Approve Officials Registrations Training Guide -
Club

This guide provides step-by-step instructions on how the COA can approve officials
registrations for the current season. 08/31/2024

& For support, please go to the REMS Knowledge Base to access FAQs and help
guides for Members and Club Admins.

https://sportlomo.atlassian.net/wiki/spaces/SCS2/overview

You can also log a ticket with the support desk.
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1 Navigate to https://swimming.canada.sportsmanager.ie/club home.php

2 Log in to your admin account.
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Find the Official to Approve

3 Under Registration, Click "Approve Members"

=portiomo.com

= LOGOUT

Registration

© View Registrants
© Payments Received
© Registrasion
Approve Members o
© Transfers and Aﬂ‘iliaticn

© Invoicing and Fees

ation Meet Management

© Manage My Meets

4 Find the official that you want to approve and click on the "Accept or Reject
Member" button.

Membership Approval

W View Regstrants

= Search/filter options. ~
1 Dote & Swimanung Canadn |1 & Namz & nas ¢ Season § Last Active Senson @ Last Updated # Actions
40357 SCI444576 Jimimy jornes OB/06/19T7 2023-2024 10i05/2024 2357 |[#]
4, 0343 SC2843525 rommy Timer 2023-2024 1l
40516 Joe Referes
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Review the Officials Details

5 Review the information. You can view the consent details by selecting "Click here
to view acceptance”

Cahada . Ontario L
Postal Code Primary Phone Number

K2P 0P7 B+l - (613) 260-0804
Alternate Phone Number Cai ndigenous Deccant

11~ (00D) 0O0-0000 Non-Status ot

ification BIPOL

Cis-gender/Cisgenre = Black/Noir -

Waiver

Privacy Declaration

| hereby acknowledge that | have read, understand that infarmation provided ta Swimming Canada will be subject to, and agres 1o
comgly with the Swimming Canada Privacy Policy as amended fram time to time.

Click here td view atcepiance

Acknowledgement and Consent

| hersby acknowledge 1 have read and understaod and agree to comply with the Swimmin, 3 Code of Conduct and all
cigs. and those of my provincial section, as amended from time to time (collectively. the "Policies”). |

further understand and agree that a violation of the Paolicies may result in disciplinary action and 2 suspension-ar revocation of my

other Swimming Cana

registration and privileges with Swimming Canada,

Click here

Email Consent

| would like to receive emails related to commercial activities from Swimming Canada (discounts and promotions from partners).
incluchng those related to the Swimming Canada Member Rewards program, | understand that | may unsubscribe from receving thess
emails at any time.

Click here to view accéprance
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6  Click "Close" when you are done

7 Click "Next" to go to the next step

Privacy Declaration .

I neraty sckrowicdge that 1 nave read undarstand that information provded to Semming Canada wil be sublect 3, 3nd agree 1o
comply with tha Swimeing Canada Privacy Policy 31 amendse fiam time o time.

Acknowledgement and Consert

| herely sknewsdge hia
other Sy [
further wderstand and agres that a vialation of
registration and privieges with Swinming Canada.

v read and undes1o0d and gres W COmply with Lhe Sl mim. e of Coneuet ang il
¥ Faovincial section, as amended fram Hine ta tine (colecthely, the “Policks ). |
= FPalicies may resut in discipbary action and & suspersion or rvacation af my

Click herw o view acomptance

Emall Consent

1 ianiled ke to recehve emaily relsted 1o cam marcial activites fram Swimeing Canada idacounts and pramotions frmm parners),
Incheding those relsted [0 the Swimming Cansga Member Rewards program, | undarstand that | may uniubscribs from racervng these
emaile at @y fme.

ek here io wiew accepsance
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8  View the Member History. Click "Next" to continue

BUEMTING L3003 L

SC2444526 06/06187T7

[ ]
[ ]

Member History

Membership Types

Rasitration Cetegery Type Saart Duts Exgry Date Soures Fctions
Otrcial Officia 160872024

Member Season Histary

Chuly
Swemping Sl 205-2024 Aegiting Appova ERT T

Amtachment Approvals

Asseeintion Strtur Dmreription Ataceant Typs Comments Updated By Laes Modifias
pproval History

Aszociation Seasan Statun Member Approval Ride Comments  Last Updated Lipdated By

wring Clik 232028 Ammiing Spproest Offrcinl Appraval WS04 2357

[+ ]

9 If there are any Attachments or Certifications, you can view them. Click "Next" to
continue.

Member Details rq
Membes Eirst Mame Memper Last Name
Jimmy lones

Suemmirg Carada 1D boE

SC2444526 06/06,/1377

Attachment Approval
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On the final screen, you can make the Official status "Active", or request more
information if something is not completed.

10

Approve/Reject Member

Member Details =

Member First Nams Membas Last Naime
limmy Jones
Swamming Canada ID pog
SCIda4526 DE/OERTT

® s ° o °

e ® & & @

pes s ; foe

Member Approval

Membr Status R
O e EOE SO

ST Tor
Uipatisd By Commants Lt Upeistin
Meamber Notifl caticr
. fimmypon esofficizl@ mall.com
OB i W E ow % A~ A B @ A T

Update Official Status to "Active’
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11  Check "Active" to update the Official's status

i 4 r r Y
- - - -
Ragistration Deiails Member History Attachmgnis Cartifications Member Agproval
Member Approval
Menrher Status
e N BTN
Reason
=
Comment History
Upelateel By Cemmetits Last Upelated
Member Notification
B ¢ Mam!
St Usar Email
jimmyjonesofficial@mail.com
DB i M & % % A A A O A T
f-mFriE=-=E-E E & -
o E o D = B A < &~

12

Click "Save"

Request More Info
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Request that the Official complete their registration or waivers before you make
the Official status Active.

13 Check "Need More Info"

@ & & @
Registration Details Member History Attachments Certifications
Member Approval
Member Status
Reason

Comment History

Updated By Comments

Member Notification

14  Complete the "Reason" field

Member Approval

Member Status

Reason

Need to complete waiver

Comment Histary

Updated By Comments Last Updated

Member Notification

— "
Netify Member

Subject User Emai
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15 If you would like to send an email to the Official, Check "Notify Member"

Reason

Need to complete waiver

Comment History

Updated By Comments
Member Notification
] Notify Membe
Subject User Email
jimmyjonesofficial@mail.com
(1 B i U & % % AxAxv A © A~ T~
== =12 = Ky —
o EH o ) = £ A i <> &~
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16

17

Complete the "Subject" field and type your message to the Official. Click "Save" to
send the message and save the status.

Notify Member

Subject Jser Email

Meed more info jimmyjonesofficial@mail.com

@ ﬁ*‘ M~

You need to complete your waivers betore your account can be made active,

Powered by rrogia Characters - 73

I!{I i

You can see that the status of the approval is "Needs more information".

Membership Approval

a Options =

v Search/filter options =

ming Canada |D & Name & DOB ¢ Season & Last Active Season 8 Last Updated & Actions
44576 Jimmy janes 06/06/1977 2023-2024 ’ Needs more information Lu |i|
244575 Tommy Timer 05/05M1977 2023-2024 10/05/2024 23:43
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@ Once the official has completed the required information, their status will be
updated on the Approve Members screen. The steps for the Official to complete
when you change the status to "Needs more information" can be found in the
Official - Complete Registration Guide.

18 You can see when the account was most recently updated. To complete the
approval for the Official, Click the "Accept or Reject Member" button

= SWITCH TO FRENCH [CANADANTANADIAM FRENCH

Membership Approval

Swimming Canade IR 8 Name & DoB Senson & Last Active Season @ Last Updated & Actions

! SC2444526 Jimmiy jones G6/0G/197T 20252024

i SC2444575 Ty TTeer LU e FLERE SFIFS

Joe Referee Q207113960 2023-2024
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19 Review the Registration Details. Click "Next"

| hereby ackrowledge that | have read under
compiy wiih The Swimming Canada Privacy Faiy

ermaton premded to Swimm ng Cartads wil be subpedt to, and agreeta
e oM Thre 1o Hima

Acknowledgamant and Consant

Email Cansent

Fwould like to receie emai Canads (dEcounls and pramotions from pannerd)

| uinderstand that | may uncubicrits from recening these

inctuding thase 1etited o the Sudmming Cansda Mem

wenaily at ary fime,

20 Click Member History, Attachments and Certifications. Click "Next" to go to the
next screen

(W)

06/06/1977

L & O O

H Member History Attachments Certifications Member Approva

Jproval
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21 Click "Active" to change the Official status to Active.

& & i @
Registration Details Member History Attachments Certifications Membe
Member Approval
MemberStatus -
Reason

Comment History
Updated By

Swimming Club Admin - Swimming Province Swimming Club

Anita Scheffel-Woo - Swimming Province Swimming Club

22 Click "Save"

Characters - 0

Save

Made with Scribe - https://scribehow.com

Comments

Meed to complete waiver

Complete waivers

13
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Add Comment to Official Details

The Comment status allows you to hold the approval and add comments to the
approval history without changing the Registrant status.

23 Click "Comment"

Aails Member History Attachments Certifications Member Approval

yroval

Comments Last Updated
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24 Click the "Reason" field and enter the Comment that you want to add to the
Comment History.

Registration Details Member History Attachments Certifications Member Approval

Member Approval

Member Status”
e
Reason* I
| Officials needs to update something before A}Jproval I
Comment Histary I

Updated By Comments Last Updated

Member Notification

Natify Member

Subject User Email

25 If you want to send an email to the member, Click "Notify Member"

Reason™

Officials needs to update something before approval

Comment History

Updated By Comments

Member Notification

Notify Member

Subject User Email
jerryswimofficial @mail.com

T B i U 5 x X' A-As A © A~ Ty~

o B oD = 8 «~ ~ A @ O a-
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26  Enter the Subject and complete the email message.

Reason*
Officials needs to update something before approval

Comment History

Updated By Comments

Member Notification

Notify Member

Subject
Need to complete

e B i g S X, x* A- Aa- ﬁ.

- —

il

- =- i= ~ i= ~
o B oo = B8 -~ ~ A # O B-

Dear Jerry,

You need to complete this before you can be approved

Regards, Club

27  Click "Save" to send the email and update the comment.

°®

Characters - 77

Save
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@ To view the Comments on the Official Approval go back to Approve Members.

28  Click "Approve Members"

Registration

View Registrants
Payments Received

Register Members

C ©C O

Registration

Approve Members
Transfers and Affiliation
iMember Accounts

Public User Accounts

©C 00O

Invoicing and Fees
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17


https://scribehow.com

29  Click "Approve or Reject Member"

Last Active Season % Registration Date &

29/08/2024 01:23
29/08/2024 01:03
29/08/2024 00:43

18/08/2024 23:19

30 Click "Next" to the final page of the Approval process.

wimming Canada (discounts and promotions from partners),

Last Updated

29/08/2024 01:23

29/08/2024 01:03

29/08/2024 00:53

31/08/2024 15:08

program. | understand that | may unsubscribe from receiving these

latation Canada (rabais et promotions de partenaires), y compris

Canada. Je comprends que je peux me desinscrire de la réception

Made with Scribe - https://scribehow.com

Actions
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18


https://scribehow.com

31 You can see the history of comments that have been sent.

Member Approval

Member Status™

O T

Reason™

Comment History

Updated By Comments Last Updated

3 - Swimming Province Officials needs to update something before approval 31/08/2024 15:08

1 y
| Netify Member

Subject User Email

jerryswimofficial @mail.com

3B i U 5 x5 x* A~A A4 © A~ Tu-

Il

lil
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)
|
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32 To change the status to "Active" click the checkbox

@ L 4 L L B
Registration Details Member History Attachments Certifications Member Appraoval
Member Approval
Memhaf Status *
. ® Comment

Reason*

Comment History

Updated By Comments Last Updated

Anita Scheffel-Woo - Swimming Province Officials needs 1o update someathing before approval 31/08/2024 15:08

Member Notification

Made with Scribe - https://scribehow.com


https://scribehow.com

33 Click "Save"

Sav‘e

Update Official Status to "Rejected’

Made with Scribe - https://scribehow.com
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34 Click "Rejected" on the final screen when you select an Official to Approve

JBr FITST Name IMIEMDEr L3sT Name
ny Timer
ning Canada D LoB
44525 05/05/1977
® @ & @ ®
Registration Details Member History Attachments Certifications Member Agproval
Aember Approval

ber Status =
_ ' Need More Info

n

. Comment

nment History

ed By Comments Last Updated

mber Notification

35 Click "Save"

Characters : 0

Save

Made with Scribe - https://scribehow.com
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36 You will receive a warning when you choose to change the status to "Rejected". If
you proceed, the member will not be registered with the club for the season.

Are you sure you want to reject this member?

If the member needs to update information you
should choose Needs More Information
Rejecting the member means they will not be a
member of this club for this season

Submit

The Comment status allows you to hold the approval and add comments to the
approval history without changing the Registrant status.

Made with Scribe - https://scribehow.com 22
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37

Click "Comment"

fails Member History Attachments Certifications Member Approval

yroval

38

Comments Last Updatad

Click the "Reason" field and enter the Comment that you want to add to the
Comment History.

Registration Details Member History Attachments Certifications Member Approval

Member Approval

Member Status”

e
Reason* I
| Officials needs to update something before A}Jproval I p
Comment Histary I

Updated By Comments Last Updated

Member Notification

Natify Member

Subject User Email
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39 Ifyou want to send an email to the member, Click "Notify Member"

Reason™

Officials needs to update something before approval
Comment History

Updated By Comments

Member Notification

Notify Member

Subject

2B i U & x, x* A-A A

40 Enter the Subject and complete the email message.

Made with Scribe - https://scribehow.com

User Email

jerryswimofficial@mail.com

© ﬁ*' b "R

<> &~
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41 Click "Save" to send the email and update the comment.

Characters

Save

@ To view the Comments on the Official Approval go back to Approve Members.

Made with Scribe - https://scribehow.com
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42 Click "Approve Members"

Registration

View Registrants
Payments Received

Register Members

©C 000

Registration

Approve Members
Transfers and Affiliation
iMember Accounts

Public User Accounts

O 900

Invoicing and Fees

43  Click "Approve or Reject Member"

Last Active Season & Registration Date $ Last Updated $
29/08/2024 01:23 29/08/2024 01:23
29/08/2024 01:03 29/08/2024 01:03
25/08/2024 00:43 29/08/2024 00:53
18/08/2024 23:19 31/08/2024 15:08
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Actions

©[ille]

@]i][#]
@]i](#]

© [3]F3

 per page 5
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44  Click "Next" to the final page of the Approval process.

wimming Canada (discounts and promotions from partners),
program. | understand that | may unsubscribe from receiving these

latation Canada (rabais et promotions de partenaires), y compris
Canada. Je comprends que je peux me désinscrire de la réception

Next

45  You can see the history of comments that have been sent.

Member Approval

Member Status™

Reason™

Comment History

Updated By Comments

3 - Swimming Province Officials needs to update something before approval

O T

31/08/2024 15:08

1
| Netify Member

Subject User Email

jerryswimofficial @mail.com

3B i U 5 x5 x* A~ 4 © A~ Tu-
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46 To change the status to "Active" click the checkbox

@ & L L B
Registration Details Member History Attachments Certifications Member Appraoval
Member Approval
Memhef Status * .
Reason "

Comment History

Updated By Comments Last Updated

Anita Scheffel-Woo - Swimming Province Officials needs 1o update someathing before approval 31/08/2024 15::08

Member Notification

47 Click "Save"

Characters - 0

Save

Made with Scribe - https://scribehow.com
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View the Updated Status

48 Click "View Registrants"

Registration

View Registrants
Payments Received
Register Members
Registration

Approve Members
Transfers and Affiliation
Membear Accounts

Pullic User Accounts

cocoOoOQCO0OO0O OO0

nvoicing and Fees
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Sanctioning

© Sanctioned Credentials
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49  Set the search fields to find the registrant

ew/Manage Members

& Registration

REMS D Gender
Mamber ID From Dob yyyy-mm-dd 0
First Name o Dob yyyy-mm-dd 0
LastName From Registration Date my_mm_dd [m}
Primary Email Address To Reglstration Date yyyy-mm-dd 0
i Uger Emall |de er Type
I mber ldents
LRl First Name @ Last Name & oDB @ Active Officinl Teamsheets Registration Date @
14208947 Annie Apple 2240272002 o @ 1] 30408/2024 00:22
MAZ0B934  Jerty SwimOfficial 01/0811975 o @ @ 18/08/2024 2319
50 Click "i" to view the registrant details.
dfier Category Group Official
Teamsheets Registration Date & Start Date Expiry & Season %
@ 18/08/2024 23:19 01/09/2023 31/08/2024 2023-2024
Total 1 page 1 of 1

B Export

2023-2024
.
t
mbership Status Actiye
Primary Duat Al
Category
Type
( V¥ Qroup
StartDate @  Expiry & season Primary/Dual &

02/09/2024  2013-2024  Primary

01/09/2023  31/08/2024  J023-2024 Primary

Primary/Dual $ Actions

Primary u

www.sportlomo.com

Terms and Conditions | Privacy Policy ' Website Disdaimer | Cookies Policy | Linking Policy
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51 You can see the Approval in the Approval History of the Registrant details.

Status Attachment

Rsuciabon Description Type

Approval History

Member

Association Season Status Approval
Rule

Swimming 2023-
Active -
Province 2024
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Comments

File Updated Created Last
Name By Date Modified

Comments LastUpdated Updated By

31/08/2024
15:10

- Swimming

Province
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