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Delivering Vicinity Centres Vicinity Centres Aussie Hoops

1. Each participant of the Vicinity Centres Aussie Hoops program must have registered via the
online registration process and online payment gateway.

2. Vicinity Centres Aussie Hoops sub-realm is only to be used for programs that adhere to the
Vicinity Centres Aussie Hoops delivery guidelines. Registrations for other programs (i.e. holiday
camps) will need to be through the Basketball Network membership database.

3. Only registration forms created by Basketball Australia are to be utilised.

4. Vicinity Centres Aussie Hoops Coaches will utilise the provided Vicinity Centres Aussie Hoops
coaching resources to deliver sessions and understand that such resources are synced to the
National Basketball Coaching Curriculum.

5. As an accredited Vicinity Centres Aussie Hoops local centre, the local centre will do their best to
ensure their respective Vicinity Centres Aussie Hoops web page is representative of the programs

new brand, look and feel and language.

6. Local Centres will only refer to and advertise the program with the local centre name followed by
the words ‘Vicinity Centres Aussie Hoops’ for example “Brisbane Vicinity Centres Aussie Hoops”.
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Term Rollover Checklist

O

Add new programs for the upcoming term using the appropriate program template setup by
Basketball Australia.

Make previous term’s programs inactive.

Check centre contact details are up to date (Vicinity Centres Aussie Hoops Coordinator and
Junior Competitions Coordinator).

Add widget/link to your association webpage.
Send program renewal email to participants.

Advertise program using recourses and collateral provided by Basketball Australia via
Dropbox.

Commence taking registrations through the online registration form and payment gateway.

Run merchandise reports and order the required participant packs ready for first session of
the program.
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Signing up for a Fox Sports Pulse Passport account

To sign up for an FSP Passport account:

1. Go to https://passport.sportingpulse.com/login

2. Click on the link to Register.

@ Passport

Welcome to SP Passport

SP Passport combines your SportingPulse accounts - such as mySport or
Membership - in one location.

If you have an existing mySport account you can simply sign in to start using
your SP Passport.

Don’t have a mySport account? Register below for a new SP Passport.

3. Fill out the details as shown below or choose to register for an FSP Passport through Twitter or

Facebook. Once done click on Create My Passport.

Email Address

First Name

Family Name

Password

Country

State or Territory

Sport

Re-enter Password

Create my Passport

choose a country...

Choose your sport(s)

]} Archery [ asneties

D Baseball D Basketdall
[ insoorsports [ cacrosse

[ Rowing [ Rugby League
[ Fostmasaccer [ squasn

[ rennis [0 mucnrootoant

O] weignuiing

¥ | Register with Facebook

[C1] ustratian Rutes (] gaaminson

[ rioket (] tocxey

[ cawnsoms [ newsan

[T rugoyunon [T sensaispans
[ rapterenns [T 7en pin Bowiing
Blvouepparr: [T waterroto
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4. Select the communications you wish to receive and click on Create my Passport to complete the

process.

Newsletters

[7] Club Offers
[[] GameDay

[ SP Digital

Create my Passport

Listed below, are some newsletters we thought you might be interested in based on your sport selection.

Competitions, promotional opportunities and advice for Sporting Club Administrators

Topical game day news, information and fun competitions for everyone involved in community sport

Key product news and development updates about SportingPulse products and service

5. You will then receive a confirmation email. Open the email and click on the link to confirm your

FSP Passport.

@ Passport

Passport. Just. Easier.

Welcome! You're in.
Click here to confirm your email address

Remember - Every time you interact with the
Network, from registering to play, tracking your
payments, requesting a game reminder or, in the
future, checking on your games played history,
the SP Passport will make your life in sport just
easier.

Account Info

l' Andrew Collins

You've now signed up to FSP Passport. You will need to contact your state Vicinity Centres Aussie
Hoops coordinator to gain access to the Vicinity Centres Aussie Hoops Database using your new FSP

Passport.
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Adding/Editing Local Centre Coordinator Contact Details

A Local Centre Coordinator’s contact details are published in several locations throughout the
Vicinity Centres Aussie Hoops Locator and in key communications.

8) Mornington Secondary College X

Centre Coordinator Contact

Contact Name: Deb Kruger
Phone Number:
Email:

Available Programs

NAME DAY START DATE TIME AGES COST

Mornington Basketball Thu 01-05-2014 16:00:00 St 10
Term 2

L Sl sl Fri 02052014 164500 Sw10
Term 2

ol Dl T e 02052014 160000  Sta10 | ReciTER INTEREST |
Term 2

Login to Vicinity Centres Aussie Hoops Membership at Centre level through FSP Passport.
The dashboard will appear. Click on Contacts.

FOX 2 - : :
s-onvs Appoint, notify and manage officials wit

Mornington District Basketball Association - Aussie Hoops

ntacts g

Aden indstrator [praany contact

=

3. The Contacts page will appear. The Vicinity Centres Aussie Hoops Local Centre Coordinator
must be listed under Other Roles and Contacts > Administrator.

4. To add or modify details of a Vicinity Centres Aussie Hoops Local Centre Coordinator, click on
the down arrow next to the applicable field. The contact details fields for that role will appear.
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Other Roles and Contacts Fung
Primary
Contact

d ministrator Deb Kruger
name: |[gp Surname: Kruger Gender: Female r =

Email: | Mobile:

Receive Club Offers: |+ Receive Product Updates: |+ Publish on Locator: |+

__' Choose a Role Add a new name now !

Enter the coordinators contact details in the fields provided.

Three check boxes are provided below: Receive Club Offers, Receive Product Updates and

Publish on Locator.

e  Club Offers and Product Updates emails are sent monthly from Fox Sports Pulse. Tick these
options if you want the member to receive these emails.

e Publish on Locator determines whether the contact person's name and contact details are
shown on the Aussie Hoop Centre Locator and must be selected for the Primary Contact.

One member can be assigned the primary contact by selecting the Primary Contact check circle.
An Aussie Hoop Centre’s primary contact will be the contact to appear in the Vicinity Centres
Aussie Hoops Centre Locator.

Under Functional Responsibilities tick the boxes corresponding to the responsibilities the
member has. A member can have multiple responsibilities, and more than one member can share
the same responsibilities.

You will need to enter the details of your junior competitions coordinator also. Select the
Competitions Admin check box so that their details are automatically filled into the Program
Renewal email sent at the end of each program.

Functional Responsibilities

Primary Competition Social Website & Transfer &
Contact Admin Activities Publicity Permits

]

10.

When you have finished adding contacts, click on Save.
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Entering and Updating Program Information

1. Login to Vicinity Centres Aussie Hoops Membership at Centre level through FSP Passport

2. Click on the Programs Tab

iU Mornington District Basketball Ass...

Dashboard ~ Members = Competitions  Clubs ~ Teams  Communications  Registrations  Reports
SovancED SEaRCH

3. Click on Add a New Program

Please note: You need to add a new program, for every individual session you run. For example, if
one program is a Monday and the other is a Friday, they need to be set up as individual programs.

Programs ﬁ

Program Hame Facility Name Siart Date Days Run Mumiber o Sessions Product Prices Members Status

4. Choose which type of Program you wish to create, based on your state/territory. This can be
selected from the drop down list set by Basketball Australia.

Programs

Choose which type of Program you wish to create:

2015 Aussie Hoops Term 1 (NSW) Registrations & Payments (ages 5 to 12)
2015 Aussie Hoop

2015 Aussie Hoops Term 1 (BQ ONLY) Registrations & Payments (ages 5 to 10)
2015 Aussie Hoops Term 1 Expression of Interest ONLY (ages 5 to 10)

2015 Aussie Hoops Term 1 (TAS) Registrations & Payments (ages 5 to 10)

) Registrations & Payments (ages 5 to 10)

2015 Aussie Hoops Term 1 (SA
2015 Aussie Hoops Term 1 (ACT/VIC/WA) Registrations & Payments (ages 5 to 10)
(

2015 Aussie Hoops Term 1
2015 Aussie Hoops Term 1

QLD) Registrations & Payments (ages 5 to 10)

5. You can choose from:

Taking Registrations and Payments; this allows a Local Centre to register and collect payments
online, where payment is compulsory to register. This is recommended for those associations
currently using the system to collect registrations and where payments are compulsory.

Taking Expression of Interest; this allows all Local Centres who are not currently utilising the
system for registrations and payments to publish program information but not collect registration
and payments through the system. This is a short term solution only as we transition all Local
Centres to compulsory online registrations and payments.
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6. Click Create Program

Programs

Choose which type of Program you wish to create:

[ 2014 Aussie Hoops Term 2 Registrations + Payments (ages 5 to 10) ¢]

Create Program

Entering your Program Information

In this screen you need to complete the Program Details specific for your Vicinity Centres Aussie

Hoops Program.

Please note: there are some restrictions that are set by the national body to create a standardised

national program. All fields that have a red dot against them are mandatory to complete.

7. Add Program Name replacing the <Program Name> insert. Do not alter term information as it is

critical to determine the program timing.

Program Name: <Program Namep Term 2

8. From the dropdown list choose the facility (location) that this program will be delivered at.
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Program Details

Program Name:
Active?:
Facility:

Age Details

Minimum Suggested Age:
Maximum Suggested Age:

Max DOB:

Allow Max DOB

exceptions?:
Min DOB:

Allow Min DOB
exceptions?:

Bentleigh Term 3

rd

Bentleigh Secondary College

Choose Facili

AB. Patterson College (Pupils Only)
Activewest Stadium

Adelaide Arena

Adelaide River School

Albany Leisure & Aguatic Centre
Alexandra Community & Leisure Centre
Alexandria Basketball Stadium
Algester Primary Schoaol

Ararat YMCA

Atherton High Community Hall
Bangalow Public School

Barossa Aguatic & Fitness Centre (The Rex)
Batchelor Area School

Beaconhills College

Belconnen Basketball & Sports Centre
Bellarine Sports & Aguatic Centre
Bellarine Sports Centre

Belmont Oasis Leisure Centre

Benalla West Primary School

Please note: If your facility does not appear on the list please email
aussiehoops@basketball.net.au with the following facility information.

Facility Name:

Street Address:
Suburb:

State:

Facility Phone:

9. Set the age range of your program using the Youngest/Oldest Suggested Age fields (these are
the ages that will appear on the Vicinity Centres Aussie Hoops webpage). Then set the
Youngest/Oldest date of birth range (if you wish to accept registrations falling outside of these
limits, tick the exemption checkboxes).

Allow Youngest DOB
exceptions?:

Age Details
Youngest Suggested Age: |5
Oldest Suggested Age: 10
Oldest DOB: 01/01/2003
Allow Oldest DOB
exceptions?:
Youngest DOB: 31/12/2010
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10.Add official start date of your program. Ensure it’s the correct day your program runs.

Please note: You will only be able to pick from a selected range of dates.

Session Details

Start Date: | o

[+ ] ril 2014 [ ]
Start Time: [ he

Su Mo Tu We Th Fr Sa
Capacity:
Duration:

13| 14(f 156( T&| 17| 18| 1%

Number of Sessions: ol 21 22| 23| 24l 25| 28

Days Run 27| 28| 29| a0

Please ensure that the day of week
Done

Monday?:

11. Add the Program Start Time in 24 hour time

Start Time: 100 :[FR 00 + 2 hourtime

12. Add the participant capacity you wish to accept.

Please note: If you don’t have a limit on the capacity and want to take all participants simply enter a
very high number. If you can only take 30 participants, once 30 participants have registered the
program finder will revert to an expression of interest form.

13. Specify the time duration of the program.

Basketball Australia guidelines recommend that a programs duration should be 60 mins, but must be
no less than 45 minutes and no more than 75 minutes. You must select a time that fits within this
range.

Duration:

14. Specify the number of sessions that will be run. Basketball Australia advises that the Vicinity
Centres Aussie Hoops program is to be run between 8 and 10 sessions per term.

Number of Sessions:

15. Specify the day the specific program is run. This must reflect the start date.
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Days Run

Please ensure that the day of week matches your start date.

Monday?:
Tuesday?:
Wednesday?:
Thursday?:
Friday?:
Saturday?:

Sunday?:

16. Specify the default status of new members’ enrolment as active.

Registration Details

Default status of new
Members on Enrolment:

17. Click on Create Program

Create Program

18. Your Program will now show when you click on the Programs Tab under the association and on
the Vicinity Centres Aussie Hoops Program Finder at www.aussiehoops.com.au/find-a-program.

Setting the Price of a Program

1. Login to Vicinity Centres Aussie Hoops Membership at Centre level through FSP Passport
2. Click on the Programs Tab

LEVEL SELECTION Mornington District Basketball Ass... centre ()

Dashboard ~ Members  Competitions  Clubs ~ Teams  Communications — Registrations ~ Reports
ADVANCED SEARCH

3. Select Edit Prices for the corresponding program.
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Showing - Mame including Active ¥

Product Prices Members Status
I Edit Prices I‘\-"iew Members EI’
Edit Prices View Members EI’
Edit Prices View Members EI’

4. Using the magnifying glass icon, select the product you would like to change the price for.

Name

E Group: 2014 Term 3 (1 products]

Iﬁ I Aussie Hoops New Participant [VIC/W4) | 80.00

5. Enter the new price and select Update.

Pricing

Price: ® Single price [price is the same across all registrations, including family registrations)
Single Pricing: 2/80.00 «
Update

Updating Program information

1. Login to Vicinity Centres Aussie Hoops Membership at Centre level through FSP Passport

2. Click on the Programs Tab

iU Mornington District Basketball Ass...

Dashboard ~ Members = Competitions  Clubs ~ Teams  Communications  Registrations  Reports
SovancED SEaRCH

3. Using the magnifying glass icon, select the program you would like to update.

Program Name Facility Name

|Iﬁ Mornington Basketball Ter.. - Mornington Secondary Coll...

EQ  Mornington Basketball Ter... | Mornington Secondary Coll...
Eg  Mornington Basketball Ter.. | Mornington Secondary Coll..
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4. You can then update the specific program details just as you had entered them when setting up
your program (See page 10).

5. Once you have made the required adjustments, click on Update Program.

Update Program

Making a Program Inactive

1. Login to Vicinity Centres Aussie Hoops Membership at Centre level through FSP Passport

2. Click on the Programs Tab

iU Mornington District Basketball Ass...

Dashboard ~ Members = Competitions ~ Clubs Teams  Communications = Registrations ~ Reports Q
SovancED SEaRCH

3. Using the magnifying glass icon, select the program you would like to make inactive.

Program Name Facility Name

|IE_ Mornington Basketball Ter... | Mornington Secondary Coll...

Eg  Mornington Basketball Ter.. | Mornington Secondary Coll...
Eq : Mornington Basketball Ter... | Mornington Secondary Coll...

4. Uncheck the box next to Active?
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Program -

Click hereto return to list of Programs

Te medify this infermation change the information in the boxes bel

Note: All boxes marked with a & are compulsery and must be fille

Program Details

Program Name: Mornington Basketball Term 2
Active?: 0 <
Facility: | Mamington Secondary College

5. Finally scroll to the bottom and click the Update Program button.

Update Program
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Adding a Vicinity Centres Aussie Hoops Widget to a Fox Sports Pulse Website

Adding a widget to your association webpage will require access to make changes to the page. You
will need to speak to the member assigned to maintaining your association’s page to gain access.

You will also need to email aussiehoops@basketball.net.au to be issued your Association ID.

1. Navigate to your association’s Fox Sports Pulse webpage.

FOX SPORTS PULSE David Support  Sign out

#7 Basketball

everyones game

Profile  Fixtures/Results Trophy Room ContactDetails Login to Sportzware Membership

Alexangra & District Basketball Association

Profile

New Season 2014

Register Now

Senior Registration 2014

2. Scroll to the bottom of the page and select Site Editor.

3. You will be taken to the pages Website Editor Control Panel. Select Widget Manager.

Website Editor Control Panel

Manage Content

Content Manager Widget Manager

Use this section to adivate sedionsand to modify Use this sediion o adtivate to modify yourwidgets
artides et

Media Library Forum

Use this section to add and remiove filesand images Mznage your Forum. Configure Setfings/Manage
fromyourwebsite. Moderstors.

Trophy Room

HAyards, Honour Board, Phaoto Gallery.
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4. Using the drop-down menu, select Vicinity Centres Aussie Hoops then the Add New Section
button to continue.

__I MEULS =T T
=] Club Links - Mavbar

Add Mew Widget | ¥ | Add New Section
You c!n add Ladder

. Major Sponsor
Maintenanc e - Widget

tions or to remove existing sections by clicking "Section

Motice Board

5. The Vicinity Centres Aussie Hoops option will appear in the table above. Click and drag Vicinity
Centres Aussie Hoops to set the priority order.

6. Right click Vicinity Centres Aussie Hoops and tick the box next to Active.

Right Column Widgets

Aussie Hoops

=] Ladder
=] Ladder

dde

7. Then click the Save/Update button.

W|dg&t Manager E=zckto Control Penel »

The Widget Manager allows you to place widgets into the
right-hand column of your website [e_g. ladders, news,
remote content, sponsor information etc.] Save fUpda‘le

8. Select Widget Manager again.
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Website Editor Control Panel

Manage Content

Content Manager Widget Manager

Use this section to activate sectionsand to modify Use this section to activate to modify yourwidgets
artides et

Media Library Forum

Use this sedion o add and remove filesand images Manage your Forum. Configure Settings/Manage
fromyourwebsite. Moderstors.

Trophy Room

Awards, Honour Board, Photo Gallery.

9. Right click Vicinity Centres Aussie Hoops and select Edit.

Right Column Widgets

==| Aussie Hoops

10.Complete the three (3) fields as follows:

Title: “The official junior development program”
Subtitle: “for boys & girls, of all abilities, aged 5 to 10”

You will need to email aussiehoops@basketball.net.au for your Association ID.

Title [max 40 characters) «

The official junior development program

Subtitle [max 55 characters) «

for boys & girls, of all abilities, aged 5 to 10

Association D «

15699

Toreguest your Associztion |0 plesse Click Here

Save

11.Select Save.
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12. Return to your association website by clicking Return to your website.

F- N
./ /CJ ) .
@ w) WebSIteS | Alexandra & District Basketball Association

Return to your website

Download the

Fox ( o Available on the "= Available on the |
SPORTS FOX SPORTS PULSE APP NOW! Lathaecalsnd ‘ ‘ D App Store

Available on iPhone and Android

13. You will now see the Vicinity Centres Aussie Hoops Widget on the right hand column of your
website.

5569 < & REGISTER NOW
A&

The official junior development program

for boys & girls, of all abilities, aged 5 to 10 4

Please Note: This can take a minute to load. Refresh your page if the widget does not appear the
first time.
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Adding a Vicinity Centres Aussie Hoops Page to a Fox Sports Pulse Website

Adding an Vicinity Centres Aussie Hoops page to your association webpage will require access to
make changes to the page. You will need to speak to the member assigned to maintaining your
association’s page to gain access.

1. Navigate to your association’s Fox Sports Pulse webpage.

FOX SPORTS PULSE David Support  Sign out

f} O

everyones game

Profile  Fixtures/Results Trophy Room ContactDetails Login to Sportzware Membership

Alexangra & District Basketball Association

Profile

New Season 2014

Register Now

Senior Registration 2014

2. Scroll to the bottom of the page and select Site Editor.

3. Select Content Manager.

Content Manager Widget Manager

Use this section to activate sedionsand to modify Use this section to adtivate to modify yourwidgets
arfidesetc

Media Library Forum

Use this sedion to add and remove files and images Manage your Forum. Configure Settings/Manage
fromyourwebsite. Moderstors.

Trophy Room

Awerds, Honour Board, Photo Gallery.
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4. Using the “Add New Section” dropdown, select Full Page.

Add M

Contact Details
Document Links
Event Calendar
Links

LiveStats

MNews
Mewsletter
Profile

Remote Content

Add New Section

Sign in to SP Membership
Sponsor Information
Web Site

| v

Add New Section |

5. A “Full Page” section will be added to the menu box. Click the “Full Page” section once to
highlight, then again to edit the text and rename it Vicinity Centres Aussie Hoops.

4 —] Menu

:_I Il"‘i" =

=] Trophy Room
=] Venues

=] Fixtures/Results
=] Aussie Hoops

b Site

£ [Ful Page

6. Right click the newly named Vicinity Centres Aussie Hoops Section and select Edit.

Aussie

Freview

Restrict Access

Set as Default Page

Hoops
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7. Add the below information to the corresponding fields:
Article Title: Vicinity Centres Aussie Hoops
Article Text:

Vicinity Centres Aussie Hoops is Basketball Australia’s official junior game development program for 5-10 year
olds and their families.

The national program provides an environment where children of all abilities can achieve on the court and
reap the rewards of skill development, enhanced self-esteem, social co-operation and grassroots sports
participation.

Vicinity Centres Aussie Hoops introduces children to basketball in a structured and accredited environment
that connects our game at the grassroots through to the elite level. Our national coaching curriculum and
sequentially-developed program consists of warm-up games, skill activities and modified games all delivered
by accredited coaches.

To register or for further information, visit the Vicinity Centres Aussie Hoops website.

8. If you would like to upload your co-branded Vicinity Centres Aussie Hoops logo, select Left using
the dropdown menu under “Image on which side”. Then click the Choose File button to upload
your logo.

Image onwhich side
Let v | i

Select Media

I Insert File/Images fram Media Library

or Upload Directly

Choose File Mo file chosen

9. Select the Save button.

Save

10.After saving, the below message will appear at the top of the page.

Entry successfully modified I
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11. Select the Content button on the side menu.

Content of ' dussiz Hogps'

Entry successfully modified

Article Title

Aussie Hoops

& Use HTML

CONTENT

ITrest article =s HTML

DIsPLAY Article Text

a Paragraph = Faont Family |«
¥ — i - .

SETTINGS =||i= = | £

Aussie Hoops is Basketball Aust
their families.

12. Select Content Manager again.

Content Manager Widget Manager

Use this sedtion to acivate sections and to madify Use this section to activate to modify yourwidgets
articles ete.

Media Library Forum

Use this sedtion to add and remove filesand images Manage your Forurm. Configure Setings/Manage
fromyourwebsite. Moderators.

Trophy Room

Awards, Honour Board, Photo Gallery.

13. Right click “Vicinity Centres Aussie Hoops” again in the menu and check the Active box.

=] Active
== (-
Preview

Restrict Access

Set as Default Page

14. Select Save and Update.
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Save /Update

15. Finally, select Return to your website at the very top right of the page.

Return to your website

16. You will have a page that looks like the below and requires no further maintenance.

Aussie Hoops

Register Now

Aussie HUUPS BVC TEST - NOT FOR PUBLIC USE

Aussie Hoops is Basketball Australia’s official junior game >
development program for 5-10 year olds and their families.
NORTHERN

TERRITORY SALE

The national program provides an environment where
children of all abilities can achieve on the court and reap
the rewards of skill development, enhanced self-esteem.

social co-operation and grassroots sports participation.

Holiday Packages w/ Return Flights,
Aussie Hoops mtrodu?es chll.dren to basketball in a Accomm & Mare. Hurry, Ends Soon!
structured and accredited environment that connects our
game at the grassroots through to the elite level. Our

m national coaching curriculum and sequentially-developed >
rogram consists of warm-up games. skill activities and
Basketball Club oo e :
modified games all delivered by accredited coaches.

To register or for further information, visit the Aussie Hoops website.
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Editing and Printing Program Flyers

1. Open the Vicinity Centres Aussie Hoops dropbox. Click Here

2. Select Digital Resources, then Poster Templates.

Aussie Hoops Collateral for Centres

MName

Digital Resources

magery & Guidelines

Participation Guides

Session Cards

VE

3. Select the desired template in either Word or PDF format.

Aussie Hoops Injury Report Form.pdf

Aussie Hoops Mewletter Template (Amendable).docx

Aussie Hoops Mewsletter Template.pdf

Aussie Hoops Poster Template pdf

Aussie Hoops Program Delivery Checklist.pdf

Aussie Hoops Risk Management and Venue Inspection Form.pdf

Aussie Hoops Working With Communities Information Sheets pdf

4. Right click the poster image and select Save As.

Print...

Rotate clockwise

Rotate counterclockwise

Inspect element
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5. Save the file to an accessible location (i.e desktop or a personal folder).
For PDF files only

6. Once the file is saved go to the PDFescape webpage.
7. Select Edit Your PDF Now.

Eprr Your PDF Now ’

8. Select Continue to PDFescape to continue as a free user.

ContinueTo

PDFescape

9. Select Upload PDF to PDFescape.

Getting Started

To begin, choose a PDF file to open in PDFescape.

Gﬁi Create new PDF Document

& Upload PDF to PDFescape

l'isé Load PDF from Intemet

279 Load POF Previously Opened

10. Select Choose File to open the browser and select the poster template file you saved. Then
select Open.

Upload File
Choose a PDF file to upload and open in PDFescape.

| Choose File [No file chosen |

11. Once you have selected the correct file, click Upload.

Upload File

Choose a PDF file to upload and open in PDFescape.

| Choose File | Aussie ...te.pdf|
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12. Use the Toolbar on the left to add your program information to the blank space provided on the
template.

Annotate

Text Hﬁp Whiteout ‘

Image ||/‘ Freehand |

Link HIE Form Field ‘

13. Once you have finished adding your program details to each of the template pages, you can

either print the flyers right away or select the green Save and Download button in the toolbar to
print later.

Annotate

Text Hiﬂ" Whiteout ‘

Image H'/‘ Freehand ‘

Link HIE Form Field ‘
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How a child is registered to participate in an Vicinity Centres Aussie Hoops Program

1. Visit www.aussiehoops.com.au.

2. Click on the Register Now button or navigate to Play > then select Find a Program.

CENTRE

s all about participati

Locating your nearest Vicinity Centres Aussie Hoops Local Centre

3. Enter your postcode or suburb into the Search bar.

Bvon BTue Bwep B THU B FRI
W sat B sun

4. Click the Search button

Tip: You can tick the days to filter programs by to best suit your family. If you don’t wish to filter by

selected days, all available programs in your area will be displayed.
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5. You can select the program location that best suits your family by clicking on the side menu or

the indicator on the map tool.

PLAY

o C723 WO C 72 Map | Satellit
Su"hu'y State Forest
E - Craigiebum EE Memnda C746 |
[C705] 179 B c743 = o Em =
DiggeFs Rest Roxburgh e g ca
E urstbridge
- "':'"’gp : Varra Glen-—EE. Healesville
ill Par o
{13 Melton G 2%} © 9
= Brookfield Taylors o Bundo (6300] =3
Lakes @ I"")
sof o vl
S Abaoy i @ a a Chimside il
.y himside S Prrmy Warb)
0 ' Manningha @ Mount Seville ——Woori Yarra
@MON WTUE BWED B THU B FRI Em oo 52 P Evelyn Yallock | junction
& fCa11 ]
Y LS o Melbourne D glackburn Bayswater
{41 2 | North  [IE1
[c703] Tomeit ) Albert Park 00d @ y [Ca24]
1] s " s Boronia, . Olinda 2
- a0 J0T Altona : Dandenong
1) Collingwood College Méadows 13 S T~ oty P panden .
6 e . Werribees” i+ Cook National Park Kurth Kiln
4 Rowville Regional Park
o B8vipton Byton Emerald
i i * £ : Gembrook -
University Commu... Vangs [Clos | Cheltenham s} Lystérfield eseryor _Bu
nal Park Dingley Lake Park @ ; Statd
Beaumaris —yilaga Dandenofig [cazd]
1] = Beaconsfield =
—

COACH CENTRE

. The street address of the basketball facility will be displayed. You can then click on View

Available Program Details for complete program information for that facility.

Here you will see contact details for the Local Centre Coordinator and the specifics of each

available program run at that facility. Once you decide on which program best suits your family,

select the Register button.

13 Wilfred Taylor Reserve X

Centre Coordinator Contact

Contact Name: Karlin Haug
Phone Number: (08) 8382 0143
Email: khaug@basketballsa.com.au

Available Programs

START DATE

Morphett Vale
Basketball Term 2
Morphett Vale
Basketball Term 2

05-05-2014 16:00:00 5to10

03-05-2014 12:00:00 5to10

New: §75
Returning: $55
New: $70
Returning: $55

8. You will be taken to the registration form for the selected program. To finalise your child’s

registration, complete the registration form by completing each of the fields.

9. Confirm how many people you are registering.
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10. Confirm if your child is a new participant or a returning participant.

11. Complete the participant’s standard personal details.

12. Complete Parent/Guardian details.

13. Complete the remaining participant details.

14. The product you are wishing to purchase will be selected.

15. Read and indicate that you understand the Terms and Conditions of participation.

16. Confirm your credit card details and submit.

Please note: If an error occurs during payment, please check whether the participant has been
added to the program they are trying to register to before processing a second payment.

17. You will receive a confirmation email stating all the details for the Vicinity Centres Aussie Hoops

program you have signed up to.

My centre is not taking online registration but is taking online expression of interest.

1. Complete all mandatory fields on the Expression of Interest Form.

2. To submit click on Send Expression of Interest.

3. Your Vicinity Centres Aussie Hoops Centre Local Coordinator will receive your request via email
and contact you directly.

4. You will receive a confirmation screen advising your form has been submitted successfully.
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Transferring Participants to a Different Program

Transferring an Individual Participant
1. Click on Programs to view your list of active programs.

2. Next to the program you wish to transfer a participant from, click View Members.

Programs 3
Program Name Location Name Start Date Days Run Product Prices Members Registration L . Status Number of Sessions
(4 8
g
(4 8
[ 8
™ 8
HEE® Showing all 5 rows Show: All Auto 25 50 100 (@
3. Select Transfer next to the participant you wish to transfer.
Members in Bentleigh Secondary Term 3 Aussie Hoops (e
Family name First name Date of Birth New Enrolment Withdraw Transfer
EG, | Citizer John 2008-08-17

Withdraw

4. Choose which program the participant is changing to. You can only move a participant to
a. A program which has not yet reached capacity (as defined in the program’s Capacity).
b. A program with the same price as the program initially selected by the parent/guardian.

Transfer John Citizen

Choose which Program you wish to transfer John Citizen:

I Oakleigh South Term 3 Aussie Hoops Y

Choose Program

Click here to return to list of members for Bentleigh Secondary Term 3 Aussie Hoops

Click here to return to list of Programs

5. You will be prompted to confirm the transfer, please double-check and click Transfer.

Transfer John Citizen
ii EEH c “i ig u want to transfer John Citizen from Bentleigh Secondary Term 3 Aussie Hoops to Oakleigh South Term 3 Aussie Hoops?

Click here to return to list of members for Bentleigh Secondary Term 3 Aussie Hoops

Click here to return to list of Programs

6. The participant has successfully been transferred into the new program, and will appear on all
relevant reports (certificates, pack report and attendance list).
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Transfer John Citizen

John Citizen successfully transferred from Bentleigh Secondary Term 3 Aussie Hoops to Oakleigh South Term 3 Aussie Hoops.

Click here to return to list of members for Bentleigh Secondary Term 3 Aussie Hoops

Click here to return to list of Programs

Please note, the participant will appear as a “New Enrolment” in the Member List for their new
program irrespective of whether they are a new or returning member to that Centre, however this

has no noticeable implications for administrators when reporting.

Transferring an entire program participant list into another program (merging programs)

1. Complete Steps 1 & 2 as per “Transferring an Individual Participant”.

2. Select Move at the top-right of the program’s member list.

Members in Brighton Secondary Term 3 Aussie Hoops
Family name First name Date of Birth New Enrolment Withdraw Transfer
e, I | ] 2009-07-17 [ Transfer
= I . 2007-12-20
e - — 2007-10-05

3. Choose which program the participants are changing to. You can only move the group to

a. A program which can accept the other program’s participants within its defined

capacity.
b. A program with the same price as the program being closed down.

Transfer Members from Brighton Secondary Term 3 Aussie Hoops

Choose which Program you wish to transfer Members to:

‘alkstone Primary Term 3 Aussie Hoops

Choose Program

here to return to list of members for Brighton Secondary Term 3 Aussie Hoops

Llick her

Click here to return to list of Programs

4. You will be prompted to confirm the transfer, please double-check and click Transfer.

Transfer Members from Brighton Secondary Term 3 Aussie Hoops

w: want to transfer all Brighton Secondary Term 3 Aussie Hoops members to Valkstone Primary Term 3 Aussie Hoops?

ere to return to list of members for Brighton Secondary Term 3 Aussie Hoops

k here to return to list of Programs
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5. The participants have successfully been transferred into the new program, and will appear
on all relevant reports (certificates, pack report and attendance list).

Transfer Members from Brighton Secondary Term 3 Aussie Hoops

Successfully transferred members from Brighton Secondary Term 3 Aussie Hoops to Valkstone Primary Term 3 Aussie Hoops.

Click here to return to list of members for Brighton Secondary Term 3 Aussie Hoops

Click here to return to list of Programs

Please note, each participant will appear as a “New Enrolment” in the Member List for their new
program irrespective of whether they are a new or returning member to that Centre, however this
has no noticeable implications for administrators when reporting.
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Participant Refund Procedure

Refunding a Registration fee

1. The centre needs to provide parents requesting a refund for their child’s registration with the
Vicinity Centres Aussie Hoops Participant Refund Form.

2. Section A of the form is to be completed by the parent and returned to the centre coordinator.

3. Providing the terms of the Vicinity Centres Aussie Hoops Refund, Cancellation and
Termination Policy are met, the centre coordinator will:
i Complete section B of the form (see Setting a Payment to “Cancelled” and Withdrawing a

participant from a program);

ii. Refund the registration fee directly to the parent as per the Vicinity Centres Aussie Hoops
Refund, Cancellation and Termination Policy

iii. Return the completed form to Basketball Australia and their State Vicinity Centres Aussie
Hoops Coordinator to claim reimbursement of the state and national fees.

Setting a Payment to “Cancelled”

1. Login to Vicinity Centres Aussie Hoops Membership at Centre level through FSP Passport.
2. The dashboard will appear. Hover the cursor over Members and click List Members.

&

Dashboard @ Competitions ~ Clubs  Teams  Communications  Re
List Members «
Duplicate Resolution
Membe
List Online Transfers
Showing - Fzmily Meme including
Active in Centre Legal first name Family name
== EI/ Harrison Allardyce
==} EI/ Brandon Andrich
B DJ Marc Agquino
B DJ L=tiz Bennet
B Dn/ Reed Bennet

3. Select the participant you wish to withdraw using the magnifying glass icon.
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A1

LEVEL SELECTION Busselton Aussie Hoops

Dashboard =~ Members  Competitions Clubs Teams Communications  Regig

List Members

Membe °*

List Online

cluding

Active in Centre Legal first name Family name
B ¥ Allardyce
m Andrich
B¢ Aquino

B Bennet

A 8 8
RRR

4. Once at the participant dashboard, select Transactions.

Lever seLecTion  UIIRGVRNE

Dashboard ~ Type Transactions }Tags Tribunal Transfers =~ Member Histo

Will Whyte - #002072891

Member Detail Summary kit Contact Det
Gender: Male Address
Date of Birth: 05/05/2005
Home Phone:
Add Photo Mobile:

5. Select the payment you wish to cancel, again using the magnifying glass icon.
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Hal=R- RGN \Vill Whyte

Dashboard  Types  Transactions Tags Tribunal Transfers = Member History

Transactions

Invoice Nu Item Name Quantity Assoc Name Amount Start End
8‘?637' 2014 Term 2-Auss Busselton Aussie 85.00 24/04/2014 : 00/00/0
List All Payment Records

6. Use the drop-down menu to adjust the participant to Cancelled. Then click the update
transaction button.

Transactions

To medify this information change the information in the box{

Note: All boxes marked with a @ are compulsory and must b

Details

Product: Aussie Hoops Pilot New Part
Amount Due: 85.00

Date Paid: 16/04/2014

Quantity: 1

Paid 2: ’ Cancelled v

Delivered ?:

Notes:

Update Transaction
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Withdrawing a participant from a program

1. Login to Vicinity Centres Aussie Hoops Membership at Centre level through FSP Passport

2. The dashboard will appear. Click on Programs.

SportingPulse

L

&  THE BASKETE

Official Membership and Paym

LEVEL SELECTION Busselton Aussie Hoops

Dashboard  Members  Competitions  Clubs Teams Communications  Registrations  Reports

Busselton Aussie Hoops

Details edit Contacts edit

Address Administrator [primary conTACT] Administrator

PO Box 572 Deanna Szczypior Ruth Wilson
Edit Logo Susselion 0407 794 009 0405 100 052

3. The Programs page will appear. Select View Members for the program you wish to withdraw the
participant from.

ons Reports  Programs ﬁ

ADVAMCED SEARCH

Showing - Mame including Active ¥
MNumber of Sessions Product Prices Members Status
2 Edit Prices I View Members I [:,J
8 Edit Prices View Members E,f

d & SportingPulse International Pty Ltd 2014, All rights reserved. POWERED BY Spa‘tngl:"l.lse
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4. Select Withdraw next to the participant you wish to withdraw from the program.

strations  Reports  Programs

New Enrolment

RARRRARRR X

AD

Withdraw

* Withdraw

Withdraw
Withdraw
Withdraw
Withdraw
Withdraw
Withdraw

Withdraw

Withdraw

5. Confirm the withdrawal by clicking the Withdraw Enrolment button.

Busselton Aussie Hoops

Withdraw Joel Smith

Withdraw Enrolment

Dashboard  Members  Competitions ~ Clubs

Are you sure you want to withdraw Joel Smith from Busselton Basketball Term 27

Teams  Communications  Registrations H
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Printing Program Attendance Sheets

1. Login to Vicinity Centres Aussie Hoops Membership at Centre level through FSP Passport.

2. The dashboard will appear. Click on Reports and then Programs.

SportingPulse

THE BASKETBALL NETWORK

Official Membership and Payments System of Basketball Australia

Hal=RC=N= 0l Busselton Aussie Hoops

Dashboard ~ Members  Competitions Clubs Teams  Communications F‘ Reports | Programs
Reports Manager
Clubs
Reports are grouped into different areas depending on the data they report on. Choose the type of report you would likdg
Competition
Contacts
There are two types of reports present in the system
Finance
Members
1. Quick Reports - Indicated by the ‘Run’ button, they are predefined and allow you a quick look at your data
I Programs |«anced Reports - Indicated by the ‘Configure’ button, they allow you to define which fields you want to display
Teams
Trgnsfers

3. The Reports Manager page will appear with three Program Report options. Click on Vicinity

Centres Aussie Hoops Attendance List.

SportingPulse

THE BASKETBALL NETW

Official Membership and Payments System of Basketbal

Reports Manager

Clubs
Competition
Contacts
Finance
Members

Programs

Dashboard ~ Members  Competitions  Clubs Teams  Communications  Registrations ~ Reports H

Programs
Aussie Hoops Merch Report Aussie Hoops Attendance List
List of new registrations :c* List of Enrolled Participants
Hoops Run
Run
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4. Use the drop-down menu to select which program you would like to print an attendance sheet
for and click on Run Report.

By selecting “All Programs” the report will create attendance sheets for each individual program. If
you would like an attendance sheet for a specific program, you can select just that one from the
drop-down.

Choose Options ®

Choose your parameters and press the 'Run Report’ button to

proceed.

Frogram | All Programs '|
All Programs

Busselton Basketball Term 2 (Wed 4:00 PM

Busselton Basketball Term 2 (Wed 5:00 PM)

Cancel Run Report
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Ordering Participant Packs

Printing Program Merchandise Reports
New participants to Vicinity Centres Aussie Hoops are entitled to a merchandise pack with their
registration. A merchandise report will help you to distinguish which of your participants will need a
merchandise pack purchased for them, and which sizes to purchase.

1. Login to Vicinity Centres Aussie Hoops Membership at Centre level through FSP Passport.

SportingPulse

=L

THE BASKETBALL NETWORK

Official Membership and Payments System of Basketball Australia

Clubs
Competition
Contacts
Finance

Members

Teams

JTransfer

Reports are grouped into different areas depending on the data they report on. Choose the type of report you would lik

Dashboard ~ Members  Competitions  Clubs Teams  Communications F»

Reports Manager

There are two types of reports present in the system

1. Quick Reports - Indicated by the 'Run’ button, they are predefined and allow you a quick look at your data

‘

anced Reports - Indicated by the ‘Configure’ button, they allow you to define which fields you want to displa

Programs

2. The dashboard will appear. Click on Reports and then Programs.

3. The Reports Manager page will appear with three Program Report options. Click on Vicinity
Centres Aussie Hoops Merch Report.

SportingPulse

AUSSIE

HOOPS?

THE BASKETBALL NETW

Official Membership and Payments System of Basketba

Busselton Aussie Hoops

Reports Manager

Clubs
Competition
Contacts
Finance
Members
Programs

Teams

Programs

Dashboard ~ Members  Competitions  Clubs Teams Communications Registrations  Reports

Aussie Hoops Merch Report

List of new registrations for Aussie
Hoops

Run

Aussie Hoops Attendance List

led Participants
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4. Use the drop-down and date menus to select which program and date range** you would like to
run the Merch Report for and click on Run Report.

Choose Options »

Choose your parameters and press the '‘Run Report’ button to

proceed.

Program

2014 Aussie Hoops Term 3 Expression of Interes]
Template

Start

05/05/2014
Date /05/

End Date | 12/05/2014

Cancel Fun Report

** You can use the date ranges for a report from the last day you ordered packs, so only newly
registered participants populate the report.

Placing an order with DMC

1. Go to the DMC Vicinity Centres Aussie Hoops Shop login page. If you do not have login in details
please email aussiehoops@basketball.net.au

Password

Remember Me?

 Login

Forgot Password New User - Register
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2. The Vicinity Centres Aussie Hoops packs appear on the homepage. Select to view the sizes
available.

Aussie Hoops Participant Pack Aussie Hoops Participant Pack Aussie Hoops Participant Pack Aussie Hoops Participant Pack
(Size 8) (Size 10) (Size 12) (Size 14)

$24.00 inc. gst (wholesale) $24.00 inc. gst (wholesale) $24.00 inc. gst (wholesale) $24.00 inc. gst (wholesale)

 View Details | | View Details | ' View Details | | View Details |

3. Select View Details where you will be able to add the item to the shopping cart.

4. Enter the quantity to add to your cart, and then select Add to Cart.

Aussie Hoops Participant Pack (Size 8)
Each pack includes : singlet, backpack, basketball, Peak flyer

Enter quantity to order: \:I

Please enter quantity in numbers

Price (ex Tax) 50.00
GST (10%) $0.00
Total Price (inc Tax) $0.00

5. This screen below confirms you have added your previous item to the cart. To add another item
simply select Back to Products (your items will remain in your shopping cart).

Products Orders Saved Drafts My Account FAQ ContactUs Privacy Terms & Conditions

Product List >> Shopping Cart

v "Aussie Hoops Participant Pack (Size 8)"Added to your shopping cart

e~ ‘ Action Product Name Ordered For Product Description

(7] X/ Aussie Hoops Participant Pack (Size 8) ~ David Harris-Tunks ~ Each pack includes : singlet, backpack
) basketball, Peak flyer
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6. To finish shopping select your applicable delivery from the dropdown box based on what you
have ordered and delivery location and then select Proceed to Checkout.

Sub Total: 21 82
Select Applicable Delivery [2]

i inati 11.10

1 itemn - all destinations v h .

GST (10%): 3.29

Grand Total: 36.21

Proceed To Checkout

7. Enter your Vicinity Centres Aussie Hoops Centre name as the Order Title. Select Continue to
proceed.

Order Title * BA eg - Centre or Assocation
Order Number

Comments

* Required Fields

Back || Continue I

Please Note: If the receiver of this order is not you then their details need to be entered in
‘Comments’ above. Please include their full name and best-contact phone number for delivery
purposes.

8. Ensure your delivery address is correct, and then select Continue to proceed.

Delivery Address

Basketball Australia HQ

Level 4

210 Albert Road

South Melbourne, Victoria, 3205
Australia

T: (03) 0697 4312
F: (03) 9697 4301

Choose Address Add New Address
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NOTE: Packs cannot be shipped to a PO Box

Due to the size of many of the deliveries DMC Sport is unable to deliver to PO Box address so please
provide a street address. Someone will need to be available to sign for the deliveries between 9am-
5pm on weekdays. Alternatively if you are happy for a delivery to be left if no one is able to receive

please input this message on the previous page under ‘Comments’.

9. Please again check your order confirmation details carefully including Delivery address and
invoice address as DMC Sport and Basketball Australia are unable to make changes once an order

is placed as this is an automated system.

10. Tick the confirmation box once you have checked the details and select Continue to proceed.

Please check your order details carefully including the shipping cost! Note - we cannot ship to a PO box and someone needs to be available to take delivery between business hours.

Payment Information

DMC Sport accepts payment online only via PayPal, credit card or on Invoice. These options are
available by selecting the dropdown box. DMC Sport requires full online payment of your order prior
to despatching any goods.

PayPal

If choosing to pay via PayPal you are directed to this page below. If you have an existing account
with PayPal, please enter your log in details below. If not, please select ‘Pay with a credit card or
debit card’

Credit Card/Debit Card
To complete your purchase, please enter your credit card/debit details.

11. Select Confirm order to proceed with your order.

Select payment option | Credit Card v

Card Holders Name *

Card Type * =

Card Mumber *
Expiration Date * Month v | |Year v
Verification Number *

* Required Fields

Back Confirm Order

12. Once your order is successfully placed you will receive a tax invoice emailed to your nominated
email address, then select Return to DMC Licensing Pty Ltd to receive your Vicinity Centres
Aussie Hoops online order number for reference. Your order number then appears on the screen,
please keep this for your records.
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Things to note

e Once your order is processed you will receive an order confirmation emailed to your
nominated email address. Take note of this order number for any enquiries.

e You will also receive a shipping notification when your order is shipped with all relevant
shipping details.

o If paying via PayPal or on credit card — you will receive this email confirmation and tax
invoice for your records once payment is received.

e If paying via invoice, this will be emailed to you once your order is submitted.

e Please note DMC Sport strictly require full payment of your order prior to despatching your
goods.

e Most importantly, once an order is placed DMC Sport cannot make any changes. If changes
are needed another order will need to be placed.

e AUSTRALIA POST & TOLL

STATE / TERRITORY ETA (Business Days) ETA (Business Days)

Metro Location Rural Location
NEW SOUTH WALES 2-4 2-4
NORTHERN TERRITORY 6-9 6-9

3-6

5-6
1-2
5-9

1-3

VICTORIA
WESTERN AUSTRALIA

** Indicative only and subject to freight forwarders, location and dates.
*** Doesn’t include time for picking at the warehouse. Orders placed prior to 11am each day
are released that day. If received after 11am they are released the following day.

7-10

Online Enquiries
e Atany time, please view DMC Sport’s Privacy policy, T&C’'s & FAQ's page from the landing
page.

e Forall online enquiries, please view the FAQ page.

e Still have a question? Then ask away by emailing enquiries@dmcsport.com.au remembering
to quote your order number.
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Using the Dropbox Link and Collateral Material

Basketball Australia have created the below Dropbox link to provide Local Centres access to a range
of newly developed resources digitally. These include:

1. Digital Resources — Marketing posters, letters to parents, letters to the media,
injury/incident/complaint forms and other useful material for Local Centres.

2. Imagery & Guidelines — Vicinity Centres Aussie Hoops brand guidelines, imagery and Vicinity
Centres Aussie Hoops User Guide for Coordinators.

3. Monthly Newsletter Archive — An archive of Coordinator’s Updates and Coaches Corner
distributed to centres each month.

4. Participation Guides

5. Program Review Documents — An annual document created by BA including upcoming initiatives,
statements addressing centre feedback and FAQs, as well as sharing best practice methods from
well-performing centres.

6. Session Cards

7. Television Commercial (TVC)

Downloading a document

1. Open the Dropbox link provided by Basketball Australia HERE.

2. Navigate to the required document by clicking the appropriate folder.

Py
L

Dropbox > Aussie Hoops Collatera...entres

Digital Resources folder
Imagery & Guidelines folder
Monthly Newsletter Archive folder
Participation Guides folder
Program Review Documents folder
Session Cards folder

™G folder

3. Select the document you wish to download to open the document.

4. Select the Download button.
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Sending emails to Parents

1. Login to Vicinity Centres Aussie Hoops Membership at Centre level through FSP Passport

2. Click on the Communications Tab.

Busselton Aussie Hoops centre [

Registrations ~ Reports  Programs Q a

ADVANCED SEARCH

Dashboard ~ Members  Competitions ~ Clubs ~ Teams | Communications

3. Select Send a Message button.

Communicator - Options
Select from the options below:-
Send a Message Create and send a message to your members via email or sms
Team Renewals Send preset team entry invitations to existing team
Member Renewals Send preset member entry invitations to existing members
Manage Custom Groups Set up and manage communication groups
Program Renewals Send preset program invitations to existing members

Profile Set up and manage the sender profile settings for this account

Sent Messages Display a log of previously sent messages

4. Select Membership Group button.

Communicator - Specify Recipients

Select who you want to send the message to:

Recipient Options

Membership Group These groups are created based on Member types and organisational contacts

Custom Group These groups are created manually.

Saved Report These groups are created based on the results of Saved Reports.

50|Page


https://passport.sportingpulse.com/account/?

Vicinity Centres Aussie Hoops User Guide for Coordinators

5. The Membership Group options will appear below. Select Programs using the check circle. Click
the Include Parents box on the right. Finally, select the program using the dropdown menu you
wish to email. Select Continue.

Saved Report These groups are created based on the results of Saved Reports.

Membership Group

Choose which predefined list you want to send to. When complete press the "Continue” button.

Club Contacts
Contact Type [ A Contacts M

Team Contacts
For Teams registered in competitions in Season 2014

Players
egistered in Season [2014 + | Include parents

Coaches
Registered in Season (2014

Umgires
egistered in Season 2014
Offici

® Programs

ST in Program (A Current Programs v

Continue

Include parents 5 «

Bentleigh Sec Term 4
Hughesdale Term 4
Brighton Term 4
Oakleigh South Term 4
Valkstone Term 4

St Pauls Term 4

6. The list of recipients will appear. Once you checked your recipients, click Email.

Communicator - Confirm Recipients

You have chosen to send a message to Predefined List "Programs”.

Send an email message to contacts with an email address.

7. You will be taken to the “Compose Message” screen where you will simply need to add your
email address to the From line, add your Subject, and enter your Message.

8. Once you are happy with your message and are ready to send, click Send Message.

Send Message

9. A verification message will appear. Click on OK.

10. A message will appear confirming that the message has been sent and the number of recipients
it has been sent to.

51|Page



Vicinity Centres Aussie Hoops User Guide for Coordinators

Sending Program Renewal Invitation Emails to Parents

1. Login to Vicinity Centres Aussie Hoops Membership at Centre level through FSP Passport

2. Click on the Communications Tab.

Busselton Aussie Hoops

CENTRE '

Dashboard ~ Members  Competitions ~ Clubs  Teams | Communications | Registrations  Reports  Programs Q a

ADVANCED SEARCH

3. Select Program Renewals button.

Select from the options below:-

Send a Message Create and send a message to your members via email or sms

Team Renewals Send preset team entry invitatiens to existing team

Member Renewals Send preset member entry invitations te existing members

Manage Custom GI"OUpS Set up and manage communication groups

Prograrn Renewals Send preset program invitations to existing members

Profile Set up and manage the sender profile settings for this account

Sent Messages Display a log of previously sent messages

4. Select the programs relating to the participants you would like to send renewal invitations to and
select Choose Recipients.

Invite members from which Program?

By selecting Programs here you are choosing to communicate with members from that Program.
fno Programs is selected then you've chosen to communicate with everyone in that season.

[Select All/ Unselect All)
[Show Inactive)

) Busselton Basketball Term 3 [Wed 4:00 PM] ‘
) Busselton Basketball Term 3 [Wed 5:00 PM]

Choose Recipients »

52|Page


https://passport.sportingpulse.com/account/?

Vicinity Centres Aussie Hoops User Guide for Coordinators

5. Select which email address fields you would like to send the renewal invitations to. You can also
select individual participants to email.

Select email methods

LEmail

#Pzrent/Guardian 1 Email

" |fPzrent/Guardian 2 Email

Busselton Basketball Term 2 (Wed 4:00 PM]

- Name Parent/Guardian 1 Email
I Layls Addersen cmadderson(dhetmail.com
\#INHarrison Allardyce sallysean.allardyce@bigpond.com
#IIBrandon Andrich Troyandbecky@bigpond.com
[#IlReed Bennet raels76(dsouthernphone.com.au
#IMiszac Blacker r.blackerfdbigpend.com
[#I0Holly Blacker r.blackerfdbigpend.com

I} Jake Boyle trudy@trudysmusic.com
\#I)Deven Bradley kimandbert@bigpond.com
#§Benjamin Davies samld4elements.com.au
#I)Seth Matteo Niccarroll71@hetmail.com
#I§Eva Nilsson lee-nilsson{@hotmail.com
I#I§Corey Rushferth nomeslawson7%@hotmail.com
¥} Jenna Rushforth nomeslawson7%@hotmail com
I} Jessie Russell russell_jclene(dyahoo.com

I} Joel Smith cantik74doutlock.com

l!_l Nicholas Tucker plasticmonkeyl1@bigpond.com

6. Once you have selected your recipients, click Customise Email.

Customise Email =

7. You can then add a paragraph to the pre-set renewal email. Be sure to read the entire message
so you don’t repeat the same information.

Hi << Parent 1 Hame >>,

<< Members Name »>>'s Aussie Hoops program at Busselton Russie
Hoops is nearly over and we want to make it as easy as
possible for you to determine what << Members Name >»> does

next.

TYPE YOUR PARRGRRAFH HERE...
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8. Check the contact details of your Local Competitions Coordinator are correct so participants and
their families are directed to the correct person.

Please see “Adding/Editing Local Centre Coordinator Contact Details” for instructions on
adding/editing these.

I loved Aussie Hoops but now want to play in a competition
structure

You're growing up fast, << Members Name »»! To find out more
information regarding Junior Competition at your Local Centre

we recommend contacting your Local Competition Coordinator.

Contact Name: Competitions Coordinator

Phone: 0412 345 878

Email: hasketbhallfbaszketkhall.net

9. Finally, scroll down and click the Send emails now button.
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Printing Participant Certificates

1. Login to Vicinity Centres Aussie Hoops Membership at Centre level through FSP Passport

2. From the dashboard click Reports.

Dashboard ~ Members  Competitions  Clubs  Teams  Communications  Registrations

3. From the Reports Manager page, click Programs.

Admin Reports
Clubs
Competition
Contacts
Finance
Members
Teams
Transfers

Tribunal

4. Click Run under Vicinity Centres Aussie Hoops Player Certificate.

Aussie Hoops Player Certificate

Generate the player certificates for the

participants of a program

Run

5. Choose which program you would like to print certificates for and click Run Report. .

Choose Options ®

Choose your parameters and press the ‘Run Report’ button to
proceed.

Pragram | All Programs :
All Programs ‘

Busselton Basketball Term 2 (Wed 4:00 PM
Busselton Basketball Term 2 (Wed 5:00 PM)

Cancel Run Report

55|Page


https://passport.sportingpulse.com/account/?

Vicinity Centres Aussie Hoops User Guide for Coordinators

6. The below image is an example of the Certificate that will appear in a new window.

Term 2,2014

CERTIFICATE OF ACHIEVEMENT

AWARDED TO

HARRISON

for 'jumping into’ the Aussie Hoops program at

BUSSELTON AUSSIE HOOPS

Date Printed

Msa 230 1150 200

GRAEME ALLEN
GENERAL MANAGER GAME DEVELOPMENT  AUSSIE HOOP'S CENTRE COORDINATOR
t Dusseizon Aussie Neops

By scrolling down the page you will see each individual’s certificate pre populated, ready for print.
7. When printing, it is important you setup your print settings correctly.

In Google Chrome
e Ensure that the image layout is set to Landscape.
e Margin is set to “none”.
e That the Background colours and images box is ticked.

Pages = Al
Copies 1 ope
Layout Portrait
® Landscape ‘
Color ®) Color

Black and white

Margins I None vI

Options Twao-sided

* o Background colors and images
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In Firefox
e Open the Page Setup box from the Print mode.

Print... Page Setup... [| Page: 4 « 1 of 7 W N‘ Scale: | Shrink To Fit ™ ‘_ Pgrtrait[._.l__andscape‘ Close

e Ensure that the image layout is set to Landscape.

e That the Print Background colours and images box is ticked.
e Change all margins to zero millimetres
e Make all header and footer items “-Empty-“

Page Setup

Format & Options | Margins & HeaderfFooter‘ Format & Options ‘ Margins & Header/Footer |
Format Margins (mﬁme‘fers)
Orientation: () | Portrait |@ |Landscape Top: 0 =
Left: ‘ ! Right
Scale: | 100 % Shrink to fit Page Width 0 : 0
Options e
Print Background (colors & images) Bottom: 0

Headers & Footers

~plank- ¥ |-blank- | [-blank-  ~
Left: Center: Right:
~plank- ¥ |-blank- | [-blank-  ~
[ OK l l Cancel l [ OK ] I Cancel l

In Internet Explorer
e Open the Page Setup box from the Print Preview mode.

‘ = = [1Page View v ||[Shrink To Fit V]

e Ensure that the image layout is set to Landscape.

e That the Print Background colours and images box is ticked.
e Change all margins to zero millimetres

e Make all header and footer items “-Empty-“
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Paper Options Margins (millimeters)

Page Size: Left o

A4 ] rgt ko

() Portrait Top: 0

Print Background Colors and Images Bottom: g

[¥]Enable Shrink-to-Fit

Headers and Footers

Header Egglar

-Empty- w ] [‘EmPW‘ h ]

-Empty- - ] [‘EmPW‘ h ] i
B

-Empty- - ] [—Empty— = ]

Change font

[ OK ] ’ Cancel l

In Safari
e Safari for Windows does not currently support the printing of background
graphics/images, and therefore is not recommended for printing Vicinity Centres Aussie
Hoops certificates.

8. You can also save your certificates as a PDF and send to a printer to be printed. Modern printers
would be able to print right to the edge. This would mean there was no white border around the
edge of the purple border.

Please note - to save the certificates, click 'File', 'Print' - 'Save as PDF' and name the file accordingly.
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Creating Custom Reports

You may wish to create reports which display information outside of what has been provided in the
one-click reports. In this guide, we will demonstrate how to create two different types of custom
reports; a Finance Report and a Member Report.

Finance Report

We will create a report that can be used to reconcile a bank statement from a particular month
(December 2014), showing when payments were made to your nominated bank account, and the
registrations that they refer to.

1. From the dashboard, click on the Reports Tab.

Dashboard ~ Members  Competitions  Clubs  Teams  Communications  Registrations Programs

2. Select the Finance section.
3. Select “Configure” under the Funds Received Report.

Reports
Admin Reports Finance
Competition
Transactions Transactions Sold Funds Received
Contacts Set your own parameters etc for Set your own parameters etc for 5 tc
reporting on Transactions reporting on Transactions that you have reporti Ti acti
sold you have funds
, ,
Configure Configure
Members
Programs
SP Invoices Funds Received within Structure Members without Purchased
Teams [Same Bank Account] Products in Registration Season
Report c portingPulse
menth =2 Set your ow Lists all the members in t
Transfers registration seaso e
Configure ng any products also in this
Tribunal i
Configure ]

4. Drag the desired fields from the left-hand column into your report. For this report we will
use:
a. Date Funds Sent by SP
b. Payment Date
c. Product
d. Payment For
e. Money Received (after fees)

59|Page



Vicinity Centres Aussie Hoops User Guide for Coordinators

» Details
Selected Fields

Transaction 1D

I Product I :
I Payment For I

Payment For I1D

Payment From

Line ltem Total

I Money Received [after faes) I

Payment Log ID

I Payment Date I Run Report

Distribution ID

Options
I DotelRundaSantinish I Show ® Unique Records Only ) Summary Datz ) All Records
SP Invoice Run Sort by Transaction 1D ~ | |Ascending ¥
Centre Secondary sort by | None |  Ascending ¥
Group By No Grouping -

Club Payment for

Transaction Club

Report Output

Product Type
ata from this report.

Email the report in a forr

Email Address

[ RunReport_|

5. Select the date range you want to show payments for by adjusting the filter settings for the
“Date Funds Sent by SP” field. In this example, we want to show all payments made between
December 1 and December 31, inclusive.

Selected Fields

| Date Funds Sent by SP Femoval|[B
Filter :IBetween v 01/12/2014 [dd/mm/yyyyl and | 31/12/2014 {ddfmmipyl |

«| Payment Date RemovelS:
Filter - v

«| Product Femee
Filter - v

w| Payment For Femee
Filter : v

v Money Received (after fees] T ™
Filter - v

6. Select for the report to be sorted by “Date Funds Sent by SP”
7. Select for the report to be secondary sorted by “Payment Date”
8. Select for the report to be grouped by “Date Funds Sent by SP”
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Options
Show #) Unigue Records Only ') Summary Data '~/ All Records
Sort by I Date Funds Sent szF A I Ascending v

Group By I Date Funds Sentby... = I

9. Click “Run Report”, and your report will open in a new browser. If you are happy with this
report layout, click “Save” and your template will be saved for future reference.

Run Report

Saved Reports

10. To re-create the report each month:

a. Follow steps 1-3 of this guide.

b. Select your saved report from the list at the bottom of the page.
c. Select “Edit”.
d

Change the range of dates you wish to report on and click “Run Report”.

Member Report

Let’s assume that as part of your marketing, you wish to know how your participants are finding out
about Vicinity Centres Aussie Hoops.

1. From the dashboard, click on the Reports Tab.

Dashboard ~ Members  Competitions  Clubs  Teams  Communications  Registrations

2. Select the Members section.

3. Select “Configure” under the Advanced Member Report.
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Reports

Admin Reports
Competition
Contacts

Finance

Members
Advanced Member Retention Report
Set your own parameters etc for Set your own parameters etc
reporting on Members. reporting on Member Retentio

Programs

Teams

Transfers

Tribunal

Member Summary Member Demographic

Member Summary Report Member Demographic Report

n

for

Duplicates Summary
Set your own parameters etc for

reporting on how many duplicates there
are in each organisation

National Accreditation Report

National Accreditation Report

4. Drag the desired fields from the left-hand column into your report. For this report we will

use:
a.
b.
c.
d.

Product (under Transaction)
First Name (Personal Details)
Family Name (Personal Details)
Year of Birth (Personal Details)
Suburb (Contact Details)

How did you find out about Vicinity Centres Aussie Hoops? (Other Fields)

5. Limit your results to just new participants from your most recent programs by applying a
filter as shown below.
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7] 4 Remove | %
Filter - | Equals v 2015 Term 1-Term 1 - AH New Participant INSW] I

|#| First Name Remove [x
Filter - v

|#| Family Name Remove [x
Filter - v

|#| Year of Birth Remove [x
Filter - v

|#| Gender Remove [X
Filter - v

|#| Suburb Remove [
Filter - v

|| How did you find out about Aussie Hoops? Remove [%
Filter - A

6. Click “Run Report”, and your report will open in a new browser. If you are happy with this
report layout, click “Save” and your template will be saved for future reference.

Run Report

Saved Reports

7. To re-create the report each term:
a. Follow steps 1-3 of this guide.
b. Select your saved report from the list at the bottom of the page.
c. Select “Edit”.
d. Change the term you wish to report on using the Product filter and click “Run
Report”.
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