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This user manual will give you an overview of all functionalities that can be performed by a
Club Admin and where these can be performed.

Membership



In the membership section of BowlsLink you will be able to find all information related to
members of youclub.

The membership section is further divided into members, groups & categories, certifications
and transfers.

Members

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

You will also be given the functionality to add new members.
The list is divided into three sections (tabsaktive, pending and archived.

Foreach member listed here you will be able to retrieve further information by clicking on
their name.

Adding a Member
When you click the "Add Member" button in the member overview you will be able to add a
new member to your club by providing all the releMaformation or alternatively you can

also add an already existing member.

1. Select "Add Member"

2. You will then be asked to provide personal details for the new meleesse enter
the new member's personal information:

First Name

Last Name

Email Address

Mobile Number

DOB

Gender
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3. Next you will be asked to create a passw@ldase select a strong password.

1. Your password needs to fulfil certain requirements to be considered strong
2. When you reenter your password it needs to match your initial password
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4. Once you have set up a password you will be required to enter the new

member'saddress detail®lease enter the member's home address.
Address Lines

Suburb

State

Postcode

Country
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5. The fourth step is to provide club details for the new member. This information will

be helpful when it is necessary to create invoices against a md?dase enter the
member's Clulinformation.

1. Financial Until

2. Member Since

3. =
6. Should any additional club details be required, this can be provided in the step after
providing the member's club detaifsdditional Degils requested by the club.
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7. In the last step you need to confirm that you have permission to add a new member to

your club. Once confirmed you will be able to add the member tocyohr
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8. If you have provided all details correctly you will receive a notification confirming
the new member. If some details are already in the system (e.g. mobile number or
email) the system will bring up an error message. This usually indicates that a
member already exists.
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Active Members
In theactive tab of your members list you will be able to see all members that are currently

active. You will also be given some of their member details without clicking into their profile
and you will be able to perform the following actions:
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1. You will be able to click onto the club members' name to retrieve additional
information about this member.

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

3. You will be able to search for a particular member by name.

4. You will be able to apply specific filters to only find members matching your search
criteria. You will be able to filter the following parameters:

Groups

Gender

Category

Financial To

Member Since
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5. You will be able to change the amount of rows displayed in your member table.

6. You will be able to perform additional actions for individual members. Additional
actions ae:
1. Manage GroupsYou will be able to add or remove the selected user from
member groups that have been created.



1.
2. Manage Fee Package¥ou will be able to add or remove fee packador

the selected member. Please be aware that fee packages need to be created first
before they can be assigned (Check Finance section for more details).
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3. Create Invoice You will be able to create an invoice for the selected member

if they have been assigned the required fee package (refer to the Finance

section for more details).
4. Archive Member You will be able to archive a selected member.

7. You will be able to bulk select ablr a select group of members to perform additional

actions. Additional actions are:
1. Create invoice You will be able to create and send bulk invoices if the

selected members have been assigned the required fees.
2. Add to Group- You will be able to add theelected members to a particular

group that has already been created.

Pending Members

In thepending tab of your members list you will be able to see all members that are
currently pending review. As per the active member list, you will be given sorheiof t
member details without clicking into their profile and you will be able to perform the

following actions:



oo

You will be able to click onto the club members' name to retrieve additional
information about this member.
You will be able to sort the list of members differently by clicking on the different
column headers.
You will be able to search for a particularmmger by name.
You will be able to apply specific filters to only find members matching your search
criteria. (This is the same as for the active members)
You will be able to change the amount of rows displayed in your member table.
You will be able to pedrm additional actions for individual membefsiditional
actions are:
1. Approve Membership You will be able to approve the membership for the
selected member.
2. Deny Membership You will be able to deny the membership for the selected
member.
You will be able to bulk select all or a select group of members to perform additional
actions.Additional actions are:
1. Approve Members You will be able to bulk approve all pending members.

Ar chived Members

In thearchived tab of your members list you will be able to see all members that are
currently archived. As per the active and pending member lists, you will be given some of
their member details without clicking into their profile and ydlh be able to perform the
following actions:
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1. You will be able to click onto the club members' name to retrieve additional
information about this member.
2. You will be able to sort thiest of members differently by clicking on the different
column headers.
3. You will be able to search for a particular member by name.
4. You will be able to apply specific filters to only find members matching your search
criteria.(This is the same as fordlactive and pending members)
You will be able to change the amount of rows displayed in your member table.
You will be able to perform additional actions for individual membé&dslitional
actions are:
1. UnArchive Member You will be able to unarchive treelected member and
make them an active member of the club again.
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Member - Detailed View

In the detailed view of a member you will be able to retrieve additional information about the
member as well as being able to perform additional administrativenactio

The detailed member profile is divided into five sections (tabsjivity, details, account,
notes and fees.

This is the same for active, pending and archived members.
Activity

1. The first tab is théctivity tab where you will be able to see any aitjivagainst a
members' profile.
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Details

1. The second tab is thH2etails tabwhere you will find most member information. You
will also be able to perform the following actions:
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1. Manage details edit any of the key details for this member |

1.
2. Edit Category add or remove a category for this member
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3. Edit Membership edit any of the members' membership information
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4. Add to Group- you can add a member to a specific group and you will also be

able to remove a member from a member group
. .
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5. Add Certification- you will be able to add a certification to the member
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6. Add to Group- you will be able to add the member to an Email Campaign

Channel and also removeat member for the assigned channel
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7. Archive and Request Transfehere you will be able to archive a member and

you will also be able to request a transfer of a member to youbelab the
primary club.

Account
1. The third tab is théccount tab where you will be able to view all the invoices

associated to this particular member. You will be able to find invoice information and
perform the following actions:
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1. You will be able to see any monies owing by this member
2. You will be able to perform specific actions against an invoice for this

member such as:
1. Enter payment If your club has received money from this member
you will be able to record the receipt against the correct invoice
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2. Send- If a new invoice has been created for this member but hasn't

been sent yet you will be able to send this invoice.

3. Download- You will be able to download the invoice

4. Void - If an invoice is no longer required to be paid by a member you
will be able to void the invoice here.

5. View payments If any payments have beentered against a
particular invoice you will be able to see these records here and you
will also be able to void an existing payment record.
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3. You will be able tacreate a custom invoice should this be necessary. This will
direct you to the finance section to finalise the creation of a custom invoice.

Notes
1. The fourth tab is thdlotes tabwhere you will be able to e and view notes as a

quick way to track informigon about a member. You will be able to perform the
following actions:
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1. Add notes for a member
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2. Archive exiding notes that are no longer required.
3. View current notes and archived notes

Fees

1. The last tab is thEees tabwhere you will be able to see all allocated fees the
member has to pay to the club. You will be able to perform the following actions:
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1. Assign Fee If you need to add any additional fees that are not already
assigned to the member. Please note that fees need to be part of a fee package
which needs to be created in the fioarsection first before they can get
assigned to a member. (Please check the Finance section for further details)
2. Remove Feelf a member has fees assigned already you will be able to
remove them by clicking the minus symbol next to the fee you want to
remove.

Groups & Categories

When you are in the groups & categories section you will be provided with a list of all the
groups and cagories you have already created for your club.

The list is divided into two sections (tabsylember Groups and Member Categories.

You will also be given the functionality to add new member groups and new member
categories.

For each member group or membategory listed here you will be able to perform
additional actions.

Member Groups

In themember groupstab of your list you will be able to see all member groups that have
already been created. You will also be given an overview of some of the grdaps: de
Furthermore, you will be able to perform the following actions:
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1. You will be able to add new member groups.
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2. You will be able to edit or delete existing member grouyite(ition: Groups can
only be deleted when no members are associated to this category).
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Member Categories



In themember categories tatof your list you will be able to see all member categories that
have already been created. You will also be given an overview of sdime adtegories’
details. Furthermore, you will be able to perform the following actions:
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1. You will be able to add new member categories.
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2. You will be able to edit or delete existing member catego#igsiftion: Categories

can only be deleted when no members are associated to this category).
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Certifications

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

The list is divided into two sections (tabspembers and manage.

Members

For each member listed here you will be able to retrieve their certification status, the validity
of their certification and the certification type. You will be able to perforniahewing
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action

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

2. You will be able to apply specific filters to only find certifications matching your
search criteria.

Expires Before

Certification Title

Assignee Name

Approver Name

Status
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3. You will be able to change the amount of rows displayed in your certifications table.



Manage

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

In the clubs section of Bowlink you will be able to find all information related to your club
and any other clubs you have the permission to see.

The clubs section is further divided into clubs and manage my club.

Clubs

In theclubs sub-sectionyou will be able to see all clubs there currently active in
BowlsLink. You will be given some club details without clicking into their club profile and
you will be able to perform the following actions:
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1. You will be abe to click onto the clubs' name to retrieve additional information about
the chosen club.
2. You will be able to sort the list of clubs differently by clicking on the different
column headers.
3. You will be able to search for a particular club by name.
4. You will be able to apply specific filters to only find clubs matching your search
criteria.
1. Groups
2. States

3.
5. You will be able to change the amount of rows displayed in your club table.

Manage My Club

In themanage my club subsectionyou will be able to see all the details relevant to your
club. You will be able to edit all the club information for your club.

The manage your club stgection is divided into three tab®etails, Additional Details and
Club Member Metadata.

Details
In the details tab of your club you will be able to edit tHe¥ang field groups:

1. Club Overview
2. Contact Details
3. Club Address

4. Financial
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Additional Details

In the additional details tab you will be able to update any additional details that the club is
requesting. If no additional details are required this tab will not display anything.
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Club Member Metadata

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

HTML
Title
Divider
Text
Yes/No
Long Text
Date
Dropdown
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Campaigns

When you are in the campaigns section you will be provided with a list of all campaigns
currently available.

You will also be given the functionality to create new campaigns.
The list is divided into three sections (tabsgnt, drafts and scheduled.

For each campaign listed here you will be able to retrieve further information through various
actions.

Creating a campaign

When you create a new campaign you will need to goutiir a few steps to get the
campaign to a state where it can be broadcasted.

Select "Create Campaign" from the top riglaind corner.



