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

Setting up your Junior Program in Revo

Getting Started
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Fillin the form on the next screen with details about your program. For example:

logged in as Serena | ) Mirrabooka Squash Club - 4360

@ You have unread notifications.

revglutionise SPORT

> dashboard

Edit program

@ Please note

> members

> teams
0 add, delete, or give login access to your cosches, visit manage officials under Options

> competitions

Program details
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Name: Junicrs 4-7s Term 3 2024
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5 s Attendees must be members of Mirrabooka Squash Club, minimum ‘Lifestyle level



Price for all instances: S 60.00 @ If left blark, permanent attendees will not be permitted.

Price per instance: s .00 @ Iefiblznk casusl sttendees wil not be permitted

sy through, they can be charged a pro-rats amount (rather than the full amount), based on haw many instances are left
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Choose File | No file chosen

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

Adding Program Dates

Options

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’:

Add sessions

Repeat on: Osun OMeon OTue Owed OThu OFr Osat

First wazk: B O Plzzsz salect the Sunday before the first session

B @ Plzzsz salect the Sunday after the las

Start time:
End time:
Adding Attendees and Coaches ro——

0 You have unread notifications.

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 fullname 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. Afull
list of all club membership portal links can be found here:
https://www.revolutionise.com.au/squashwa/affiliated-clubs
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Permanent attendees

Program details
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Narne: Juniors 4-7s Term 3 2024
Coaches: Serena Richardson
Max enrolments: Unlimited

"

Active permanent attendees

Name Actions

Thaddeus Chan Orzcorcle Oreizzue Xmove Warchive @ delets
Liam Doyle Quiew Dunrecorcle Xmove Warchive @ delete
Annoushka Estrin Qrcorcle @ressue XMmove Warchive el
Aariz Faizan Qrzcorcle @ressuz Xmoe archive delete
Haashir Farrukh Saeed @r=corcle @rezsus XMmove Warchive [ oelecs
Maya Shahar Quuiew Dunreconcile Xmove Warchive @ delets
Ted Spartalis Quiew Dunrecorcle Xmove Warchive @ delete

Add permanent attendees

@ Members who are listed as casuals cannot be added here. They will need to be removed from & casuals before they can be added 2= 3 permanent below
Select member: l¢

Send invoice!
confirmation:

Add permanent sttendees @

Add your program coaches by clicking ‘Manage Officials’ in the PSSO ™ - S |

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.
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E Level O v

Access lave

Add program official @

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.

revelutionise sPoRT

» dashboard

Mark attendance for Thu 18 Jul 2024
> members
» fiz=ms Show attendees for sessions oL 18/07/2024 i [0 )

> competitions

> transfers

ns, mark them all as attended if they attended any s

Or embers are attending multiole
~ programs any members are attending multipl,

Attended? Actions
— |Fniors 4-7s Term 3 2024 - 16:15 - 17:00
Thaddeus Chan Permanent Q@ reconcle @rsizzue [ delete
Liam Doyle Permanent
Annoushka Estrin Permanent
> rostering
Aariz Faizan Parmanent
> finance
Haashir Farrukh Saeed Parmanant
> site
Maya Shahar Parmanent
> events
Ted Spartalis Parmanent
> shop
-

Finances

Junior must have an active accountin 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.

Permanent attendees

Program details
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Coaches: Serena Richardson
Max enrolments: Unlimited
it
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Thaddeus Chan @r=corcle € ressus Xmove @archive [ osles &
. ) " ®

Liam Doyle Quiew Dunreconcile Xmove W archive delete

B
Annoushka Estrin ©@r=corcle @rezsus Mmove Warchive [ celes @
Aariz Faizan Q@r=corcle @ressi= Mmove Warchive [ dele=
Haashir Farrukh Saeed @rzcorcle @remsue Xmove archive [ delete
Maya Shahar Quisw Dunrecorcle XMmove Warchive [ delzts
Ted Spartalis Quuiew Dunreconcile Xmove Warchive @ delets

Add permanent attend

@ Wembers who are listed s casuals cannot be added here. They will nesd to be removed from & casuals before they can be added as 2 permanent below
Select member: Q
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confirmation:
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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.

Thaddeus Chan $GOOO

(TSR] = manage part payments

Total due: $60.00

Date issuad 2024-07-18
Reference: MCE62
Recondile in full
Payment method: Please select. hd
Please select...
Payment date: Bank Deposit
Cash
Payment receipt: Chegue
Credit Card (Onling)
EFTPOS
Complimentary
PayPal
Electronic rece Other
bPay

ssue receipt

Credit Card (Manual)
Pin Payments
Peach Payments Reconcile @

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.
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> rostering

Notify us by email wh

> finance oTESjj multiple em
> site send notificstions to: johin.tetlow@actian.com.mirrabockasguashclul
> events Finance options
> zhop @ I you use accounting software, enter the General Ledger code for program payments below.
GL code

> bockings

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

