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SportzSoft Solutions
OLA Registrars Guide

This guide has been developed to assist OLA registrars with the approval process for club registrations.

Season Setup

Each season, the OLA will define seasons and registration products, and push these down to your club. So
clubs will need to wait until these 2 items have been pushed down to them before they can start to configure
them for their club. The first thing that needs to be configured, however, are ‘organizational settings’.

Organizational Settings

Before you can open up registration, there are a few general settings you need to put into place. This includes:
- payment methods

- e-commerce (credit card) account setup

- cheque payment information

- refund policy

- registration receipt email confirmation email address

- club address

For all the following settings, please go to SETTINGS then ONLINE PROCESSING.
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Payment Methods

Click on the PAYMENT MEHTODS tab and you will see a number of payment methods setup for your
organization.
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You should see payment methods for ‘cheque’, ‘credit card’ and ‘online refund’. Online refund must be left
alone — it should be active but not web enabled which means it won’t be displayed to your members. Online
refund is needed to perform refunds so please just leave it alone.

As mentioned, all payment methods should be left as ‘active’. If you don’t want to offer your members a
particular payment method, then double click on the payment method to open up the payment method
properties screen. DO NOT MAKE PAYMENT METHODS INACTIVE. Click on the TOGGLE SETTING button beside
the ‘Web Enabled’ property. When you click this the check mark will disappear and the payment method will
no longer be visible to your members, but the payment method will remain ‘active’ in case you decide to use it.

Payment Method d

Piease note that payment methods cannot be altered once registrations have
occurred using the payment method...

Method: Credit Card

Web Label: |Credit Card

nescrprion: | crean co@lICK  toggle setting' to uncheck the
web enabled setting

r categorizabn on

Type: Credit Card 12| (requig
reporting)

Active
Web
ECommerce Processing Required (i.e. Online Credit Card] | Toggle Setting |

led for online registration usage| Toggle Setting |

(0 This is a Online REFUND method | Toggle Setting |

There are 0 fees on this payment method.

E-Commerce (Credit Card Account) Settings

Click on the E-Commerce tab (SETTINGS / ONLINE PROCESSING / E-COMMERCE). You should have your
PELOTON e-commerce account setup here. If you don’t have a Peloton account setup yet, then please contact
support@peleton-technologies.com, state that you are with Ontario Lacrosse and that you need an account.
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Settings \":_”

General | Online Processing | Registrations | Volunteering | Team | Cegigsggions | Contracts | Security | Merchant Transactions

Tax Province/State: | Ontario

Payment Methods | Deposits | E-Commerce ine Registrations | Refund Policy | Registration Documents

E-Commerce Provider: Peloton Technologies = M
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Cheque Payment Information

Click on the Online Processing tab (SETTINGS / ONLINE PROCESSING / ONLINE REGISTRATIONS). If you are
accepting cheques, fill out who the cheque should be made out to in the ‘Fees Payable To’ section (#5 below).

The link you put on your website is shown by #4 below.
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Settings |z|

| General I Online Processing | Registrations li/olunteering- Team | Certificatiogg®

tracts [ -Security'l Merchant Transactions |

Tax Province/State: |Ontario

Lof

| Payment Methods ] Deposits | E-Commerce l Online Registrations | Refund Policy [ Registration Documents |

The login and new member initiation on the web is located at the following address/URL below...
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Cheques Payable To Info
Fees Payable To: \

Fees Additional Info: ‘ i

Refund Policy

Click on the REFUND POLICIES tab (SETTINGS / ONLINE PROCESSING / REFUND POLICY).
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New Save Delete Refresh Print

Settings |2/

istrations | V\VIchlunteerihE[ Team | Certifications | Contracts | Security lrMerchant Transactions |

Tax Province/State: |Ontario =

| Payment Methods ] Deposits l E-Commerce i Online Registrations I Refund Policy

stration Documents |

The refund policy is your corporate refund policy for purchases. This HTML text will appear on the online registration check out
page to your members when completing online purchases. A "Refund Policy’ button will appear on the check out page IF you define
the policy below with html text. Click the reset to default button to obtain a default starting point provided by SportzSoft.
(Important: the htmi text should be valid html and be formatted to fit within a 600px by 320px size popip panel). Please use an
external htm! editor to properly construct your refund policy, and then paste it into this textual memo.

1. Fees to be paid by credit card only<br>

2. Registration Cancellation before program begins, a $50 fee may apply.<br>
3. Full registration fee is returned due to program failing to be offered.<br>

4. All other refund requests must be submitted to the executive for review.<br>

5. All families can print their own receipt. Requesting more copies is subject to a $15.00 fee issued a receipt. A fee of $15 will be applied for

]

duplicate copies<br>

6. There is a discount for families registering 3 or more players. The least expensive base program will be free. One free program per family
only<br>

7. Refunds guaranteed by June 30, 2018.<br>

All organizations offering credit card payments MUST specify a refund policy.
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Registration Email Receipt Email Address

Click on the REGISTRATIONS tab (SETTINGS / REGISTRATIONS). On this screen, make sure that ‘VALIDATION OF
REGISTRATIONS' is checked off (#3 below) and that the club registrar’s email address is entered in the
‘Registration Confirmation Email Address’ field (#4 below). Each time a member processes a registration, a
copy of the receipt will be sent to this email address.

File Edit View Windows Help
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At % X =™ f @ B m » 2 @
Home Programs Registrations Contacts VYolunteering Scheduling Communicate Bookings Reporting Settings Help Exit
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New Save Delete Refresh Prin

3 -
Settings (2
General | Online Processing | Registrations | Volunteering | Team | Certifications | Contracts | Security | Merchant Transactions

Membership Settings

Applicable Usage: Is not applicable to our organization =
Default Membership (during Import operations): =
| Generate Membership # automatically | Prefix with Membership Product Code
Registration
Online Signup Supported: |Family and Adult Signups = Validation of Registrations is ON
" | Force must-fill entry on adult birth date for new members during Web Sign-Up : Prompt for doctor/dentist contact info (on web)
| Present participant birthdate entry/validation box on step 2 of Online Registratio || Prompt for emergency contact info (on web)

Registration Confirmation Email Address: |registrar@northmenlacrosse.ca H
| Allow Registrations to be marked as paid from Team Web interface (by authorized users on!
| Use Ready for Team Assignment feature to assign players to teams vs Registrations

Club Address

Go to SETTINGS / YOUR CLUB PROFILE. DO NOT CHANGE ANYTHING ON THIS PAGE EXCEPT FOR YOUR CLUB
ADDRESS!

fr X% X i m @ =] T 43

Home Progiams Registrations Contacts i Communicate Bookings _Reportinagf Settings  Help  Exit

* W X ¢ & Settings...

New Save Delete Refiesh it | Management of system settings such
flags, etc.

Organization Profile (@) [T Your Gub Profie.

Administration of your organization §

Name: Orangeville Minor Lacrosse Association phone

Abbrev. Status:  Active Club #/Code:

Details | Images & Documents | Domain & AGM | Contacts | Roles
General

Tipe Community

Parent: Ontario Zone 10 Box Lacrosse | Ciear

Ontario La

Facility Group/Organiz

Officiating Organization:

Banner Name (if set will over-ride your club name for web login 5 and the banner name at the top of pages)

Address and Phone

Address Line 1|Orangeville Minor Northmen Office # Fax#

6 Nortmen Way Default Server Offset Minutes: (120
Google Mapping
City: Orangeville Latitude:

Prov/State: | Ontario

oo

Country: | Canada | GetGoogle Coordinates
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Registration Product Configuration

Once you have configured your ‘organizational settings’ and your season and registration products have been
pushed down to your club, you can then configure your product fees and perform some tests before opening
up your registration.

Product Fees

Click on Registrations and then Product Management

File Edit View Windows Help

fr % 2 =™ A

@ B w »© 2| &

Home FPrograms RBegistrations Contacts Yolunteening Scheduling Communicate Bookings Reporting  Settings Help E xit
Product Management

Mew  Save Delete Management of registration products
Registration Management

SportzSoft Portal

Viewing and editing of product registrations

Active Seasons Info Charge ltem Management
Viewing and editing of charge items associated with registrations, as well as

reporting of past purchases <Pkl ARETEEES |

System Release

Navigate to the 'Fees & Deposits' tab of each product and click the '+' button. You will now be able to add your
fees. If you offer an “early bird” discount or late fees this is where the date part comes into play. You would
then just add in the dates (start to finish) of each fee. So for example: A club offers an early bird fee of $370 if
registered before Apr. 1%, then the fee raises to $420 after that. Here’s how it would look like.

Click on FEES and DEPOSITS tab =

ID# 29597 Options v

Product Management \"ellck + to add a fee

59 Products
Filter: [# Active Only Invoices
[ Memberships sports ¥ Volunteering [ Promos

Name: [U13 Minor Womens Fielg

mmary View...

< | [ Active [ summary.. |

Code: |U13R

Details | Fees & Deposits | Constraints | Participants (18)

Product | Season "] Cutoff Purche
-l Fees with Fixed Non Volunteer Fees
~ |EffFlom  ~|EffTo | Fee|  NonVolFee|
¢ U13 Minor Womens Field Rep 2018 Womens Field 6/15/18  Sports K [ ) 1410418 40118 $370.00
[x] j 4702118 $420.00 |

Cheques Payable To

Leave 'eff to' date blank on last fee

Current Organization Default is:

Please ensure that you have no date gaps in your fee structure as the system will charge a zero dollar fee
where gaps exist. Leave the ‘effective to’ date on your last fee entry ‘blank’ so that the fee continues past your
season. You need to do this in case you make adjustments to registrations once the season is over.

SportzSoft — OLA Registrars Guide
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Making Products Your Club Won’t Use Inactive

Click on Registrations and then Product Management

File Edit View Windows Help

A % s = A @ B m » 27 4

Home Programs Registrations Contacts Yolunteering Scheduling Communicate Bookings FReporting  Setlings Help E xit
Product Management
Mew  Save Delete Management of registration products
BRegistration Management
SportzSoft Portal Viewing and editing of product registrations
Active Seasons Info Charge ltem Management
System Release Vlewmg and editing of charge itemns associated with registrations, as well as Special Announcements (
reporting of past purchases

Here you will see all the products set up for you for your season. If your club does not offer a particular
product then you will just need to make it inactive. To do this un-check the active button in the product details

and then click the SAVE button.

Al % § wm A B D B W s 7 A

Home Pi Regi: g Scheduling C i Booking: g Settings Help Exit
P = Sty
New Save Refresh  Print

Product Manageme

58 Products
Filter: () Active Only Invoices
[# Memberships [ Sports [ Volunteering Promos

- Name: |U13 Minor Womens Field Rep D& 29597
| Summary View... |
|| Code: |[U13R Type: ts Registrat B

Details | Fees & Deposits | Constraints | Participants (18)

Product 1 Season V[ Cutoff Pulche{ Type -

Jesed Season: 2018 Womens Field Options

Volunteering Required Over-ride Volun
_# U13 Minor Womens Field Rep 2018 Womens Field 6/15/18  Sports K Max Participants Spots Left: 9999 Can Pay Non-Volunteer Fee

Apply Federal Taxes
— Cutoff Purchase Date: |6/15/18 |w | Apply Prov/State Taxes
L] Effective Date 1/10/18 = (&) Prompt for Waiver (web) [ pate ¢
el s o =) Prompt for Emergency Info (web) @ Feesc
. T =z Wait List Supported GovBo
| - [0 Re-Assess Fee on First Payment [ GovBo

Inactive products will NOT show up when members are registering for your season.

Effective Date and Cutoff Date

Effective Date is when the product will display to your members and Cutoff Date is when it stops displaying to
your members. Products that have been ‘pushed down’ from your Zone Registrar have pre-defined effective

dates and cutoff purchase dates.

Testing Products / Test Mode Flag

All products that are pushed down to clubs will have the ‘Test Mode Flag’ set to ‘active’. When a product isin
test mode, it is not displayed to your members. However, registrars can test products in ‘test mode’ to make

sure the fees are showing up properly for the various age groups.

SportzSoft — OLA Registrars Guide -
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Product Management |2 O
S products ————| Name: [U13Minor Womens Field Rep ID# 29597 Options ¥
Filter: [ Active Only Invoices | Summary View... |

— | Code: |U13R Type: ports Registratio | B i ORI,
Memberships Sports. Volunteering Promos i I | Summary.. |
Product ]Season vI Cutoff Purcha] Type || | Details | Fees & Deposits | Constraints | Participants (18)
|- Season: 2018 Womens Field Optors
Volunteering Required Over-ride Volunteer Points:
# U13 Minor Womens Field Rep 2018 Womens Field 6/15/18  Sports B Max Participants: Spots Left: 9999 Can Pay Non-Volunteer Fee

| Apply Federal Taxes

- Cutoff Purchase Date: |6/15/18 (v Apply Prov/State Taxes

- Effective Date: 1/10/18 (= Prompt for Waiver (web) Date of birth required
- - B =) Prompt for Emergency Info (web) Fees do not apply

‘- ) _ Wait List Supported GovBody Sanctioned

— iration s Re-Asses; on First Payment GovBody Fees Disabled

House Rep Category: Membership Type:
=1 Category Code: 16 eral purposes - is part of the registration Club Series Code)
Custom Waiver:

- l|| New Reg Questionaire:

| PerformTest.. |

— This has been setup as a child product of: Ontario Womens Field Lacrosse - U13 Minor Womens Field 2018

To test your products, click the PERFORM TEST button beside the ‘test mode’ check box. This will open up a
web browser with a special ‘TEST FAMILY’ account. Use the TEST FAMILY account to do some sample
registrations to make sure everything is okay. When you are ready to accept registrations, remove the ‘in test
mode’ flag and click SAVE to save your changes. Your product will now be visible to your members as long as
the effective date for your product is on or before the current date.

Setting Up The Registration Link on Your Website

Once all of the steps above are complete, you are able to open registration by placing the online registration
link on your website. This link is located in the system in SETTINGS > ONLINE PROCESSING > ONLINE
REGISTATIONS tab.

File Edit View Windows Help

X | ¥ ®m A m @D B iwm g, 2

m Registrations Cont. Iunteeling Scheduling Communicate Booking: Reporti eltin_gs Help Exit

¥ d X | & &

New Save Delete Refresh P

Settings |1|
General | Online Processing | Registraﬁons ! Vblunteering Team | Certifica ntracts | Security | Merchant Transactions
Tax Province/State: | Ontario =

Payment Methods | Deposifs E-Commerce | Online Registrations | Refund Policv | Registration Documents

The login and new member initiation on the web is located at the following address/URL below...
https:{fadmin.sportzsoft. com/appsiregieb.dilLogin?Orgld=4071 H

SportzSoft — OLA Registrars Guide



Df
SpiszSoft

Validating Sport Registrations (Players)

Go to the REGISTRATIONS / Registration Management Section

& SportzSoft - St. Catharines Athletics (ID #1531)
File Edit View Windows Help

S o - o, { - \ \

f €L = @ ® @ 8 W # e 29

Home Registrations Contacts i i C i il Reporting  Settings Web Login  Help Exit
| b Product Management

New Save  De Management of registration products

’. i M » ”
~SearchCrteria — | Viewing and editing of product registrations %
Last: Charge Item Management Clear | ¥
Name: Viewing and editing of charge items associated with registrations, as well as =
reporting of past purchases

Member/Reg #:

W [ ~ = E U19 Jr Womens Field

Yalidtn Status: ‘ - Authorizations & Scheduled Payments...

£ Include Cancelled Registiations [ Paid [ UnPaid [~ Under Review Aldctive Products v [V Show Reg QuickView
i _Include Pending ¢ P i

Search for your registrations. Enter in your search criteria and click FIND.

Search Criteria

Last: IFi'Sl: Products:| [] Little Lady Kings House League A Clear |¥
Name: | [~ Al | [ Senior Womens Field Lacrosse
e . [J U1 House League nF'nd
Member/Reg “1| I™ Active Only ] U11 Rep - Girls Field Lacrosse LS
[] U13 House League
yieadaley - I =1 | & 013 Rep. Git Fd Lacrosse
Walidtn Status: | : [ U15 House League

v
I Include Cancelled Registrations ¥ Paid ¥ UnPaid [~ Under Review All Active Products v [V Show Reg QuickView
¥ Include Pending / Processing

Authorizations & Scheduled Payments... |

Your registrations will come up. See the LEGEND at the bottom for color codes.

Soarch Crtera
Last First Products:| L Litte Lady Kings House Lea ~ v
- [ B St e e
r 1 U1 House League
Member/Reg #: | I Active 0nly | () U111 Rep - Grls Field Lactosse
bygdoes = [ =] [ ] | U12Houe League
Vaidin Staus - 01115 s g i | EAOGENTERU St o Pyt
f X KOATES S Fapaiion W Poid 7 UrPaid [~ Unde: Review Allsctive Products + ¥ Show Reg Quickiew
¥ Include Pending / Processing
| 46 Regstiaton: ] =
[ Regstiabon # | Vaidaton Stafus | Registiatin Timestamp Product [ Monber Frst Name | Monber Last Name - Fist Name TLast Name Bith Dato | Momber | Member Home Phono ~ | Hegistiation 8: 293455 Dok | Swe | StBeven|
239455 58 A Hagren N2/ Paticipsrt: B Amy Hagman _..| Date of Bt 7712/04
CubAppoved  Swnfeb23,2014937am  U13House League Jason Ross Logan Ross 105702 7054875268 Mambes Nme: - SasahHapinan PlaperProic  Doss notesist
Pending MonFeb 24, 20147220m  UTS Howselespie  Coleen Gregsen Abigai Giegion 2141 053265976 s o 1
Pending FiiFeb 21,2014 708 am Littie Lady Kings House L. Stephanie Stariton Skenna Oakley 3nso7 705-3236424
LGB Appioved  FiiFeb21,20141220pm 19 Rep - Womens Field .. Kish Shanks Kish Sharks 759 05370117 Product 3 U1 House League
CbAppoved  SnFeb23.20146020m  UT1Houseleague  Clay Hedges Joiia Hedges 11376 705.258.3486 DetoRegitered Feb21,2014908am  Stalus: |PaidinFul =
Pending ThuFeb20,201411:13am  Litke Lady Kings House L. Lisa Macilan Mol Macrilan 173008 705056497
CibApproved  SatFeb22,2014213pm  Litke Lady Kings House L. Jeseny Kree Camn Knee 1014708 705250204 fiamertotos | Oed: Caid X [Soien ks
LGB Approved  FiFeb 21, 2014 534 am U13 House League Brandi Maacle Kaya Maracie 9/05/03 7053250267 Summary | Addiional tems | Deposits| Questionate | Documents (1)| Drlive Authorzations | Validaton | O1d Foes |
CibAppoved  MonFeb24.2014617am  UTl Housslesgue  Amne Foley Al Foley 720406 705835 6500 e $15000 T NonVoriees Fee
CbAppoved  FiFeb21.201410%am Ul Homsleague  Achley Todorolt Jayden Richardson e 705.259.2006 B ey 00 Dicont Ty | = : o
CibAppioved  SatFeb22.2014126pm  U19Rep-Womens Field.. Marni VanKessel Katlan VanKessel nzm 053093489 Rl e
LGB Appoved  ThuFeb20,2014629am  U19Rep-Womens Fild . Darlene. Englndd bk Engand 723 052382328 Payments | Voknteerng | Audi |
CubAppioved  SunFeb23,2014214pm  U15 House League Jode Bala Page Stachua snsm 057171268 Adutmerts: $3.00 e
Perdng Mon Feb 26,2014 1:40pm  Litke Lady Kings House L. Nicsle Muray. Comn Mustay 1201708 70653256279 MR SR
ChbAppoved  SunFeb23,2014417pm  Littie Lady Kings House L. Kely Pedde Mikasla Pedde ansnn 7052592594 Prov Tax 3000
CubAppioved  SunFeb23, 2014821 pm  Littie Lady Kings House L. Rhonda LeyGlass Oivia Glass 128007 (057926785 GS: $000
Pending WedFeb 19, 2014828 am Senor Womens Field La. Kelsi Prichard Kelsi Pritchard 205 7053251400 Amount Due: $150.00
LGB Appioved  FiFeb21. 2014537 om  Litte Lady Kings House L . Brandh Maacle Makenna Masacie 10308 053250067 Papments to Dale 1000
Pending FiiFeb 21,2014 11:33 am U13 House League Malesh Palao Anka Palaro 8130 705 3293018 Balance: $0.00
Pensing Thufeb20.2014946pm UMl Hoseleague  Peter Glass Ama Glase 2264 7052290156 -
LGBAppioved  ThuFeb13.2014708pm IS Howselesgue  Heather Reda Tiorna Reds 52500 053064733 O Snoke S50
CubApproved  FiFeb21, 2014150 am  Litke Lady Kings House L. Rich Rolsion Alzon Rokton 1128 70523376
Penving MonFeb2¢, 2014 1240pm  Ut3HomeLeague  Kete Condon Hayley Pratt 206 055281814 S
ChbApproved  FiiFeb21,201410:17am  U13 House League Tish Carson Emma Ryan 2123 7053215004
Cibppioved  MonFeb24, 20141121 am  Ul3Howselesgue  Alosiai Dickis Sharron Dickie 7 7052591520
Percing FiF Kings House L. Craig Matty Katie Maty 81018
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On the right hand side of the screen is a PAYMENT PANEL with details of the registration. If a registration is
‘blue’, that means they are sending you a cheque. If it is red, that means they haven’t selected a payment
option and the registration is ‘pending’. If it is black, it is paid in full.

When you click on a registration, a SUMMARY screen will appear on the right. If you can’t see this full screen
on your computer, double click the registration and it will open in a new window.

The default tab it shows is the SUMMARY tab. On this tab, you will be able to see:
- Participant Name
- Participant Birthdate
- Participant Gender
- Member or Parent Name (if applicable)
- Product Registered for
- Product Type (ie: Sport Registration or Volunteer Registration)
- Associated Age Groups
- Series Code
- Membership Type: (Player, Coach, Manager, Executive, Referee, and Trainer)
- Whether the product relates to House or Rep registration
- Email address (if you click this it opens the email window and lets you send an email)
- Home Phone
- Home Address
- Audit information pertaining to transaction date and times and waiver agreement date and time

WMember Firet Home | Regi ion #- 304761 Delete | | Start Review |
& League GREG Farticipant: ﬁ Brynn Thurlows J Date of Birth: 202407
& League Sarah Member Mame:  Mike Thurlaw
= League Jazon
se League Colleen Product: ﬁ Little Lady Kings Houze League
1 Kings Houze League Stephaniz Date Registered: Feb 28, 2014 814 pm Status: | Paid in Ful A
= League Sharlens — - — = —= o
; - Summary l Feesz & Payments] Additional lters ] Deposﬂs] Questlonalre] Documents [1]] Online Autharizations | Validation
-Wwomens Field Lacrosse  Kish Product Properties Avudit
1 Kings House League Liza Praduct Type: Sports Registration Created On/By: Feb 28, 2014 818 pm
= Lea Robi ) . Mike Thurlow
i gue (2T Season (Program). 2014 Womens Field [Lacrosse - Womens Field) Last Modified Or/By: Feb 28, 2014 8:34 pm
& League Clay T : )
- Lil i Mike Thurl
\Womens Field Lacrosse  Peter Aszzoc AgelGroup(z]: Little Lady Kings [LLK] . . Ike Thurlow -
ce Loague Jasan Series Code: 1634 “Waiver Accepted at: Feb 28, 2014 8:21:40 pm
& Leaque Becky Mernbership Type:  Player Last Chfrmation Email:
glheagle el House/Rep: House - wait List Started:
1 Kings House League Liza 5 ) Ori
& League Michel Personal Information ouieE nine
& League Sherry Gender: F
2 League Greg Email: thurorniEsympatico. ca Player & Teamn Assignment
 Kings House League Je{em_}' Home Phone: 7053301722 Player Profile:  Does not exist
Rl Bra.ndl Address: 27 Lewiz Drive
& League Lo Diillia ON
& League Anne L3753
= League Ashley Y]
>

SportzSoft — OLA Registrars Guide n
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The next tab is the FEES AND PAYMENTS tab. This will show and keep track of all payment information. If a
payment is made by credit card, you will see it here.

Registration #: 304761 Delete | | Start Review |
Participatt: ﬁ Brynn Thurlow J Date of Birth: 2/02/07

Member Mame:  Mike Thurlow

Product: ﬂ Little Lady King: Houze Leagque

Date Registered: Feb 28, 2014 8:14 pm Statuz: | Paid in Full -

Summary  Fees & Papments Additionalltemsl Depositsl Guestionaire] Docu ['I]l Online Authorizations | W alidation
Fee: $100.00 Mew Payment... ﬁ

Dizcount Total: $0.00
Charge Items: $0.00
Adjustments: $0.00
SubTatal: $100.00
Prow Taw: $0.00
GST: $0.00
Amount Due: $100.00
FPayments to Date: $100.00
Balance: $0.00
Clairm Arnount: $100.00
[ MonVolurtesr Fes

Dizcount Type: -

Aot 1]

Pavment Method
p Credit Card

Payment

$100.00

Tatal Payrmen

Chozen Payment Method: | Credit Card -

If you receive a cheque payment, click on the NEW PAYMENT button. Enter the payment amount, and the
cheque number. Then click POST. The registration will now appear as ‘Paid In Full’ (if they paid the full
amount) or ‘Partially Paid’ if they didn’t pay the full amount. You can post multiple payments until the

registration is paid in full.

Payment
Source: In Person
Date: 2/24114 v

Amount: $425.00

[~ Paid By Charitable Org

|~

Method: | Cheque

Cheque Payment
Cheque #: 129

Authorization H#s I Commentsl Audit I

Txn Nox ]

Receipt #: ]

Commerce Provider:

Cancel

Post Q

SportzSoft — OLA Registrars Guide
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The next screen is the ADDITIONAL ITEMS tab. If you need to add or remove charges to the registration, you
can enter an ‘Additional Item’. An example of this might be for NSF cheque fees. If you make adjustments and
there is a balance owing, you can inform the member to login to their member portal, click on the PAY NOW
button and complete their payment. Ignore charge items and volunteering for now.

Summary] Fees & Payments  Additional ltems l Deposits] Questionaire] Documents [1]] Online Authorizations] Validation]
Product Charge ltems
| Charge ltem | Gty Drdered| Cur Hate| Charge Amt| GST| F'ST| Total Amt| Delivery Status | Gty Delivers
+
x
= / >
Additional Fees & Adustments
| Amount| Brief Mote Created On
+
- ent [hon-taxable]
Volunteg Adiustment [taxable = =
| NSF Charge Aszzociated Yolunteering:
1 Refund | Type WVolunteer Activity Drescription | Statuz | Season
Wolunteer Points calculated were: 0
Recalc Points
£ >

The next tab is the DEPOSITS tab but you can ignore that for now.

The QUESTIONNAIRE tab shows the responses to questionnaires that are associated with a registration
product. You will see the NCCP # response for all Volunteer Coach registrations on this tab. You can also
update the response here.

Summar_l,l] Fees & P'a_l,lments] Additional Items] Deposite  Huestionaire l Documents ['I]] Online .-’-'-.uthu:urizatiu:uns] R-’alidatiu:un]

Seq | Question Anzwer
'S 1 T-zhirt Size

2 I'dlike ta be on the zame team as:
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Now click on the DOCUMENTS tab to view the registrants uploaded documents. If the birthdate is okay, you
can proceed to the VALIDATION tab.

Registration #: 301136 Delete | Save Start Review
Participant: Eﬁ MENA BRISCOE __I Date of Birth: 8/23/54
Member Name:  MENA BRISCOE Player Profile: Does not exist

Season (Program): 2014 Womens Field [Lacrosse - Womens Field)

Product & SrwWomens Field Lacrosse

Date Registered: Feb 24, 2014 1:58 pm Status: | Paid in FuI‘I v

Payment Method: | Cheque ¥ Source: Online

Summary | Additional Items Deposits] Ques!ionaire Documents (1) IDnIineAuthorizations] Valida!ionl 0id Feesl

PROOF OF 4GE @|tes | AR E | BB B
Properties a
Type: irg \
Size (kb): 391

Dimensions: 400w » 175h
Appry Status: Approved

: SportzSoft

Mark Invalid I

If the document is not correct (you can’t read it, or it’s not an approved document) you can MARK INVALID.

Summary | Additional Items | Depositsl Questionaire  Documents (1) I Online Authorizationsl Validation] Old Fees |

PRODF OF AGE a: ;2 £ R A g @ x Wl
Properties o
Type: ipg \
Size (kb): 391

Dimensions: 400w = 175h
Appry Status: Approved

By: Bramption Excel Admin :
On: 2/24/14 4:08:55 PM p o r z o

Mark Invalld
by
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Send an email to your member advising them that they need to upload a new document. Have them login to
their Member Portal and click on the RECPT button beside the registration that contains the ‘invalid’
document.

Member Portal

Profile Information ] [Outslanding Balances |
Member Name: MENA BRISCOE edit lYou have no outstanding balances. |
Email: mena.briscoe@bell.net

mena.briscoe@bell.net
Feb 18, 2014 6:47 pm

Login Name: reset pw

Last Login:

B )
? L n Volunteer

Profile i TeamInfo

Your sports registrations can be managed below. A receipt "Rcpt" button will appear beside your registrations allowing you to view that registration in more detail. Use the New
Registration button to initiate the step by step flow of creating and paying for new registrations.

pant
MENA BRISCOE

Sr Womens Field Lacrosse

$0.00 Paid in Full Chegue

Privacy | Security |

’;\y owered by
SportzSoft

The member can then ‘replace’ the ‘invalid’ document. (NOTE — if the document is not marked ‘invalid’, then
the member cannot replace the document.) If their birth date has been validated

Registration Details
Organization: Bramption Excelsiors
Address: 2 WEIDEN STREET

UNIT 7

St. Catharines, ON L2M&WS
Registration #: 301136
Member: MENA BRISCOE
Registrant: MENA BRISCOE
Birth Date: Aug 23, 1954
Program: Lacrosse - Womens Field
Product: Sr Womens Field Lacrosse
Date Registered: Feb 24, 2014 1:58 pm
Registration Status: Paid in Full
Documents: i PROOF OF AGE

Status: Invalid

SportzSoft .
Payment Method: Cheque
Amount Due: $425.00
Payments to Date: Method t Date mouni

Cheque 2/24/2014 $425.00

Balance: $0.00
Fitness eligible amt: $425.00
Payable To: BRAMPTON EXCELSIORS WOMENS FIELD LACROSSE - ONLY 14 DAYS POST DATING MAX FROM ON LINE REG WILL BE
ACCEPTED

SportzSoft — OLA Registrars Guide
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When the new document has been uploaded, you can go back to the DOCUMENTS tab and review it. If it
contains the proper information, then proceed to the VALIDATION tab.

Registration #: 301136 Delete l Save | Start Review |
Patticipant: # MENA BRISCOE _I Date of Birth: 8/23/54
Member Name:  MENA BRISCOE Player Profile: Does not exist

Season [Program): 2014 Womens Field (Lacrosse - Womens Field)
Product: @ Sr'womens Field Lacrosse
Date Registered: Feb 24, 2014 1:58 pm Status: [Paldlnl;lil v

Payment Method: %Cheque ¥ Source: Online
Summary | Additional ltems | Deposits | Questionaire  Documents (1) ]UnIineAulhorizationsI Validation | Old Fees |

PROOF OF AGE @[5t ataq & AEXED

Propetties ———————————— ~

Type: pdf
Size (kb):  229.0

Dimensions: S o \ r t
Appry Status: Approved .
By: Bramption Excel Admin ’
On: 2/24/14 4:09:29 PM
Mark Invalid S o

11.00x850in < >

On the VALIDATION tab, you can ‘APPROVE’ the registration at the club level. Make sure the registration is
‘paid in full’ and all required documents are uploaded. Click the APPROVE button to approve the registration.

Registration #: 301136 Delete | Save | Start Review I
Participant: % MENA BRISCOE _] Date of Birth: 8/23/54
Member Name:  MENA BRISCOE Player Profile: Does not exist

Season (Program): 2014 Womens Field [Lacrosse - Womens Field)

Product: % Sr'womens Field Lacrosse

Date Registered: Feb 24, 2014 1:58 pm Status: Paid in Full v

Payment Methad: \'Cheque ¥ Source: Online
Surnmary | Additional Items | Deposits | Questionaire | Documents (1) | Online Authorizations  Validation 'Dld Fees |

Overall Validation Status is: Pending  Last Change: Feb 24, 2014 4:07:52 pm (5 mn ago)

Validation Registrars *7” —Selected Validation
Type |Status | By/On || Club Appmvet\! Declne |
Performed by:
On:
LGB Comments:
PGB
< >
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The league will approve the registration in the same manner once the registration has been approved at the
Club Level. The league or OLA could also ‘DECLINE’ the registration. If they do, they will enter comments as
to why it was declined.

—Walidation Registrars ~Selected Validation

Status By/On C

Type

Club Approved

Decline !

> Cub  Approved E;imzp;iogoﬁ :czl1.6.4d31nl1r Performed by:  Bramption Excel Admin
On: Feb 24,2014 413 pm
LGB Comments:
PGE

Save Comments

The VALIDATION status for each registration will update in real time. There is no need to contact the League
(LGB — Local Governing Body) or OLA (PGB — Provincial Governing Body) when you have validated registrations
at the club level.

** Note — the ‘Validation Status’ is not the same as the ‘Registration Payment Status’.

~46 Reaqistrations

Reaistration # | Yalidation Status

299455
300232
300804
299412
239542
300580
299103
300012
299336
300734
29950
2399398
298336
300431
301116
300807
300663

LGE Approved
Club Approved
Pending

Pending

LGE Approved
Club Approved
Pending

Club Approved
LGE Approved
Club Approved
Club Approved
Club Approved
LGE Approved
Club Approved
Pending

Club &pproved
Club Approved

Registration Timestamp
FriFeb 21, 2014 3:08 am
Sun Feb 23, 2014 3:37 am
Mon Feb 24, 2014 7:22 am
Fri Feb 21, 2014 7:09 am
FriFeb 21, 2014 12:20 pm
Sun Feb 23, 2014 6:02 pm

ThuFeb 20, 2014 11:13 am

SatFeb 22, 2014 213 pm
FriFeb 21, 2014 5:34 am
Mon Feb 24, 2014 6:17 am
FriFeb 21, 2014 10:36 am
Sat Feb 22, 2014 1:26 pm
Thu Feb 20, 2014 6:29 am
SunFeb 23, 2014 214 pm
Mon Feb 24, 2014 1:40 pm
SunFeb 23, 2014 417 pm
SunFeb 23, 2014 8:21 pm

Product

11 House League
J13 House Leaque
J15 House League

Little Lady Kings House L...
U139 Rep - Womens Field...

J11 House Leaque

Little Lady Kings House L...
Little Lady Kings House L...

U13 House League
11 House Leaque
U11 House League

U19 Rep - Womens Field...
U183 Rep - Womens Field...

J15 House League

Little Lady Kings House L...
Little Lady Kings House L...
Little Lady Kings House L...

Member First Name
Sarah
Jason

Colleen
Stephanie

Kiah
Clay
Lisa

Jeremy
Brandi
Anne
Ashley
Mami
Darlene
Jodie
Nicole

Kelly

Rhonda
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If your registration is DECLINED at the LGB (League) or PGB (Provincial Governing Body — OLA) level, then you
will need to look at the comments and work with the member to correct the data.

Once the data has been corrected, you need to notify the LGB (League) or PGB that the registration has been
updated. What we do in these cases is change the overall status to REVIEW.

LU APIOVEaz MONFED 24, 2114 TIOPM U 11 HOUSE League ananene
Pending Fi Feb 26, 2014844 pm Litle Loy Kings House Lesgus P Summary | Fees & Payments | Addtionsl Items | Deposits | Questionaire | Documents (1) | Online Authorizations  Vaidation

LGB Appioved | FriFeb 21, 20141220pm L9 Rep-Wamens Field Lacrosse  Kish Overal Vaidation Status is: LGB Daciined Mak o LG8 Fovion | fjm—

LGB Appioved  ThuFeb 27 2014 11:43am  Litle Lady Kings House League  Lisa Last Change: Feb 25, 2014 10:34:23

Pending SunMar 2 2114355 pm 13 House League Rabin Validalion Regisrars elected Valdation

LGB Appioved | SunFeb23, 2014 502pm U1 House League Ty Type |Staus | By/On Comments \ ——

Pending ThuFeb27, 2014374 pm L9 Rep-Womens Field Lacrosse  Peter Tk Approved  Drlia Gils Feld Adrin )

LGB dpproved  TueFeb 25, 2014801 pm 15 House League Jasan (B A e P e oo 1034 om

Pending Frifeh28, 201473 pm 13 House League Backy ¥ LGE  Declned R '

SEECEE D House League eed physical addiess. .o B s ol sulficient a3 per DL, cansitution
Pending ThuFeb 20,2014 11:13am  Litle Lady Kings House League  Lisa

Pending MonMar2, 2014 108pm U171 House League Michel

Pending ThuFeb27,2014813am 13 House League Sheny

LGB Appioved | Wed Feh 262014 758am L5 House Leagus Greg

LGB Appioved  SalFeb22,2014213pm  LitleLacy Kings House League  Jeremy Save Cammenls
LGBAppioved  Frifeh 21 2014534 am U3 House League Brandi

i Combde > A P e 111 oo | amnre i

When you do this, the LGB registrar will see the status change from LGB DECLINED to LGB REVIEW and will
know that the registration has been corrected and needs to be re-reviewed and approved.

The last tab is for ONLINE AUTHORIZATIONS. This tab records all events associated with credit card and Interac
payments. If your member is having an issue, take a look at this tab and the messages contained there....it will
answer why their transaction didn’t go through.

Summar_l,ll Fees&F‘a_l,lmentsI .ﬁ.dditiunalltemsl Depu:usitsl E!uestiu:unairel Documents (1] Online Autharizations "v"aliu:laticunl

Online Authorization Summary:

# of Tranzactions [nitiated: 2 # of Successful Auths: 1 # of Refunds: 1]
# of times CheckOut page Initiated: 2 # of Merchant Declines: 0 # of Profile Creations: 0
# of times Auth button clicked: 1 # of Errarz encountered:

Auth TypedHo Timestamps Dretails

Type: Online Payment | Status: Decline Amount;  $150.00
SportzSoft #: 85155 lzzued:  Sat Mar 1, 20014 6:51:50 am Fezponze Code:
berchant Tan & 0 Responge: Sat Mar 1, 2014 6:54:00 am | Meszage: Payment declined
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Receipts and Final “APPROVED” Registration Certificates

There are 2 ways to print off a receipt. Registrars can mass print them from within SportzSoft Admin, or the
individual members can login to their account and print off their own.

1. Registrar Method

Registrars need to login to SportzSoft Admin, and go to REGISTRATIONS and REGISTRATIONS MANAGEMENT.
Then, search for the registrations you want to print receipts for.

Click on the first row (registration).

~Search Criteria
Last: First: Products:| (] U13 House League
Name: | [~ Al | ] U13Rep - Gifls Field Lacrosse
— § [] U15 House League
Member/Reg #; [™ Active Only ] U15 Rep - Womens Field Lacrosse
; 7
Lbvieadates A ‘—vJ [ Volunteer - Coach - &1
Validtn Status: | v [ Volunteer - Coach - U11
I Include Cancelled Registrations ¥ Paid [ UnPaid [~ Under Review

¥ Include Pending / Processing

|| 303850 LGE Approved ThuFeb 27,2014 3:14 pm U139 Rep - Wor ld Lacrosse
299542 LGB Approved FriFeb 21, 2014 12:20 pm U19 Rep - Womens Field Lacrosse
: 299545 LGB &pproved  FriFeb 21,2014 12:28 pm U13 Rep - Womens Field Lacrosse
299892 LGE &pproved Sat Feb 22, 2014 10:24 am U139 Rep - Womens Field Lacrosse
: 299398 LGE &pproved  Sat Feb 22, 2014 1:26 pm U139 Rep - Womens Field Lacrosse
| | 300001 LGB Approved Sat Feb 22, 2014 1:35 pm U19 Rep - Womens Field Lacrosse
|| 299992 LGB Approved Sat Feb 22, 2014 1:19 pm U19 Rep - Womens Field Lacrosse
| | 301719 LGB Approved TueFeb 25,201410:59am U139 Rep - Womens Field Lacrosse
302692 LGB Approved ‘wed Feb 26, 2014 2.51 pm 19 Rep - Womens Field Lacrosse
|| 305894 LGB Approved Sun Mar 2, 2014 12:33 pm U13 Rep - Womens Field Lacrosse
[ 313844 LGE Approved Thu Mar 27, 2014 6:59 pm 19 Rep - Womens Field Lacrosse
: 306511 LGB &pproved  Tue Mar 4, 2014 11:33 am U13 Rep - Womens Field Lacrosse
ancomn Dol A AAd M B AN ame IHODan Vilamnnn L .

Then, hold down the SHIFT key and click on the last row. This will select the registrations you want to print.

~Search Criteria

Last Frs Products| (] U13 House League
Name: | [ [~ & | C] U13Rep- Gifs Field Lacrosse
S [ U15 House League

Member/Reg # I Active Only | [ 1115 Rep - Womens Field Lacrosse
T 19R me
|ioegtates__sxi glj —vI [ Volunteer - Coach - S
Validtn Status: & [ Volunteer - Coach - UT1

I~ Include Cancelled Registrations [ Paid |7 UnPaid [~ Under Review

¥ Include Pending / Processing

~36F
Registration # | Validation Status | Registration Timestamp

pproved

2014 1:26 pm
2014 1:35 pm

LGB Approv
LGE Appr
LGB Approved
LGE Approved Thu Mar 27, 2014 6:59 pm e
= 306511 LGB Approved Tue Mar 4, 2014 11:39 am U139 Rep - Womens Field Lacrosse
306870 LGB Approved ‘Wed Mar 5, 2014 10:30 am U13 Rep - Womens Field Lacrosse
aN9448 I B3R Annraved ‘Wed Mar 12 2114 R-37 nm 1119 Ren - Wamens Field | armsse
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Right click over the selected cells and select the PRINT RECEPTS FOR SELECTED.

v Fad v Untad | Under Heview

l_ Include Pendlng / Processmg

~36 Registrations

Product
U193 Rep -

Open Registration...

Open Member Profile...

Send Email to selected...

Send Registration Receipt to selected...

31 2044 Print Receipts for selected...

N

| 308511 LGB Approv Copy profiles to another organization... S

306870 LGB Approv = :
| 300448 LGB ADDID'; Create Player Profiles and ready for Team Assignment
_ | 309755 LGE Approv Open Web Member Portal...
_ | 310388 LGE Approv : :
| 3t0812 LGB Approv Grid Options »
| 311009 LGB Approv: Field Selector...
_| 31443 LGE 4pprov Remove Column
_|3127118 LGB Approv Merge Column
| 3n70e LGE Approv ? :

311765 LGBAppioy  Grouping & Sorting...
| 312988 LGB Approv Group By »
_ | 312938 LGB Appro on Mar :20 pm ep - Womens Field Lacrosse

Click on the START PRINTING button.

] UlD House League
Member/Reg ”31 l I Active Only D 1J15 Rep - Womens Field Lacrosse
44119 Rep - Womens Field Lacrosse
Bilegddles v I —vl I —vl [] Volunteer - Coach - Sr
Walidtn Status: l >, [[] Volunteer - Coach - U11
[ Include Cancelled Registrations W Paid [¥ UnPaid [~ Under Review

v Include Pending / Processing

~36 Registrations

LGE

LGE

LGE

LGE

LGE

LGE

LGE

LGE =5 z

LGE &pproved eb 26, 2 : 13 Rep - Womens Field Lacrosse

LGE &pproved SunMar 2, 201412 U139 Rep - Womens Field Lacrosse

. 313844 LGB:‘Applov‘e'd_ Thu Mar 27, 2014 6:59 pm U19 Rep - Womens Field Lacrosse
ANRRT I (R &dnnrauvad Tie bard 20114 11-39 am 1119 Ren - Wamene Fiald | arrnces
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4

D
SportzSoft

2. Member Method

As registrations go through the validation process, they will automatically update in the members portal as a
RECEIPT for each registration. If there is a need to print off a paper version of the REGISTRATION CERTIFICATE,
the member can do so.

Profile Volunteer TeamInfo

Your sports registrations can be managed below. A receipt "Rept” button will appear beside your registrations allowing you to view that registration in more detail. Use the New
Registration button to initiate the step by step flow of creating and paying for new registrations.

Reg # Participant

301445 _ U11 House League £0.00 Paid in Full Interac Online -

All required information for the registration will appear on this receipt, including payment information and the
approvals of each level of the organization (club, league and OLA).

Orillia Lady Kings Field Lacrosse

Home | Help | Contact Us | Logout

Sports Registration Details
Organization: Orillia Lady Kings Field Lacrosse

Address: P.O. Box 415
Orillia, OM L3V 618

Registration #: 301445
oo [ 1]
Registrant:
Birth Date: Dec 10, 2004  Gender: F
Program: Lacrosse - Womens Field
Season: 2014 Womens Field
Product: U1l House League Club Series: 1634 House/Rep: House
Membership Type: Player
Date Registered: Feb 24, 2014 9:15 pm
Registration Status: Paid in Full
Documents:
&5 Proof of Age
Status: Approved
Payment Method: Interac Online
Amount Due: £150.00
Payments to Date: Method Payment Date Amount
Interac Online 3/1/2014 £150.00

Balance: £0.00
Fitness eligible amt: £150.00
Questionare Responses

1. T-Shirt Size [Youth small ]

2. Interested in trying out for a rep team? [Yes ]

3. Special Requests for Team Mates (will try our best to accommodate) [Emma Turkoff ]

Club Approval LGB Approval PGB Approval
Approved Mar 1, 2014 8:54 am Approved  Mar 2, 2014 6:27 pm
SportzSoft — OLA Registrars Guide




o\

D
S;ortzSoft

Volunteer Registrations

Volunteer registrations have been setup and configured for all clubs. There are no fees for these registrations.
All registrations will automatically be marked as ‘PAID IN FULL’ (or COMPLETE).

The same validation process applies for these registrations.

Conclusion

We hope you enjoy using the SportzSoft Online Registration and Member Portal system. If you have any
comments or suggestions, we would be happy to hear from you!

SportzSoft Solutions Inc
www.sportzsoft.com
info@sportzsoft.com
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