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QUICK REFERENCE GUIDE — CLUB AFFILIATION

The purpose of this document is to provide Club Secretaries with a guide for club and member re-affiliation.

1. Our Membership and Events Portal can be accessed via:
https://netballscotland.azolve.com/Account.mvc/Logln
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2. To access your club account, type in your username and password.

Forgot your Username? Should you require a reminder of this information, contact Netball Scotland via
membership@netballscotland.com or call 0141 428 3460.

Forgot your Password? If you know your username but can’t remember your password, type in the username
and then click on the ‘Forgot password’ link on the homepage of the system.

3. Once logged into the system, click on the Club Profile tile (as indicated below) to access your club profile
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4. From your Club Profile click Update Details to change or update your member details. Also, within this
section, you can enter a Picture/Club Logo and include your clubs’ Social Media details. Remember, the more
up-to-date information we have on your club the easier it is to promote you.

We need this section to be fully completed before you can purchase your licence.
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5. Now your Club Details are up to date you can renew your Club Licence. Click on the Go Affiliation tab to
view the list of available club licences. The Club Licence is free to previously affiliated clubs.
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7. From the list of Licences Click on the licence that relates to your club type (Senior has been selected for this
example). You can also use the arrows to navigate the page and find your club licence.

When you select your members licence a drop-down menu will appear instructing you to select your Local
Authority before you add the licence to your cart.

Once your local authority is selected you can click Checkout.
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8. You will be presented with a pop-up notice, select Yes, Pay Now to proceed to checkout.
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9. You will be redirected to the payment page. As this is a free Licence simply click
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to add

your Club Licence to your Club Profile for the year ahead.
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11. Now we can begin reaffiliating your Club Members! Return to your club profile by selecting the Main Menu

tab and clicking on Club Profile — (The Purple Star).

12. Now click on the

tab. You will be presented with a summary of those individuals currently

linked to your club. Within this area, you will be able to:

e Add new members
¢ Remove former members
e Renew affiliations

Simply hover your mouse over the three dots icon on each member tile to complete the required action.
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13. You can also edit Member Details by clicking on their Member Record. This will take you to their member
record page. Within each member record you can include extra information such as an Emergency Contact
for your junior players.

You can also include specific Club Roles for your members i.e. player, coach, umpire, secretary, chair etc. Then
when all details are updated select Back to Members to return to your list of club members.
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14. Once back on your Club Member list, hover over the three dots icon and select Renew to begin renewing
your members licences.
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14. You will be able to select from a range of different membership types, using the arrow to scroll through
and find the correct one. Using the Senior Licence as an example, Click on the required Membership License
to select it.

A dropdown menu will then appear at the bottom of the page, instructing you to select the Local Authority
that your club is based in. You will be unable to proceed without this selection.

Finally, we recommend clicking on Save and Continue to repeat this process for each member before heading
to the checkout. However, if you're only updating a single member simply select Checkout.
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15. Selecting Save and Continue will automatically take you back to your Club Member list to repeat this
process for each member. Each selection will be saved in your as you go.

16. When you have added all your member licences select the Menu Tab and click on your Cart — The Purple
Trolly icon. This will bring up a summary of your licence selections, please ensure these are correct before you
proceed to payment.
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17. We recommend clubs select the Pay by Bank payment method.

Pay by Bank gives the option to enter your bank account details through GoCardless, meaning that the money
will leave your bank via a one-off direct debit paid automoatically to Netball Scotland — to find out why we

recommend this method click here.
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18. If you already have your Club Bank Account linked through GoCardless just select that account to pay with
it and click Pay Now to complete your transaction.

T
GO (] X
Select Mandate Online bit Payment

@ Please select one of your existing mandates or setup a new one if you want to link a different bank account.
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19. If your Club Bank Account is not yet linked to GoCardless then it will prompt you to enter your bank details,
as shown below. Simply enter your Club Bank Account details to proceed with payment.

o Account Details Confirm Direct Debit

First Name:

Emai

membership@netballscotland.com

You have now successfully completed your club and member licence renewal, congratulations, and welcome
to another season of netball!

If you have any questions about this process please contact membership@netballscotland.com or call 0141
428 2460.

For more information on Bulk Renewals, Member Transfers and Member Imports please click here to be
redirected to our Club Secretary FAQ's
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