre
hitps://ourcentre.com.au
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Presentation Notes
Whilst we have covered the primary info on the members list it is important to also make sure we do allocate more time on understanding registration fees – receipts invoices, knowing where to find payments listings, view settlements and much more – so we are going to move across the console to registration fees

https://ourcentre.com.au/centre-affiliation/
mailto:kim.john@lavic.com.au
https://sportstg-help.knowledgeowl.com/help/
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Transactions Dashboard
Registration Fee Template
Registration Types

Invoice / Receipt details
Paid / Unpaid listings
Settlement reports
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Transactions Dashboard
The dashboard will default to
REgISrationFeesN TicketDesq Events  Registrations Results Tools  Administration the Transaction Status tab.
Generate Registration Fees . hb d
Manage Registration Fees Transactions Dashboar  The Transaction Status tab prOVideS an
Date Range Selection: | 20 Aue 2016 To 31suk2015 overview of the total number of
J
Dashboard transactions
Unpaid
Paid Transaction Status | Payment Analysis = Payment Method .
Cancelled  The Payment Analysis tab. The analysis
T T T Transaction Status Records Total tab will show you how many payments
ke Lt By AosastenCiD Unpaid 0 5000 have been made to your organisation.
= - Paid 203 $17.650.11
e Cancelled 81 §3.507 72
e Refunds ) 9610 « The Payment Method tab will show the
Setoment breakdown of tfransactions by the
Voucher Report method of payment noted in the

Fvnnrt Tam

‘ system.

Find more information and resources on ourCentre
hitps://ourcentre.com.au
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Transaction dashboard 
Transaction status tab provides an overview of total transactions (Paid, Unpaid, Cancelled and Refunds) in your database for the dates displayed at the top of the screen.
The payment analysis tab will show how many payments for the current day (today), each day for the current month and then an aggregated count for previous months.

�


REGISTRATION FEE TEMPLATE

Completing / due date

Registration fee templates are
available with affiliation material or
via:

https://ourcentre.com.au/centre-
affiliation/

Templates calculate the total of all
fees combined.

Fee templates form part of Section 1
of affiliation, the fee template is due
prior fo August 9,

Please complete and return this form electronically by no later than August 9th 2019
Please save this form in the following format: (centrename)fees1920 & return completed form to:

kim.john@lavic.com.au
COMPLETE THIS FORM ONLY IF YOUR CENTRE DOES NOT HAVE DIFFERING CLUB FEES (if applicable)

ie. complete only if the Centre or CLUBS (if applicable} have the same total fee

Please complete the below summary. Registration fees will then be submitted into SportsTG on your behalf
additional fee types may be added to accommodate merchandise items or additional sundries your Centre
reguire to be made available.

For assistance please contact Kim John on 8646 4510

[ ]

Centre Name: | | Centre No I:l

Info / Rego Day 1 | | Datez | ] Date 3 /]

* Only complete the # of Info /Rego dates required Summer Start Date I:l

Date format for the above is dd/mm/yy

Registrar Name | |

Registrar Doytime Contact(s) | |
Registrar Email address | | [ ]

Age Group Registration Options - Please note all single age groups must be completed
Once a Centre (and Club if applicable) value is added the total will calculate for you
Please note the LAVic Component below is inclusive of the SportsTG processing fee. Centre / Club fees

have their administration fee 4% of the Centre / Club Value) deducted before weekly Settlements [ ]

Registration Fee Type LAVic Centre Club/s Total Office Use

| ['s 172.00] ['s 168.85]
| [s 172.00] [[s 16885

s2.00 [ ss0.00]|
82.00 [ s90.00][

Under 06 Full Registration 2019/2020

Under 07 Full Registration 2019/2020

Under 08 Full Registration 2019/2020 ][5 172.00] [s 168.85]
|3 172.00 | [$ 168.85 |

| [s 17200 [[s 26885

82.00 [ ss0.00]|

Under 09 Full Registration 2019/2020 s2.00 [ gg0.00|

Under 10 Full Registration 2019/2020 82.00 [ ss0.00]|

][5 172.00] ['s 168.85]
|['s 172.00 | [ 168.85 |

s2.00 [ ss0.00]|
g2.00 [ sg0.00|

Under 11 Full Registration 2019/2020

Under 12 Full Registration 2019/2020

Under 13 Full Registration 2019/2020 8200 soo.oq| |['s 172.00]['s 168.85]

|['$ 172.00 | [$ 168.85 |
| [s 172.00] [[s 26885

s2.00 [ ss0.00|
82.00 [ ss0.00]|

Under 14 Full Registration 2019/2020

Under 15 Full Registration 2019/2020

W W U W W W W B W

Under 16 Full Registration 2019/2020 s2.00 [ ss0.00]| ][5 172.00] ['s 168.85]

Family Registration Options - Please only complete the below if you make available family registrations

Once a Centre (and Club if applicable) value is added the total will calculate for you

Family (2 Children) 2019/2020 $ 162.00 [ § 170.00 | ][5 33a.00] [ 327.69]

Family (3 Children) 2019/2020 $ 246.00 | $ 240.00 || |['s 486.00 | [ 476.54 |

| [ 628.00][s 61538 ]
|['s 760.00 |[$ 72203 |
* should your family options need to exceed a family of 5 please email kim.john@lavic.com.au

Family (4 Children) 2019/2020 $ 328,00 [ $ 300.00 ||

Family (5 Children) 2019/2020 $ 410.00 | $ 350.00 ||
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Centres with Clubs that have
a different total value will
have a separate template to
complete.

Early bird / Post Christmas fee
can be accommodated

Fee templates must be
completed on the 19/20 Fee
template

Find more information and resources on ourCentre
hitps://ourcentre.com.au
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Presentation Notes
The LAVic fee has increased to $82 – please note completion of the fee template doesn’t confirm your registrations will go live August 20 – all sections of affiliation need to be completed for registrations to go live. The affiliation link above – The Centre value should be the component after the LAVic value has been removed.
If your Centre discounts families it can be reflected in the template the above template shows – each subsequent member being $10 less. Please remember that at settlement of your registrations there is a fee that is deducted from the total Centre or club value – before it is banked into your account. This is 4% of your total Centre fee and Club fee (if you collect a payment for the club online)

Centres wishing to apply early bird fees or post Xmas can do so – please complete a separate template and specify when you wish for the discount to apply to and from. Centres will be invited to decrease their fees after xmas – an update template will be available via ourCentre early December.

The Fee template was released as part of affiliation on Monday 22nd July.

https://ourcentre.com.au/centre-affiliation/
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Registration Types — Important Info

« Registration fees are updated in the system by LAVic

» Early Bird / Standard or post Xmas / New Year are also updated by LAVic (if applicable)

» Registration fees will only be available online (live) once all sections of Affiliation are completed
+ The office will send out renewal emails to 18/19 members once your registrations are live

« Registrations will be available from August 20t — for Centres who have completed Affiliation.

« New members should not pay until they have completed their trial — athletes are entitled to 1-2
weeks free trial — on submitting their application they will receive a login which they use to return to
pay off their invoice.

Find more information and resources on ourCentre
hitps://ourcentre.com.au
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REGISTRATIONS & FEES

Invoice / Recelipt details

Invoice:

Helle MEMBERFIRSTMAME MEMBERLASTMAME

Need help?
e Call us
(03) 8545 4510

© Sendus anema [
Payment oplions o Chack aur FAQ )
Mambers ara requirad 1o pay using any of tha
following options

e Cenlre Conlacis [5]

Proof of Age

Ifyou ara & naw member, you are raquired to provida

cur Centre with af of age. This can ke dene prior

Little Athdetics Victorda

Invoice / Receipt details are added on
you behalf — these are generic across the
state.

ltems you may consider adding:
Links to shop purchases
Links to duty roster
Calendar link for season
Social Media link
Links to season start FAQ's applicable to
your Centre

If you have information you wish to have

added to your invoice or receipt this

should be submitted to Kim John prior to

reqistrations opening;
Kim.john@l|avic.com.au

d
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Hellx MEMBERFIRSTHNAME MEMBERLASTHAME

Need help?
f f ok
'ﬂ Callus
(03) 8646 4510

a Sand us an email 5]
Prool of Age
If you are a new member, you are required ta pravide @) Chack our FAG o
your Cenbra with prood of age. This can be done prior
to paying. if you are a irialling athlele

u Centre Contacts (]

Litthe Athletics Victoria

Find more information and resources on ourCentre
hitps://ourcentre.com.au
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Invoice / Receipt details are added on you behalf – these are generic across the state. Items you may consider adding:
Links to shop purchases
Links to duty roster
Calendar link for season
Social Media link
If you have information you wish to have added to your invoice or receipt please contact me prior to registrations opening.
�

mailto:Kim.john@lavic.com.au
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Age identifier for Athletes Victoria

A copy of the Ready Reckoner is available in your registration kit and via (-Q,Ettth,let_

1 eliCcs
ourCentre for downloading \-q Athlet
https://ourcentre.com.au/centre-affiliation/ Registrar’'s Ready Reckoner

2019/2020
All new athletes must have proof of birth sighted in order to have their Age Group i by Month and Yoar of Birh

registration activated. registering (ivere v D § i os willreent U i fve st eebernbe socmon - 2021)
A‘I'hle‘l'es: 2004 | 2005 | 2006 | 2007 | 2008 | 2009 | 2010 | 2011 | 2012 | 2013 | 2014 | 2015
JANUARY uis | w15 |uta | us iz |un Juio| v | us | u7 | us | us
+ Who fum 5 before December 314 can o e P e P e
commence af the start of the ]9/20 frack APRIL uts | uis |uia|us | uiz {uii |uio| us | us | u7 | us | us
seqason. MAY u1s | uis |uta | u1s | uiz |uri |uio| us | us | u7 | us | us
JuNE uis |15 |ut4 | us | vz |un |uio| us | us | u7 | us | us
Juwy ute | uis {uia s |z unfuo| ue | us | w7 | Us | e

«  Who turn 5 after Jan 1, 2020 must wait for AUGUST U6 | U1s | ut4 [ uia iz {utt julo| ue | us | u7 | us

iheir 5ih birihday in Order 1-0 regisfer Gnd SEPTEMBER Ulé |uis|ut4|uia|uiz{utifuio| ug | us | L7 | Ué

i oCTOBER uis | uis |uia s |uiz | luio| us | us {7 | us

compete. NOVEMBER u1s | uis |uta | u1s | uiz |uni Juto| us | us | u7 | us

DECEMBER u1s | u1s |uta | us | uiz |uri Juto| us | us | u7 | us

« Born before Jan 1 2004 cannot
participate at Little Athletics events. B I B e it haent boen seerkod o o o - o the Cente,

Under & athletes shown in red cannot register until they have turned 5 years of age

Find more information and resources on ourCentre
hitps://ourcentre.com.au

pr
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Uﬂp(]id LISTIﬂg Victoria
* Unpaid members can be

LOGgE N 3S: SYSIEM AQMINISTItor a Ccessed fro m Th e
1 LAVic Ti C i i
e Test Centre retun ff oo o | Registrations Fees >

Registraion Fees| | Events  Registrations  Results  Tools  Administration Transactions > Unpo|d tab

« Each member will have a Transaction Payment - Manual
Generate Regisfration Fees i d | ‘I‘ 1_ ‘I'.
Vansge Regstraton Fess Transactions Unpaid (01-Aug-2018 To 31-Jul-2019) sepdarare rransacrtion Member: rory Stewart 2
) : if 1 1 Title: Under 06 Cross Country Registration 2019
Transactions i~ Report 3 Export & Template @ Cancel Al n U m ber eve n If I n O fO m I |y Details: Eorn between 1 January 2013 and 31 December 2013 or have turmed 5
° YOU COn SeOrCh for O years of age after 1 January 2019 & prior to registering. Registration
Search For: In:l | Name v| #a y . provides the ability to compete in the winter season. If registering for the
Becords. 1.5 075 Mame m e m ber by e I ‘I‘ h er n O m e frst. tlme.. proof.of IJII'FI'I n1|..|31 t.}& sighted at your G.entre fo accept your
Transaction Number . egistration. This regisiration is scheduled to expire on the 31st August
Ref Date Member Total rerr————r—— Remind Or 'I'ro nsoc‘hon number 2019
Total: 555 00
26-
10864804 Jul  Stewart 2, Rory $55.00 ¢ @ i . COlU mmns cadn be Sor'l'ed
2019
e ° YOU can poy Off e Payment Method: Cash .
10854905  Jul- Potter, Lily $55.00 g (=] 4 . A .
2019 transaction by clicking on Peyment Reference:
26-
10864906  Jul- McKenzie, Jiahal $55.00 s = i Th e $ Sym bo | - pCIym e n TS The financial end date of the member will be updated to 31-Aug-2019

2019

Regisiration Fees - Types 2%- C O n O n |y be m O d e by -
) . . fE A _ - @ = = Previous §# Process Payment ¢ Offline Credit Card Payment

Regisfration Fees - Categories 10854910 | Jul yumma, a $150.00 @ L1 Credi.l. COrd Ofﬂine Credi.l.

2019 (
Regisiration Fees - Tags 26-
. 10864911 Jub  yumma, b s0.00 © |1oss4si0 fioss4sin card button )

2019

« Under no circumstances
should cash or cheque
payments be processed
through the system.

Records: 1-50f 5

Find more information and resources on ourCentre
hitps://ourcentre.com.au
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Presentation Notes
Paid / Unpaid listings are available through the Registration Fees TAB / Transactions (drop down menu)
Each member has a separate transaction reference – however family members link back to the first family member (who the payment is connected too)
Members can be searched for by name or transaction number
Most columns can be sorted for convenience 

The report button will print a itemized report of all members in the list – based on the sort option you have in view prior to ‘reporting’
Export templates can be created to include more or less from the members profile.

Registrations can be paid off from this page / but it is encouraged to have members log back into the profile to pay – Members can only pay off the registration with a credit card – if you pay off from this area the offline credit card option should be selected.  You will then be required to verify the credit card number / expiry date and CVV. PLEASE NOTE – if the member has yet to show proof of birth it is best to encourage them to login to pay as the system will activate the registration on payment from the back end – as it assumes all information has been collected. – food for thought only process payments if you have already sighted to proof or the family are an existing member.

If you choose to take payment for a registration via cash – it would be recommended the Centre has a pre paid card for which to process the registration through SportsTG on.

Should you need to alter an unpaid transaction please contact the office for assistance / guidance.
�
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1 1cti ictoria
Paid Listing
1 |
* Paid members can be accessed from the - .
. . . . enerate Regisiration Fees . .
Registrations Fees > Transactions > Paid tab anage Regsiration Fees Transactions Paid (01-Aug-2018 To 31-Jul-2019)
« Each member's reference sftill remains — _
fomi“es hgve |ih|<S Transactions Report p Export g Template
* You can still search for a member by either
] Search For: In: | Name Y 8 o
name or fransaction number Fecorde 13013
« Columns can be sorted — 2 dates - 1 for ' e _
.I.ronsocﬂon_] fOl‘ pC“d Ref Date] Member Total Date View Cancel Receipt
* Records can be reported on — payments 26- 26-
g . 10864304 | Jul- Stewart 2, Rory £55.00  Jul- ¥ =] (4]
can be filtered by date (using yellow funnel) 2019 2019
* Do not cancel a paid transaction without 26- 2-
. 5 10864910 | Jul- yumma, a £150.00  Jul- L = E4d
contacting the office 2019 2019
Refunds should not be processed. 26- 2-
10864911 |Jul- yumma, b £0.00  Jul- . 10864910
Registration Fees - Types 2019 2013

Records: 1-3 of 3

Regisiration Fees - Categories

Find more information and resources on ourCentre
hitps://ourcentre.com.au



Presenter
Presentation Notes
Read from slide – then 

The report button will print a itemized report of all members in the list – based on the sort option you have in view prior to ‘reporting’ – even date filters 
Export templates similar to unpaid can be created to include more or less from the members profile.

Please remember whilst a member might be paid they still could be online – as they haven’t shown proof.
�


REGISTRATIONS & FEES

Seftflement Reports

Can be accessed — Registration Fees > Transactions > Settflements
Advantageous for Treasurers to match up with bank deposits
Reported on Cenire / Club weekly transactions totals (Fri— Fri)

Available the following Wed / Thur

V7

Little
Athletics

Victoria

Once the settlement report appears in the console the funds are already deposited in the nominated account
A PDF report is available to print or save (for emailing)
A report is produced for each entity

Altona Little Athletics Centre

| Settlement Period - 12 October 2018 |

SportsTG
PO Box 14725

MELBOURNE VIC 3001
ABN 71 134 641 071

Reference Payment Date Receipt Amount GST Fee Charge Total
10634711 06-Oct-2018 p1t06ghq $105.00 $0.00 $0.00 $4.20 $100.80
10670350  06-Oct-2018 armxmmyj $120.00 $0.00 $0.00 $7.60 $182.40
10670536  06-Oct-2018 291svedm $105.00 $0.00 $0.00 $4.20 $100.80
10635971 06-Oct-2018 Tstd4dedw $105.00 $0.00 $0.00 $4.20 $100.80
10634770 07-Oct-2018 0803g3vq $190.00 $0.00 $0.00 $7.60 $182.40
10634785  08-Oct-2018 950chgab $105.00 $0.00 $0.00 $4.20 $100.80
10674121 08-Oct-2018 8686yxp2 $285.00 $0.00 $0.00 $11.40 $273.60
10675341  09-Oct-2018 dhafséw3 $190.00 $0.00 $0.00 $7.60 $182.40
10659779  09-Oct-2018 phisfren $105.00 $0.00 $0.00 $4.20 $100.80
10630361  09-Oct-2018 scwm22g $105.00 $0.00 $0.00 $4.20 $100.80
10581055 10-Oct-2018 Svhz8nke $105.00 $0.00 $0.00 $4.20 $100.80
10669739 10-Oct-2018 jmvep8ga $190.00 $0.00 $0.00 $7.60 $182.40
10579649 10-Oct-2018 20c9z1ww $285.00 $0.00 $0.00 $11.40 $27360
10679577 11-0ct-2018 g20vppl7? $105.00 $0.00 $0.00 $4.20 $100.80
10634343 12-Oct-2018 Bye58ypv $105.00 $0.00 $0.00 $4.20 $100.80
10634464 12-Oct-2018 rqOwyx71 $190.00 $0.00 $0.00 $7.60 $182.40
10682318 12-Oct-2018 eadkbwnz $190.00 $0.00 $0.00 $7.60 $182.40
10628584  12-0ct-2018 6ng1fgéw $190.00 $0.00 $0.00 $7.60 $182.40

$2,845.00 $0.00 s000  |s11380] [s2731.20

Charge of $113.80 is inclusive of GST

A

Find more information and resources on ourCentre
hitps://ourcentre.com.au


Presenter
Presentation Notes
Settlements are available through the Registration Fees tab > Transactions drop down > Settlements - are a blessing for treasurers as they assist in matching up deposits made into the nominated bank account. Settlements report on Centre / Club weekly transactions totals (Fri– Fri) a report generally is available the following Wed / Thur – once it appears in your System it is generally in your account.
If you notice for some reason the funds haven’t made your account – please contact the office so we can further investigate – items to be conscious of – if a refund has been approved (between the Centre / Association) there can be funds withheld – these are deducted from the total value paid to the account – but are always reported on in the settlement summary. – ASK if unsure.
The PDF report is available to print or save (for emailing) – please note a report can also be view for LAVic – this is for the Association value – which is paid directly to LAVic.

EXPLAIN ITEMS IN RED - settlement period  = end date of settlement – receipt is the Credit card receipt details – amount – is the total of the ‘entity transactions not the overall charge. 

Settlements can be printed and or saved.�
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The events portion of the system enable you to create custom forms for:

« Open Days,

« Championship days

« Training days

« Coaching Courses

« Registrations days for Come and Try's

And much morel

Anything you would normally use a form for can be interpreted into a paperless online
application saving time and resources.

For further assistance contact Kim John
kim.john@lavic.com.au

Find more information and resources on ourCentre
hitps://ourcentre.com.au
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Presentation Notes
Probably one process would be athletes attending your come and try days – how are they recorded if they do not submit an online registration (as an unpaid member)

Member information transcribes from login to save time – even athletes from other Centres – if you apply discounted fees for your members this can be also catered for within the same portal.

An export can assist you with event that need to interface with results HQ – Open days – Championship days  - 

A training session / recorded help topics will be available shortly.
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TOOLS

The tools menu includes the following resources including:

« Documents

* Images

« Email femplates
 Email databases

Logged in as: System Administrator

Little Athletics Victoria

Home Website Members Registration Fees Shop TicketDesq Events Registrations Results To: Administration SportsTG Noticeboard

Documents

Image Gallery

Listing
Document Types

Image Gallery

Use the image gallery to provide visitors with a pictorial of important events, historical images or action shots that relate to your organisation. Image galleries are separated by
gallery types to allow images to be categorised.

The image gallery is also used by many organisations for storing 'offline’ or 'hidden' images. These are images that might appear elsewhere in your website site, such as
within your events, in an invoice narrative or in your member's registration area.

User Defined Data

Email Templates

The last image added was I:ategory-image-2019-mantra-he||—city.jpg Iat 03:05 PM on Thursday 25 July, 2019

Bt DB rrEes The last image edited was button-athlete-information.jpg at 04:07 P on Monday 03 April, 2017

Find more information and resources on ourCentre
hitps://ourcentre.com.au
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Presentation Notes
Documents – act as a file resource – you can add PDF an word documents in here – once added to the system a URL is created which can then be advantageous should you wish to add you to website, provide as links in emails, newsletters and more. The documents menu also has a sub directory which works the same as folders on your PC enabling you to organise your folders as required. Items no longer needed can be archieved without having being deleted.

Images – allow you to add headers to emails – load images on your website – they work the same as above and can be used over a variety of areas even in event registrations as links for additional information.

Email templates – which will relate to everything you see come through from LAVic they can be as simple or advanced as you wish.  When creating an email template there is the option to complete HTML and plain text formats  - to ensure all recipients can read the email dependant on their preferred way to receive emails. The system can also email-merge fields such as the member’s first name, surname, username, membership type and more – emails can be tracked once sent in the members profile  - under history including open rates, unsubscribe rates.

Email databases are a great resource for secondary parent emails or those wishing to receive regular correspondence but not listed as the primary email in the membership record.



TOOLS

EMAIL TEMPLATES — Quick view

Logged in as:

Little Athletics Victoria

Home Website Members Registration Fees Shop TicketDesq Evenis Registrations Results [00ls

Documents .

Email Templates
Image Gallery
User Defined Data i Listing | @ Add ‘ &7 Edit | @ Delete , HTML | , Text

I Email Templates I TRY CH P

Email Databases Title: Congratulations, you've been entered into the 2019 Siate Cross Country Championships.
Donations ) ) . . .

Subject: Congratulations, you've been entered into the 2019 Siafe Cross Country Championships.
Reserved Seating Click here for event information
. Archive: No

MEMBERFIRSTNAME, well done on your completion of the Region Cross Country

Themes Web Version Link: hitp:/isitedesq.sportstg. com/clubconsolepopups/dsp_email_viewer.cfm?EmailTemplatel D=104143&0rglD=1370

Camival over the weekend. You have been automatically entered into the 2019
Finder State Cross Country Championships.



Presenter
Presentation Notes
As you can see from the example on the screen – a template view from the back end of the system including a web version link (which can be used on the plain text option) – the subject which the recipient can see (keeping in mind merge fields can be placed in here) – and the final product from a recipient perspective.

For assistance with templates please contact the office. 
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Help heeded?

Console access - https://console.sportstg.com/
Help - https://sportstg-help.knowledgeowl.com * Classic System
Qurcentre - hitps://ourcentre.com.au/

Find more information and resources on ourCentre
hitps://ourcentre.com.au
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Presentation Notes
Or simply contact the office and we can assist further

https://console.sportstg.com/
https://sportstg-help.knowledgeowl.com/
https://ourcentre.com.au/
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Questions®e

Presented by Kim John

Find more information and resources on ourCentre
hitps://ourcentre.com.au
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