Registrant Transfer Training Guide - Club

This guide provides a step-by-step process for transferring a registrant within a
province. The receiving club initiates transfers.

There are 3 steps complete required to complete a transfer:
1. Initiate Transfer from Receiving Club

2. Approve Transfer from Releasing Club

3. Complete the transfer - Receiving Club

08/30/2024

& 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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Step 1. Initiate Transfer from Receiving Club
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1 Receiving Club: Navigate to

https://swimming.canada.sportsmanager.ie/maint.php and login to your admin
account.

2 Click "Transfers and Affiliation"

ITCH TO FRENCH (CANADA)YCANADIAN FRENCH & LOGOUT
ymmunications Registration
ations © View Registrants
© Payments Received
© Register Members
© Registration
© Apprave Meémbers
Transfers and Affiliation 4]
© Memberatcounts
© Invoicing and Fees
ympliance and Certification Events
ntizls © Orders
er Credentials © Events Purchased
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3 Click "Start Transfer (Request)"

Transfers/Affiliations

insfers
~ QOptions =
v Search/filter options ~
DOB & From # To ¢ Request Type & Started By Started &
04/04/2005 Swimming Club Swimming Club Two Transfer 23/08/2024 21:23
22/02/2002 Swimming Club Swimming Club Two Transfer 30/08/2024 00:20

@ To initiate the transfer you will need the following information:

1. Season the registrant was last registered and Registrant Last Name

AND

1. First Name and DOB OR Identifier Type and a Member Identifier
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4 Member Identifiers for transfers can be the Swimmer ID or REMS ID.

OR

Identifier Type

Member Identi... ‘ Swimmer 1D |
Coach ID |

Official ID
NCCP Number
REMS ID
Ballcharts ID

5 You can search for the Registrant to transfer using Identifier Type and the
Member Identifier number. So if you choose Swimmer ID for the type, enter the
Swimmer ID in the Member Identifier field.

Member Transfers

Request Player from Another Club € Back

~ Options =

<l oR oR
2022-2023 Hrstname Identifier Type Swimmer ID
Last Name Pswimmer Dob yyyy-mm-dd (] Member Identl.., 14019552;1

REMS ID & First Namea & LastName & DoB Status Season Club Actions
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OR you can search for the Registrant to transfer using First Name and Date Of

6 Birth. Click "Search"

yer from Another Club

-~ Optigns =

o View Members

> Searciyfilter gptigne
AND oR oR
SRAZ0N 2002-2023 Firstname pegey dentifier Type
Last Name pswimmer Dob 2001-01-11 (] Member [dentifie
First Namm & Last Namw & DOB & Status Season Club

Terms and Corditions | Privecy Policy - Website Discloim|

Verify the swimmer is correct and click the transfer button to proceed with the
transfer.

7

Member Transfers

equest Player from Another Club

- Options =
= Searchifilter options =
aND on or
i 2032071 Firstname PeEzy Fies
Last Namu pswimmer Doh 2001-01-11 (u) i e
wEiD g Farst Nama @ Last Nama § DoBE® atus Saapsn (=] Actiem
24208842 Peggy PRwimmer 12000 Explred 20222023 Swimming Club I E
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8  Enter the Transfer Reason and Click "Request Transfer"

REMSID | 5C24208942

Member Name | Peggy PSwimmer

Transfer Reason = moving clubs

From Club | Swimming Club

To Club ‘ Swimming Club Two = |

Request Transfer

9 Click "Continue" to proceed with the transfer.

Confirm Start Transfer

Are you sure you want to start the transfer process? Please note the member will not be able to participate in
your current club while the transfer is in process
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10 Click "View Transfers" to view the list of pending transfers.

Member Transfers

~ Options =

v Search/filter options «

OR OR
Firstname Identifier Type
Dob yyyy-mm-dd 0O Member identi...

11  The transfer will be awaiting approval.

# HOME FHEP & MY ACTOUNT

Transfers/Affiliations

View Member Transfers m

- COptions =

[ oo | ]

» Segarchffiiter options =

Peagy PSwimimar THO2001 Swimmirig Tlub Swimming Club Two Trarister 3000872024 00:32 Awaiting Approval e iv
L T SAC e ima ik i Clal Ty ' 4, S RLTah T R ETE by 2 Eamod - l“
Anpe Apoie Swimeming ity Swimming Siub Two Trarsier IOUE2024 020 Compiete L 1) i
ilie Orange Swimming Ciut: Swimming Club Two Trarster 2082024 22:20 Compiete a9 i
Alie Gater Swimming Club Swimming Club Tws Trarster 2H0A/2029 21:34 Compiste L 1) i
Lally Testswammer1 Swimming-Clut Two Swimming Cuo Transter 23/08/2024 2151 Complete L 1) i
wE 1ot
fOwE per page 5
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12 The "Approvals" column shows the status of the transfer. Hover over the circles to
see which club has approved the transfer. The receiving club automatically
"approves" the transfer when they initiate the transfer.

[Releasmg club status

. = ceiwng club status J
oved ¥ Status @ Appr .}sﬂml

Awaiting Approval @ ._ 10

mming Club Two - Awsiting Approval

rows per naae 10 W

Step 2. Approve Transfer from Releasing Club

13 Releasing Club: Navigate to

https://swimming.canada.sportsmanager.ie/maint.php and login to your admin
account.
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14 Click "Transfers and Affiliation"

Registration Sanc

View Registrants © Sanctione
Payments Received
Register Members

Registration

cCOoOCCOC

Approve Members
Transfers and Afflliation 5]

[+

Member Accounts

o

Public User Accounts

© Invoicing and Fees

15 Find the Registrant that you are approving.

A HOME THELP & MY ACCOUNT - SWITEH 10 ENGLEH B BACK TO YOURS ACCOUNT

Transfers/Affiliations

View Member Transfers m

- Optipns =~

= Search/filter options =

Member & bol & Traim & T # Reguest Type & Slaregioy  Tated 8 Auiomatically Approved 3 Status & Al Acticas
Beggy Phasimimer 11403/ 200% Sanmming Cluts Swimnming Club Twe Transfer 0T824 (052 Avaiting &pproval &Y ) BESiN

==
Annie Apple Swimming Ouls Swimming Clubs Two Tranafar 0T (2 a9 i
e Crange Semming Clib Swimming Club Teeo Transfer 2O/T8/2004 32:20 [ 1) i
s Giatey Swimming Clish Swir g Db Twe Transfer L L] i
ielly Testzwimmier 22/08 2006 Swimming Club Twa. Swimming Club Transfer an i

otal & [ Tof1
1ows per page 5.
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16  Action buttons:

1. Check box - Approve transfer
2. Red circle with line - Reject transfer
3. i - View information about the transfer

4. Trash can - delete the transfer

Awalting Your Final Review

1% Status & Approvals Actions
Awaiting Approval @ @ Qi W
rows per page 15 ¥

Made with Scribe - https://scribehow.com

10


https://scribehow.com

17  Click "i" to view information about the transfer.

Awdilng vour rinal Keview

Status & Approvals

Awaiting Approval @ @

rows per page

Actions

BbOim

3"

18 Review the transfer information. Click "Back" to go back to the previous screen.

Transfer Request

Peggy Phwimmer
AUNGD | SC24208342

lllllll Swimming Province - Sl

+ | Comgetitive Open 1580

To | Swimming Province - Swi

Swimming Provincs Swin

| BRS04 0032

| dawaiting Approval

Reazon | mowing clubs

v Swimming Canads

Approvals
Hamn e e, e wscm Agprured By
v £ Club
Swamitiiry % Club Two Approved 2024 0032 2 Swameteng Canada
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@ Reject transfer

19 If you want to Reject the transfer, Click "Reject"

rs
Registrants X Export
itions -

Started $

30/08/2024 00:32
23/08/2024 21:23
30/08/2024 00:20
29/08/2024 22:20
29/08/2024 21:24
23/08/2024 21:51

Automatically Approved @

Made with Scribe - https://scribehow.com

Status <

Awaiting Approval
Payment Started
Complete
Complete
Complete

Complete

Approvals

e
D@
)
®®
o
L 1 J

rows per page

Actions
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20 Enter the Reason for Rejection and Click "Reject"

Transfer Request
Peggy PSwimmer
U SC24208942
From | Swimming Club
Te | Swimming Club Two

| 30/08/2024 00:32

Awaiting Approval

Resson | MROWIRG €luba

Approvals
Kame Status aer Dete
Swimming Club Two Approved Swimming Province Swamming Club Two FVOB/2034 O

21 Click "Continue" to confirm the transfer Rejection.

onfirm Reject x

re you sure you want to reject this transfer?

@ Approve transfer
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22 Ifyou want to Approve the transfer, Click "Approve"

-

itions =
y Started %
30/08/2024 00132

23/08/2024 21:23
30/08/2024 00:20
29/08/2024 22:20
29/08/2024 21:24
23/08/2024 21:51

Automatically Approved % Status %

Awaiting Approval
Payment Started
Complete
Complete
Complete

Complete

Approvals Actions
ol HOiN
oo i=n
oe i
o@ i
ee i
26 i
rows per page T 4

23  Enter the Reason for the transfer and Click "Approve"

Approvals

Swirmming Club

Swimming Chab Tw

Transfer Request

Wember  Peggy PSwimmer
HEMS 1D SC24208942

From  Swimming Club

urrent Categeres | Competitive Open (1580)

Te Swimming Club Twe

Creaszd 30/0B/2024 0032

fatus  Awaiting Approval

maving clubs

staws usar
Awaiting Approval
Approved Anlta Scheffel-Woo-Swimming Cenada
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ION08/2024 00:32 S0/DR/2024 00:32
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24 Click "Continue" to confirm the transfer.

Confirm Approval

Are you sure you want to approve this transfer?

25 Review the updated status on the main Transfer page.

Transfers/Affiliations

View Member Transfers

= Options =

= Search/filter options =

Momber = Dog From 3 Tow Foquest Type £ Stanedpy  Statd S Automatically Approved = stats & Appiiuak il
e st
Peggy PIWImEr 140012001 Swirnmiing Club Swimming Club Two Transter 10,/08/2034 0032 Approved L 1] i+n
S 7 = S = e 20
Annie Apple 237022002 Swlmming Clul Syimiting Club Twe Tianster Cortplete o9 i
Oiike Cranga Swimming Club Swimming lub Two Transfor 2O0a/2029 22:20 Complate [ 1 ] i
Albe Gater 21/02/200 Swirnming Chub Suimming Club Twe Teaniler Compiets o9 i
ity Testswimmer] 2EN0B[2008 Swimming Club Two Swimrning Club Transfer 23/0872024 2151 Compiats L 1] 1

1S pes page

PSO Approval for Transfers between Provinces
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@ If the transfer is between provinces, each PSO must also approve the transfer.

26 Example: Transfer from Alberta Club to Ontario Club.

' **;":";75 ONJARIO OAVILLE
== ~s /I | ’ '

!

& HOME T HELP & MY ACCOUNT e sufTOH 10 FRENC H (CANADAYCANAIDNAN FRENCH

| Swim Ontario Club.:](;_\,,a,ber rraatars

Request Player from Another Club ¢ oo
> Search/filter options =
AND o or
Season 2023-2024 Firstname abigail identilier Type
Last Name butt Dob 2012-10-31 A Member Identifier
REMSID # First Name % Lasc Name & DoE = Status Season Club Actions.
sC2416 Abig B Expired 20232024 Lioydminster Rebels \

X

Swim Alberta Club
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27 Once the transfer has been requested, both clubs and PSOs can see the transfer
status by clicking on Transfers and Affiliation.

N | =
b Sportlomo.com._—
\'\\ /,//,/—,pl///
DN = Y-

&+ BACK TO YOURS ACCOUNT

# HOME 7 HELP & MY ACCOUNT M SWITCH TO FRENCH [CANADA){CANADIAN FRENCH

Transfers/Affiliations

€ Back

View Member Transfers

a (Options =

= Search/filter options =

Member & DOE = From = To = Request Type S Started By Started = Automatically Approved & Status = Approvals jons
A I8 3, 2 Lloydminster Rebals Oaleville Aquatic Cluby Transfer 02/D9/2004 14:43 Aymiting Approval S 9 0 @ i1

Total 1 |16
rOWS per page iz

28 If you hover over the yellow and green dots, you can see which clubs/PSOs have
approved the transfer. The receiving club automatically "approves" the transfer

when they initiate the transfer.

-

lly Approved ¢ Status 2 Approvals  Action

Awaiting Approval @ Q @ il

| Swim Ontano - Awaiting Approval
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29 Both of the PSOs and the releasing club should go to their Transfers and
Affiliation list and approve or reject the transfer (for more details, refer to Step 2
above)

Approve or Reject

Automatically Approved % Status * Approvals
} 15:06 Awaiting Approval ©® ® 9@
rows per page 15 ¥
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30

also recorded in the transfer history.

If you click on the View button (i), you can view the status of the transfer. The
name of the user that has approved/rejected the transfer for each PSO and club is

1
A _ IB
SC2416:
From | Swim Alberta - Lloydmin:
Current Categorie: Summer (May 1-Aug 31)
To | Swim Ontario - Oakville #
Started By Swim Ontario Oakville Ac
Created | 02/09/2024 13:06
Status | Awaiting Approval
Reason moving
Approval Rule from Swim Alberta
Approvals
Mame Seatus Date Reason  Approved By Actions.
Lloydminster Rebels 5

Swim Alberta Approved
Swim Ontario Approved
Oakville Aquatic Club Approved
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02/09/2024 13:12
02/09/2024 13112

02/09/2024 13:06

Anita Scheffel-Woo-Swimming Canada
Anita Scheffel-Woo-5wimming Canada

Anita Scheffel- Woo-Swimming Canada
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31 When all parties have approved the transfer, the Receiving Club can complete
Step 3 below.

r
ally Approved @ Status = Approvals Actions

Tl

Approve L X X X J i>8

rows per page 15 ¥

Step 3. Complete the Transfer - Receiving Club

@ If this is the second transfer in the season for the swimmer, this step should not
be completed until the "unattached period" is completed.

32 Receiving Club: Navigate to

https://swimming.canada.sportsmanager.ie/maint.php and login to your admin
account.
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33 Click "Transfers and Affiliation"

Registration

View Registrants
Payments Received
Register Members

Registration

e 0 € 0

Approve Members

Transfers and Affiliation

o

Member Accounts

Public User Accounts

<

© Involcing and Fees

34 Find the transfer that you completed. Click the "->" icon to complete the transfer.

=0 THELP A MY ACCOUNT W SWITCH TO ENGLISH 4 DACK TO YOURS ACCOUNT

Transfers/Affiliations

iew Member Transfers & Nk m

-~ Options =

= Search/filter options =

nbee 2 DOR £ From & To 2 Recuust Type & Siasinasy Started 2 Atamatically Appraved £ Statis £ " Netie
VY BSwimmes 110172001 Swimiiing Chab Swimming Clik Teo Trarmder ORLI024 0037 Approved e I i+ W
S —— . - =1

e Apple Swnrmiming Club Transfer Compleie L 1 ] i
e (range Transfer Complete (L] i
& Galer Swimiming Cluly Sivirming Clhub Two Trarisfer Camplrle L L] i
y Testswimmer | Swimming Club Two Swhmming Club Transter Complete L X ] i
Tortal
fonks e frage 5.
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35 Choose the category to move the Registrant into to complete the transfer. Click
the "Please Select" dropdown.

A HOME 7 HELP & MY ACCOUNT

- SWITCH T ENGLISH

Member Transfers

Select New Club Membership

e Peggy PSwimmer
“luk - Swimming Club

» Swimming Club Two

Select and Confirm Irre CAD
Choase categeryyeu wish to transfes tec Frice Transfer Dissount Total
Plessh Sl 0 0 000
Total Cost {Ex Fees) o.00

36

Choose "Registrant Transfer" from the dropdown list. Click "Register".

W R 1 IR el B R AT I el ot

ub Membership

Peggy PSwimmer
From Club | Swimming Club

TaClub | Swimming Club Two

Select and Confirm currency: CAD

Price Transfer Discount Total
Registrant Transfer 0.00 0.00 0.00
Total Cost (Ex Fees) 0.00
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37 Verify the Registrant Personal Data and Click "Register".

LP & WY ACCOUNT ™ SWITCH T0 ENGLISH # BACK TO YOURS ACCOUNT

Member Transfer

- detalls

ed Registrant Transfer
rership

Personal Data

Member First Mame* Mom ber List Name™
Peggy PSwimmer
pon* E-mail (Primary}*
1MA01/2001 peggypewimmen23@mail.com
Receipt

Receipt will be emailed to *

peggypswimmeri23 @mail.com

RFGISTFR

38 There is no charge for transfers, but a confirmation receipt will be displayed. The
transfer is now complete.

Lrdlsier pdyrnerit Suctess

Your transfer registration has been successful, f%‘ below for details

ip Payments Received
Registration Date

mail.com I/DB2024 00:35

ips

Name Membership Type
Pegry PSwimmer Masters transfers
reakdown
T
Status Mambership Category Prica Discount Additional Foas Qutstanding Ameount
Masters rransfers 0.00 0.00 0.00 0.00
TOTAL 0.00 0.00 0.00
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