Group Registration Training Guide - Club

This guide provides step-by-step instructions for registering swimmers, coaches and
officials using the Group Registration process in REMS. The first step outlines access

to FAQs and support options.
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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Registrar Login

@ Please use the link below to log in to your REMS registrar account. Please contact
your PSO if you need support with setting up your registrar account.
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1 Navigate to https://swimming.canada.sportsmanager.ie/maint.php

2 Enter your Username and Password. Click "LOG IN"

Username

registraraccount

Password

LOGIN

Forgot Password?

7
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Enter the code sent to the email address associated with your registrar account.

Code Verification

Please enter the & digit code sent to your e-mail:

kA ca

To make your account more secure your
association can occasionally ask you to go
through this step again.

Click "Verify Code"

To make your account more secure your
association can occasionally ask you to go
through this step again.

Verify Code

SPORTSMANAGER

Terms and Conditions  Privacy Policy
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5  Click "Registration"

Registration

© View Registrants

o

Payments Received

o

Register Members

Registration ]
Approve Members

Transfers and Affiliation

Member Accounts

000

Invoicing and Fees

Payment Method

@ Payment Method Selection for Registration

Made with Scribe - https://scribehow.com


https://scribehow.com

& The payment options available to you will depend on your PSO. Some PSOs accept
online payment only, some accept offline payment only. Please direct questions
about payment methods directly to your PSO.

If you select Online Payment (Pay Now) from the Group Registration page, you will
be prompted for credit card/debit card or pre-paid debit (EFT) information at the
payment stage. The Swimming Canada and PSO fees will be paid immediately for
credit/debit card payments. EFTs take up to 5 days to process before the payment
will be marked as paid. No further action is required by the club for online
payments.

If you select Offline payment, you will pay your PSO for both the PSO and
Swimming Canada invoices. The CSCA invoice for coach registrations must be paid
directly to the CSCA for coach registrations. Please contact your PSO directly for
details about how to pay for offline invoices.

6 Enter the Club Registrar email address and Select your payment method.

Payment method options are defined by your PSO. Please contact the PSO directly
if you have questions about payment methods.

The Membership status will be set to Needs More Info when you register
swimmers, coaches or officials using Group Registration. When the registrant logs
in to their account for the first time, they will need to complete the required
waivers, etc.

Registration Email

@ Customize Registration email
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To customize the email that is sent to your Registrants, Click "Email Template"

~ Registration =

Club Registrar Email | registraraccount@club.com

Payment Method Offiine Payment {Pay as per vour PS0) ¥
Membership Status Need Mare Info b:4
+* Email Template «
DOB Membership Type Price Upgrade Discount
(+] Select Membership  ~

You can customize the content of the email sent to registrants at the time of
registration.

You can add variables (see variables below in {{) that will fill in the name of the
registrant, club, etc. in the email sent. The email template is saved for subsequent
registrations.

s vy

Payment Method Offtins Invoice
Membership Status ~ Need Morz Info 2l
~ Emaill Template =
i iU s % xT AT A A © AT HA-FrEciE=- = ® B oD = @ BO#
{{Member First Name}}
1 have Deen registered IMTCIvD Namel} li 1his season
3 compiete the registration process vou will nsed to foain at f{Legin Ur) and complete the eostration forms
t Cl

=1 Member Nams OB Membership Type Price Upgrade Discoun

Susie Smith [} in 2023-202. @ (19/0/2001 Official - 0.00 i1y

Search member Id

Firct nams
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9  Available variables for Email Template.

~ Email Template =

U & x, x* A~ Aa- A4 © A~ T~ ===~ = G —
| ‘ H-H "
O =] AE O B8
IMember First Name
st Name}},
Member Last name
stered with {{Club Namej} for the 2024 Summer Seas  primary Identifier jes}) category.
»gin Url}} to complete your registration. Club Name

. Membership Types
1l
IMembership Categories
Comment

Login Url

@ The next sections show how to register
1. Returning registrants
2. New registrant
Registrants can be swimmers, coaches or officials. The process is the same except

that for coaches, there will be a 3rd invoice created for the CSCA and for officials,
there will be no fees for registration.

Register Returning Registrants
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10 Click the "Search member" field. Begin typing some part of the registrant's name.

Faymeni mietnod Onhine Favment (Fav as per vour Psal

Membership Status Need More Info

* Email Template

# Member ID Member Name DOB Membership Typ
1 [ search member L+] Select Members
Add Member
Next

& Note: If you are copying a name from another source (eg. Excel file or Word
document), copy the First OR Last name into the "Member Name" field. The
system will not find the Registrant if you copy both the First and Last Name.
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11

Names matching your search characters will be shown below the search field.
Click on the registrant name that you want to register.

D Registeation Histary

=~ Registration =

Club Registrar Email  coa_account@mail.com

Paymaent Method Dfflinw Invoice

Membership Status Heed More Info
v Email Template «
Bember i Memibser Mame Dos Membership Type
I sus, (+] selert Mamberthin -

Susie Smith [} in I023-2024
Susan Swimmer (SC2443597) in 2023-2024

Add Member

Select the Membership Type from the dropdown list.

Club Registrar Email | coa_account@mail.com
Payment Method Cifline lnvoice =
Membership Status | Meed Mare Info i

~ Email Template ~

DOB Membership Type Prii
12/04/2005 Select Membership .4
Add Member
Next
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13 Click the "Save" button. You will be reminded to click save if you forget.

= Dptions =

D Registiation Histary

a Registration =

Club Registrar Emall  coa_account@mail.com
Payment Method = Cffline Irvouce i
Membership Status  nNeed More info N

* Emal Template =
pos Membership Type Price Upgrae Discount Amount Dus
20/07/1983 [ surmer nazv 1-aus 31 - 5350 0100 5350 0 E

Add Member

Click "Add Member" to register another registrant. You can add up to 50
registrants to the registration.

NMembership Status Meed Maore Into "

v Email Template «

DOB Membership Type Price
20/07/1993 Summer (May 1-Aua 31) v 33
Add Member
Next
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15 You can see a running total of the number of registrants that have been added to
the registration.

~ Dptions =

*D Registration History

« Registration =

sount@club.com
int {Pay as par vour PSQ)

P

* Email Template -

>

Upgrade Discount Amount Dus

Total 2/50 Members Added
Membership Type Brice

Pre-Comestitive - 6450 0.00 £4.50

16 When you are finished adding registrants, Click "Next" to submit the registrant list
for registration.

Pre-Competitive b 64.50 0.00

64.50 v E]

Next

& wwwsportlomo.com

¥y f @ in 8

Term= and Conditions Privacy Policy Website Disclaimer Cookies Policy Linking Podicy
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You will see a message displayed at the bottom of the screen "We are processing
17 . , : . ,
the order". Please remain on this screen until you are taken to either

1. The invoice page if you have selected Offline Payment OR

2. The payment screen if you have selected Online Payment

po8 Membership Type Price Upgrade Discount

Pre-Competitive v 64,50 0.00

Add Member

We are processing the order

Register New Registrants
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18 Toregister a new registrant, click the "plus" beside the Search field.

Member ID Member Name DOB Membership Type
Oscar Official () in 2023-20 @ 20/07/1993 Summer {May 1-

SC2443586 Allie Gater (SC2443586) in | @ 21/02/2001 D - Precompetitih
Search member +] Select Membersk

S
—
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19  Enter the registrant name, date of birth, and email address.

Registration

Member D Member Mame
Oscar Official () in 2023-20 ©

SC2443585 Allie Gater (SC2443586) in | ©

Search member Id
Jehnny
Joseph

DOB

Jjohnnyjoseph@mail.com

Made with Scribe - https://scribehow.com

Chib Registrar Email
Payment Method

Membership Status

DoB
20/07/1993

21/02/2001

GIUUpP nNEZisLlativll

~ (Options =

=~ Registration =

coa_account@mail.com
Offlire Invoice

eed More Info

« Email Template =

Membership Type
summer (May 1-Aua 310

D - Precompetitive. Masters. Triathlon, Summer Club Coach

Select Membership
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20  Select the Membership Type.

Registration

Cust Registrar Email
Payment Method

Marnbarshin Sttus

Mamibes 10 Member hame Dos
Osear Official () in 2023-20 & 2040711393
SC2443596 Alfie Gater (SC2443588)in | © 2402001

Search member Id
sohnny
Joseph

==

|ohnny osephi@mail. corm

21

< Registration =

gistrar Emall  coa_account®mail.com

went Method Cfline Irvoece

srship Status  Nead More nfe

= Emaif Template =

Membership Type
Summer {May 1-4ug 31)

20/07/1993

210272007 D - Precompetitve, Masters. Thathlon, Summer Club Coach =

[ Summer (May 1-Aug 31)
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Group Registration

- Options

« Registration =

coa_sccount@mall.cam

2ed Mora Inio =

= Email Template =
Murkerbip Type Trica
Summer (Ma 1-8uz 319 - 5350
O - Pracompantivg, Mastors, THEANln. Summar Clup Coash * 7200

Zelnct Mefibershe

-

Price Upgracle Diseount Arneint Duse
53.50 0.00 5350
74.00 2350 750
53,50 53,50

Upgrads Dicsunt Ameun!
oo

2350

Click the "Save" button. You will be reminded to click save if you forget.

v
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@ Duplicate registrant warning

22

Ciub Registrar Email
Payment Method

Membership Status

Member ID Member Hame

45235 Susia Smith 09/04/2001
Search member el

Sophie

Swimmer

06/07/20M

sophieswimmer@mail.com ]

23

If you try to add a registrant that already exists in the system, a warning will be
displayed when you click the Select Membership dropdown.

R
a Registration =

coa_account@gmail.com
Offling Invaice

Meed More Info

~ Email Template =

Membership Type

Official

Sefeet Membershio

Add Member

To continue registering with the existing registrant, Click on the registrant

information. If you want to proceed with creating a new registrant, Click the
"Continue as a New Member" button.

We hague found following members with similar dsta. Please sefect one o avwnd duplicates.

ode fmail Mambership Category Reghration $tah Amaciation

Saphie Swimmer ﬂiﬂ'ﬂhlﬂ‘ll sophieswimmer®ma.com Summer (May 7-Aug 31) MNeed More Info Swimming Club
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24  Select your Membership Type and Click "Save".

COA ccoum%gwmmcﬂ&fﬂmc&-swmwNG CLUB)

// :\\\ l‘\ e

Group Registration

Registration -

- Dptioas =
= Regiswation =

i Hagasras Email | coa_sccountBgmad com

Payrasst Methed |

Miswhareniz St | esd Mo

= Emall Templae. =

25 You can see a running total of the number of registrants that have been added to
the registration.

~ Dptions =

D Registyation History

~ Registration =

sount@club.com
int {Pay as par vour PSQ) b
(i) *

~ Email Template -

Total 2/50 Members Added

Membership Type Brice Upgrade Discount Amount Dus

Pre-Comestitive > 6450 0.00 £4.50 v

[x]
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26 When you are finished adding registrants, Click "Next" to submit the registrants
for registration.

Pre-Competiive ¥ 64.50 0.00 64.50 v [x]

Add Member

Next

& ortlomo.com

¥ f @ in B

Termz= and Conditions Privacy Policy Website Disclaimer Cookies Policy Linking Podficy

You will see a message displayed at the bottom of the screen "We are processing
27 . , : . ,
the order". Please remain on this screen until you are taken to either

1. The invoice page if you have selected Offline Payment OR

2. The payment screen if you have selected Online Payment

Total 1/50 Membe

DOB Membership Type Price Upgrade Discount Amount Due

22/08/2006 Pre-Competitive - 64.50 0.00 64.50

Add Member
We are processing the order

Terms and Conditions Privacy Policy Website Disclaimer Cookies Policy
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@ The next sections show finishing steps for

1. Offline payments

2. Online payments

Offline Payment

28 If you selected Offline Payment, your receipt will be displayed. Click i to see the
details for the PSO and Swimming Canada invoices.

v
\\\_Jf/

@ HOME THE & MY ACCOUNT = SWITCH TO FRENCH ICAMADARCAMADIAN FEENCH

Registration

View Registration Invoices

Reictratian e Racietration Tt Starise Torsd Payenant Ashount Ao
1135556 TRAORZ024 11192 Envoices Pending B.50 i
Irnaies No Hssoziation Deseription Inissics Date Statos ot = Outstanding ctions
3047 Swirnming Canada Irvvnice for regestraticn 11359596 haw Invoigs: 450 000 HL50 =
E Swimiming Frovince Inwgice for registration 1135596 Now Invaice 000 000 SEU0 =
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29 Please contact your PSO for information on how to pay offline invoices.

Regintered By Ermoil Addreas Paymoas Mothas! Status iptie atrali ntrntis Tox i Total Tutal

Anmin registraracount®ciub.com Ciftine Payment (Pay a5 per your P50y Invoices Perding 18/08/2028 11,12 6450 000 00 6450 ona

Members

REMZ (D Neme Membership Troeds) Swuy Teomshee: kd Actlors

SC2AFIESH 2elly Teamwammert PreCompenmve Need Mosz nf [i

Payment Breakdown

Jelly Testswimmer 1

Awocintion Statun Membership Catrgary Price Discoant Adsiltianal Fray Bamcans

Swrnming Cansds Awaiting brvrize Pra-Covmpstilive 1450 6.0 000 0.00 1450

Swimiming Province Awating Wvcice FreCompetitive Shoo 0.00 L0 .00 5000

Swmming Cluts T Paid Cut Pre-Lampetine 00 oam [+ 000 [LELH)
Total 84,50

Invoices

" Associetion Deseription Irvenkce Rt Dane St Paid g Rarinrs:

3847 Swimming Canada Invaice for registration 1139556 INV-1135596 1808024, 1512 New vaice 1450 oon a00

3328 Saimiming Province ivwolce for registration 11595948 IRy 115585 18082024, 1512 Mew Wvaice s000 000 a0

@ Invoices
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30

31

To view the Invoice associated with a Group Registration, Click "Invoicing and

Fees"

Registration

View Registrants
Payments Received
Register Members
Registration
Approve Members

Transfers and Affiliation

0 COoOO0COoOo

MemberAccouhts

Invoicing and Fees

Compliance and Certification

© Credentials
© Member Credentials

© Coach Compliance and Official’s Certification

Sanctioning

© Sanctioned Credentials

Events

© Orders
© Events Purchased
© Amended

© Purchase Everns

Find the Invoice that you would like to view and Click the "Payment" icon.

Invaices

Made with Scribe - https://scribehow.com

= LOGOUT

Invantn Toeal 8 Paid @ Acvany
1750 1]
00,00 0
060 1 | -
3400 ang 3400 =
4000 oag 4,0 =
Py o0 600 =
0 000 4 =
oo o .00 =]
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32 To see the details of the Registration Invoice, Click the "Information" icon.

SWIMMING CLUB

Invioice for registration 1137900 3488 coa_accountEmail.com Newinvaice  26/04/2024, 02:54
1 Summer (May 1-Aug 31) z 50.00 0.00 100.0
2 0 - Precompetitive. Masters. Triathlon. Summer Club Ceach 1 2000 .00 000 %
1.00
0.0
100.00
7 1000

33 You can see the names of the registrants on the invoice. Click "Cancel" to go back
to the invoice.

Line Mo, Deseription
1 Summer (May 1-Aug 31}

Pagrem 1D Meembes Regivsration Baie

1137300 Oscar Offictal 26472024, 0254

1137900 Johnny Juseph 26/04/2024, 0254
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34 You can make a credit card payment from here, or pay your province as per the
provincial process if you selected Offline payment.

Invoices

il =

£ Make Payrrienr

Invoice

SWIMMING CLUB

Online payment

35 If you selected credit card payment, you will go to a payment screen. You can see
the invoice details on the left part of the screen.

= BACK TO YOURS ACCOUNT

Payment Summary Payment Details
ten [ Price i AT i
I [y 5. Mo
Summai 1 150
atal 3150
s 5100
Total {Ex Sef # Feas) 5450

=3 = m
Card Pre-authorizad Debit

Payment Breakdown

Assackation Meghstiation Categary Fiice Additionsl Fees  Discoant  Amount Dus

Swimming Canada 350 0.00 350
Swim Alberts Summee (May 1-Aug 31) 0.00 .00

51.00

v Summer (May 1-Aug 31) {00 .00 a.00
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36 For more details on making online payments, please click here to see the
document for online payments.

@ View Payments

37 To view your Group Registration payments, Click "Payments Received"

viembers/ | eam Sheets Clup Intormation
© Roster Sheets © Edit Club Information
© Role Profiles
Registration Sanctioning
© \View Regiszrants © Sanctioned Credentials
Payments Received [+]
© Register Members
© Registration
© Approve Members
© Transfers and Affiliation
© Mamber Accounts
© Invoicing and Fees
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38 Click "Search/filter options"

FdylleliLs

« Options =

« Search/filter options

Name & Type & Registration Date &
Admin Group Registration 31/07/2024 08:09
Admin Group Registration 31/07/2024 08:08
Admin Group Registration 31/07/2024 08:06
Admin Group Registration 31/07/2024 D8:05
Admin Group Registration 31/07/2024 08:05

Payment Status &

Payment Received
Payment Received
Payment Received
Payment Received

Payment Received

PR

39
Payment ID.

Payments

~ Options =

I Approve Members

~ Search/filter options =

Payment T il bl
Ma
L It
Member Last
Ty Group Regqistration * Mama
2 Ra -mm-dd
Registratiar « Fayment Receved i
Gt
Ra yyyy-mm-dd
HName & Type & Registration Date & Payment Status $ Fee Poid & Outstanding Amourd $
Admin Group Registratian 02/04/2024 1932 Payment Recelved 180,50 o0
Admin Group Registiation 22/0472024 21:41 Payment Received 54,00 000
Admin Group Registratian 22/05/2024 23:45 Payment Recelved 57.42 0.00
Admin Group Registration 17/06/2024 2113 Pzyment Recejved 5582 0o
_____ P YU A A3 RaAnT T R N .
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Change the "Search/filter" options to Type=Group Registration, Registration
Status=Payments Received. Click "I" to view more information on a particular
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40 Review the details. To print a receipt, Click "Print Receipt"; to resend Email
confirmation of the purchase to the Club registrar that completed the registration,
Click "Resend Email Confirmation".

Member Registration Details

Invoice Detalls m

= Al Regmtrations & Print Aeceipt |

Registered By  Ermail Address Paynent Method Stana Deseripiion  Rogistration Dote Regatration Foes  Tax  Service Faes Total  Tets! Cutstanding
Achmin aninaschelTalworibgma Loom Offlise Payment {Pay as per your PO Payment Received 02041024 1932 16050 000 000 160.50 000
Members

RiEMS 1D Name Membarship Type(s) Sranan Tesmohant i Acziang

heed tore info i

Payment Breakdown

Shady Tree

Assaintion Suamu Memsorship Categary Price Disesunt Bdditional Fees Dutstanding Amaunt Rraunt Due

Swimming Canada Paid Qur Su 350 000 .00 oo
41 Sample Receipt

Print Receipt
Order Receipt (1137 3)
Swimming Canada
SWIMMING CANADA MEMBERSHIP FEE(S) Swim Alberta
Swimming Club
TOTAL CA%1,565.23
ORDER DETAILS BILLING INFORMATION
Payment Breakdown Order Number 1137986
Amount 1,471.50 Status Payment Received Fepmbas Usthind
F . Billing Address
ees/Taxes 0.00 Registered hy Fniail enniligmail.com

Service Fees 93.73 Date 30/04/2024, 21:25 ST
I[TEMS PURCHASED
REMS ID: SC2 Summer Fee 54.50
Association Calegory Price Discount Fees/Taxes Total
Swimming Canada Summer (May 1-Aug 31) 3.50 0.00 0.00 3.50
Swim Alberta Summer (May 1-Aug 31) 51.00 0.00 0.00 51.00
Swimming Club Summer (May 1-Aug 31) 0.00 0.00 0.00 0.0¢
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