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Training Manual (8) BOWLSLINK

In the Membership section of BowlsLink you will be able to find all information related to the members of your club.
The membership section is further divided into Members, Groups & Categories, Certifications, Transfers and Exports.

You may view Webinar 1 on the Bowls Victoria YouTube channel.

Members
When you are in the Members section you will be provided with a list of all the members currently in your club.

The list is divided into three sections (tabs) - Active, Pending and Archived.

Active Members
In the Active tab of your members list you will be able to perform the following actions:

1. You will be able to click onto the club members' name to retrieve additional information about this member.

2. You will be able to search for a particular member by name.
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3. You will be able to sort the list of members differently by clicking on the different column headers.
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4. You will be able to apply specific filters to only find members matching your search criteria. You will be able
to filter the following parameters:

1. Groups

2. Gender

3. Category

4. Financial To

5. Member Since
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5. You will be able to change the number of rows displayed in your member table.
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6. You will be able to perform additional actions for individual members.

1. Manage Groups - You will be able to add or remove the selected user from member groups that
have been created.

2. Manage Fee Packages - You will be able to add or remove fee packages for the selected member.
Please be aware that fee packages need to be created first before they can be assigned (Check
Finance section for more details).

3. Create Invoice - You will be able to create an invoice for the selected member if they have been
assigned the required fee package (refer to the Finance section for more details).

4. Archive Member - You will be able to archive a selected member.
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7. You will be able to bulk select all or a select group of members to perform additional actions.

1. Create invoice - You will be able to create and send bulk invoices if the selected members have been
assigned the required fees.

2. Add to Group - You will be able to add the selected members to a particular group that has already
been created.

3. Update the Financial To Date - You will be able to update the financial membership date for
multiple users to the same new date.
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Pending Members

In the Pending tab of your members list you will be able to see all members that are currently pending review. Many
functions work the same as in the Active members tab. There are two main actions you need to perform in this list:

1. Approve Membership - You will be able to approve the membership for the selected member.

2. Deny Membership - You will be able to deny the membership for the selected member.
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Archived Members

In the Archived tab of your members list you will be able to see all members that are currently archived. Many
functions work the same as in the Active members tab.

1. UnArchive Member - You will be able to unarchive the selected member and make them an active member
of the club again.

Members upuyagz membes {5 ADO HENBER

Archived

Functions lske Filter, Searching,
Sorting Members and Changing
Aorws work the same as In the

m ¥ B Active Members screen Aoweic | 25 ¥

Last Hama Firak Mame Memtanhip Hambes Catepary Finsnclal To MomBar Since Prirary Club Dabe OF Birth Gendar Actizan
p2-2 43 D LELE 12t Par J0ER Foipm -
Dezaley Ekicle 5T 12tk Mas 2016 . (TS

Bowls Victoria Membership Module (Webinar 1) | Page 4 of 23



VICTORIA

BOWLS

MEMBERSHIP MODULE (WEBINAR 1)

How to add a Member

When you click the "Add Member" button in the member overview you will be able to add a new member to your
club by providing all the relevant information or alternatively you can also add an already existing member.

1. Select "Add Member"
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2. You will then be asked to provide personal details for the new member.
Please enter the new member's personal information:
1. Last Name

2. Email Address
3. Mobile Number
4. DOB

5. Gender

Note: The email and mobile phone number entered here are both the sign-in and contact details for the member.
These details need to be unique, and two members cannot have the same email address.
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3. Next you will be asked to create a password. Please select a strong password.

1. Your password needs to fulfill certain requirements to be considered strong.
2. When you re-enter your password it needs to match your initial password.
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4. Once you have set up a password you will be required to enter the new member's address details.
Please enter the member's home address.
1. Address Lines
Suburb
State
Postcode
Country
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5. The fourth step is to provide club details for the new member. This information will be helpful when it is
necessary to create invoices against a member. Please enter the member's Club information.
1. Financial Until
2. Member Since
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6. Should any additional club details be required, this can be provided in this step after providing the member's
club details.

Add Member mscins

{ ADD EXISTING MEMBER
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Additional Club Details Additional Details requested by the club.
Any details on this page are
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MNEXT BACK

7. Inthe last step you need to confirm that you have permission to add a new member to your club. Once
confirmed you will be able to add the member to your club.

Add Member rasciub 1

] ADD EXISTING MEMBER

/) Personal Details ¥) Password J) Address /) Club Details J) Additional Club Details @ Terms & Conditions

Terms & Conditions Please review and accept the terms and conditions.

Tick the box to agree
1 agree all my details are up to date and confirming | am applying For a membership to TAS Club 1. to the terms and

conditions
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8. If you have provided all details correctly you will receive a notification confirming the new member. If some
details are already in the system (e.g. mobile number or email) the system will bring up an error message.
This usually indicates that a member already exists.
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Edit an Existing Members’ details

If you click on a member in your member list, you will see a detailed view of the member. You will be able to retrieve
additional information about the member as well as being able to perform additional administrative actions.

The detailed member profile is divided into five sections (tabs) - activity, details, account, notes and fees.

1. The first tab is the Activity tab where you will be able to see any activity against a members' profile.
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2. The second tab is the Details tab where you will find most of your member’s information.
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Click Edit Member Details and you will be able to edit:

Key Details

Personal Information
Membership Details
Additional Details
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3. The third tab is the Account tab where you will be able to view all the invoices associated to this particular

member.
o ek
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4. The fourth tab is the Notes tab where you will be able to write and view notes as a quick way to track
information about a member.

then Click here bo access the notes
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Click here to add a new note
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Click here to archive an

existing note for a member

5. The last tab is the Fees tab where you will be able to see all allocated fees the member has to pay to the
club.
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Groups & Categories

When you are in the Groups & Categories section you will be provided with a list of all the groups and categories you
have already created for your club.
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The list is divided into two sections (tabs) - Member Groups and Member Categories.
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Member Groups

In the Member Groups tab of your list you will be able to see all member groups that have already been created.
You will also be given an overview of some of the groups' details. Furthermore, you will be able to perform the

following actions:
1. You will be able to add new member groups.

2. You will be able to edit or delete existing member groups (Attention: Groups can only be deleted when no

members are associated to this category).

Click here to add a new

Member Groups tascib1 member group e e
Member Groups
Click here to edit or delete
Member Groups clubr bo ire. f that can be ured for amail communicotion
an existing member group
Hama Devarltlan Emall Channel Memben Al
Club Hewsletier Theb Hewnletier L ] 1 member =
Ed® Group '
Club Board Chets Board L] 1me  Delete Group
L] 1 member

Paanask Tess Pennact Team

3. Details that can be edited for a member group

& EditaMember Group

Fill in the form below to edit the member
group.
Group Name*

Club Newsletter

Details for a member
group which can be Description®
u pd ated Club Newsletter

UPDATE CANCEL
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Member Categories

In the Member Categories tab of your list you will be able to see all member categories that have already been
created. You will also be given an overview of some of the categories' details. Furthermore, you will be able to
perform the following actions:

1. You will be able to add new member categories.

2. You will be able to edit or delete existing member categories (Attention: Categories can only be deleted
when no members are associated to this category).

. Click here to add a new
Member Categories tascub1 member category & ADD MEMBER CATEGORY

Member Groups Member Categories

Member Categories create and manage the club T bership or otherwise, that best reflects your club’s needs

Click here to edit or delete
an existing member category

Name Description Playing Rights Assigned Members

Full Member Full Member L] 1 member

Social member Social member L] 0 members

EditCategory DD

Delete Category

3. Details that can be edited for a member category

& Edit Member Category

Name*

Social member

Details for a member
category which can be Description®
updated Social member

Includes Playing Rights

SAVE CANCEL
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Certifications

When you are in the certifications section you will be provided with a list of all the members currently holding a
certification in your club.

W BOWLSLINK

BOWLS

TASClub 1 CHRIS CLARKE v

Certifications

Men

Groups & Categories

< Click here to select the

Transfers certifications for your club
... bersinyourclub, or club group, who hold qualifications
Exports
Bers Cyy— -
2 Greens Name Certification Status Approved By Valid Until
Nayeli Bogan Club Coach [ pevonc | - st Mar 2020
' Competitions
Taylor O'Connell RSA (Alcohol Service) Chris Clarke 18th Aug 2020

63 Email Campaigns

Taylor O'Connell Club Coach [ Pevonc |
€5 Finances

kelvin rodgers Club Coach [ Pevonc | Robert savage st Mar 2020

The list is divided into two sections (tabs) - Members and Manage.

&/ BOWLSLINK

BOWLS

TAS Club1 CHRIS CLARKE v

Certifications
Member
Groups & Categories
Members  anage
Transfers
o q 1ll members in your club, or club group, who hold qualfications
Brms Members certification and
manage certifications
B s R Rows: | 25 M
2 Greens Name Certification Status Approved By Valid Until
Nayeli Bogan Club Coach  Penonc | st Mar 2020
' Competitions
Taylor O'Connell RSA (Alcohol Service) Chris Clarke 18th Aug 2020
6 Email Campaigns
Taylor O'Connell Club Coach
€ Finances kelvin rodgers Club Coach [ revon Robert savage 315t Mar 2020
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Members

For each member listed here you will be able to retrieve their certification status, the validity of their certification
and the certification type. You will be able to perform the following actions:

1. You will be able to search for a particular certification by name.

2. You will be able to change the number of rows displayed in your certifications table.

Certifications

Search for a certification
by entering a member or

Members with Certificati certification name 10ld qualifications

Members Manage

Number of rows defaults

8 FILTER Q_ Search Certifications . . -
- to 25, this can be changed Rows: | 25
through this menu 10
Name Certification Status App
25
Nayeli Bogan Club Coach - 3t Mar 2020
50
Taylor O'Conrell RSA (Alcohol Service) Chris Clarke 18th Aug 2020 100
Taylor 0'Connell Club Coach
kelvin rodgers Club Coach Robert savage 3t Mar 2020

In the manage section of certifications you will be able to approve, extend and revoke certifications you have
permission to manage. If there are any certifications that require review by you they will be listed here.

1. You will be able to search for a particular certification by name.
2. You will be able to change the amount of rows displayed in your certifications table.
3. Filter functions are also available, functioning the same as the Members Certification tab.

Certifications
Search for a certification
_mmse by entering @ member or
certification name

Manage Certifications: 7e
Number of rows defaults
Q_ search Certifications to 25, thiS can be Changed Rows: | 25
through this menu

Name Certification Attachment Status Approve!

No records found.
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Transfers

The transfer section is used to manage the approval or rejection of transfers from your club, to be primary members
of other clubs. It also provides a history of transfers to your club, where dual members have become a primary
member of your club.

TAS Club 1 CHRIS CLARKE +

() BowLsuink

Transfers

Members

Click here to select the
transfers for your club

Exports Rows: | 25

B cubs Name BA Number From Club To Club Requested On Approved By Actions
No records found.

2 Greens

2 Competitions

6 Email Campaigns

€3 Finances

Exports

This function allows you to export a report of your club and membership in a format that is suitable for opening in a
spreadsheet program such as Microsoft Excel.

Currently the membership report includes the following information:

e Name ~
. &/ BOWLSLINK TAS Club 1 CHRIS CLARKE v

. Wi ; -

Email = Click this icon to open the menu
e Mobile Phone and select download report to

I Membership EXpPOrts cenerate an export of your members. download the file to your
e |D o computer
. Groups & Categories
[ Birth date S Report Name Description ANns
° G en d er TRIERE Membership Report A report which contains users basic information such as personal details, address and club membership.
& Download Report.

e Address A
° MemberSh'p Click exports to

status open

' Competitions

63 Email Campaigns

O Finances

1. Select the exports option in the membership menu. The available reports will appear, with the membership
report as the only current report. Other reports may be added over time. Click the action icon to download a copy
of the report for your club.
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Clubs

In the Clubs sub-section, you will be able to see all clubs that are currently active in BowlsLink. You will be given
some club details without clicking into their club profile and you will be able to perform the following actions:

1. You will be able to click onto the clubs' name to retrieve additional information about the chosen club.

2. You will be able to search for a particular club by name.

&’/ BOWLSLINK TASClub 1

BOWLS

Search for a particular club by
{A] Membership entering their name in this
Clubs Showing all Clubs search box

Club Categories

Manage My Club

Club Name Short Name Parent Group
A
. Vic Club 21 Vieod
9 I8 ci Click on the club name to o
then C|ub5 Sub Coolangatta Cunningham District, AO2019 Imported Clubs

see additional information

menu
; Jurien Bay on the club WA League 1

Paradise Point pp Cunningham District, AO2019 Imported Clubs

@ Email Campaigns
Vic Club 30 Vic30

C) Finances
Yanchep Bowling Club Yanchep
Gold Coast GC Cunningham District, AO2019 Imported Clubs.
Guilderton Bowling Club (INC) GBC WA League 1
Vic Club 29 Vic29

# FILTER Q_ Club Name Rows:

CHRIS CLARKE v

25 v 1234 >

State

null

Western Australia

Victoria

null

Western Australia

Victoria

3. You will be able to sort the list of clubs differently by clicking on the different column headers.

&/ BOWLSLINK TAS Club1

BOWLS

Membership
Clubs Showing all Clubs registered in BowlsLink

Club Categories

You can sort the ||St Club Name Short Name Parent Group
of clubs differently by Vic club 21 vt
clicking on these column
headi ngs Coolangatta c Cunninghar District, AO2019 Imported Clubs
2 Competitions Jurien Bay Jurien Bay WA League 1
Paradise Point PP Cunningham District, AO2019 Imported Clubs
@ Email Campaigns
Vic Club 30 Vic30
C} Finances
Yanchep Bowling Club Yanchep
Gold Coast ac Cunningham District, AO2019 Imported Clubs
Guilderton Bowling Club (INC) GBC WA League 1
Vic Club 29 vic29

% FILTER Q_ Club Name Rows:

CHRIS CLARKE v

25 v 1234 >

State

null

Western Australia

Victoria

null

Western Australia

Victoria
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4. You will be able to apply specific filters to only find clubs matching your search criteria.

Clubs showing all Clubs registered in BowlsLink

#t FILTER Q Club Name Rows: | 35 - 1234 >

10
Short Name Parent Group
Click here to open the 25
. . Vic21
filter options
50
Coolangatta C Cunningham Districk, AO2019 Imported Clubs
100
Jurien Bay Jurien Bay ‘WA League 1 Western Australia
Paradise Point PP Cunningham Districk, AO2019 Imported Clubs
Vic Club 30 Vic30 Victoria
Yanchep Bowling Club Yanchep null
Gold Coast GC Cunningham Districk, AO2019 Imported Clubs
Guilderton Bowling Club (INC) GBC ‘WA League 1 Western Australia

5. Filters can be applied by:
1. Groups
2. States

24¢ Filters

GROUPS

Clubs can be filtered by

club groups or state.

Click apply once the STATE

selection has been made
Victoria
New South Wales
Queensland
Northern Territory
Western Australia
South Australia
Tasmania

Australian Capital Territory

APPLY CANCEL

6. You will be able to change the amount of rows displayed in your club table.

Clubs Showing all Clubs registered in BowlsLink

Q. Club Name The number of rows Rows: | 25 - 234
defaults to 25, this can

10

Club Name Short Name be changed through
O 25

Vic Club 21 Vic21 thls enu

50
Coolangatta C Cunningham District, AO2019 Imported Clubs

100
Jurien Bay Jurien Bay ‘WA League 1 Western Australia
Paradise Point PP Cunningham District, AO2019 Imported Clubs
Vic Club 30 Vic 30 Victoria
Yanchep Bowling Club Yanchep null
Gold Coast GC Cunningham District, AO2019 Imported Clubs
Guilderton Bowling Club (INC) GBC WA League 1 Western Australia
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Club Categories

A club can have various categories assigned. Categories are used to show the various services and amenities that the
club has, and this information is published in websites and other information systems about the club. The categories
are selected from a pre-defined list, and the club administrator selects any and all that may apply to their club.

Examples are: Social Bowls, Meals, Entertainment, Function Room Bookings etc.

1. To add a category, click on the assign category button in the top right of screen.

Click here to assign a
category for the club

Club Cate go ries Assign Categories that relate to your club. S SIC AT ECORY,
@ There are no categories assigned to this club.

Powered by MemberPeint YY1,

2. Select from the drop down list the appropriate category for your club and click the assign button.

¥ Assign Club Category

Category ©
Click here to open the list

of available categories for
the club. Click assign once

sleced =3
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3. Once a category has been added, it can be removed by clicking the icon at the right end of the category
listing.

Club Categories Assign Categories that relate to your club. Click here to remove a

category from a club

Name Description Is Public owner Actions

Midweek Midweek Pennant [ ] VIC S

Powered by MemberPoint T,

The new category is now
added to the club

4. This process can be repeated as many times as you like, to add all the required categories to the club.

Manage My Club

In the Manage My Club sub-section you will be able to see all the details relevant to your club. You will be able to
edit all the club information for your club.

The manage your club sub-section is divided into three tabs - Details, Additional Details and Club Member Additional
Details.

(&) BowLsLnk

BOWLS

TAS

Details, additional details CHRIS CLARKE v
and club member additional
] membership } details tabs

Details Additional Details Club Member Additional Details

Clubs

Club Categories Club Details update the general information about your club.

o Club Overview
A
Click here to open the "™
manage my club $5Club

options

< an ca

5 Short Name*
TC1

C} Finances

Description

Non nihil gui hic. Rem voluptates non quo quis et dicta maqni. Tenetur excepturi explicabo maiores vitae. Voluptas

aut maiores gui aut est magni. Sed repellendus dolores commeodi guibusdam gui ipsa nisi. Vel quidem ullam
voluptas et. Ex cumque doloremque esse pariatur qui cumque. Corrupti repellendus laboriosam et qui est.
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Details

1. Inthe details tab of your club you will be able to edit the following field groups:
1. Club Overview
2. Contact Details

Manage Your Club

Details Additional Details Club Member Additional Details

Club Details update the general information about your club.

© cluboverview

Club Name*

a5 Club 1 Edit details fields as

required

Club Short Name*

TC1
Description

Non nihil qui hic. Rem voluptates non quo quis et dicta magni. Tenetur excepturi explicabo maiores vitae. Voluptas

atgue enim et

aut maiores gui aut est magni. Sed repellendus dolores commodi guibusdam qui ipsa nisi. Vel guidem ullam

voluptas et. Ex cumgue doloremgue esse pariatur qui cumgue. Corrupti repellendus laboriosam et qui est.

4

© Contact Details
Club Phone

+61-2-2381-1256
After Hours Phone

03 3194-0893
Club Website

http://www.lowe.com.au/molestiae-voluptas-sequi-numquam-est

3. Club Address
4. Financial

© clubAddress
Address Line 1

147 Fake Street Edit details fields as

required

Address Line 2

Address Line 3

Suburb

Lake Fred

State Postcode

New South Wales v 2909
Country

Serbia
@ Financial

Club ABN

6011521505915222

Membership Year Ending Date

1 July -

SAVE CANCEL
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Additional Details

1. Inthe additional details tab you will be able to update any additional details that your club is requesting.
If no additional details are required this tab will not display anything.

Click here to access
Manage Y additional details

Details Additional Details Club Member Additional Details

Open Hours: Monday*

An example of extra
details a club may
want to provide is
opening hours

Open Hours: Tuesday*

SAVE CANCEL

Club Member Additional Details

In the club member additional details tab you will be able to create new additional fields to gather more data for
your club members. You will be able to add the following fields:

e HTML Click here to access club
N Title Manage Your Club member additional details
o Divider Setails  Additional Details Club Member Additional Details
° Text Additional Member Details Additional information you want to capture about your members.
e Yes/No
° Long Text AVAILABLE ELEMENTS
° Date 3 WL
e Dropdown H it
< Divid
1. Inthis example, we B Tex
. Our example is a
want to know if Vs e, & ©) veso
members are willing to select this option ] Long et
volunteer with school £ oate
group coaching at the & re
club. This would be a yes 3Z Dropdown

or no question, so that is
the option we will use.
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2. When Yes/No is clicked, a detailed dialog box will appear, which you can fill out with the appropriate details.
In our example, we want to get a response from all members, and we want them to answer the question.
Once we are happy with how the question is set up, we click save to finalise the question. It will now appear
in the member's profile for them to respond to. We can then report on this in future.

Manage Your Club
Click save once done
Details Additional Details Club Member Additional Details
Additional Member Details additional information you want to capture about your members.
Are you able to assist with coaching of school groups at the club? AVAILABLE ELEMENTS
No ‘
A & HmmL
Field Label Text @ ) ) )
The label in this case is the H Titte
Are you able to assist with coaching of school groups at the club? -
guestion we want the .
Default Value _ member to answer = D
- In this case we want
the default to be no, P Tex
1 Settings until the member &) ves/o
responds
Field Required ‘ EI Lang Text
- ) Yes
The question should be
o ] Date
Visible to members visible to all members,
@ v and we need members & e
Members can edit to edit! SO they can JE Drondown
@@ - say Yes or No R
Field Name: 1567562399509
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