England
netball

BE THE TEAM

Online Membership
Instructions 2011/12

- Step by step instructions
- Full explanation of how to affiliate online
- Frequently Asked Questions
- You can now pay Online via SagePay
- or please call our payment lines direct on

01462 442344 (reception) OR
01462 428348 (answer phone)

- If you have any questions or problems please contact the
Membership Dept on 01462 442344 or email
affiliations@englandnetball.co.uk

- Please do not attempt to login and/or update data during
this period otherwise you may lose data:

02:00am — 03.00am
10.00am - 10.15am
12:00pm - 12:15pm
14:00pm - 14:15pm
16:00pm - 16:15pm



1-Llogin
From the England Netball home page, click on ‘Membership’ or on the Membership
Card further down the home page
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62 442344 and ask for the Membership Dept

This will take you to the ‘Club Login’ page. Enter your Club’s Username and Password, and
then click the Submit button (when logging on for the first time, the system will ask you to
change your password). If you don’t know your login details, please contact the Affiliations
Department, affiliations@englandnetball.co.uk
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You will then see some ‘pop up boxes’ where you are required to click OK to proceed.

By logging onto the England Netball Online Members Area you accept that you shall not
discuss or forward to 3rd parties, any personal data of any Member, Club, League, County or
Regional individual to which you have access. Failure to comply will result in England Netball
taking disciplinary action.

Then;

INFORMATION REQUEST

England Netball is currently trying to identify and document the facilities used by its members.
This information will allow us to ensure any future capital funding is directed to the areas of
most need. It will also allow us to map facilities and direct potential new members to the
nearest available club through the club search on our website. To assist us with this data
collection please complete the details for your training and competition venues on the Club
Profile Area. You may also receive a more detailed facility audit in the next few months and we
would encourage you to complete and return this to ensure we maintain complete records of
your current facility and future needs.

Thank you for your time.
Then;

If you wish to affiliate for the remainder of 2010/11 please contact the Membership
Department on 01462 442344

You have now successfully logged into your Club’s M embers Area



2 — Update your Club’s information
First step is to update your ‘Club Profile’. Please use the boxes to update information
for your Club, such as the number of teams in different age groups, Leagues that your
Club plays in (under Leagues button)
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Club Profile

Club Participants
Club Leagues
Submit Affiliations
Members' Offers
Netball Downloads
Download details
Membership Survey

County: STAFFORDSHIRE
Region: WEST MIDLANDS
Category:

Date Last Submitted: 10/10/2008
Date Last Paid:

Change Password
Log out

Clubs and YPG's please complete:

Ho. teams 018:

Ho. teams u18:

Ho. teams u16:

Please add details of your ]

[ ]
[ ]

Schools, Youth clubs, Colleges and
Associate members please advise total
numbers of netball particpants:

[ ]

[ 1|
I

Females o16:

Females ut6:

Males o16:

Ho. teams ul4:

homel/training venue,
times and facilities etc.

]
L |

Ho. teams ult:

Kit colours:

I

Finish this section by clicking ‘Update’.
THIS IS VERY IMPORTANT!
IF YOU DO NOT CLICK ‘Update’
YOUR CHANGES WILL NOT BE SAVED

Match start time:

Competition
Venues:
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3 — Update your Club members’ information
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County: STAFFORDSHIRE
eqion: WEST MIDLANDS

Date Last Submitted: 10/10/20
Date Last Paid:

LChange Password
Log out

Clubs and ¥YPG's please complete:

Schools, Youth clubs, Colleges and
Associate members please advise total
numbers of nethall particoants:

Now you need to update information held on individual members. Click on the ‘Submit

Affiliations’ option on the left-hand side

A new screen will appear, displaying the list of affiliated Participants that we have for
your Club (for affiliation year 2010-11), with the Secretary at the top




Affiliated

[Miembership number: EN England Netball o

r? Affiliate? Hetball I Position Title First Hame Surname S

Prev

6362 re e8 i
26862 participant Mrg  Frances Botting
38310 0 e Sam Castle
participant
Prev )
623938 Mizz  Irene C
523998 participant Mizz Iren Chapman |

Please check the details (name, address, etc) of these Participants. If anything needs
to be amended, or the person is not being renewed in this submission, click Edit next to
their name, then update the information in the new page that will appear (shown
overleaf)

Please note: you will not be able to overtype the details of one person with those
of another, or erase names / details completely. En  gland Netball Id is not

transferable. If you have any amendments to the mem  bers name please contact
the Membership Dept on 01462 442344 or email affiliations@englandnetball.co.uk

For members whose records are showing but you do not wish to include in this year’'s
affiliation for your club, simply un-tick the checkbox for that member under ‘Affiliate?’

/- Edit a Member - Windows Internet Explorer

It is really important that you
provide us with full contact details.
In order to send the netball
magazine to the correct address
you must provide a Full Address. If
this is not provided then the
Members magazine will be re-
directed to the Club Secretary.

& | http:/fen,3-si.com/script/Details/UpdateAffiiate, asp?rontactid=217644amailtoaddres

Note: Please advise affiliations@enqlandnetball.co.uk

— ”|"°“ T A For a full description of every field,
— 29 please refer to the FAQs at the end
| of this document.

Street: |18Anylane
District: | Anytown
Lown: |Newcast|e ‘
County: |Staﬁordshire ‘
R Finish this section by clicking ‘Update’.
T THIS IS VERY IMPORTANT! IF YOU DO
Emad: Address: |anyemaiI@englandnetball.co.uk NOT CLICK ‘Submit’ YOUR CHANGES
MeniyEmak |anyemaiI@englandnetball.co.uk WILL NOT BE SAVED.
Date of Birth: | v|f| v|_,| v|
2nd Claim: D
1st Claim Club: | ‘ searc

| Reset |  Submit |




To guide you, the first column — ‘Error?’ will contain a message against each record
that has missing data, such as a full Name, Street, Town or Postcode

B Sirest,
Town
EDIT and
Po=tCods
pleazs

Verify Email:

Date of Birth:

2nd Claim:

1st Claim Club: |

| search

Please note: You can only submit 2 "
claims if your players has been affiliated
1% claim in the current season. The
system will not allow any 2 "™ claim until
this has been completed

IMPORTANT! If you tick the
2" claim checkbox, you
MUST enter a 1°' claim club
name. This pop up box will
appear if you do not search
for your members 1 * claim
club

When searching for a 1% Claim Club, enter the Club ID if you know it, or just
the Club Name

~ Search for 1st Claim Club - Windows Internet Explorer

£ | http:ffen,3-si.comfscript/DetailsaffiliationClubSearch, asp
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You then have the facility to search for the 1** Claim Club by County and Region of
affiliation. Click the ‘Select’ button next to the correct Club

Once selected click ‘Use Selected Club’

Very important! Make sure you click ‘Submit’ when you have updated each
person’s record. This will return you to the list o f participants . (The record you
have just updated will now be noted as “Saved”, bel ow the Edit button.)



4 — Add New Club members’
If you are searching for an Under 18 you are now required to input their Date of Birth. If
you do not enter a Date of Birth, you will not be able to view any Under 18 member’s
details.

You can now search for Members by using only the initial and surname
You can also select the relevant County and search by Club Name if you know this
information which will minimise the lines of data

NOTE: If you know the
Netball ID of the individual
enter this here, which will

reduce the number of
matches when searching

The search facility now looks for ‘similarities’ in member names and not exact matches
Click ‘*OK’ next to the member that you are searching for, to insert into your club

Then click the checkbox to affiliate this new member to your club



If the member that you are searching for does not appear, then you can add a new
member. Please complete all the fields below. * Indicates that these fields are
mandatory

Please do not add a new member without searching fi
inaccurate records on the England Netball database

rst as this will create
and potential duplicate records

IMPORTANT!
Fields with an
asterisk * are
MANDATORY

If a Post Code is not provided then this pop up box appears
You will be asked again to confirm that this person is definitely a new member

This record will automatically be inserted into your club to be affiliated

mitting

5 — Affiliations Complete — please check before sub

You have a few options on this screen before ‘Proceed to Payment Calculation’




‘Help’ — contains additional information that may help you understand the affiliations
process

‘Printable List’ opens a Word version and ‘Download List’ opens an Excel Version of
your club listing that can be used to submit to your League/Match Secretary

When you have checked your submission, you are now ready to ‘Proceed to Payment
Calculation’

6 — Submit
- A message may appear in the ‘Error?’ column if there is any information still missing.
Please check the details thoroughly and provide the information that is missing, then
click ‘Ok’ to continue. ‘Cancel’ will return you to the previous screen to be able
complete the missing details

PLEASE NOTE: If you attempt to submit by accident without selecting and players you
will see this ‘pop up box'.

A final screen appears telling you the total England Netball, County and Regional fees
and where to send payment (direct to England Netball, or to the County). Please
check that the totals of Over 18's, Under 18's and 2" Claim participants match your
estimate — if not, call / email us



IMPORTANT
Please note that all
Credit Cards will
be charged 2.46%
and Debit Cards
£0.25pence per
transaction

IMPORTANT
If you click
‘Affiliate and pay
now online’ you
will need to select
the card type
before proceeding

‘Affiliate and pay now’

an overpayment or underpayment
was made in the previous
submission, this amount can be
entered in the Adjustment field
(only with the agreement of EN).

If the Total Payment
Due is agreed click
either:

‘Affiliate and pay now
online’ via SagePay or
‘Affiliate and pay later’
to submit affiliations to
England Netball. If you
have a query with the
amount, call the
Membership Dept on

01462 442344

A~ 4

In order to pay Online via SagePay, due to the verification process, the system will

need to identify the ‘payee’ of any club affiliations. The default is Club Secretary, but
any individual within the club can make a payment, providing they complete the screen
below. This information must be the ‘payee’ or card holders details in order for them to

be verified successfully.



When complete, ‘Click Pay Now (Please Click ONCE Only)’ . A“Terms and
conditions” screen will appear, which you will need to accept to proceed

Please note that
amendments /
changes to your
submission can
only be made
within 21 days of
payment received
date

You will then be directed to secure SagePay Online Payment area. Click on your
relevant card type

Please then enter your card details in the fields provided

The total amount due, including any card charges will be shown here



IMPORTANT
Please note that all
Credit Cards will
be charged 2.46%
and Debit Cards
£0.25pence per
transaction

You will receive confirmation of your ‘shopping basket’ with your card details to be
debited.

PLEASE CHECK THESE CAREFULLY AS INCORRECT DETAILS M AY RESULT IN
YOUR PAYMENT BEING REJECTED / CANCELLED BY SAGEPAY AND YOUR CLUB
WILL REMAIN LOCKED AND YOUR PARTICIPANTS BEING UNAF FILIATED

If these details are correct please click ‘Proceed’ which appears at the bottom of this
page

SagePay will now verify these payment details with your bank




Congratulations! You have now successfully affiliat ed
and made your payment online and your club will be
unlocked for any additional affiliations immediatel y

If your payment was unsuccessful you will receive notification of this and your club will
remain locked until payment has been received by England Netball. If you wish to pay
by Card direct to EN, please call 01462 442344 (reception) or 01462 428348 (answer
phone)




‘Affiliate and pay later’

If you prefer to pay England Netball direct, your club will remain locked until payment

has been received by England Netball. If you wish to pay by Card direct to EN, please
call 01462 442344 (reception) or 01462 428348 (answer phone)

One final step before submitting your data to England Netball. A “Terms and
Conditions” screen will appear which you will need to accept to proceed.

Please note that
amendments /
changes to your
submission can
only be made

within 21 days of

payment received

date




Congratulations! You have now successfully submitte d
your data and England Netball await your payment. Y  our
club will remain locked and your participants are
therefore not affiliated nor insured until this pay ment
has been received and processed.

Please see item 3 — How do | pay? For payment detai Is

Frequently Asked Questions (FAQ’s) about Online Aff iliation

1. Description of the fields:

Error? A message will appear against each record that has missing
data, such as a Full Name, Street, Town or Postcode.

Affiliate? Defaults to “Yes”, i.e. a tick appear in the checkbox when

editing. Un-tick the checkbox if the participant is not being affiliated in

this submission. You can select all participants to affiliate if your club
members are unchanged by clicking the top checkbox.

Netball Id: The unique number that is issued by EN to each participant when they affiliate. This
number appears on the Membership Card which is sent to all members with their Netball Magazine.
PLEASE NOTE: - THIS NUMBER IS NOT TRANSFERABLE

Position: Last year’s Secretary will be the first record in the listing. If she is no longer the
Secretary, please select “Member” from the pull down list (or un-tick the Affiliate? column if she is
not being affiliated). Indicate the new Secretary by selecting “Secretary” on that person’s record.

Title and Name fields: Please enter the Full Name of each participant, including Title. This helps
us to keep our records up-to-date and ensures that courses and qualifications are always noted
against the correct person. Please avoid abbreviations, e.g. put “Joanne” instead of “Jo”. For more
common first name/surname combinations, it would be very helpful if you could provide the initial of
the second name too, e.g. “Jane L Smith”.

Sex: This usually defaults according to the Title entered, but will need to be entered where the Title
is, for instance, “Dr”.

Address fields: Please enter a full, valid address for each person, so that they receive their
Netball Magazine. If an incomplete address is supplied, the participant’s magazine will
automatically be sent to the Club Secretary. Please also supply email addresses were available so
that your members do not miss out on e-communication which could contain discounts and offers
from our Sponsors!!

Date of Birth: Enter in dd/mm/yyyy format. This is mandatory for juniors (i.e. Aged 18 years or
under as at 1 ** Sept 2011), but it would also greatly assist us in managing our data, statistical
reporting, etc, if a date of birth could be supplied for all participants. The fee will be calculated at a
senior rate unless a date of birth is supplied for juniors.

2" Claim/1*' Claim fields: If the participant is only 2" claimed to your Club, tick the checkbox, and
search for the name of the 1 claim club in the next pop up box. The list provided will detail the club
name and County/Region to which they are affiliated for ease of searching.

Status: Updated by EN. “Active” is an affiliated participant; “Pending” is a participant whose details
have been submitted for affiliation, but has not yet been paid for; “Inactive” is a participant who is
no longer affiliated. Participants will not display an “Inactive” Status until after the Club has made
their first submission.



Date Submitted / Date Paid: Updated by EN, when EN has received payment from the Club for
the participant.

2. Can | affiliate my participants at any time of y  ear? Yes. The process commenced at 10.00pm
4™ July 2011, and will be available for 2011-12 affiliations until the end of June 2012. A new
affiliation submission can be made as soon as payment has been received and processed by EN
for the previous submission.

3. How do | pay?
You can pay by any of the following methods:-

‘Affiliate and Pay Now’ — Transaction Completed
You will be directed to SagePay secure payment area. Once you have completed the payment details
you will receive a Payment Notification from SagePay that your transaction is complete.

The participants that have been submitted in that completed transaction are now affiliated to England
Netball and therefore insured.

Your Club record will automatically ‘unlock’ as the payment has been received and processed by
England Netball.

Please note that credit card payments are subjectt 0 a 2.46% charge and debit card £0.25pence
charge per submission.

‘Affiliate and Pay Now’ — Transaction Rejected or C  ancelled

You will have been directed to SagePay secure payment area. Once you completed the payment
details you will receive a Payment Notification from SagePay that your transaction has been rejected or
cancelled.

The patrticipants that have been submitted in that transaction are not affiliated to England Netball until
payment has been processed manually and therefore not insured.

Your Club record will remain ‘locked’ until payment has been received and processed by England
Netball.

Please see ‘Affiliate and Pay later’ information to make your subsequent payment direct to England
Netball.

Please note that credit card payments are subjectt 0 a 2.46% charge and debit card £0.25pence
charge per submission.

‘Affiliate and Pay Later’ — via England Netball

- Credit/Debit Card: Calling the Membership Dept payment line direct on 01462 442344
(switchboard) or 01462 428348 (answer phone) and provide us with either debit or credit card
details (Electron, American Express & Diners Club are not accepted).

Unless instructed to send payment to your County, send cheques to: England Netball, Netball
House, 9 Paynes Park, Hitchin, Hertfordshire, SG51 EH. Please make your cheques payable to
England Netball.

Via the internet: If you have an internet bank account into England Netball Bank account. Sort
Code: 20:92:54 / Account No: 60271632 / Account Name: AENA no2. Please quote your Club Id
and Club Name

The patrticipants that have been submitted in that transaction are not affiliated to England Netball until
payment has been processed manually and therefore not insured.

Your Club record will remain ‘locked’ until payment has been received and processed by England
Netball.

Please note that credit card payments are subjectt 0 a 2.46% charge and debit card £0.25pence
charge per submission.




Who do | make my cheque payment to? It will be either to England Netball, or to your County
Netball Association (it depends whether the County has opted for EN to collect fees centrally or
wishes to take fees directly). Full payment details will be advised when you complete your online
submissions.

When do | have to make payment by? To ensure affiliation and insurance is in place, payment
should be made as soon as possible after the submission has been made. Your members are not
insured to participate in any ‘recognised or authorised’ netballing activity (playing, coaching,
umpiring etc.) unless payment has been received and processed by EN.

Do I need to let my County know that I'm affilia  ting my Club online?  There is no need, as EN
advises all Counties of the Clubs that will go online for their affiliations.

How do | notify EN if my Club has changed name,  or if we have merged with another Club?
Please notify us at EN before you do your submission - we will make the changes on our database,
as you are not able to do this online.

How much is the EN fee*, County fee, and Regiona |fee? The EN fee is £23.50 for seniors
(over 18), and £14.80 for juniors (18 and under as at 1st September 2011). County and Region
fees vary, and these will be shown on the final calculation screen when submitting affiliations.

*Minimum fees apply; please see England Netball Aff iliation Fees 2011-12 for more information

10.

11.

12.

13.

14.

Will my County know when my Club has submitted a  ffiliations?  Yes, your County receives an
automatic email when you submit your affiliations through which they can see full details of your
Club’s submission.

Will my County know when my Club has paid? Yes, EN confirms payment (by an email
receipt) to your County when your Club has paid.

| have amended participants’ details, but it is still showing the old information . Remember
to click Save after you have updated each patrticipant.

What do the different Status’s mean? “Active” is an affiliated participant; “Pending” is a
participant whose details have been submitted for affiliation, but has not yet been paid for;
“Inactive” is a participant who is no longer affiliated. Participants will not display an “Inactive” Status
until after the Club has made their first submission.

| paid my County last week but the Date Paid co  lumn is still blank.  The Date Paid field is
updated the day after EN receives the payment centrally. These payments are sent to EN on 5
dates throughout the season, 7" October, 7" January, 7" March, 7" June & 7" September. Please
consider these dates when submitting your affiliati ons online as your screen will remain
locked until this payment has been received by your County and then received and

processed by EN.

What do | get for my EN / County / Regional fee ? The main benefits for EN members are
comprehensive Liability and Personal Accident insurance, bi-monthly Netball magazine and entry
to competitions. Services offered by Counties and Regions vary but are centred on league
administration, club and player development. For full details of services in your area, click the links
on the final screen when submitting affiliations.



15.

16.

17.

18.

When do we get our membership cards? These will be available to download via the Online
Members Area from 1% September 2011 (after EN has received and processed their payment).
Download instructions will be available nearer the time.

How secure is the data?  The Login Area is password-protected and it isn't possible to get
access to someone else's data via the browser interface. We don't use cookies to store security
information, which means your password is never stored on your pc, where it could be accessible.

The data is mostly in the public domain anyway (e.g. names and addresses can be easily acquired
from electoral roles/phone books). The site holds no financial information e.g. credit card numbers.

When will individuals be able to affiliate dire  ct? EN doesn't have any plans to affiliate
individuals direct — they must be affiliated via a Club or County.

I don't think I like the sound of this, too com  plicated. Can | just go back to manual

affiliation?  We are committed to modernising our affiliations process, and feel that online
affiliation is the only way forward. We would welcome your feedback on any improvements that we
could make to the system. We would request that the Club Secretary assigns another person, the
Affiliations Contact, within the Club to manage the IT and emailing side of the affiliations process.

Notes on the Affiliation Process

1.

The affiliation year runs from 1 September to 31 August. Club Membership fees are payable on
and from 1 September.

A unique, unchanging Id is issued to each Club and Participant. These are noted on the
membership cards that will be sent to all of your participants with the first issue of the Netball
Magazine (after payment has been received by EN).

Only when the current membership fee has been paid to EN or the County will players be eligible to
attend courses or take awards, or be considered for trials, and teams may enter tournaments.

Additional members and participants may be registered later in the year through the Online
Affiliations screen.

The following deadlines apply to Clubs affiliating online, and where the County has opted for
England Netball to collect the Club fee direct:

To register for our major competitions starting in September, Participants must be affiliated and
paid by 2™ September 2011 for affiliating manually via County, for those Clubs submitting
online the date is 5" September 2011. After this first return, Clubs may continue to affiliate
players online at anytime. To be eligible for a competition, Participants must be affiliated and
fees paid to England Netball no less than four days before _ the competition

Clubs that affiliate manually, and Clubs in Counties that collect fees on behalf of England
Netball, will retain the same affiliations deadlines as previous years (7" October, 7" January,
etc)

Where the County is collecting fees on behalf of England Netball, affiliations deadlines for
competition entry are 7th October 2011, 7th January 2012, 7" March 2012, 7" June 2012. N.B.
These are deadlines; you can affiliate at any time for 2011/12 season from 4™ August 2011.



10.

11.

The deadlines are for competition entry only, after these dates you can still affiliate and / or add
members not for those deadlines in the respective period. Any problems — call / email us.

An individual may register with more than one Club, but need pay the EN fee only once. The Club
that accepts this fee is deemed to be the participant’s First Claim Club, and any additional
registrations are Second Claims. Please indicate on the application form in the appropriate column
if the participant is Second Claim only to your Club.

Second Claim participants are not entitled to another Membership card.

Please note: Participants within the Group Membership Category (Junior Leagues, Youth Clubs,
Colleges & Universities, Associate Members and Forces) does not entitle those participants to 1%
Claim affiliation when playing for a Netball Club. These participants MUST affiliate 1** Claim to this
Netball Club. For further clarification please contact the EN Membership Dept on Tel: 01462
442344 or Email: affiliations@englandnetball.co.uk.

Please obtain parental consent before registering any player who is under 18 years of age.

Changes to names, addresses, etc throughout the year can be advised through the Members Login
Area, or by email to changemyaddress@englandnetball.co.uk.

England Netball will not pass personal details of any affiliated participants to 3rd parties without
their prior consent, and will never pass on details to other organisations for marketing purposes.



