@ClubVl

MANUA

Version: 2.0

Date: 08/10/15

Contents
1 (1= uiT Lo ] r= 1 =T OO PP PURT PP 10
11 Logging In
..................................................................................................................................................... 10
FOTQOEEN PASSWOIT ..ottt ettt et e e e st e st e e s b e e e e s bt e e eh e e e oa b et e ek b et e ea b e e e e nb et e eaE bt e s ne e e e b b e e e abee e ennreesnnnee s 10
[IoToTo |10 To 1@ U TSP PP P PPPOPPPPPPPPI 10

1.2 Hubs

1.3  Searching



1.4 Sorting Tables

.............................................................................................................................................. 11
15 Printing and
[ d T 1 11 o TSP RPP PP 12
L 1 0 OSSPSR PPPRN
12
L= PPNt 12
0T ] o PP PR TP
12
1.6 Pinning
............................................................................................................................................................ 12
1.7 Notifications
................................................................................................................................................. 13

1.8  Warnings

S TH o] oo & APPSO PP EPT PRI
=] = T 0= 1 o o SRRSO
LR =T L0 = W = (o] o] (=1 1 o PRSPPI
(TN I =T | o= o] PSSRSO
510 o]00 11 A= Ta I o (=T PSPPSR

[aTo o SR =T o ] o] L (=T OO PP RPN
[ Eo 1YL= L] (o T T P T O TSP TR PP PP U PP PR PPTPPPTPI
CDH Information

PrOfil . .
(7o) ] =T AT OO U PP O PP PP UPPPPOPPPTN
LL=T a0 oY 6] o1 o RSP PP PO PRRO
1= g PP RO PP
SWIPE CAIUS. .. ettt t e bttt ettt st et e e e et e ekt e bt e e bt e sheeeas e ohbe o R e £ 42t £ smemmmemameemmmemameeammemomstfe1EeeeAEeeeEe e Re e e b eeehe e et e e ehbeenbeeanee s
WX (o 11T Ta = LN 131 {o TSP URP

RESUME PEISON WIZAITU? ...ttt e ettt e e e ettt e e e e et s o m e £ 25t 222 244 en b beeeaesnnnes
18
5.2 Create @ IMAIING ..ottt ettt e ookttt e oot e oottt e e e b bt e b e bt e e e bt e e nnberea s 18

[I01= = V1 ROTPP
PrBVIBW. ...ttt ettt et e e emmeeemmeeemmeeaet e skeeeeeat et e e ket e e nEee e oAbt eeenbeeeeeRheeeanbeeeanneeeeateeeeensee e nteemmmnne
Attachments
RECIPIENTS ..t .
CONFIMM e

Resend Mailings and Create TEMPIAIES ......c...uii i e e e e ss e e e sme e e s e st e san e e neeas 19

LR T O ] I 1o Yo | (U o P EPRPRRRRT 20




5.4 Handicap Certs. ....

RS I VAV o1 (T o o F= T T o3-S PSSP PPTR PP
LG B 11 =T (o] Y PP UR U UPPRRTR
L1104 0o TR PR PPR
o Lo = 11 (T =Y PP
[0 1= 1T PSPPSR UR PR PR SRR
Clear Changes
Remove a Filter Field
(1= L (=T PP PP
Directory List
(D1 ¢=Te1 (o] V2K €] ¢ [o [ RSP EPRUOPRPPR
(0] 1 7= Tod AN AT 2= o PSPPSR
(=T T =Y gl (=T Lo 4 £ PSP
[ E=Ta o (oo T M@= o) ot (USRS UPP USRI
MEMDBDET DELAIIS REPOIT ..ottt ettt bt e e e e mn e s £ 2184448544544 4 1184 1h bt et e e b e enbeen 23
Member 8s Statement . ... .. ..... C e e e et 23 e o
EPOS Statement .........ccooiiiiiiiiiie e
Competition Statement
Profile
24
EItING the PrOFIlE ...ttt e ——— 1 4411441144445 5411544142411 £ 44282 eeh bt e bt e ebbeenbeeereeenne 24
[=to 1010 o JE= T =d s o] (o T PP PRT PP RUPRPR 24
1= 0 g 0= =] 1 o OSSR 24
[ E= T 0T 10T o R PSRRI
25
Away Score
Supplementary Score .
General Play Adjustment
Assign/Renew CDH ID

Refresh Home Club ... .
(0T 0To F= Y ol o F=TaTo [[or= o O PP UU PRSP TPRPTPPN
Delete Playing History
Restore Playing History
RVAY T (=T o F= Vg T L ToT= o O EPU T RUPRRRN
26
Adding a Winter Handicap ....
(10 = 0TSO PP PUPRPI 27
Create Bill
Add Payment ..................
Add Expected Payment
Filter Finance History
Finance History
Set Scheme
[0 1L ST 1= 431 PSPPI
(R T0 1YL IR Yol =T o 1
(05 (=101 RO g F= T =TT TP PP PTP PR OUPPOOt 31
Edit Charge I[EmMS .......couiiiiiiii e
Competition Charges
LI o) 11 T T o PP ROTR
Make Correction

L] o] o1 g1 IO o TP PP PP P PP UOUPPTPPRPN 32
IMAKE COITECLION .....iviitiiee e e ettt et ettt e et ettt e e e e e e etaabeeeeeeeeetasaeaeeeeseassannsee e e esssss mmm— 11122 2e 2 e 2 snsbeeaeeeeeennbsseaeeeseannsseeeesenn 32



6
6.1

6.2

6.3

6.4
6.5
6.6

6.7

Eclectics
32
Add ROUNA/AGJUSIMENT ...ttt ettt et b e st e et s bt 42 mmmeemmmemameeammen £4 £ e ex b e e eh bt ea bt e ebbeesbeesneeeebe e bneenbeebeeans 33
VIBW FUIN RESUILS ...ttt ettt ettt e sttt e+ meemmmemeammmeeeammmeeamn sk eee e nteeesasbemneaaamnnaan sssbeeeshbeeessaeas 33
o 11/ PSPPSR
33
L C=T ol (171 ==Y [ OO PP OUUPPPI 33
P [0l O] 410 0 T=T 0| £= 3 PR 33
(0] 0] 0= 1] o] F- PSSO PRSPPI 34

Yo (o [ @fo] 0] oT=] 111 0] o N TP P PP PPPT TR 34

(O] gl 1] 11T ] o I =10 0] o] = L= TSP OO PP P UPPPOPIN 34
(D=1 = 1 OO SO

[ E=Ta o (o= oL SO O PP PP RURPPNE
[ 1Y, ][0 SO PSUPPUPPI
COUISES ...ttt ettt ettt e et e e s e e e s nie e e e nne e e e e e e nneeeas
Access Restrictions
Booking
(2o To] Nl aTe [ @] o] o] 413 O OO U SRR PRPTPPO
Zone Draws ...

ST o oI LT @] o] 110] 2 O PO U PSPPI
(@2 F= o 1o OO
Score Entry Options
(oS =T To (=T o To = o EO OO PP PP RUPRO
PrEVIEW/CONTIIIM ..ttt ettt et e e b e s bt e e h et 2o st e ea e e e aeeeamteeame e o aseesbeeeabeesae e e s eesaneesbeessbeennnesbbeanne
(O3 [0] o TSI @] 1 o] o= 111 o] o TSP P PP PP TPPPRP
[0 = = V1L PRI
F e o =Te Fo Sl o ] T PRSP PP PPT T PPPPRPT
Competition Rounds ...
Scoresheet Settings
FOIMEE QN RUIES ...ttt ettt e bt e s bt e st e seemmeaameemmeaameeameemt st eesbseanseesbeeeaseeabbeaebeanseesnbeenbeaateeans
[0 11V o SO
AV a =T (S 4= o] o AU PERT TSP
L 1 B U o] =Y o OSSP
LT = I == PP EPPRPURTRR
[T - V1P
Competitions ...
L DL PSPPI
DL | (= 1 PR TUPSRTN
40
L DT 1 L= ] o PSP PER SR 40
11 (T o] ] o 1= 1o ] S TP T PP PUPPTOPPPT PP 2210 P
OVBIVIBW .ttt ettt ettt e ookttt e o4k bttt e 44 a2 s b et e e e e 22 ks £ et e+ 41 S mme e e £ £ £ 46 £ £ 444444185524 4444 am b et e e e e anb bbb e e e e nbbeeas
40
=L L1l gTo =W OXe] 14T o<1 111 o] o H PP UPRPT PP 41
[ (o131 gTo =W @Xo 1401 o 1= i1 1o o R OO PP P OPR O PPPN 41



41
(2700 (1 o PP PR URPROI
41
Editing the Startsheet
Adding a Booking
Removing a Booking
Performing a Zone Draw

=L E=] = W ==Y O PRSP UUPPRRRPRPNt 44
SION N A PIAYET ..ttt ettt ettt meemneemmeeamseemneeans e s bt e bt st mmmmmnrmnn st e neennnennneenne B
(7o) 01114 041 = =N V=T = (U o PSP P R RRPUPR PPN 44
(O 0= 10 [ OSSOSO RPP R 44
(R C) (U1 a e [T o = W @1 g T= T o =SSP 45
MBSS REFUND ... e e mr———— £ 411425 244041124248 £ 41 et £ R4 ee £ AR e e e AR e e Rt e Rt R e r e en e e R e n e reen e 45
Scores
45
Adding a Score
Disqualify Player
Lo ] TS oo USSP U P PR PP
Delete a Score
o311/ PSSR
46
Filter Activity Feed
Add Comments
6.8 SUPPIEMENTAIY SCOMES .....eeiiiiiiiiiiie ettt ettt e oo ae et e e 4o a bttt e oo e e et e e e e e b banbb b e e e e e bbbe e e e s e annneee
(OIS I @ T [T o) 1Y, =T 41 PP ESPEPSPTST
Adding an Order of Merit
DIBLAIIS ...ttt e et E e R e A £ R R e 1R e R £ e eenmeemnnm £ e R e ae Rt Re e r e nreer s
POINES AITOCALION ...ttt ettt ettt e b s ¢ eme e s e ecmeameeammemma s 444 bt e bt e eE bt eeb e e nb e e shbeeebee st reeneenns 47....
(01401 011 11110] 0 USSR UPT PRSP a7
Editing Events
Manual Allocation
48
PrHINTING RESUILS ...ttt e h e e et e e s et e e b bt e e s eemeeeemeeeeemteeemmenanseeesbeeeanbeeeanneeessbreeans
Deleting an Order of Merit
L O I ol =T o 1o PRSPPI
AAAING AN ECIBCLIC ...eiieeee ettt e e £ £+ £ 414 1544444 125 b 22224 n bbbt e e e s anbnbeeeenn
(D=1 = 1 OO OO U OO U PO UPROPRRPRRPP

Editing an Eclectic

Adding Competitions / Editing Events

PHINTING RESUILS ...ttt ettt r et e e b e e e sn e e s eae e e s se e e e amee e b b e e e ehs e e e e ke e e nasn e e s abe e e ennbeeabneennnns

D=1 (T g To =T I o) [ Tox o OO PSSP

(0 R (g To o] (o 11 RO ERR USSR

P Yo (o 1 o Jr= W (g [0 Tod (o LU | TP PP

50
(D=1 = 1 PP P TP PUR PP RPPRON
Courses

L@ Y] V1= PR

50

0 (TSP PP O PPPOUPPTPPPR 5C
Adding a Player
Deleting a Player




51
[ =N A @] o o o] 41T | OO PP R PPRPPPP
Change Deadline Dates
Select Winners
REIMOVE WINNEIS.......oiiiti ittt et ettt r e e e e ae s e e e e ea e e e s e es e eR e e e eR e e se e R e s aeennenreeseenreeseenneeneennes
Exporting KNOCKOUL DIaW OF ENEFES .....c...veiiieiiiiie ettt ettt e e et e e e e e e e e eemmmmeeseeemme e saseeeeeeannnseemmn 51..
Deleting @ KNOCKOUL ......c.eiii ettt ettt e h s e e e ems e eeeameeeeme e e s e s e e e s abe e e e are e s nnn e e e nneeeanne e ennnes 52
(S D O g T T (o [T PRSP RRRP 52
B.13 LBAGUES ...ttt ettt ettt e e e oo oo oo oo E b e et £t et e ettt e £ oo e e oo e e oo e oo e e R Rh AR b h b e b et ae e b ee e e a2 oo e e nnnanab e b eeeeeeee s 52

F e o[l gTo =T =TT 1N TSRO TP PP OURRPPPI 52
DBLAIIS oo R s s e RmemoeRoRemeeoRRmemERt £ £ e et eR e eR e et eR e et en e enenn e e e nes 52
(©70] 0] o1 11110] o E- T O UOUPPTPURPOt 52

[l [yl gTo I Q=T Vo [ 1= TS PRPTOUPPPRR
52
OVEBIVIEW .ttt et e e et e e e et e e e et et ettt e eeeeaeeeeeesesa st s ae e aeaeaaeeeeeeeeaeaeaesaesas s mmnmnemeeeeeeesasassssmemmmteseseseeesesssassssssssensereeeaeaanaens
53

53
X [0 [1g Yo Jr= N =T o PP PR OTPRP PPNt
=L 11T gTo = T =T Uy USRS
(D= =TT o = T =Y Uy o PP UV P PP
Adding Competitions / Editing Events ....
PPHINTING RESUILS ...t ecieeeet ettt e ekt e bt e s b et ea bt e e b et e sa b et e e ket e na bt e smmneeemmeeeemmneesmmneennnnsee
(D=1 [ a o - W == o USRS
537 Club v
7.1 Add Course
[T =T PP PO > 1<

EQItING @ COUISE....eeiiiiiiie ettt ettt ettt ettt e sate e et e s saee e e st e+ om0 5221102022 nteensneessnsee Duverenniis D
Deleting a Course
A Yo (o @0 18] £=1 I @21 o PSPPSR

Editing a Course Card ....
57
DElEtiNG 8 COUISE CArU.......eieiueeiiiieieiiiee ettt ettt et e b+ mmemmmma s msn £ 115544451844 18 2441 a b et e eh e e e enbe e e nnnneesnnnees 57
7.3 Add Category
A O (= To (o1 = USRS UPRRST
(1L C=T o)V @= T =To o] YOO O O P T OO P TPV PP POV UPTPPRTOt
Lo 10 o JE= W O L= o o] oY 2O PRSPV UPPPRON
Deleting a Category
Prices
58
Y= GRS To] 1 =T 01 SRS 58
7.5  CertifiCate REQUESES .....cciiiii ittt cee et e e et et e e e e oottt e e e eeeeeeeeaeaeaseasaaa s sasseatssasseeseseaeaaeaaeaeaaaeseansannnnnns 59
[T o = W F= Vo o= T o O =T ) o= L =SSR 59




7.6

7.7

7.8

REMOVE REQUEST ...ttt e e st e e s e st e e e e s e semeneeeessmmmseeeesamamnssesassnbreeeee s ssnnneseees s smmmmmmmnnmnnn DD
NEWSIETEI'S ...t e e
Add Newsletter
[=Lo L1l gTo I W N LoV 1= 1 (=] PO PP RP PSPPI 59
DIEEING @ NEWSIELEET ...ttt h et e+ ——— . 1 £ o £ 4441842114212 4 21122t e e 59
o L) I =Y 1= USROS
60

L=l [T gTo = Va1 AN 4 1 o[ PSSP 61
DelEtiNG @N ATTICIE ....neiiii ittt et e e e eme e et e s emn e et e eh bt nheeenbe e teesnbe e beeenneenneesneene ] 6Ll...cceenn.
ATTANGING ATLICIES. ..ttt ettt ettt ettt e e h bt e e ettt e ek bt e o2ttt e sememmmemammmsemmmeamt £ £ s 44 e 2aes £t e e ebeeeeaaeeeeeabeee e nbbeesabneeennbbeennsaeas 61

Y= T ANV =T 1 1= 61

63

(070101 == PP PPPPPPPR
63
(@0 U =T @ o PR
63
FIEIAS & IMBIKETS .....eeeiiei ettt ettt ettt e ettt e et e e bt e e e b et e e e aeeeeaameeeeaneeaesmeeeeaaseeeebeeesaneeeeneeeansbeeeseeeennes
63

[=lo 1a Lo I W O UL (o] 1 4 I i T=1 (o PSRN

Deleting a Custom Field ....

64
Reset Password ..
LELEEIS & BIlIS ..ottt e e e e e R e e et e ek b e e e e R et e nR et e e b e e e e e e e e e e anbr e ane
64
Y= Tol B g1 VSTl 11 0o LSOO SOPPPPTP
65
(0] o] o121 111 o] g IS T =T 11 oo LSOO PPPPRPN
65
LS IO 01 £ TP OO TSP PUPPOPPPPPPPPOO:
66
PN (o 1o =T ST I U o1 O PP URRUROTN 66
Editing a PSI Unit ....
L= Tie= 1T aTo = ] 0 T PSPPSR 66
LS IS YT 11100 TSP PP PP PP P PUPPPPPPPN
66
[ [0V B To 11D e Y= 1 1] g To [P PP
LT =T ST 1] o T OO PSPV PP OP PR OPPPI 67
ST LT O o £ PSPPSR
67
Start Character/ENG ChaTACTET ..........c.oiiiiiii e e e e e seme et b e e s b e shaesae s e ebe e sab e e sb e sbbe e saensnaeenee 67
Read Length ..................
Long GUI Card Number




[©1[0] o Jr=Tg Lo W @= 1o I N[0T 0 ] o 1T £ PO UPPPTOUPTN 67

ISSUE NUMDETS (IF€1ANGA ONIY) ...eiiiieii ittt sh e e e e e ee e e e e e e e e e s he e e been e e e s e e e e e nneesbeenbeeennes 68

LIS (g [e R g TSI O 1o E TSP ST PPN PP PP TUUPRPTPUPPTN 68
o] @ IS RS- 1] o SRR POPPPRRRN 68
2] SRS T= ui] o PP UUP SR 69..........
[B2=10=] (ol = To] o] =TT UP SR UPPP PRSP PPRI
69

REINSLALE 8 DEIBLEA PEISON ......eiiiiiii ittt ettt e e s b et s 2eameee s neeeeesmeaaamsseee et beaamnnaantesaasbeessbbeeaanteeeas 69
AN T o= (o LU

Feature Updates
1210 o I DT TP UP VPP 70........

oo [ o IV OO 8..... 70
Finance

S T R A o T [0 = I =1 | 71

S I e (ol T (o g I =Y 1= PP PP PPPRRPPIPI 72
Details
(21 41T 0] £ PP PP UPPPPUPRROY 024
Confirm
8.3 Global Charges

o T B 1B I (1 - 1! AP P PP PPPPT 73
(=] - 1 PSPPSR URUP PRI 73
L= L0 L= 0] £ ST PPP 73
(2] 11 {11 .4 PP A TR

8.5

8.6 ANNUAI BIlIS GUITE .. .coieiiiiiiiie ettt e e e e e e ettt e e e e e e e e ee e a e s eeeeeeaaeseesbsaataaeaeeeeaeseesrens 74
V4L o o= TS URUPST RPN
Print Price List
View Schemes
View Discounts
Print Payment Items ...
L a1 AN (oot 1o ORI

S =10 o [T f I To | TSRS ERT SRR 75

(Rl (ot g1tz To T [ ot = L 76
EQItING VAIUES ...ttt et £ 1444 44 4444841444428 4421422 H e 4 s e €2 e bt e e e e 4 bt e e et e R e et e n e e eh e e et e nnn e eare e 76



LT PP O PP RRTPPIN 76
B8 BUllS ittt e e e e e e et e et et eeeeeeeeeta et —————t 1ttt aaeeaeeerre s 77
2 I 2 1P
77
Bill RUNS <.ttt ettt e e ettt e+ somss———_ 44224411 154222427112 42 2424122222222 22E 22 e e e e en Rt b e e e e e anAbe et e e e ntareeeeeannbeeaeenarnnees
77

Emailing / Printing a Bill Run
Printing Labels for a Bill Run
Cancelling a Bill Run
8.9 PAYIMEBINES ...ttt e et e e e e ottt e e e et e a e e
All Payments
78
BatCR PaYMENLS. ...eeiiiieiiiie ettt e e e et e e e sttt tee e st b e e emmmeeeeesemmseeeaeeesnbeeteesaathreee e e e nbaeaeenaarraeeaean 78
PIINE RECEIPLS et eiteee ettt ettt et e e s et e e a bt e e sk bt e e s eammmeeeameeeammeeeammmseeeassseesasseessaseeeaasseeeanbeeaenannnnanans 8
I O IS U ] o Yol ] o) o] g J @ s F= T 1= L OSSPSR
Adding a Subscription Charge
Editing a Subscription Charge
Deleting @ SUDSCHPLION CRAIGE ....coiiuiiiiiiiie ettt et e e s bt e ettt e s s e mmeeeemnne e s st beeeeabbe e e sbbeeeebbeeeenbeeessnteeeannes 79
(0721 (=To o] TST3 U £ T SRS OPPTRPPSPRRRPY 4° BUPI
8.11 COMPELIION CRAIGES. ....eiiiiiiiieie ettt h et e e oo h et e e oo e a bbbt e e e e e sttt e e e e m b et e e e e aanbe et e e e e anneees 80
AddiNg @ COMPELITION CRAITGE ... .oiiiiiiiieite ettt ettt h et e e bt ae e et e e ehe e e bt e eh e e e as e e eh b e ehs e e b e e ea bt et e e sbb e e e e nteeeens 80
Editing @ COMPETIION CRAIGE .. ..ooiviiiiiiiieit ettt b e e e b bt sme e e mma e e bt e sbe e ek bt e et e beeabe e e s e e sraeaeeeenns
Deleting a Competition Charge
S TR I Yol 1= o 411 OO PEPPPURPRRR
Payment Schemes
81
Creating a Payment Scheme .........
Defining the Scheme Breakdown
1= @=L T o] L= TR P RSP PPR
Editing & PAYMENE SCREIME .cn ittt et sttt e skttt e ettt e e sa e ee e at bt e es b e e e reemmmmmemmmmmeemmmmeemmmsnt et e e s beeesnnbes
Deleting @ PAYMENt SCREME ..ot e 1ttt e a bttt e bt e bt eh e ea e e bt ea et e e e e bt e bt e eb bt et e eb b e eebeesar e e nreebeeas 82
Loan Schemes
82
Creating @ LOAN SCREMIE.... ..o ittt b e e bt ekt bt e e b e b ememomeemmmemmm e e memamnans 42 £ e 44 b e ee bt enteeatee 83
Y= 0= (o o] 1= PP 83........
[=to 10 lo JE= W o T T IS ol o [T o o L= PSPPSRI 83
Deleting a Loan Scheme ...
Service Schemes
Creating @ SEIVICE SCREIME ... ..uiiiiiii ettt et s e e s ettt e e ae e et e e smmemmmme e mme e mmas <5 544458424288 ee e et beaeenseeesnrneeas 83
(D= T Te I[N T =Tz 1o (o) o SRR 84......
Set Categories
Editing a Service Scheme
Deleting @ SEIVICE SCREME .....couiiiiiii et e e e st e e e e et emeer e sh bt e bt neb e et e e eabeebeeeeee e 84...........

S 00 IR T 0 1 PSP 85
Find an EPOS Transaction

85 9 Reports
9.1 Add List
Report Details
Choose Fields ..
[0 3o o 1SI0SR
Choose Filter

PrEVIEW/CONSIIM ..ttt mcemea e+ e e ettt e e e s e eaataeeeeee e saaebeeaeeeeaesassesaeeesaasssseeseee s ssnsssesessesss mmmmmmmmmemenn o 87.......
LS I N o 11 = L =AY =PSRRI 87
LS IR T = T ) =T PP PEPEERURRRS 87
LS 11 (= a1/ =Y 0] o LT SRR 88
LS BT /[T 0] 0T €] a1 o PP PRPRPUPTRTPP 88



MemMDBErShip Profil@ REPOI ......veiii i s s ————————— 1111111112222 22 st treneesnnsrrees OO
Payment Items Report
Billing Audit Report .........
Payment Audit Report
89
Competition Charges AUt REPOI ... ..viiiee et e s et e e e s et e areeeeeeaanseeeeesaansbaseeesantaeseesaassaneeaenanns 89
(0= 1(=To o] A O d F=T g To [= ST = LT o Lo o RSP S 90
O 1015y =TaTo [TaTo = =1 F= T (o= o LT o Lo o AP EP ORI 90
(0T Fo (o Tor= 1= To IV, (o] g 1T ISR =T o T o USROS 90
(O 1=To [o] YA md (oT=TR = LT o Lo ] SO PPUPROPTSPRN 90
OVErdue PayMENTS REPOI ......veiiiiiiiiiie ettt e et e e e et e e e e s sttt et e e e satee e e e ss e eemmmmmmeeeemmmmmeeeeatesesesssessessasseseeeenn 90
Payment IHEMS ANAIYSIS REPOIM........ciiiiiieiiiieie et o 4+ 4224222222422t 4 e e e e e satsseeeeassbeeaeessasbeeeeesnntbeseeeanssbaeeessntaeseesanstes 90
(S G o F= T g Lo [ ToF=T o 1 PR OTPERTN 91
ANAIYSIS REPOIS ....eeeitieeiiieii ettt ettt ettt e s st e 8 e ————————— 41115411t nn e e neeennneeenneeennnees DL
L (ST U =T o3P 91
[ EeTa o [(oroT o I oYy (o]0 F= g ot OO 91
NO RELUIMS ANGBIYSIS ...ttt ettt ettt et ¢ e mmminmis £ £ 4 £ £+ 2255544445444 1555422445242 2 2822242 ke 2422 n bt 24 eh kb e e et be e e embeeeesbbeeeannneeennbeee s 91
EXCEPHONAI PIAYETS .....eeeitiiiieieee ittt ettt ettt ettt bt emmm e et £ £ 4144416541444 2144416242542 e 1 hbeeh bt e neeenbeenbeeans 92
Inapt Players
Lowest Handicap
Lowest Average Nett DIffErENTIAL ...........oiiiiiiiiiiiiie ettt sh b e ecmeeme e mmeemnean e e e bt she e e bt e ebbesaseeanbeenbeenaeeaneas 92
[T A aaT o] (o) =To I €10 1= AU UP RSP UR TR 92
SUMMEATY OF SCOMES .....eiiiiii ittt et ommmma— 1 et e 4442 s b et £ 44 e e ke e e e e e 4k R be e e e a4 o2k s et e 442 ke e et e e e aabbb et e e e e mbbe e e e e smbbeeeeeannebeeeeeanntnneens
92
COMPELITION SUMIMAIY ...eeiitiiieiiiieeiiee ettt et et e e sttt e steeesatee e ettt e s aae e o1t e memmmmmm e smns 4+ 41 £ £ 44415544258t eeenbeeeenteeesanees
92
CDH Away Scores Report ....

9.7
[=Lo 10T = ] OO TUUUP PPV 93
[ a1 (g To [ T IR TR OUS PP PRRPP 93
EXPOITING @ LIST ...ttt ettt et eae e saae s b e e e ase st e eae e eh b e ea bt e R e e eh bt e R bbbt e e b b et e 93
(D= =T 1T = T £ AP R U RORP PSPPI 93
9.8 LADIEIS e h e E e E ettt e bt n e e et 94
PHNTING LADEIS ...ttt o ———————— 11 144411 5444114425244 1182t 4 4 b et £ e et e nhe e e e n e e e nnn e e nnnees
94
[2To] o] [ TSP PPTPRROPRRPRINS 94
LO  GIOSSANY ..ttt E e R e eh e e b et et e R et e Rt e e r et e e et eena 95



Using this Manual

Click on links to jump to other parts of the
manual or to the glossary.

Click again on aglossary term to return to where
you were reading.
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1 Getting Started

ClubV1 is a web-hosted product, which can be accessed from any computer, tablet or phone just by
going to https://www.clubvl.com  and logging into your account.

If you did not open this document from ClubV1 directly, you can download the latest version here.

1.1  Logging In

The first time you visit ClubV1, it will prompt you for a username and password, which will have been
chosenupon activation of t hemaprwean and.hasTull costroloveratdie cl| ubd
Clubv1ldéds functions for your <c¢club.

Checking the ORemember Me?6 checkbox wildl set a cook
log you in automatically wh en you next visit. Pleasedo not select this option if you are on a shared or
public computer.

Forgotten Password

To recover your password aft errordgoten lgaestvdrd®dn gl iintk, osni niph e
Login screen, fill in your username and click Submit. An email will be sent to the email address
associated with this account with further instructions on how to recover your password.

Logging Out

To log out of your account, click on the Settings icon 0 in the top right corner of the website and
select Log Out. This will take you back to the login screen.

1.2 Hubs

ClubV1 is split into six hubs: My Home, People, Competitions, Club, Finance and Reports. A hub is a
central area where related applications are easily accessible.

My Home
Here you can view the latest activity and create a customised selection of quick links and pinned
People, Lists and Competitions.

People

Here you can add new people, view the directory, handicaps, billing, payments, playing history, and
see charts basedon player data.
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Competitions
Here you can add/edit competitions, view next and upcoming competitions and jump to fixtures.

Club

Here you can add/edit courses, course cards, categories and see charts based on club statistics. It also
incorporates the club settings, allowing you to edit user accounts, courses, course cards, custom fields
and integrate ClubV1 with other products such as the PSI.

Finance

Here you can create charge items, set prices, view financial charts and run annual bills and batch
payments.

Reports

Here you can create |lists and view a selection of re
database.

1.3  Searching

To search ClubV1l for a competition,

person or function, go to the search bar,
located in the top right -hand corner of [REGs=EREll R0l S E Rl el -1 ele S

People > Eillott Bray > Name: Eillott Bray

the website, and type in your search

terms. The results will appear in a
dropdown box of possible matches, [RiadaiatlltE CEE R LERRE G

People > Stacey Britt > Name: Stacey Britt

which can then be selected. Recent
Searches will also appear below the

People > Rodney Brennan > Name: Rodney Brennan

search results. People > Brendon Bishop > Name: Brendon Bishop

Search terms can be just the begi nni nBowo,Briah Brett, wor d: s
etc.

You can also search for a person using their full nan
show the relevant record at the top, with other matc
listed below.

If there are more results than can be shown in the dropdown box, a link will appear beneath it called
View All Results Click on this to see a full list of the matching records.

TopTip: You can search o6addé in the search bar to find a

1.4  Sorting Tables

All tables in ClubV1 can be sorted by clicking on the header of a column. This automatically sorts the
information into ascending order. To reverse the order, click again. A small indicator I {will appear to
show that the table is being sorted and in which direction, and on which column(s).
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Top Tip: The tables also support multi-column sorting, allowing you to sort the table based on more
than one column of data. Click on the primary column to sort by it, then hold down the SHIFT key, and
click on another column to add it to the sorting order.

1.5 Printing and Exporting

Bills, receipts, letters, lists and reports can be printed or exported from ClubV1, using the information
stored in the clubds databastdathho popul ate them with t

Print

Once you click on the Print icon®™*, a new page will open with the requested document generated as
a PDF file.

To print the document, simply select Print from the
on the PDF itself.You may need to hover your cursor over the bottom -centre or bottom -right corner
of the PDF to make these visible, depending on the browser.

Alternatively, you can pressCitrl+P to open up the print dialog directly. Once the print screen appears,
you can choose the printer, pages, orientation and so on. Click Print to finish.

Save

If you would like to save the PDF document to disk in order to print it later or to keep a record, open
up the PDF menu as described above. There should be either a Save or Downad option, depending
on which browser you are currently using. You can also simply pressCtrl+S to save.

Alternatively, you can download some PDF files directly without viewing it first by clicking on the
Export’ =) option below and selecting PDF as the format.

Export
Reports, lists and competition prints can also be exported to a CSV (Comma Separated Values) file.
This can then be opened in Excel to continue working with the data. Alternatively, reports and lists can

be downloaded as PDFs directly. Sinply click on the Export icon =) and select the desired format.
The document will then begin to download in the requested format through your browser.

Top Tip: On some screens you can choose multiple reports to be generated at once through a list of

checkboxes, for example in Competition Prints. To print multiple reports, please make sure to allow
pop -ups on your browser, otherwise they may not appear.
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1.6 Pinning

Pinned People

Pinning creates custom links, letting you choose which records to Jackson, Mrs Andrea
display in a central location. People, Lists and Competitions can be Profile

-
pinned by clicking the Pin icon@, which will display them on either Lara, Mr Bill
My Home and/or on the relevant hub page, giving you e asy access Profile

to that information.

1.7 Notifications

Notifications help to keep clubs in the loop in regards to new features, bug fixes or general news.

0 icon on the top bar.

(M)ClubV1 My Home People Competitions Club Finance Reports n o] ‘

Notifications are received by either all users, a specific club or a particular user. They appear aa

highlighted number next to the Settings

Simply click on the number to open up a window showing the current notifications. To see more
information, if available, click on Show Detailsto show the full description.

Notifications
News (1) Feature Updates (10) Bug Fixes (1)

Important News

Introducing the ClubV1 Notification System Created: 14/05/2014

Our new notification system will let you know when new features are added, when problems are fixed and help you keep up to
date with how ClubV1 is changing, now and in the future.

Show Details

To see previous notifications, click on the Settingsoi con on the top bar and selec

will open the Notifications window and allow you to look over any notifications that are still active. All
notifications are only visible for a set length of time and will disappear after this date.

1.8 Warnings

Sometimes when you log into ClubV1 a warning message will appear if your club has not yet set up a
payment method for ClubV1, and as such,we cannot assure your continued access to the program.

Top Tip: To stop the warning about the Direct Debit mandate from displaying repeatedly when using
ClubV1, simply select the appropriate option and click OK to set it to appear later.
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If no payment is forthcoming within the specified period, ClubV1 will be set to Limited Access, or Read
Only, mode. This is also displayed in the footer of the page, making it simple to check if this is set.

What does Limited (Read Only) Access mean?

This means that you will be able to see all of the screens in ClubV1, but will be unable to add, edit or
delete. You will be able to view screens and print reports, but all other functionality will be restricted
until arrangements can be made to re-access thesystem.

Please contact us atsales@clubsystems.com or on 0345 222 9999 for more information and to help
restore normal use as soon as possible.

The warning for Limited Access will show how many days are left to arrange payment before access to
ClubV1 is completely revoked.

2 User Accounts

Usernames are email addresses, and are linked to the club.
The main account can create new user accounts by
clicking the Add User icon.

B
2.1  Add User . .
Golf Admin [ Membership

When you click on the Add User icon, awizard will appear Admin
prompting for information regarding the user account
you would like to create.

Membership
User Roles User

Golf User

User accounts can have different permission sets, which control what pages the user can see and what
actions they can perform. These sets are known asiser roles. This can be set for a user account upon
creation or assigned to an existing user account though the Users section (under the Club hub).

System Admin has full access for the entire program. Please note they are currently theonly user
role that can create, edit and delete user accounts.

Golf Admin can access functions to do with setting up competitions, looking after the golf course
and course cards and an array of other features to do with playing golf. They can also be filtered so
they interact with one subsection of the club; for example, ladies only (see Filtering ). User filters can
currently only include filters for gender and categories.

Membership Admin has access to features to deal with members, with a few examples being
assigning categories, chasing payments, raising bills and charging subscriptions.
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Golf User is similar to the Golf Admin role, but they cannot perform administrative tasks such as

changing settingsisitor&a annot

Membership User

t he

clubds

detail s

can access the same features as the

Membership Admin, apart from that they cannot create

payment

and settings.

t ems, bill

or

For more exact information on what features each user role can

access, simply look at the user matrix shown when selecting a

role. A check indicates the user role can perform that action.

Once you choose the relevant User Role from the dropdown
menu, fill in the desired email address you would like to use as
a username for the new account, the matching password and

t he

new

user o0s

f or e n a ndave ahe dews

user can now log into ClubV1; simply use the new username and

password defined previously.

The My Home section of ClubV1 allows you to customise your home page by pinning competitions, lists
peopl e

3 My Home

and

they develop.
(A)ciubvi

Quick Links

Add
Comp

Fixtures

© 2015 Club Systems International  Road Show Golf Club (EGU) ~ Ultimate

4  Support

Pinned People
Person, Mr Sample
Gentlemen Full Playing
g ] Visitor, Ms Sample
4. Visitor from Green Acres Club

ﬁ Carter, Miss Sarah
E% Ladies Full Playing

Sky, Pristine
Scheme Bug

Iu

Age Distribution

A

Directory

Iu

Hep Categories

to

t he

My Home People Competitions Club Finance Reports

Pinned Competitions
Alresford 4 Ball Better Ball
Stableford Betterball
test greensome
Strokeplay Greensome

Y Alresford September Medal

Strokeplay Singles

Cloned Winter Competition
Strokeplay Mens Singles

b 4

People Hub

[

HowDidiDo

.

page

Competitions Hub

HowDidiDo Admin

and

Pinned Lists
@  Ladies Handicap List

Forenames, Suname, Playing Handic...

®  Mens Handicap List

&N sumame/Titie/Forename, Playing Ha...

@  TestReport’

Lifetime ID, Exact Handicap
®  Handicap List Sarah

Forename/Sumame, Exact Handicap.,..

@  TEST WOODLEY

&N Titi/Forename/Sumame, Age, Snoo..

|-

Club Hub Finance Hub

&

Merlin Touch

BRS

BRSGolf
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Latest News

./ Revert Raised Payments to Expected

[} Please Update Your PSI Version And Links
[} Club Systems Autumn 2015 Road Shows
4 Newsletters Sent Statistics

53 Please Update Your PS| Version And Links

20

Categories

H | ¢

Membership Newsletters Billed and Paid

summar i
commonly used functions help speed up access and a news feed helpsyou keep an eye on events as

You can now revert raised payments back to an expected paymen..
In August 2014, we released a new version of the PS| system. If ya...

We are pleased to announce that due to your feedback, our road ...

Edit View

v’
v’

X

es

We have added several new tiles to the Club hub, allowing you to ...

In August 2014, we released a new version of the PS| system. Pleas...

®csicare

he

of

edit

c |

you



Simply click on the CSiCare logo in the bottom-right corner of each page to open CSiCare
a pop-up allowing you to email CSiCare directly through ClubV1. It also displays

their telephone contact details, if help is required urgently. You can also include a screenshot of the
current page attached to your email by clicking on Capture ClubV1 Screenshoton the contact form.

Ask a Question
This will send an email to our support team with your supplied contact information and question.
Please note for urgent inquiries, it may be best to contact CSiCare on the telephone number provided.

Report a Problem
If you are experiencing an error or the system is not working correctly, please use this option.

Give Feedback

This is to provide general feedback on the system, please do not use this option if you are experiencing
a particular problem or need a feature implemented, as we do not respond to feedback emails.

Submit an Idea
If you would like a particular feature implemented or changed, please propose an idea through this
option. Ideas are reviewed every two weeks and accepted ideas are added to future development.

5 People

The People section of ClubV1 allows you to add your club members to a comprehensive database that
can track everything you need to know: from their membership category and any fees owed to their
handicap, which competitions they have signed up for and their most recent scores.

5.1 Add Person 9

When you click on the Add Person icon, a pop-up titled Person Wizard will appear with fields to fill in
or select from regarding the person you would like to add to the ClubV1 system.

People Templates
ClubV1 usesa template system to help manage the information you need to enter.

Popular has the people templates which the club has used before and/or frequently.

Standard has the most common types of people: ranging from members to visitors, playing to
nonplaying, with or without CDH.

The selected title on the menu at the left of the prompt indicates which section of Add Person you are
currently viewing. Once a section has been completed, you can return to that screen by clicking on the
relevant title, e.g. to edit the Nickname held in the Profile section once you have progressed to the Golf
section, click on the Profile title and edit the field, then click on Golf to return to the later screen.
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Alternatively, you can use the Continue and Go Back buttons to navigate through the screens.

9 Person Wizard

Profile
| o LS
Contact
Membership e
Finance
. Forename Middlename(s Surname
Swipe Cards
Earmple d Parson
Golf
Honours
Nickname
Date of Brinh
Dy V| Month VvV Yexr v

Depending on the chosen template, only some of the below screens may be available, or may be
available in a different order.

Player Info
This section is relatively selfexplanatory. Simply choose whether the person is a Home or Away player.

CDH Information

Players who are in the Central Database of Handicaps (CDH) should have a CDH ID, a number that is
unigue to them and allows clubs to t ransfer their handicap easily. If you know the CDH ID, simply enter
it into the box to import the information from the CDH.

Golf

Choose whether the person has a Home or Away handicap. Further fields will appear and change
depending on whether the initial handicap was set at Home or Away. Home requires only the exact
handicap; the playing handicap will appear below. Away also requires the name of the relevant club

who awarded the handicap. The date on which the handicap was initially assigned is also requied and

defaults to the current date.

This information sets the handicap; entered competition scores from applicable competitions and
supplementary scores will update it automatically.

Profile
This section is relatively selfexplanatory. Simply select he relevant gender (Male is set as the default)
and fill in the requested information. The Forename and Surname fields are required to progress to

the next stage; the other fields are optional.

Contact
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This section holds all the contact information for t he person; email, address, home telephone, mobile
number and their preferred form of address. It also allows you to set whether they have agreed to

receive newsletters or not. This information can be used to contact the person and create
computergenerated letters, bills and receipts. Please note that if the alternative email address is set,
all emailed correspondence will be automatically forwarded to that address also.

Membership

This section requires the date the person joined the club and the membership category they belong
to. Simply select the Membership Category from the options available in the dropdown box. Custom
categories of membership can be created under the Club section and will then be available for
selection in this field.

Clicking on the Date Joined field will bring up a calendar interface for the easy selection of a date. The
default is the current date.

Finance

This section holds financial information for the member and can simplify the payment process. If the

member has authorised a Direct Debit with the club, please check the box in order to consider them

for automatic payments. The billing address is assumed b be the same as the address specified in the
Contact stage (see above) unless otherwise stated.

Swipe Cards

This section allows you to associate a specific swipe card with the person. This will allow them to swipe

their card to log into PSI Units and have till payments appear in the ClubV1 system. Simply check the

0Add a swipe card for this persond c¢hecSkipbeoCardsand f i | |
for more information on setting up car dIlnpauchtili | es . | f
systems, please also see the=POSsection under the Finance hub.)

Additional Info

This section has a selection ofcustom fields defined by the club for any other information they require
from their members; such as car registration, birth names, whether they are a member of a committee,
and so on. These can be defined in the Club section of ClubV1 and are then presented here to be
filled in.

Example: Sampl e Gol f Club has a custom field called oOLoc
me mber s. Each person with a | ocker has a different

filled in as 012026 while on Johndés record, ités 013
Notes

This section has a simple text field which can be written in. It automatically scrolls to the most recent
information. These notes will ap@esdab on the personds
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Preview/Confirm

This section allows you to preview the entered information before confirming it. Click on the titles to

open up the summary for each section. If you need to edit any of the information, please use the Go

Back button or navigate directly to the relevant screen using the menu on the left of the wizard.

Click on Finishto create thenewPe r s o n, Fimsh and Add Anothed t o st art creating e
person.

Resume Person Wizard?

If you close the Person Wizard during creation and then click on the Add Person quick link again, a
pop-up will appear and ask if you wish to continue with the record you were creating or start from
scratch. To recover the previous record, simply select Continue. If you wish to create a new record,
please clickDiscard

52 Create a Mailing

To send an email and/or generate a letter for a group of people, simply click
on the Mailing tile on the People hub. A pop -up titled Mailing Wizard will
appear with fields to fill in regarding the mailing you would like to create. The
selected title on the menu at the left of the prompt indicates which section
you are currently viewing.

The main feature of a mailing in comparison to an email or a letter is that the information is equally
valid for both formats. As an example, the subject line of the email is printed on the letter as a heading

above the |l etter text. The email address you want pe
within the c¢clubds contact field, and so on.
Details

This allows you to specify the mdthdemailpfletterdtalboj ect anc
has the option to add fields from the entrantsd re
information when the emails are sent, or tHmsertl etters
Data6 d r o pbdxoamdrselect an option, while your cursor is at the right place in the Body textbox.

As an example, the Title/Forename/Surname option displays as [[TitleForenameSurname]] in the email,
but will display as Mr John Smith, Mr Roger Green, etc. correctly br each person.

Preview
This gives a quick look at what the email will look like, though the fields from the previous step will
still be shown as before. Unfortunately, currently there is no preview option for letters.

Attachments
This section lets youadd files to the email that will be sent out. Simply click on the Add attachment

L

) icon and select a file from your computer. This will be uploaded to ClubV1 and then attached to
the emails when they are sent. You can add up to 2MB of attachments to a sirgle email. Please note
no attachments will be added to any letters that are generated.

Recipients
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This is a list of the recipients as defined by the chosenfilter and their email addresses. Those recipients
without an email address attached to theirrecor d s wi | | be |isted here as 06NoO
recipients individually by clicking on Removeto the right -hand side of each name.

Confirm

This section gives you the option to print letters or send emails as desired. If you are generating letters

you can select alayout in order to change their format and appearance. These are the same styles as

for the bills, and you can set which one you would like as your default layout in Settings . You can also
choose whether to display the m&sEypnewdldsteriealt.egory and

If printing any letters, they will open in a separate window as a PDF file. All of the letters will be
generated as a single document, with individual bookmarks and details. If emailing, the emails will be
sent out individually. When the mailing has been emailed and/or printed, a sent email will be added
to Sent Emails, with tracking for those who have been emailed, and a list of people who have had a
letter printed for them, if applicable.

Use the navigation menu on the left of the screen to edit any fields which are not correct. When you
are happy, click Sendto finish.

Resend Mailings and Create Templates

In order to make it easier to resend, recreate and edit similar mailings, if you type in the Subject field
as above, a list of all matching previous subjects for mailings you have created will appear.

Simply select one of these options to populate the rest of the fields with its information. This also
makes creating mailing templates easy. Simply create a mailing called Notification Template, for
example, and choose to print it. This will now be available to use as a base for future mailings.

5.3 CDH Lookup @

You can also choose to add a hew person based on their CDH information, making the creation process
streamlined and simple. This is especially useful for adding multiple visitor records quickly.

When you click on the CDH Lookup icon, a pop-up will appear with fields to fill in regarding the person
you would like to add to the ClubV1 system. Enter either the CDH ID of the member you wish to add
(i f known) or the name of their golf c¢club and surnam
Home golf club and select it from the dropdown list. Click on Lookupto begin searching the database.

Sample Golf Club Sample Player 29  Competition 1006962032 Exists (View)

Sample Golf Club Test Player 246  Competition 1007899419 Quick Create or Person Wizarc
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Results will appear below the fields, simply find the correct member and then click on either Quick
Create or Person Wizard Selecting Quick Create will automatically create a visitor based off the
information in the CDH while Person Wizard will open up the full person creation process with most
fields already filled in, allowing you to customise their details and status (see Add Person). If a player
already has a record at the club, it will display as Exists, with an option to\View the record instead

5.4 Handicap Certs. 9

You can print multiple handicap certificates at once by clicking on this Quick Link, a pop-up titled Batch
Handicap Certificates will appear with fields to fill in or select from. The selected title on the menu at
the left of the prompt indicates which section you are currently viewing.

Options
This screen is fairly selfexplanatory; you can choose whichtype of handicap certificate  you would
like to print for the selected people.

People

This is a list of players and their handicaps, as defined by the choserfilter in the navigation panel.
You can remove players individually by clicking on Remove to the right -hand side of each name. All
of the players which remain in this list will have their handicap certificate included in the final report.

Confirm

This section displays how many handicap certificates will be generated upon completion of the wizard.

Use the navigation menu on the left of the screen to edit any fields which are not correct. When you

are happy, click Generateto create the handicap certificates. These will open in a new window as a
PDF, with multiple handicap certificates in a single file.

5.5 Winter Handicaps O

This link allows you to easily create your winter handicaps for the whole club. To see this option, you
will need to enable winter handicaps in Winter Settings , under Settings in the Club hub.

Simply click on the Winter Handicaps link and confirm that you wish to create a winter handicap for all
members. This will not affect their current live handicap history.

Click on Create Handicapsto continue. Please note that if some members already have a winter
handicap, they will receive another Handicap Brought Forward entry on their winter handicap record.

I f you would prefer to create a memberds winter handi
new members, simply go to t hatWinteehabdecapdtah. r ecord and cl

5.6 Directory

Once a person is created, they are held in the Directory, which is found under the People section of
ClubV1. The Directory can be filtered so that only certain people are listed. To open the Filter pane for

»

the Directory, just click on the expansion icon on the far left -hand side of the screen.
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Filtering

This opens up a pane on the left-hand side which allows you to filter the directory along the lines you
set out. Please click on the contract icon' *  to close the Filter pane again.

A set of previously saved filters are available by clicking on the Saved Filtersdropdown box. You can
al so choose OPlease Selectd, which will remove all t

Add a Filter Field

To add a field to a filter, click on '-T!T:'Add Another Field or click on the Filtericon 'Y and sel ect oAd
field to filtero. Sel ect from the [|ist of options.
Qualifiers this Year. Filter fields can also be ba

additional informa tion , which can be set under the Club hub. Multiple fields can be set on the same
filter.

Top Tip: The Individuals filter field can be used to add specific people to the filtered list.

Edit a Filter

To edit a filter, simply change the values presented. For dates, this is a starting date and an end date
while numbers have a range between a minimum and maximum value. Options and markers (yes or
no values) use checkboxes to decide which records should bedisplayed.

Some values, such as categories, can be chosen from a preet list. Clickond # Cat egord etso sel ec

bring up a prompt with the list and their associated checkboxes. Uncheck the boxes to remove them
from the filter.

Top Tip: When using a filter that is a range between two numbers, you can leave one of the ranges
blank in order to simulate a greater-than or less-than filter.

As an example, leaving the righthand field blank will display all members with that value equal to

the left-hand field or more. Leaving the left-hand field blank displays everyone with the value in the
righthand field or less.

Clear Changes

To remove any changes made to the filter list and restore the filter to what is currently applied, click
onthe Filtericon' ¥ and sel ect oClear Changeso.

Remove a Filter Field
To remove a filter field, click on the X iconontheright-hand si de of the fieldds ti"

Clear Filter
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To clear all filters and restore the list to an unfiltered state, simply click on the Filter icon ' ¥ and select
0Cl ear Filter 6. Onc ApplyFltertoapply it th thepDirgctory.c | i ck on

You can also add the new filter to the Saved Filters by clicking on Save Filter Choose a memorable
name, select which slot you wish the Saved Fiker to take up, or leave them all unchecked to add a new
filter, and click Save The new filter will be immediately available.

The Directory can be viewed in two modes; Directory List and Directory Grid. To change from one to the
other, click on the relevant icon on the left -hand side of the screen.

Directory List &=

This viewing option lists the people added to your club on the left -hand side of the screen, and can
be sorted byArmange k. ngn oarrdow signifies whentaer t he

Y
]

descending or ascending order. The'-"f icon adds a new person to the directory (see Add Person).

I f you select a person from the Directory List, t he
and the directory list remains visible.
[ 1 1]
Directory Grid ===
This viewing option shows an array of contact cards for all of the people in the directory, and can be
sorted by Ararigeldi.ngAmnaror ow signifies whether the I is

P

or ascending order. The'-T!'x' icon adds a new person to the directory (see Add Person).

The navigation on the top bar changes based on what category the list is being sorted by, allowing
you to easily jump to the desired contact. Some information is shown on each contact card: name,
age, handicap and membership category.

Once you select a person, their details are shown on the main screen. You can return to the grid view
upon closing the record, by clicking the x icon in the top -right-hand corner of the screen.

Once you select a person from the directory, there are a range of actions you can perform which are
immediately available:

'-5:' Pin the selected record to your choice of either My Home or the People hub, or both.

Py
® Contact the selected person, usingtheir contact details This opens the Contact Wizard , allowing
you to use their details to print a letter or send an email, if they have an email address.

&% print reports particular to the selected person, such as their financial statements, Members Details
report or handicap certificate.

\m/ Delete the selected record. However, deleted records are recoverable. Simply go to Deleted

P

Ta )

People under the Club hub, find the record you wish to recover and click on the Reinstate "</ icon.
A pop-up will ask if you wish to reinstate this record. Select Reinstate and the record will be restored.
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Contact Wizard

Py

To open the Contact Wizard, simply click on the ™/ iconnextt o t he personds name. 1
Wizard (seeCreate a Mailing ) uses the same steps, except for Recipients, as it is to create a letter or

email for an individual member.

When you add information from the persordPatar ecor d
dropdown box on the Details page this will appear directly in the text rather than using a token. When
ready, click on Sendto either send the email, if chosen, or to generate the letter as a PDF document.

Member Reports

SimplyclickonthePrint‘»'.'!.’"i con to the right of the personds name
of reports which can be printed for that member.

Handicap Certificate

The handicap certificate shows the memberds current
asprinting the handicap certificate  through the Handicap tab.

Member Details Report

This is a simple report t hat shows all of t he memk
considered a printable version of the information held in the Membership tab.

Member ds St atement
This shows the memberods financi al hi story within a s
and bills on the account and the balance over time, similarly to a bank statement.

EPOS Statement

This statementshows allEPOS transactions for that member, and is
Statement above. However, you can choose whether to see a detailed view, which shows each
individual item on every transaction, or a summary which shows each transaction as a whole

Competition Statement

This is identical to the Member ds St atupsnidhisisonlyut s how
available if the c¢club is using ClubV1ids competition
shown on the EPOS Statemehinstead.

1 Only available for clubs which use our MerlinTouch EPOS system.
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Profile

This section is the summary of a memberds details. I
one glance. It also shows the record number (Rec No.) which is the unique id associated with a member
record within ClubV1. You cansearch for this as normal.

Editing the Profile

Click on the Edit icon@and the Person Wizard (seeAdd Person) wilrecopen wi th the per s
information already enSaeer&€dnfinuedetadysaveegdotur C€haonges.

Editing a Photo
Click on the photo on the contact card to edit it.

@® For Touch

Some of ClubV1ids feat
using a touch device such as a tablet or a phone.

Choose Photo uses a picture saved onto you
computer. Browse to the folder that contains the
image you would like to use, then select and clicki
Open. You will then be given the opportunity to crop [RAREEISERLEICRE RN I ReEVEERIES R 1o

and resize the image to your specifications. photo on the contact card, then select Choose
Photo . Two options wi ||

Click and drag the square around the image to set the =R RSN Re R = ]| KRS0 Re -1
selected area. You can use the slider on the bottom o
the screen to resize the image, changing how much of
the image you want to display. When you are happy,

simply click on Saveto set the new photo. Take Photo allows you to use any webcam or
camera on your tablet or phone to take a photo
Use Camera takes a photo through the webcam BTl RiaE =l o o Ao 1U = VA SXlel o [=le b

attached to your computer. Take a photograph of
yourself through your webcam and continue as with the photo above. If a webcam is not attached to
your computer or you do not have a suitable browser, please useChoose Photo instead.

Choose Existing selects a photo from your files
as in Choose Photo .

Top Tip: Mar ker s which are set to o0Yesdé will al dthe appear
member is a team captain, they wil!/ have an crange ¢k
you click on the marker, it will automatically search for the relevant term, displaying all members that

are also team captains. This works with aly marker field (see Fields & Markers ).

Membership

This sectionisa moreindept h account of the me mb@aﬁesavailablé or mat i c
above each section and open up the Person Wizard on the relevant screen for quick edits. Simply
makethedess r ed changes a®ale & CQoetinuec Itioc kp roorc ede d .
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Handicap

This section has the memberds handicap infor ma
how it has updated since the initial handicap was set on the system.

EEE ®— You can toggle between a summary and in-depth view of the handicap factors by
mE® "= using these icons.

e

To update the handicap manually, click on the Add Playing History icon '-T!T:' and choose from the
below options. Please note that some of these options are not available, or are only available, if the
player has an away handicap.

Away Score

This |l ets you add an Away score to the member
whether it was qualifying play, the club where the game was played and the final score. If it was a
qualifying game, the handicap will automatically update ba sed on the result.

Supplementary Score
This allows you to add a supplementary score to your playing history. Simply pick the relevant course
card for the supplementary score and fill in the Gross strokes for the game.

General Play Adjustment

Thisallows you to edit the playerdés handicap and
scenarios: General Play, Annual Review, Initial Allocation, Handicap Suspended, Handicap Restored,
Transferred Allocation, Handicap Brought Forward and Competition Handicap Regained.

Assign/Renew CDH ID
This allows you to add or check the status of
ID). You can also open this window by clicking Assign under CDH ID on the Handicaps tile.

Make Comp. Hcp/Non-Comp. Hep

This toggles the member between having a competition handicap or a non -competition handicap.
Members who are set as having non-competition handicaps will not be able to join competitions that

require a competition handicap to enter. Members who receive more than three qualifying scores
from supplementary scores and/or competitions in a season will automatically gain a competition
handicap.

CDH Sync
This uploads the handicap history for this member to the CDH from the beginning of last year.

If the member is an away member or a visitor, they will have different options on the Add Playing
History +Jicon.
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Refresh Home Club

This will downl oad the name of the memberods current

CDH ID set.

Update Handicap
This will download the handicap from the CDH if the member has a CDH ID. Otherwise it will allow
you to edit it manually.

Handicap Certificates

Certificate Type

Brief Certificate Full Certificate Full Handicap Record
)

I‘ jl . .
Handicap certificates can be printed by clicking on the Certificate tile or the = icon and selecting the
type of certificate preferred. An automatically generated handicap certificate or record will open as a

PDF document in a new window.

Handicaps can al so be updated by entering in
Competition hub.

Delete Playing History

o,
You can delete a memberds playing hist ot5 Thsywil
bring up a pop -up asking if you are sure you want to delete the playing history. Please note that you

can restore a deleted playing history. Simply click on Delete to confirm, or on Cancelto close.

Restore Playing History
If a member has a deleted handicap history, the Handicap section will display a message noting this.

S
I n order to restore a membero6s playing h'ii'éét or
click on Reinstatewhen asked to confirm. Please note this will update the CDH status if required.

Winter Handicaps

a membe

clickin

ya,n ds i mg

This section has the memberds winter handicap infor

handicap and view how it has updated since it was initially set on the system . It acts identically to
the Handicaps section above, exceptt h at this is the member ds
exclusively for use with winter competitions

To be able to see the Winter Handicaps option, you will need to enable winter handicaps in Winter
Settings , found under the Settings section of the Club hub.

Adding a Winter Handicap

Most winter handicaps are created using the Winter Handicaps Quick Link on the Person hub. You
can also create a memberds Winter Handi cap i
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me mber s. SimpIywimielrhandicapa'!ﬁr'é.ﬁA\dcdu awi | | be given the opt
handicap should start at. Pl ease note it is set to t

Finance?

Under this section, you can issue bills,note down received and outstanding payments and see the
financi al history of the member. You can also see th
voluntary, subscription and custom charges.

If Club Road Show Golf Club

£95975

Simple Grid Metro MetroWhite

Create Bill

L
Click on the Add Finance Item icon'd':I and select Create Bill. The Billing Wizard will appear asking you
to fill in the relevant information regarding the bill you would like to issue to the selected member.

Info asks for whether this is an annual bill,the date the bill was raised, the date it is due by and if the

text on the bildl should be edited. I f you wish to ha
Edit Bill Text option and fields will appear allowing you to specify your changes. Please note that your

custom text will be saved on this bill and will be set for further printings unless specifically edited.

Click Continue to proceed to the next stage.

Prices allows you to specify what items you wish to charge for. To add all charges that have been

L
associated with the member Gs'x't'Hded)e@zsmég)orC)at@rgwrrg/esci:I
will add all the charges specified for that person.

To add specific ch'E:'rAgjeds,l telmoc kl imrk tamed ®el ect the o
dropdown box. Please specify the amount of VAT, the Nett and the Gross amounts you wish to bill

the member. To add a discount, select the Discount button at the top of the screen and fill in the

screen as above. The specified amount will be subtracted from te bill. Click Add to finish.

2 Only available to Management level or above.
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Preview/Print gives you the option to print or email the bill immediately if desired. If selected to print,
the bill will open in a separate window as a PDF document, which you can then save or print.

If choosing to email, it will be sent immediately on completion of the wizard as long as the member
has a valid email address. Selecting email gives you the option to fill in the text of the email and set
which email the member will be able to reply to, thisisthe c | u b 6 s address by default.

Use Letterhead allows you to declare that you are using your own letterhead and do not require a
header. This removes or moves all fields which would otherwise be printed in the letterhead space.

Show Prepaid displays the amountunal ocat ed on the member s account

the bill. This is mostly used where members pay for their subscription over the year before.

Print Schemes lets you select whether or not the bill should include a breakdown of the schemes

availabl e t o t hat me mber 6 s Scleies gnothey FinanePskeotiam sfax maree e

information).

Print Remittance Slip allows you to add a summary to the bottom of the bill, which can be returned
as a handy reference along with any payment received.

Youcan also set the billds | ayout in order to
select your desired option from the dropdown list.

Add Payment

P
Click on the Add Finance Item icon'\:EJ and select Add Payment Ed c Ch
The Payment Wizard will appear asking you to fill in the relevant It arges

information regarding the received payment. If the ability to edit charges is
turned on under Settings then the

Payment asks for the date the payment was transferred andSSWA[leertile]aM o=t S| N EWVERE o] ia (=17
how much was received. You can also specify a reference al button next to Continue called Edit
the payment media; whether it was a cheque, cash, direct debitS SIS

etc.
This will allow you to change how

much is being billed at the time it
is paid.

Allocation allows you to determine which bill(s) and which
payment items within those bills are paid by the incoming
payment. If there are unallocated bills available, a table wil BRSNS TN Te ) 0 o
appear with the billing details and fields to specify which BRI e R ooVl (e == o

payment items the payment applies to.

Confirm previews the information entered and gives an option to automatically generate a receipt
that can then be printed or exported to several common formats.

Top Tip: When adding a payment for a bill with a scheme set, this will adjust the expected payments.
This only applies on allocating a payment during creation, not when editing.

For example, a bill with a monthly payment of £75 adds a payment for £100. This will remove the
current monthdés expected payment and A25 from

Add Expected Payment
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Click on the Add Finance Item icon'-i'!',:' and select Add Expected Payment. The Expected Payment
Wizard will appear asking you to fill in the relevant information regarding the expected payment you
wish to create. This is identical to the Payment Wizard (seeAdd Payment ), except that it will create
an expected payment upon confirmation.

Filter Finance History

Click on the Fiter Finance History icon’ ¥ in order to set which finance items appear on the Finance
History below. Simply check which types you would like to display and either click anywhere else on
the screen or on the icon again to close. The Finance History will updde immediately, hiding all finance
items of the types which are not checked. This setting is per user and applied to all records.

Please note that Expected Payments are not displayed by default, and you will need to edit this setting
in order to view them .

Finance History
Once payments and/or bills have been added, more information and further actions can be accessed
through clicking on a finance item in the Finance History table.

Bills show the number of the bill, billing date, due date, balance and a breakdown in the charges in
the bill. Beside Bill Summary are the following icons:

#%/ Choose to either open a separate window showing the automatically generated bill as a PDF

document, which can then be printed or saved, 0 |
address.
‘) cancels the bill by raising a counterb i | | for the same amount ; this i

account balance up to date and all transactions transparent. It also changes the type of
the bill to cancelled, shown by red text.

Below Bill Summary are Allocations, if any have been made for this bill. Click on the- icon to the
right of an allocation to remove it from the bill. This cannot be undone.

&

Voluntary charges can be raised by clicking on the Raise Chargéﬂ':' icon, this will create a new bill for
that item and add information about it to the bottom of the summa ry under Raised Charges. To cancel

a raised charge, click on the Cancel Chargé@,:' icon, which will cancel the linked bill.

Payments show the payment number, the date it was received, amount of payment and how much
has been allocated. Beside Payment Summaryare the following icons:

#% Opens a separate window showing the automatically generated receipt as a PDF document,
which can then be printed or saved.

‘W'cancels the payment by raising a bill for the sa
account balance up to date and all transactions transparent. It also changes the type of the
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payment to cancelled, shown by red text. However, If this payment was created by raising an
expected payment, this reverts it to an expected payment instead.

()
Below Payment Summary are Allocations. Click on the icon to add an allocation to the payment. If

you want to remove an allocation, simply click the ICOfT to the right. This cannot be undone.

Expected Payments show the payment number, the due date for the payment, amount of payment
expected and corresponding allocations. When you set a scheme on a bill, it generates an expected
payment for each instalment.

'-T!':' Raises the expected payment, turning it into a normal payment. This has the same allocatims
as it did as an expected payment. Expected payme
payment has been received.

'-@,:' Deletes the expected payment. Please note that this is permanent and the expected payment
cannot be recovered. If you have deleted an expected payment in error, please either reapply
the scheme or add a new expected payment . Please note that if you cancel a payment that
was raised from an expected payment, it will return to an expected payment. This can be raised
again later as normal, or deleted if required.

Top Tip: Expected payments are not visible by default. Please see€-ilter Finance History for more
information on how to display expected payments as part of the Finance History.

Set Scheme

In order to set a payment scheme for a bill, simply click on the Set Scheme icon': G |n the Scheme
column of the Finance History table. It will open a pop -up allowing you to set how the member would
like to pay this bill.

Payment Day signifies which day of the month the payment is due by and defaults to the first of the

month. Days after the 28" are not available as not all months have this date, however the options also

include the 6é6Last day of the mont hd wleackrhontwset | gener
e.g. 30" November, 315 December, 315t January, 28" February, etc.

Scheme allows you to select which predefined scheme you would like to apply to this bill. You can
create a scheme and assign it to categories in the Finance section of ClubV1.

First Instalment Month  sets when to start the payment scheme. With Payment Day, this gives the
due date for the first instalment. This month counts as Month 1.

At the bottom, there is a breakdown per month of how much can be expected from eac h payment.

Edit Scheme

To change the selected scheme on a bill, simply click on the Set Scheme icons/ again and choose
the desired options as described above. This will replace the currently applied scheme. Please note
however that if any payments have been received on this scheme, you will not be able to change it.
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Remove Scheme

To remove a scheme from a bill, simply click on the Remove Scheme icon.' and a pop-up will appear
asking if you are sure you wish to remove this scheme from the bill. If any payments have already
been received, however, the scheme cannot be removed without removing all allocations.

Top Tip: Surcharges can only be removed by setting a bil
surcharge, or by removing the scheme. You cannot drectly cancel a surcharge.

Current Charges

To change whether a particular subscription charge ¢

o

.,

annual bills, simply click on the Edit charge options '-x_,:' icon on the Current Charges tile and a popup
will appear, allowing you to turn the charge on or off individually for that specific member.

You can also set a fixed price for a charge, which is only be applied to that particular member. Simply
check the Fixed checkbox and fill in the new price asdesired. To return to using the default amount,
uncheck it again. Charges which have a fixed price display asold in the Current Charges tile.

Please note that you can turn off a fixed charge, and as long as you do not uncheck theFixedcheckbox,

the fixed price will be retained. Please only uncheck the Fixed checkbox if the charge should use the
default value only.

To change whether charges are applied over several members at once, or set a fixed price for a group
of members, please seeGlobal Charges in the Finance section.

Edit Charge Items
Placeholder text for this section about editing on allocation.

Competition Charges 3

This section is a record of the competition charges which have been charged to this person for

participating in the clubds competitions. These are
account, allowing them to remain detached from annual bills an d similar charges.

To create a competition charge, go to Competition Charges in the Finance hub. Once you have done
the above, you can then put a competition charge in place while creating a competition

Topping Up

3 Only available to clubs who do not use EPOS for competition charging.
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To top up a member @&ssaccountngp ® theé CompetitioncChaagesgage under their

record, click on the '-i't:' icon and sel ect-updwilaappeat)gsking forAan pptigmal

description and how much you wish to add. Simply enter in a description (if applicable) and the desired
amount and click Savet o pr oceed. The top up will appear i mmedi
competition account.

Make Correction

i

To make a correction for a memberos '-T!E:'mdnmr&jtséletti on acc
6 Make Cor r e eupwilbapgear asking oo gn optional description and how much you wish

to remove from the account. Enter in the description (if applicable) and desired amount and click Save

to proceed. This will appear immediately as a debit in the account.

Please notethat the competition account is used for paying for competition charges exclusively and
cannot be used to pay off subscription fees or bar tabs.

EPOS

I n this section you can see each wuse of this persont
up their card balance and placing the card on hold.

Topping Up
To top up a memberds EPOS card account, go to the EP

Pt

Add a Till Transaction'-Tt:'i con and s el ectupvilllapppar asking how Auch you wish

to add. Simply enter in the desired amount and click Saveto proceed. The top up will be added to
processing to be added to the memberds EPOS card acoc
the member s card.

Make Correction

To make a correctionona me mber 6s EPOS card accou nt'-,'t"icmrhand: k on Ad
sel ect 6 Make C-apwill appdaraskingghow muchpyau pvish to remove from the account.
This will be added to the account as a debit.

Placing a Card on Hold
Inordertopl ace a personds EPOS card on hol d, edit their

P

icon '-Ei:' on the Card Details tile. Simply change the Status of the swipe card to Suspended and then
click Save & Continueto finish.

Reactivating a Card
Inordertor eacti ve an EPOS card, edit the memberds Swipe

\#) on the Card Details tile. Change the Status back to Active to reactivate the card, and then click

Save & Continueto finish.

“Only available to Management | evel or above, who are also users o
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Notes

I n this section you can see all/l of the notes which
automatically scroll to the bottom of the notes in order to show the most recent additions.

Edit Notes

To change the notes for a person, click on the Edit'-E,:' icon beside the Notes section. This will open
up the relevant page in the Person Wizard for easy editing. Make your changes and then clickSave
& Continue to finish.

Eclectics

In this section you can see a dropdown list of all of the current accumulated eclectics which are valid
for the person to enter a score for.

Add Round/Adjustment
To enter a score for any of the eclectics, select it from the dropdown box and then click on the Add

*)icon beside the eclecticés title. This will brint
scorecard will appear with holes for you to fill in. When you are happy with the score, click on Saveto
add it to the eclectic.

This will then show you the current best score for this player when the eclectic is selected. Click on the
Rounds number in order to see a breakdown of each round that has been entered.

View Full Results
This will open up a pop-up with a list of the eclectic results, as onthe Eclectics tab.

Activity

In this section you can see all of the recent activity that relates to this particular member, such as their
playing history, any edits that have been made to their record and other notable events.

Filter Activity Feed

Click on the Filter icon "I next to the Activity feed header to show the activity categories currently
showing. Simply check or uncheck a category to show or hide all the activity for that person within
that category.

Add Comments

Type your desired text into the Comments box and then click on Add. Comments cannot be edited or
deleted, but will move down the list as new comments or activity are added over time.
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The Competitions section of ClubV1 allows you to create and run competitions with booking, sign -ins,
scoring, competition charging and course card generation all held within the system. The Competition
hub has information about the next competition and recent activity, along with upcoming competitions.

Pinned competitions can also appear here for easy access.

6.1 Add Competition @

When you click on the Add Comp icon, a pop-up titled Competition Wizard will appear with fields to fill
in regarding the competition you would like to add to the ClubV1 system. The selected title on the
menu at the left of the prompt indicates which section you are currently viewing.

Top Tip: You canalso add a competition by going to the Fixture List and clicking on the date in the

cal endar . Sel
based on their dates.

Competition Templates

ect o0Add

Competitionod

and

fi

in as

ClubV1 uses a template system to help manage the information you need to enter and to fill in some
fields automatically. Click on a competition template to begin.

Popular shows competition templates which the club has used before and/or frequently.

Standard has most

common

types

of competitions:

ranging

of Medal, Stableford and Par/Bogey with full course and 9-Hole Stableford versions, along with
Betterball, Greensome and Foursome formats.

Y Competition Wizard

Competition
Popular Standard

Singles Singles
Mens Ladies
Medal Medal
Mens Ladies
9-Hole 9-Hole

Stableford Stableford

Ladies Mixed
Betterball Betterball
Ladies Eclectic

Folirsomes

Mixed
Medal

Singles
Mens
Par/Bogey

Mens
Greensomes

Order

of

Singles
Mens
Stableford

Singles
Ladies
Par/Bogey

Ladies
Greensomes

Aggregate
Print<

Singles
Ladies
Stableford

Mixed
Par/Bogey

Mixed
Greensomes

Knockout

Mixed
Stableford

Mens
Betterball

Mens
Foursomes

Depending on the chosen template, only some of the below screens may be available, or may be

available in a different order.
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Details

This section is fairly selfexplanatory and incorporates the competition name, if/how the competition

should be auto-published to HowDidiDo, if visitors are allowed, the date of the competition for each
round and the number of rounds. If it is a Betterball competition, it will also have fields defining the
size of the team and how many scores are counted towards the total.

If winter handicaps are enabled , you will have the option to set it as a winter competition. This will
use and updat einta hamiéapbesard sonly, and only members who have winter
handicaps will be able to enter. Please note that visitorscannot enter winter competitions.

Y Competition Wizard

Details for Singles Mens Medal

m COIPEON NAMe

- Sample Competition
Handicaps L B

Divisions Competition Date (1st Round)

14/05/2014
Courses

Access Restrictions Scoiirig Type

Strokeplay Stableford ParBogey
Booking
Open Competition (Allow Visitors)
Booking Options Yes
Zone Draws

Auto-Publish to HowDidiDo when a round/competition is closed

Sign In No

Sign In Options Number of Rounds

Conti Go Back
inue

Handicaps

This defines the interaction of player handicaps with the competition; whether the competition is
qualifying, any handicap limits and if players with a non-competition handicap may join the
competition. You may also specify the fraction of their handicap players can use in the competition, if
the event is non-qualifying.

Divisions

This allows you to set the various divisions for your competition along handicap scores. Up to five
divisions can be added to the competition by clicking Add Division and filling in the Lower and Upper
limits. The limits must be sequential from division to division, i.e. there must be no overlap and no
gaps. Divisions cannot go above the handicap limit of the competition.
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Courses

Click on the dropdown box to show all available course cards. Course cards are automatically created
based on your course or you can create them manually (see Add Course Card). If any active
accumulated eclectics are valid for the chosen course card, it will give you the option to include the
new competition automatically.

Access Restrictions

This allows you to set a predetermined custom filter on the people who can play in the competition.
Simply select the desired filter from the dropdown box and then select whether you wish to allow or
disallow the members of that filter from playing.

As an example, with a Juniors Only filter, choosing Allow would create a Juniors competition, whereas
Disallow would restrict Juniors from entering.

You can also choose whetter to let your players choose their playing partners when booking through
the PSI or HowDidiDo.

Booking
This sets whether startsheet slots are available for members to book immediately through the system
for each round. Check OEnable startsheetd6 to do so

Tee Times asks for details regarding when the startsheet begins, how many players per time slot, the
interval between groups (including an option for staggered intervals) and when the startsheet ends.

It also shows how many player slots are available and the comment that will be printed on reports or
result prints. Please note that the time the startsheet ends is the time the last player or player group
will begin play.

If you have start points defined under Competition Settings , you can set the number of start points
for each round and edit the start point labels, if desired. Please note start points are saved per
competition round and can be edited as long as no one is booked into the startsheet.

Shotgun lets you define how many sets of players can book in at each hole for a shotgun start, along
with the number of players within a set. Simply click on Insert to add another slot to that hole, or click
Removeto remove the slot entirely.

You can ako activate startsheets at a later date through the Competition screen.

Booking Options

This allows you to set whether the players can book a slot for the competition using the PSlterminals
at your club or through HowDidiDo, and what time period this i s valid for. Each of these is set
separately for each round of the competition.

You may also decide whether to automatically email booking notifications to members who have been

booked in through the PSI or HowDidiDo.

Zone Draws
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This sets whether the startsheet will have zones set up for the competition, allowing competitors to
specify a range of times they are available for and have the specific booking times defined through a
draw. You can add as many zones as you wish.

Sign In

This sets whether the Sign In list is available for members to sign in to the competition through ClubV1.

Check the eoeBndhblsea sfiogn t hi s ¢ o mp e tinligt.ivaucah aldpactivatt o t ur n
it later from the Competition screen. Each of these is set seprately for each round of a multi -round

competition.

Sign In Options

This allows you to set whether the players can sign into the competition using the PSI terminals at
your club, and what time period this is valid for. Each of these is set separately fa each round of a
multi -round competition.

Charging

This sets whether a competition charge wil!/| be ass|
Competition Charging?6 checkbox to activate it, al |
dropdown list and specify how much it will be. You can also determine if the charge will be per round,

a message to display on the c¢club&és PSI terminals and

player will be refunded when they withdraw and how long they w ill have to do so.

If you want to add a new charge item without having to go to the Finance hub to do so, simply click
on &) create New Charge Item fill in the title and click Add.

You can also add an optional charge, such as entry to a sweepstake or raffle, by clicking on

'-T!T:' Add Optional Charge. A screen will slide down with similar choices as above. Both charges will be
applied at the same stage, though the user will be able to specify whether they wish to pay the optional
charge.

Score Entry Options

This allows you to set whether the players can enter their scores via thePSI terminals at your club,
and what time period they can do this within. Each of these options is set separately for each round
of a multi-round competition.

PSI Leaderboard

This allows you to set whether the PSI terminals at your club will display a leaderboard. You can also
set it to delay displaying until a specified time of day on the date of the competit ion and what
information it should display: nett, gross or both. For more control over the display of the PSI
Leaderboard, please seePS| Settings under the Club hub.

Preview/Confirm
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This section allows you to preview the details of the competition so far. Click on the titles to open up
the summary for each section. Use the navigation menu on the left of the screen to edit any fields
which are not correct. When you are happy, clickFinish to create the competition.

D
6.2 Clone Competition "—

Once a competition has been created, you can choose to create a clone of that competition, adding it
to the Fixtures list. This is especially useful if you have similar competitions which are ran frguently.

When you click on the Clone Comp icon, a pop-up titled Competition Wizard will appear with fields to
fill in regarding the competition you would like to create. The selected title on the menu at the left of
the prompt indicates which section you are currently viewing.

Details

This section allows you to choose a competition as the basis for a new one. Simply select the
competition you wish to clone from the dropdown list of competitions and fill in what you would like
the new competition name and date to be, and if you would like to retain any startsheet reservations.

As an example, you could choose January Medal as the basis, and change the nhame to February Medal,
and update the date to the correct day. This would create a competition called February Medal, on
the new date, with the same settings as the January Medal competition.

When you are happy, click Clone Competition to finish and create the new cloned competition.

6.3 Aggregate Prints @

This option can be found under the Standard templates when adding a competition or under the
Quick Links list on the Competitions hub. This template allows you to create the prints and results for
aggregate competitions, allowing you to choose as many of t he competitions already created in
ClubV1 as you like, up to a hundred, and combine them.

Competition Rounds

Simply select the competitions and/or rounds you would like to include in your aggregate results. The

number of scores specified will then be collected from the competitions and displayed on the result

print. Please note that only players who have enough scores to meet or exceed this number will be
listed on the report.

Scoresheet Settings

This page allows you to set the name that will be displayed on the top of the print, if it will be published
to HowDidiDo and what kind of print you would like to create. Differential displays th e score in
comparison to the PCCor the Course Rating of the competition.

Format and Rules
This sets whether certain results wll be counted; if they handed in a NR result, were disqualified or did

not have a competition handicap. You can also define whether to use the first round handicap.

Divisions
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This lets you set the division limits for the results of the aggregated competitions. Each box is the
lower limit of the division, with following divisions acting as the upper limit of the division above them.

As an example, if Division 1 has a value of 20, and Division 2 has a value of 28, then Division 1 acts as
-10-20, whereas Dvision 2 acts as 2128.

6.4  Winners Report @

This report displays the winning players and their scores for the selected competitions between two
chosen dates. Click on the Winners Report icon under the Quick Links on the Competition hub to open
up a Competition Wizard, allowing you to select what date range you would like to select competitions
from. Click on Continue and select which competitions you want to add to the report.

When you are happy with your choices, click Continue to generate the report . This will display all of the
winners for those competitions and their scores, along with the positions they attained and which
division they were playing in.

6.5 HDID Publish a

If your club is on HowDidiDo, you can publish and re-publish your events from ClubV1 easily by clicking
on this Quick Link on the Competitions hub. You can also set them to automatically publish  on closing
a competition when creating a competition.

Simply find the competition you wish to publish and click on Publish or Re-Publish to send the
information over to HowDidiDo again, just in case it was not sent through correctly the first time.

Alternatively, if you want to publish the HowDidiDo Handicaps List rather than republish an event
choose Handicaps from the top menu and select Click here to publish the latest handicap list.

6.6 Birdie Tree

This report shows a simple report assigning point values to players who have

achieved birdies, eagles and albatrosses in a selected group of competitions. L
It is currently only available through the Birdie Tree tile on the Competitions

hub. Birdie Tree

When you click on the tile, a pop-up titled Competition Wizard will appear with fields to fill in regarding
the Birdie Tree report you would like to create. The selected title on the menu at the left of the prompt
indicates which section you are currently viewing.

Details

This section allows you to choose whether to include members based on their gender and to assign
how many points will be awarded for each birdie, eagle or albatross the member has achieved. You
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can also choose whether to generate a simple report; which will display members and their totals only,
or a more detailed breakdown where you can see the qualifying shots on a member-by-member basis.

Competitions

Here you can select he competitions and/or rounds you would like to include in the Birdie Tree. Only
closed rounds can be selected for inclusion; however, they do not have to be qualifying.

Simply click on the rounds you would like to include, and then click again on the selected item to

unselect it. When you are happy with your choices, clickFinishto generate the Birdie Tree report and
open it in a separate window as a PDF.

6.7 Fixtures

Once a competition is created, it is held in the Fixtures list, which is found underthe Competition section
of ClubV1. Fixtures can be viewed in two modes; Fixture List and Fixture Grid. To change from one to

the other, click on the relevant icon on the left -hand side of the screen. The view always opens with the
current date or month at the top of the screen.

Fixture List

This viewing option lists a calendar on the left-hand side of the screen, with competitions on the

relevant day. Some information is shown on each entry, the name, format and gender for the
competition.

[ 1 1]
Fixture Grid mm=

This viewing option shows an array of information cards for all of the fixtures, organised by date. Some
information is shown on each card: name, date, competition type, gender and status (active or closed).

Filter Competitions

Simply click on an option to grey out all other competitions. You can filter on both gender and status

at the same time, for exampl e, in order to show only

You can also use the search bar to find a particular competition, simply type in its name and a direct
link to its information will appear below.

Once you select a competition, there are a range of actions you can perform which are immediately
available:

'-5:' Pin the selected competition to your choice of either My Home or the Competition hub.

=) Export the competition reports to .CSV files (comma-separated values) and download them. They
can then easily be opened in Excel for further work.

Py
®) send an email to the competitors who have entered into this competition, either th rough
booking, signing in or entering a score, using their specified email address.
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I/ Delete the selected competition. However, deleted competitions are recoverable. Simply search
for the deleted name and click on it. A pop -up will ask if you wish to reinstate this record. Select
Reinstate and the competition will be restored.

Overview

This section displays basic information about the competition and its status; such as whether it is active
or closed, how many scores havebeen entered and what type of competition it is.

You can also select from a range of automatically generated reports to print: from a course analysis
to the gross score sheet. More prints are available once the competition has been closed and results
are finalised. You may also customise the reports by specifying which format the nett scoresheet
should use, defining custom divisions and setting which gender(s) should print for mixed events.

Top Tip: On some screens you can choose multiple reports to be generated at once through a list of
checkboxes, for example in Competition Prints. To print multiple reports, please make sure to allow
pop -ups on your browser, otherwise they may not appear.

Editing a Competition

Click on the Edit icon ") and the Competition Wizard (see Add Competition ) will re-open with the
competitionds details already entered, redadey& t o edi
Continue6 t o s ahaegesyour c

Closing a Competition

Before the scores entered into a competition can
competition has to be closed and the scores finalised. To close a competition, simply click on the

Active Status tile. Equally, to reopen a competition, click on the Closed Status tile. Please note that

closed competitions cannot be edited or deleted and that multi -round competitions must be closed

round-by-round using the Rounds section (see below).

Abandon Competition allowsyoutoc hoose to apply O6handicap reducti on
so players can only decrease their handicap. Simply
checkbox and then click Close Competitionto abandon it.

Combined PCC can be applied across two competitions played on the same day, as long as they are
both single round competitions using the same course card and format. This lets them act as if both
competitions® players wer e p lthapuiposes oficalculatihglPrC@ a me c o mp e

If you re-open a competition which has a combined PCC they will both re-o p e n . Simplly check
wish to produce a combined PCC2 6 checkbox and then Close Competitio
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No Returns are displayed and you are given the option to manage those players who have entered
the competition and not returned a score. Simply click on show summaryto slide down a list of players,
allowing you to choose which should be set as No Return.

Rounds

This section will only display if your competition has more than one round. It allows you to easily see
each rounddés date, number of entrants and its start
and generate competition prints for each round indi vidually.

Booking

This section displays the startsheet or the zone draw for the competition, if it has already been
generated. I f not, si mp'-l't;'é d Iciomk t alwnodpti®ah dVivadest art s hee

Once the startsheet has been added, the deails are available on the left and can be edited by clicking

theEdit'*/i con. You can also remove the startsheet by unc
Please note the startsheet must beempty to be edited in the Competition Wizard.

Start Sheet Print is a report which results in a grid of booking slots with names in the slots already
booked. This makes it suited to printing out and displaying on a noticeboard.

Start Sheet Export allows you to export the Start Sheet Print above as a .CSV filewhich can be opened
easily in most spreadsheet software for further manipulation.

Score Card Labelsar e used with Club Systemsd | abel sheets to
necessary information and the chosen tee-time all on a handy label.

Import Startsheet allows you to import a startsheet from either a previous round in the same

competition, or another round or competition entirely, with a selection of options on how the

bookings are handled. Import by Tee Time displays all matching tee times, whether for a tee time or

a shotgun start. Pl ease note that any times which do
so this is best for startsheets with identical settings.

Import by Order and Compress Times fills in each of the bookings from the beginning on a tee -time
basis. This option is good for situations where people need to remain in the same groups. Import by
Order and Compress Slots is similar to the above, but doesnot respect tee times. It will remove all
empty slots from the startsheet and fill in the participants from the top down.

Please note that importing a startsheet will clear out all entries and bookings in both the startsheet
and the sign in list.
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Perform Draw randomises the placement of the bookings in a similar way to zone draws, allowing
you to choose whether to fill in at the beginning or the end of the startsheet and to order the bookings

either randomly or by handicap. Please note
you need either zones or a sign in list for this
feature.

Reservations allows you to block reserve or
remove reservations from the startsheet. On
clicking the tile a pop-up will appear with
fields to fill in. Simply select whether you
would like to reserve or release the specified
times, and the start and end times. You can

Reserve or Release Times
Reserve or Release

Release

Reserve from

Rows to Reserve (every Nth row)

v

Slots to Reserve

also choose whether you would like to [EN N BN
reserve Only eVery Second, th|rd, etC. t|me Note: When applying reservations, any existing bookings/reservations will not be affected
and which slots you would like to affect. P

Editing the Startsheet

While the core specifics of a startsheet cannot be elited in the Competition Wizard while it is
populated, it is possible to move, add and remove tee-times directly from the Booking tab. Please be
aware that this is not possible for Shotgun startsheets. Click on a teetime under the Time column
and a menu will appear. If you click on the first or last tee-times, all of these options will be available.

Push Times allows you to insert a gap between the tee-times, such as for a lunch break or other
postponement. Simply enter a new time in the pop -up that appears and click Pushto move the teetime

and all of the following times forward. Alternatively, if you input a tee -time that is before the original

time, the entire startsheet will move back appropriately.

Add Tee Time After/Before will insert a new tee-time at either the end or the beginning of the
startsheet, allowing you to accommodate last minute changes.

Remove Tee Time deletes the tee-time from the top or bottom of the startsheet, letting you remove
unused or undesired booking slots.

Adding a Booking
To book a startsheet slot, simply click on the desired time and type in the name of the member wishing
to book the slot. Select the correct member from the dropdown list and click Add.

Please note that on adding a booking, if a sign in list is active, the player will be automatically entered
into it but not signed in.

Team Select appears if you are adding a booking in a team competition. If the team is available from
the list of teams already created, simply select them. Otherwise, click on theCreate Team button at
the bottom of the window. Select the team members you desire and then click OK. This team will be
available for you to use later on to sign in and enter scores.
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Reserve Slot allows you to reserve a single slot, setting its status to Reservel. Simply click on the slot
again to set it back to Available, ready to be booked. Players booking in through PSI or HowDidiDo
will not be able to book into reserved slots until they have been set back to Available.

Reserve Time is similar to Reserve Slotabove, but sets the entire tee-time to Reservedrather than
just a single slot. These need to be set back to Available individually or using the Reservations tile.

Removing a Booking
To remove a booking, click on a filled booking slot and select Remove on the appearing prompt.

In a team competition, this shows the options Edit Team and Delete Booking. Delete Booking acts
identically as above; however, please be aware that it will removeall of the team members from the
booked slot. Edit Team allows youto change the members of the team, including removing individual
players.

Performing a Zone Draw
In order to perform a zone draw, zones must be activated and specmed You can do this when creating

a competition, under Zone Draws, or click on the Edit icon *.)under the Booking section to do so
once a competition has been created. Please note that the startsheet must be empty to be edited in
the Competition Wizard.

Place the players in the B Ia¢dBa o K i r@deiscoby. cOnc&i ngu
with the number of placements and competitors, click on Perform Draw to assign the participants their
specific tee times. You can draw as many times as you like.

To toggle between the drawn startsheet and the zone view, click on the View Startsheet/View Zones
tile. The different colours on the startsheet delineate the separate zones.

You can also assign players specific times on the startsheet view by adding a bookingas above.
However, if you then perform a draw, these bookings will be removed and cannot be recovered.

Sign In

This section displays the sign in list for the competltlon if it has already been generated, or a prompt
to do so. Pl eas e-|ncll$t|+cok aonnd octhdedc ka tshiegnbox t o activate

Once the sign in list has been added, a summary of how many entries, members who have signed in
and members who have returned is available on the |
allows you to easily print the sign-in list and note down who did not return for this competition.

You can disable the sign in list again by selecting the Edit icon*: ’ and unchecking the O0OEne

l'ist for this competitiondé checkbox.

Enter a Player

To enter a player into Adti'ét:'ésiigfn eihﬁ'Plyiaspte,r 6s ii mp Isyo nsee | ee
have already been created. Simply fild/l in the player
competition on entry, or leave blank to sign them in later. Click Save to return to the sign in list, or

0SS« and Add Anothero6 to continue adding entries.
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For a team competition, a prompt called Team Select will appear instead. If the team is available from
the list of teams already created, simply select them. Otherwise, click on theCreate Teambutton at
the bottom of the window. Select the team members you desire and then click OK. This team will be
available for you to use later to enter scores.

Sign In a Player

To sign in a player (i f not wusing the 0Si gpleasen

click ®gnind heuttt on on the relevant | ine. Thi s
sign in time, simply click on it again.

Confirm Player Return
To confirm a pl ayeRe@rsd rbeuttutronn, osne |teHdbte sigreihdstvoais viill
be set to the current time. To remove the return time, click on it again.

Charges

This section allows you to keep up to date with how many competition charges have been applied
and process refunds if necessary.

Charges will be applied on performing a particular action, such as booking, signing in or closing the
competition. This will occur whether the action has been performed in ClubV1 directly or the member
performed it themselves through the PSI, HowDidiDo, etc. The charg i s taken fr
competition account automatically.

This section has two views that can be toggled back and forth by clicking on the relevant tile to the
left of the screen. The Grid view shows a simple table of the members who have been chargd on this
competition and which charges have been applied, while the History view is more complex, showing
each charge and refund separately, along with when they were applied.

Refunding a Charge

Go to the Grid View by clicking on the tile and find the person you wish to refund. Click on Yesand a
pop-up should appear asking if you are sure you wish to refund this charge. Simply click onRefundto
continue, or click on Cancelto return to the Charges screen.

Once a charge has been refunded, it cannot be reapplied without removing the player from the
competition and then performing the action again which triggers the charge. As an example, if the
competition was set up to charge the player on booking a slot, a player would need to be removed
from the startsheet and then booked in again to charge them once they had been refunded.
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Mass Refund
Click on the Mass Refund tile to refund all of the participants in the
competition at once. A pop -up screen will appear allowing you to choose

which charges to refund from the o e. Che
t o6 c heckb o Rrocass Befundicambletettme refund, or Cancel
to return to the previous screen.
Scores
This section displays the scores entered for the competition and allows you to enter in new ones. All
scores can be edited or deleted while the competition is still active.
Adding a Score .
o . W .
To add a score to a competition, simply click on the Add Score icon —on the left-hand side of
the screen if scores have al re'd_'Jd)Scbeen 6entferneod,s coorr ¢
yet been entered. Type out the relevant playerds nan
Fill in the gross strokes result for the player for each hole. The handicap will be applied to the result
and any points calculations done automatically, such as for the Stableford format. If the player was
disqualified, please check the checkbox below and select the reason for the disqualificationfrom the
list.
Once you are happy with the results, select Save to

Add Anothero6 to continue adding scores for more pla
are entered for qualifying competitions will h ave their handicap automatically adjusted once the
competition is closed.

Team Competitions show a prompt called Team Select instead. If the team is available from the list
of teams already created, simply select them. Otherwise, click on theCreate Teambutton at the
bottom of the prompt. Select the team members you desire and then click OK.

Away Players allow you to manually set their current playing handicap for the competition. This is to
make sure that they play off the correct handicap, even if the results from previous competitions have
not yet updated their handicap rating. Please note this will not update the handicap to match.

Disqualify Player

I f a player has been disqualified from the cngmpetiti
or editing a score and select the reason for the disqualification from the dropdown box. This will

appear on the competition score sheets if comments have been set to show and all disqualified players

will be listed at the bottom of the field.

Pleasenot e that for some disqualification reasons the g
adjustments being made as normal, while others prohi
it will be treated in all respects as a No Return.

Edit a Sore
A,
To edit a score, click the Edit Score icon™./ in the top -right corner of the scorecard and change the

results as above. Click Save to finish.
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Delete a Score

To delete a score, click the Delete Score icon' in the top-right corner of the scorecard. A
confirmation screen will appear, select Delete to continue. Please note that scores cannot be recovered
once they have been deleted.

When the competition is closed, you can no longer edit or delete scores from the competition unless
it is reactivated again.

Activity

In this section, you can see all of the recent activity that relates to this particular competition, such as
booking players, any edits that have been made and other notable events.

Filter Activity Feed

Click on the Filter icon ¥ next to the Activity feed header to show the activity categories currently
showing. Simply check or uncheck a category to show or hide all the activity for that competition
within that category.

Add Comments

Type your desired text into the Comments box and then click on Add. Comments cannot be edited or
deleted, but will move down the list as new comments or activity are added over time.

6.8 Supplementary Scores

If the option to allow members to enter Supplement ary Scores through the PSI terminals has been
turned on un &% Bettihgh,evhea & raelmbes provides a score this way it is displayed here
and held for authorisation.

Simply click the Accept icon '-?f(;' to allow the Supplementary Score to proceed into t he member &8s
handicap history. This will act as a normal qualifier, adjusting their handicap if necessary and increasing
the number of qualifiers played by that member this year.

Alternatively, click on the Reject icon' to discard the Supplementary Score request and leave the
member ds playing history as it is.

6.9 Order of Merits

This option can be found under the Standard templates when adding a competition, and is also available
as a section under the Competition hub. This allows you to create Order of Merits by choosing from the
competitions already created in the system.
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Adding an Order of Merit

()
To add an Order of Merit, simply click on the Add Order of Mgrit icoh-tbn the left -hand side of the

screen i f some alreadydeerxiosfl“tt,'Meorri ts ed eicft nooAnded haanv eOrb e

You can also create an Order of Merit by clicking on the Add OOM icon under Quick Links in the
Competition hub or by adding a competition and selecting the relevant template from the Standard
list.

Details

This section is relatively selfexplanatory, and allows you to set the hame of the Order of Merit, any
gender restrictions and whether the results should be based on gross or nett scores. It also clarifies
whether the point allocations should be for the en tire competition or calculated independently for
each division.

Points Allocation
This defines how many points will be assigned to each player based on their position in the selected
competitions and/or rounds, also known as events. To add more positions than the standard ten,

o~
pl ease cIi@kddAnmthetFPoeitiorﬁi icon. To r emov eRemooesonthd ons , cl
right-hand side of the lowest position.

Competitions Y Competition Wizard

Here you can select the competitions & o
ompetitions
and/or rounds you would like to add  cewis

07/03/2014 - March Medal

Points Allocation

to the Order of Merit. Only singles
competitions which were created

through ClubV1 and have been closed
can be selected for inclusion; however
they do not have to be qualifying. If
some rounds of a competition have
been closed and others have not, only
the closed rounds will be available.

01/03/2014 -

Saturday Singles

01/03/2014 - Saturday Betterball

28/02/2014 - Mystery Medal

27/02/2014 - February Stableford

20/02/2014 - Winter February Medal

18/02/2014 -

30/01/2014 - January Medal

22/01/2014 - Sunday Medal
22/01/2014 - Sunday Stableford

22/01/2014 - Sunday Par/Bogey

Simply click on the rounds you would like to include, and then click again on the selected item to
unselect it. When you are happy with your choices, clickFinishto create the Order of Merit and assign
points.

Editing Events

Fr
To edit which competitions and/or rounds have been included in an Order of Merit, click on the 'x{j'
icon to the right of the Events header. This will bring up the Competitions page again and allow you

to change which events are selected. When you are ready, jst click Update to finish.

Pl ease note that you will need to print the results
di splay® checkbox in order to allocate points to any
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Manual Allocation

To add points manually to an Order of Merit, click on Manual Allocations "x'b', select the person from
the dropdown box and type in the number of points you wish to allocate.

To add mor e peopI'é'h:'AdSAnmmetI\yanuaIIAIioccaﬂ'{onﬁJ.n o del ete a pers

on the Delete "™ icon to the right of the allocation. Click Saveto finish, or Cancelto return to the
previous screen.

Printing Results

Once you are happy with the events added to an Order of Merit, you can print the total al locations as
a report. Simply click on the Overall Print tile; this will open up the results in a separate window as a
PDF file. Check the box to update the points allocations before printing the report.

Deleting an Order of Merit

To delete an Order of Merit, click on the "@,:' icon to the right of the title. A small pop -up will appear.

Click on Deleteto remove the Order of Merit, or click on Cancelto return to the previous page. Please
note that the Order of Merit will be deleted permanently and cannot be

reinstated.
Top Tip: Clickonthe * arrow next to a competitionds

name
Order of Merit points for that competition. Click on the arrow again to close the view.

6.10 Eclectics @

This option can be found under th e Standard templates when adding a competition, and is also available
as a section under the Competition hub.

Adding an Eclectic

To add an Eclectic, simply click on the Add Eclectic icori't:' on the left-hand side of the screen if some
already exist, or ®eliectnome dhane Ecéentirceat ed

You can also create an Eclectic by clicking on the Add Eclecti icon under Quick Links in the
Competition hub or by adding a competition and selecting the relevant template from the Standard
list.

yet .

Details

This step is relatively selfexplanatory, and allows you to set the name of the Eclectic and whether it
should be accumulated or calculated, and what format the results should display as.
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It also allows you to choose which course card the eclectic is using and whether their handicap should

be counted as their current or what it was during the first round. All competitions which have used
this course card will be automatically added to the events list.

Divisions
This step allows you to set what divisions the eclectic should use in order to determine the results.
This overwrites any divisions set on the included competitions.

People

For calculated eclectics, this step allows you to specify which players are inelded. If a player is not
included, they will not be able to enter scores or otherwise participate.

For accumulated eclectics, this step lets you specify whether the eclectic will be restricted based on

the playerds gender . T htetheepléciicovimen inpatting tthedr scare wilkohly d s cor e
appear to players who meet these requirements.

Editing an Eclectic

To edit the eclectic and the above options, simple click on the Edit #Jicon in the top right corner of
the summary tile and change the details as required. ClickSave & Continueto finish.

Adding Competitions / Editing Events

To edit which competitions and/or rounds have been included in an Eclectic, click on the "-ﬂ_ﬂ,:' icon to
the right of the Events header. This will bring up a pop-up containing the events list, allowing you to
change which competitions are selected. Simply click on a competition or round to select it, or click
on a selected event to unselect it. When you are ready, just click Update to finish.

|

Printing Results

Once you are happy with the competitions in an Eclectic, you can print the results as a report. Simply
click on the Overall Print tile; this will open up the report in a separate window as a PDF file.

Deleting an Eclectic
To delete an Eclectic, click on theDelete "™ icon to the right of the title. A small pop -up will appear.

Click on Delete to remove the Eclectic, or click on Cancelto return to the previous page. Please note
that the Eclectic will be deleted permanently and cannot be reinstated.

6.11 Knockouts @

This option can be found under the Standard templates when adding a competition, and is also available
as a section under the Competition hub.
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Adding a Knockout

.

To add a Knockout, simply click on the Add Knockout icon '-T!T:' on the left-hand side of the screen if
., oFoset econeAddve Keenkoueated

some already exi st y e
You can also create a Knockout by clicking on the Add Knockout icon under Quick Links in the

Competition hub or by adding a competition and selecting the relevant template from the Standard

list.

Details

This section is relatively selfexplanatory, and allows you to set the name, format and the gender of

the knockout competition.

Courses

Click on the dropdown box to show all available course cards. Course cards are automatically created

based on your course or you can create them manually (seeAdd Course Card).
Overview

This section displays basic information about the competition and it s status; such as how many draw

rounds it has, how many competitors have entered, how many matches still need to be decided and

the format of the competition.
Entries

This section holds a list of the entrants who have entered into the knockout and allows you to edit

who is participating.

Adding a Player

To add a player to a knockout, click on the Add Player icon'-ﬂ':' in the table header if some players

have already beene nt er e d, '-T!c':r'AdsIePéayebé if there are no player
personds name and select it from the dropdown box to

Deleting a Player

Simply click on the Delete '-@:' icon to the right -hand side of theplayer 6 s record t o remove

the competition. A small pop -up will appear. Click on Delete to remove the player, or click on Cancel
to return to the previous page.
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Draw

Here the match ups for the knockout can be assigned through a random draw and the winners of
each round established in order to determine the opponents for the next round and the ultimate
winner.

Draw Opponents

Click on Draw, or Re Draw if a draw has already been performed, to match up the participants with
random opponents. Please note that each draw removes all results already decided and starts from
a clean slate with the current entrants added previously .

Change Deadline Dates

Simply click on the date in the header for each round to change the date of the deadline. A pop -up
will appear allowing you to choose a different date. Click on Saveto change the date, or Cancelto
return to the previous screen. This automatically defaults to the date the knockout was created, but
can be changed at any time.

Select Winners

To select the winner for a match wup, simply <click o
next round of match ups. As an example, if two opponents are facing each other in the first two

matches in the Semi Final, then the first entry in the Final would be the winner of that match.

Here you can specify which player won the match, with an option to note how many holes up they
were and how many holes were still remaining to be played when the decision was reached. Click on
Save Resulto determine the winner, or Cancelto return to the previous screen.

Remove Winners
To remove a winner from the next round, simply click on their name. A small pop-up will appear. Click
on Deleteto remove the player from that round, or click on Cancelto return to the previous page.

Exporting Knockout Draw or Entries

To export a draw or entries in the knockout competition, simply click on the Export icon =0 the
right of the title, and choose which one you would like to export. A pop -up will appear with fields
asking for information on how you would like the export to appear. Please note that the draw export
will only be available once a draw has been made.

When exporting the knockout entries, you can choose whether to show them as surname first, e.g.
Smith, John, or forename first, e.g. John Smith. You can also choose whether to export it as a CSV or
a TSV (tab separated) if this is required by your software. Simply clickExportto download the fil e
through your browser.

On exporting the knockout draw, youol |l get the optio
draw, and whether to add spacing between matches in order to simulate the display on the Draw

page, or to only leave blank cells for matches which have not been played or have no entrants. You

can also choose to include telephone numbers, to make it easy for members to contact each other

and arrange play. Draws can only be exported in CSV format currently. Click on Download to download

the file.
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Deleting a Knockout

To delete a Knockout competition, click on the "™ jcon to the right of the title. A small pop -up will
appear. Click onDelete to remove the Knockout, or click on Cancelto return to the previous page.
Please note that the Knockout will be deleted permanently and cannot be reinstated.

6.12 Charges®

This section is identical to the Competition Charges section under the Finance hub. Please see
Competition Charges for more information. Any changes made on this page will be reflected in the
Finance hub and vice versa.

6.13 Leagues

This option is similar to Aggregate Prints and collects a group of competitions and teams and creates
league results based on a set number of scores.

Adding a League
To add a League, simply click on the Add League icon'-Tt:' on the left -hand side of the screen if some
already exist, or'-iéﬁeliéctnom/éedmaa/eLdf)&@une created yet.

Details

This section allows you to set the name of the League and specify the exact resul format. The Best X

scores fields also allow you to define how many players in the team count towards the final score and

how many competitions count towards each playerds

Competitions

Here you can select the competitions and/or rounds you would like to add to the League. Only
competitions which were created through ClubV1 and have been closed can be selected for inclusion;
however they do not have to be qualifying and can be winter . If some rounds of a competition have
been closed and others have not, only the closed rounds will be available.

Simply click on the rounds you would like to include, and then click again on the selected item to
unselect it. When you are happy with your choices, clickFinishto create the League.

Editing a League

To edit the league and the above options, simple click on the Edit *Jicon in the top right corner of
the summary tile and change the details as required. ClickSave & Continueto finish.

5 This is replicated so that clubs who do not have Management level or above can still use competition charges.
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Overview

This section displays basic informaton about the league and its result format; such as how many scores
count per player, per team and what scoring format, nett and gross and whether it is actual or
differential.

Teams

This section holds a list of the teams who are playing in the league and allows you to edit who is
participating.

Adding a Team

To add a team to a league, click on the Add Team icon"-T!'x' in the table header if some teams have
already been en"-ﬂ';'eArdedd,Teoarméseilfecttheére are no teams ye
desired, and then type out the relevant pl ayerds na
them to the team.

Editing a Team

To edit a team, simple click on the Edit'* icon to the right-hand si de of the teamds re
up the same screen as above. You can change or remove players from the team. Clicledit Teamto
save your changes, or Cancel to leave without saving.

Deleting a Team

Simply click on the Delete '™ icon to the right-h and si de of the teamds record
the competition. A small pop -up will appear. Click on Delete to remove the team, or click on Cancel
to return to the previous page.

Adding Competitions / Editing Events

To edit which competitions and/or rounds have been included in a League, click on the"-E,:' icon to
the right of the Events header. This will bring up a pop-up containing the events list, allowing you to
change which competitions are selected. Simply click on a competition or round to select it, or click
on a selected event to unselect it. When you are ready, just clickContinue to finish.

Printing Results

Once you are happy with the competitions and teams for a League, you can print the results as a
report. Simply click on the Overall Print tile; this will open up the report in a separate window as a PDF
file.

Deleting a League

To delete a League, click on the'™/ icon to the right of the title. A small pop -up will appear. Click on
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Deleteto remove the League, or click on Cancelto return to the previous page. Please note that the
League will be deleted permanently and cannot be reinstated.
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7 Club

The Club section of the ClubV1 system allows you to define your course and generate course cards for
it, define course cards manually, respond to handicap certificate requests, add membership categories
and control membership fees. It also has a selectionof charts and statistics for easy analysis.

If you have Management level or better, you can also create and send newsletters to your members,
track their reception and record what has been sent.

7.1 Add Course @

To add a course to your club, click on either the Add Course icon under Quick Links or on the Add

-
Course icon'CEJ under Settings  Courses. The Course Wizard will open with fields to fill in regarding
the course you would like to add. The selected title on the menu at the left of the prompt indicates
which section you are currently viewing.

Top Tip: A course in ClubV1 is a representdion of the physical golf course your members play over.
Please add all of the tees your course has; you will be able to select each tee separately and choosz2
which holes to add when you create course cards .

Course
This section is fairly selfexplanatory and incorporates the course name and the number of holes.

Tee Sets

This section defines which tees are on the course and theCourse Rating for each set of tees. You can
enter up to five sets of tees. When each set has been conirmed, a green tick will appear on the left of
the screen to indicate which tees will be added to the course.

Holes

This section shows the tee sets and fields for the par, yardage and stroke index for each hole in order.

Once all of these have beenfilled i n, Hoeb36c k 00 conti nue to the next hol ¢
for all the holes on the course. You can go back to the previous hole by clickingonthe 0 << Bol e

button.

Preview/Confirm

This section allows you to preview the details of the course. Use the navigation menu on the left of
the screen to edit any fields which are not correct. When you are happy, simply click Finishto create
the course.

Course cards for your selected tees are also created automatically when you create your course anadtan
be selected immediately. For example, if your course is called MyCourse and has white and red tee sets,
then MyCourse White Card and MyCourse Red Card would be automatically generated.
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Editing a Course

To edit a course, selectSettings from under the Club hub and then click on Courses in the left-hand

e

navigation bar. Select the course from the list you wish to edit and then click the Edit icon '* ) on the

right side of the table. This will bring up the Course Wizard again with all of the information available
for editing.

Deleting a Course

To delete a course, selectSettings from under the Club hub and then click on Courses in the left-
hand navigation bar. Select the course from the list you wish to edit and then click the Delete ' L” ) icon.
Please note that you can only delete a course if it is not in use, and that it cannot be recovered.

7.2 Add Course Card @

To add a custom course card, such as for winter events or 9hole competitions, click on the Add Course

Card icon under Quick Linksor the Add Course Card icon . + under Settings Course Cards. The
Course Card Wizard will open with fields to fill in regarding the card you would like to add. The selected
title on the menu at the left of the prompt indicates which section you are currently viewing.

Course

This section requires you o select the course the card will be used with and the tee set. It also prompts
for a card name (such as Winter MyCourse White). This name will be used later to reference the course
card so please make it unigue and memorable . If the course card is for a 9hole qualifying
competition, simply check the relevant checkbox and fill in the course rating for the card.

Holes

This section allows you to pick and choose which holes will be included on the course card. Check the
Include checkboxes to add the holes to the card, or check All to include all nine of the above holes.

You can also choose whether or not to rationalise the stroke indices for a card. This only works if the
card has fewer than the maximum number of holes. If you rationalise means the stroke indices will run
on from each other, without gaps, as if they were from a course with the specified number of holes.

As an example, a card with stroke indices of 5, 6, 2, 18 and 13 would be rationalised to 2, 3, 1, 5 and
4.

Preview/Confirm

This section allows you to preview the details of the course card. Use the navigation menu on the left

of the screen to edit any fields which are not correct. When you are happy, click Finishto create the
course card.
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Top Tip: A course card is a representation of the blank scorecards handed out to participants for a
particular competition. They define which holes and tees to play off.

Editing a Course Card

To edit a course card, selectSettings from under the Club hub and th en click on Course Cards in the

left-hand navigation bar. Select the course card from the list you wish to edit and then click the Edit
LS

icon “*. on the right side of the table. This will bring up the Course Card Wizard again with all of the

information avail able for editing. Please note that you can only edit a course card if it is not in use.

Deleting a Course Card

To delete a course card, selectSettings from under the Club hub and then click on Course Cards in
the left-hand navigation bar. Select the course card from the list you wish to edit and then click the

£,
Delete "™ jcon. Please note that you can only delete a course card if it is not in use, and that itcannot
be recovered.

7.3 Add Category @
L
|

To add a category, click on the Add Category icon under Quick Links or the Add Category icon '
under Categories in the Club section of ClubV1. Fill in the name of the category you would like to add
to your c¢club, for example o0Ladies Full Playingod

Members in hidden categories do not appear in the directory or on reports, but can be searched for
using the Search box. When you are happy, click Saveand the new category will open under the
Categories section of the Club hub.

7.4  Categories

Membership categories allow you to set subscription fees, levies, dues and other charges to a group of
members rather than applying them individually.

Select a category from the list on the left-hand side of the screen to see more information about the
category, including how many people in your club are members of that category, further divided by

gender and how many and for how much the total default charges for the category cost. You can also
see the expected revenue from the category over a charge perbd, the amount billed and the amount
of payments outstanding.

Filter by Category

To easily filter the directory by a
and click on the 0# Peopled tile.
appropriate fil ter applied, showing only the members of that category, which
can be edited as normal.

Editing a Category
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SimplyclickontheEditCategory"u_,i con on the Summary tile to edit the
status. Click onSaveto confirm the change, or click on Cancelto return to the previous screen.

|

Deleting a Category
To delete a category, click on the Delete Category icon'2 next to the category title.
A small prompt will appear asking where users currently assigned to this category should be moved

t o. Pl ease note the previous categoryds charges will
deletion.

Prices

Click on the Editicon'*”’ bel ow the summary to set up prices for

subscription, levies, union dues andso on. Click on the Add ';th' icon to add as many items as you wish
to associate with the category. Select the relevant charge from the dropdown box and fill in the desired
amount and VAT rate for each one. If you want to delete a charge from a category, clidk on the Delete

icon "I to the right of it.

You can also reorder the charges, which will affect how payments automatically allocate themselves
to the charges, by clicking on Up and Down. Those higher up in the order will be allocated to first.

Gentlemen Full Playing

Item Nett VAT Rate VAT Total
Subscription v | 85000 Zero v | 000 850.00 Up Down (@)
Union Dues v | o75 Zero v | 000 9.75 Up Down (@
Levy v | 100,00 Zero v | |0.00 100.00 Up Down (@)
14-';

You can only choose category charges which you have previously created in theFinance section (see
Adding a Subscription Charge ). When you are happy, clickSaveto finish.

TopTip: Cl i cki ng o nrecortl (e.g. Subscriptjor) @ she Prices list will take you to the selected

charge in the Finance section. Also, clicking on the category record (e.g. Ladies Full Playing) on thz2
Charge will take you to that category in the Club section.
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Set Schemes

Click on the Schemes tile to set which schemes are available for a category. 4
Simply check the boxes by the schemes you want to select and clickSaveto Schemes
add those to the category. When a member receives their bill(s), only
schemes which are linked to their category will be shown on the bill. To create

a scheme in order to add it to a category, see Adding a Scheme in the BSERESE
Finance section.

7.5 Certificate Requests

A member can put in a handicap certificate request through the PSI as long as that option has been
toggl ed on un@Es Bettingh pagec Thel redqiests show up on this page, where you can
decide to either print the handicap certificate or to remove the request.

Printing a Handicap Certificate

To print the certificate as requested, simply click the "'@-v' icon and print the certificate  as desired.
This will print a basic handicap certificate.

Remove Request

=

Click on the "™ jcon to remove the handicap certificate request. Please note that this isimmediate ,
there is no confirmation required and it cannot be undone. If you accidentally delete a handicap
certificate request, simply go to their Person record and print it from there instead.

7.6 Newsletter <°

This section allows you to create style and send newsletters out to all members who have opted in for
this scheme.

Add Newsletter

IQ add a newsletter, simply click on the Add Newsletter icon under Quick Links, or the Add Newsletter
'\'f: icon under the Newsletters section in the Club hub.

A prompt will/l appear with fields to fildl in for the
line when they are sent out and is also used as the identifier for the newsletter itself. The date is

displayed in the top right -hand corner of the newsletter and helps to distinguish between similar

newsletters created at separate times.

On creation, the new newsletter will be empty and consist of only a header and footer, without any
content. In order to put inf ormation in the newsletter, you will need to add an article .

Editing a Newsletter

5 Only available to Management level or above.
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s
To edit a newsletter, simply click on the Edit Newsletter 'x:—\'

icon to the right -hand side of the
newsl etterds title. A

prompt wil/l appear with the
edited. Click on Saveto save your changes, orCancelto return to the previous screen.

Deleting a Newsletter

F
To delete a newsletter, click on the Delete Newsletter icon'x':i:'?I to the right -hand side of the

newsl etterds tit |-upwil appearagkifgiif yomare sure you wish o continue. Click
on Deleteto delete the newsletter, or on Cancelto return to the page.

Edit Theme

A variety of themes are available to change the look and presentation of your newsletters. Click on

the dropdown box in the top right -hand corner of the screen and choose one of the options to see a
preview of the new theme applied directly to your newsletter.

lewsletter@ @ & ClubV1

Classic
ClubV1
Corporate
Glass

Sample Golf Club Rioe2
Traditional

Test Newsletter

Sample Golf Club Unsubscribe

Most of these themes match the options from the ClubSite product, allowing you to match your
newsletters to the look of your website. We have also included a brand new theme based on ClubV1.

Add Custom Article

Articles make up the content of a newsletter and are generally displayed as coherent stories with an

P
associated image and link. Click on the Add Article icon@to theright-hand si de of

the new
title and choose 6Add

C u s tompt wilkappear called New$latter @onterh e me n u .
with fields to fill in with the relevant information. The selected title on the menu at the left of the

prompt indicates which section you are currently viewing.

General
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This section requires you to fill in the details of the article; the title, content and an option to define a
6Read Mored | ink. This means that if you type a web
newsletter will have a link leading to that webpage at the bottom of the article.

Please note that the content of the newsletter is plain text and as such it cannot set formats such as
bold, italic or coloured text. It also cannot contain HTML code, such as images, links or tables within
the body of the newsletter.

Image
This section allows you to add an image to the newsletter article. Only one image per article can be
chosen and it will display on the left-hand side. Either choose from the Image Library if you have

already added images before, or click on the '-T!T:' Add an image link to bring up a picture picker. This
works identically to editing a profile picture . If you do not want an image for this article, simply
choose the 6No | magedé option, and t hmsteadext will fil/l

Confirm
When you are ready, click on Finish to create the newsletter, or click the Close icon to cancel and
return to the Newsletter page.

Editing an Article

Each article has a container around it which has several options based on how manyarticles have been
created for the newsletter. One of these is the Edit option, which brings up the Newsletter Content
prompt again, as in Add Custom Article . Make the desired changes and clickFinishto continue.

Deleting an Article

To delete an article click on the Delete option in -upwdl arti cl
appear asking if you are sure you wish to continue. Click onDelete to delete the article, or on Cancel

to return to the page.

Arranging Articles
Simply click on the Move Upor Move Downopti ons in the articleds contain
the newsletter. These options will only appear when there are multiple articles.

Send Newsletter

Once a newsletter has been created and you are happy with it, the next step is to send it out, usually
to those of your members who have chosen to receive newsletters. When creating or editing a Person,
there is an option that allows a member to opt-in or opt-out of receiving newsletters or other
marketing material. Newsletters can also be sent to any saved or custom filtered list of people.

Clickonthe'z_‘"icontotheright-hand side of the newsletterds title &
Send Newsletter with fields to fill in regarding sending the newsletter. The selected title on the menu
at the left of the prompt indicates which section you are currently viewing.

People
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This section is a little unusual in that the navigation to the left -hand side of the screen holds afilter

panel. Simply choose from the list of saved filters, or add filter fields as desired until the list of people
in the main window is as required.

TopTip: Adding a filter for the Email Auwraidywemdmbeas d wi t h
with a valid email address, ready for sending. Combine this with the Marketing field to specify that
only members who have opted to receive newsletters should be added to the list.

Newsletter
This section is very simple. Just selct from the dropdown list which newsletter you would like to send
to the people defined previously, and define what email address you wish to set as the reply addresses

for this email. Recipients who decide to reply to the newsletter will do so to this ad dress. It is set to
t he cemailladiiess by default.

Preview/Confirm

If you have added people with their Marketing field set to opt -out, the program will warn you that

you are about to ignore their preferences and give you the option to exclude mem bers who have this
set from the send.

When you are ready, click on Sendto email the newsletter to the selected people. Alternatively, click
the Closebutton to go back to the Newsletter page.

7.7 Sent Emails

This section allows you to track all emails which have been sent on your behalf by ClubV1, along with
how many people read it and which links were clicked, giving you useful data to keep on top of
payments and to target your marketing efforts into the most constructive channels.

So far, the emails that can be sent through ClubV1 are bills, bill runs , newsletters , mailings and
miscellaneous emails such as competition emails.

You can filter the list of sent emails by clicking on the Filter Sent Emails icon ¥ above the list of emails
on the left-hand side and checking what types of emails you would like to view. Any types which are
not checked will be hidden. This setting is per user.

Summary

This page holds the information about the sent emails and gathers tracking data on an article-byarticle
basis. A chart shows what percentage of your recipients read the email, while the Clickthrough Stats
table tracks how many usersclick d on the O0ORead Moredé links, if any.

Recipients
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This has a simple list of all of the recipients chosen to receive the newsletter and whether they read
the email or not. This is an excellent way to check the status of individual recipients.

Newsletter / Email / Mailing

This shows an example of the email that was sent out to the members. If it hasuser fields in the
message, these are shown as the field rather than filled in with specific information, e.g.
[TitleForenameSurname]]) rather than Mr John Smih. This aims to be as close an approximation to

the format and content of what was sent as possible, allowing you to check its content after it has
been sent.

7.8  Settings

This section is the main part of ClubV1 for club management, allowing youtoedit your c¢cl ubds de

course(s), course cards, user accounts and reinstate deleted people. You can also add custom fields to

your membership information and edit the integration settings for BRS and other Club Systems products
such as HowDidiDO, PSiTouctand MerlinTouch.

Top Tip: You can quickly jump to the Settings page by clicking on the Settings 0 icon at the topright
corner of the screen, and selecting Settings from the dropdown list.

Club Details

This screen allows you to change the clubds contact
address quickly and easily, along with VAT number, if applicable. This information is printed on the
bills and letters sent out through ClubV1.

Courses

Thi s screen shows al | of the clubods cour ses

, al ong

on the Edit Course icon"# to bring up the Course Wizard and edit the information  already present.
Click on the course name to bring up a table containin g the information for each hole on the course,
presented in columns for each tee.

Click on the Add Course icon + to add a new course as described above (seeAdd Course). Todelete
an unused course , click on the Delete Course' L” icon.

Course Cards

This saeen shows all of the course cards for the club with the associated course and tee for the card

the number of holes, par, standard scratch score and yardage. Click on the Edit Course Card icoh?
to bring up the Course Card Wizard and edit the information  already present. Click on the course

card name to bring up a table containing the information for each hole on the course card and the
relevant tee.

Click on the Add Course Card icon®- + to add a new custom course card as descrlbed above (seeAdd
Course Card). Todelete an unused course card , click on the Delete Course CardI ) icon.
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Fields & Markers

This screen shows the custom fields that can be adde
here are automatically added to each person, allowing you to customise the information you hold.
Examples range from car registration numbers to whether a member is a previous Captain.

Click on the Add Custom Field icon'--'!',;' to open up a dialogue asking for a description and the type
of field.

Texti s any field which doesndt fall into any of the ot
favourite colours are all examples of text fields.

Number is any field which needs to be a number rather than a snippet of text. Number of children,
playing handicap and shoe size are all number fields. Please note these areound numbers .

Date is fairly self-explanatory. This field will pick a valid date from a small calendar pop-up when
clicked. Anniversary, date of birth and membership joining date are all examples of date fields.

Marker is a yes or no answer; it is either on or off. Examples of markers are being a previous Captain,
being retired or if they have outstanding payments.

Currency is any field which is an amount of money, stored as a number which can have decimal places.
Examples of currency fields include | oan amounts anct
currency, e.g. £12.50.

Editing a Custom Field

P
]

To edit a custom field, click on the Edit icon "/ to the right -hand side of the custom field to bring up
a prompt with the relevant information already filled in. Please note that you cannot change the type

of a field after it has been created, only its description.

You can also choose to remove all of the values for a custom feld on this screen. Simply check the
6Permanently cl ear val ues f 8ave This Wil regnewe this eu8tdm fieldh e c k b 0 x
for all members who had it set. Once this has been applied, the custom field will no longer be in use,

and can be safely deleted.

Deleting a Custom Field

To delete an unused field, simply click on the Delete icon "™ on the right -hand side of the list. Fields
which are in use cannot be deleted. To delete a field that is in use, you must first remove that
information fr om each member who has the field set.

Users

This screen shows all the user accounts that have been created, their latest activity, how many times
they have logged into the system and which role they have been assigned.
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