
Setting up your Junior Program in Revo 

Getting Started 

Log into your club’s admin portal and click on Programs (it may say Classes) in the menu on the 
left. 

 

Select ‘Add Program’ from the menu that appears. 

 

Fill in the form on the next screen with details about your program. For example:  

 



 

 

Make sure you click ‘Save Details’ at the bottom of the screen. 

Adding Program Dates 

Click on ‘View Schedule’ in the menu at the top right hand side of 
the screen. 

Complete the details on the next screen, then save by clicking on 
‘Add Schedule’: 

 

Adding Attendees and Coaches 

Click on ‘Permanents’ in the menu at the top right hand side of the 
screen. 

Juniors who attend fortnightly/occasionally can be added as a 
‘Casual’. 

Add attendees by starting to type their first or last name in. Click on the correct person when 
their full name appears.  They will be issued an invoice the moment you click ‘Add Permanent 
Attendees’, however if you don’t wish for this to occur, simply uncheck the ‘Send 
invoice/confirmation’ option.  



If the junior’s name isn’t listed then that means they don’t have a current membership.  In this 
case you will need to direct them to your club’s membership portal to sign up or renew.  A full 
list of all club membership portal links can be found here: 
https://www.revolutionise.com.au/squashwa/affiliated-clubs  

 

Add your program coaches by clicking ‘Manage Officials’ in the 
menu on the right.  

Choose what level of access you would like them to have, and 
then save by clicking on ‘Add Program Official’ at the bottom of the 
screen.  

 

Communicating with Families 

Send bulk emails out to your families using the ‘Email Attendees’ function.  

The ‘SMS Attendees’ function is active but isn’t free to use. 

https://www.revolutionise.com.au/squashwa/affiliated-clubs


Marking Attendance 

Anyone who has been added as an ‘Official’ can complete this task.  

Click on ‘Mark Attendance’ in the menu on the left.  Make sure the date of the session is correct. 

Click on ‘+’ to expand the program and view the list of attendees.  Check the box next to the 
juniors who attended.   

 

Finances 

Junior must have an active account in revo.  They should be at Lifestyle at a minimum to ensure 
they are covered by insurance and are supporting your club and Squash WA.  You cannot add a 
junior who doesn’t have a current financial year membership.  

You can see if a family has paid their term fee or not from the ‘Permanents’ list.  

 



If a family has paid their fee directly into your club bank account, or they have redeemed 
Kidsport funds, you can reconcile their invoice yourself.  You can do this as a part payment or in 
full.  

 

Select how they paid, add the date they paid, and in the Payment Receipt field, add information 
about the circumstances, eg. 2024 T3 Juniors, along with your initials.  

Settings 

You can change what things are called and adjust other options in the Settings section. Make 
sure you click the black ‘Save settings’ button at the bottom.  

 

Lastly, don’t forget you can contact the office if you get stuck anywhere.  Simply call us on 0434 
785 555 or email engagement@squashwa.asn.au. 

 

mailto:engagement@squashwa.asn.au

