Club Registrar Orientation
Coach Registration &
Compliance

Swimming Canada Registration System Orientation
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Coach Registration Process

Coach — Update Information

Reviewing Coach Member Detalils

Credentials/Qualifications

Club - Credentials/Qualifications

Coach — Credentials/Qualifications

Questions



Admin Login

S

ADMIN LOGIN

Mot an administrator? click here for member area

sername

Separate login for
members

Password

Forgot Password?

https://swimming.canada.sportsmanager.ie/maint.php



https://swimming.canada.sportsmanager.ie/maint.php

Admin Login

.

# HOME ? HELP & MY ACCOUNT i PRIVACY POLICY

Club Information

@ Edit Club Information

Update Club detalils

Membership Setup

© Generate Registration Link

Meet Management

© Manage My Meets
& Meet Entry

Club Name

P~

AN

~£LOYDMINSTER REBELS—

AN

Communications

© MNotifications

Compliance and Certification

© Coach Compliance and Official’s Certification

Settings

© Manage User Accounts

\ \ Sp":"rtl-DmD_.:Dm

& LOGOUT

Registration

View Registrants
Payments Received

Register Members

Registration

Functions related to

Invoicing and Fees reg iStrati O n fo r
Swimmers,

Coaches & Officials

o0 0000

Events

© Purchase Events



View Registrants

Export Registrant list

Select Season

P~

Registration

View Registrants

© Payments Received

© Register Members

© Registration

© Approve Members

© Transfers and Affiliation
e

Invoicing and Fees

View/Manage Members

Swimming Canada ID
Member ID

First Name

Last Name

Primary Email Address

Public User Email

Swimming Canada ID First Name % Last Name &

5C24043557 Allie Gater

5C24101031 Charlie Smith

~ Options =
+ Approve Members == View Payments

v Search/filter options +

Gender
From Dob W-mm_dd n
To Dob yyyy-mm-dd 8

From Registration Date yyyy-mm-dd ™
To Registration Date W.mm-dd ™

|dentifier Type

Member Identifier

DOB = Active Official Teamsheets Registration Date 3,
21/02/2001 @ Q@ Q@
24/04/2024 @ @ @

Category Group swimmer

B Export

o ]

Season 2023-2024

Club

|T pe to Search for a club

Membership Status

Primary/Dual

Category

Type

Start Date & Expiry % Season ¥ Frimary/Dual &
03/04/2024 31/08/2024 2023-2024 Primary
24/04/2024 31/08/2024 2023-2024 Primary

Actions

1]
(3]

Use Category Group to view
Swimmers, Coaches or Officials

Default is “Active”




Coach Status g)

View/Manage Members

~ Options =

Registrant Status Legend

Swimming Canada ID Gender S:eascr 2023-2024 Awaiting Payment: NO payment haS
yomin 81 been made and no invoice generated.

First Name To Dob yyyy-mm-dd £ Membership St i i )

N s I G Pending Invoice: The Registrant has
ot bse | yyyymmdd @ ot completed their information but there
Public User Email dentifier Type Category Group

are unpaid invoices.

Active: Registration has been

| completed; invoice is paid, and

e e | o5 '_" registrant account updated.

° e possaeee 2540 | Imported: Registrant information has

Member Identifier

Swimming Canada ID 3 First Name & Last Name DOB = Active Official Teamsheets  Registration Date § Club

been imported.

Needs More Info: The registrant
contact information has not been
updated.




Coach Registration Overview

1.  Review coach list
2. Register returning and new coaches

(invoices are generated for Swimming Canada, PSO, CSCA)
3. Payment of coaches invoices

(credit card or offline payment)

4. Coach completes Swimming Canada requirements + any additional
PSO requirements for compliance

5. Coach is made active in the system



Coach Registration




Coach Registration

Group Registration
Registration

© View Registrants

© Registration

a QOptions =
© Approve Members

“D Registration History
& Transfers and Affiliation

@ Invoicing and Fees

Registration

a Registration =

Club Registrar Email

Payment Method

Membership Status Meed More Info

¥ Email Template ~

Member Name Membership Type Upgrade Discount

Search member Select Membership ¥

Add Member

Amount Due




Coach Registration

Group Registration

Registration

~ QOptions =

'D Registration History

~ Registration =

Club Registrar Email

Payment Method | v I

Online Credit Card Payment (Pay Mow)

Offline Payment (Pay as per your P50)

Membership Status — Needs More Info

« Default status assigned to registrants

Payment Methods may include: by Group Registration

* Online credit card payments (pay now)
« Offline payment (defined by the PSO-pay later)




Email Template

« Email Template =

B i U & x, x* A~ Ax A4 . = : b ) o D = B A i <> .

: - Member First Name
Hi {{Member First Name}}
Member Last name
You have been registeredin {fClub Name}} fogthis season. _ )
Primary |dentifier
To complete the registration process you will need to login at {{Login Url}} and gomplete the registration forms. Club Name

Membership Types

Test Club Membership Categories

Available variables to
customize the email content. Login Ul

Comment

Customize the content of the email using variables that
will select the name/club of the current registrant etc.




Returning Coach

Member ID Member Name Membershi

sus| o Select Me

Susie Smith () in 2023-2024

‘ Susan Thomas - (SC2443597) in 2023-2024 <

Click on the name that you
want to register.

Begin typing some part of the coach name.
Names matching your search characters will be
shown below the search field.




New Coach

Member Name

Search member

Member Name

Search member Id

First name

Last name

DOB

Email

Click the plus to add a new
registrant.

Enter the registrant First and Last
Name, DOB and Email address.




Duplicate Coach Warning g)

Search member |d

: If you enter a registrant with a similar name/DOB/email
SEPRe ¢ address, a warning will be displayed.
Thomas
06/07/2011

* To continue registering with the existing registrant, Click

sophiethomas@mail.com on the registrant information.

« To proceed with creating a new registrant, Click the
"Continue as a New Member" button.

We have found following members with similar data. Please select one to avoid duplicates.

mber (L el A e il

5C2443602 Sophie Thomas 06/07/2011 sophiethomas@mail.com Coach  (May 1-Aug 31) Need More Info

Continue as a New Member

Swimming Club




Coach Registration

Member ID Member Name MEne Yl Price Upgrade Discount Amount Due

sc24078001 | Susan Thomas (SC240780 (4] D - Precompetitive, Masters, Triathlon, Summer Club Coach ¥ 74.00 53.50 134.00

Membership Type

Y2005 |Se|ectMembership vl

Select Membership

. Summer (May 1-Aug 31) . 14 )
Se I eCt th e m e m be rS h I p type ] D - Precompetitive, Masters, Triathlon, Summer Club Coach | CI ICk Save .

Official
—

Membership price
details.

o Click BXERENESN to add more coaches.
* Click Next to proceed to payment.




Coach Registration: Offline Payment

&

Invoice status is
Invoices Pending

View Registration Invoices
Registration Id Registration Date Status / Total Payment Amount

Actions

1139160 18/06/2024 00:56 Invoices Pending 134.00 1
Invoice No Association Description Invoice Date Status Total Paid Outstanding Actions
Swimming Canada Invoice for registration 1139160 18/06/2024 00:56 Mew [nvoice s

CSCA Invoice for registration 1139160 18/06/2024 00:56 Mew [nvoice —

Swim Alberta Invoice for registration 1139160 18/06/2024 00:56 MNew Invoice —

X

If Offline Payment was selected, the invoice amounts for the NSO and PSO are displayed once
registration is complete.

*The Swimming Canada invoice amounts AND the PSO invoice amounts will be paid to the PSO
iIf offline payments was selected as per your PSO payment policy.




Coach Registration: Credit Card

Invoices

Make Payment

a Options =
= View All

Card Detalils

You will have an opportunity to review and confirm your payment before payment is taken.

Invoice

Line No. Description Quantity Unit Price Tax  Total

our payment will be processed using Stripe, one of the world’s leading Payment Processors. No financial information is
disclosed to SportLomo or your Club.

1 Summer (May 1-Aug 31) 2 50.00 0.00 100,00
2 D - Precompetitive, Masters, Triathlon, Summer Club Coach 1 20.00 0.00 0.00

Invoice Amount 100.00 ter vour card details
Tax 0.00
Credit or debit card

Card number

What is my CVC / CVV code?

Invoice Total 100.00

Proceed to Payment

Invoice details User is prompted for credit card information. Click "Proceed
to Payment". Complete the payment on the next screen.




Coach Registration: Credit Card

Purchase Summary

Receipt: mail.com
Payment Summary Confirm Payment
Item Quantity Price Description Amount
Summer (May 1-Aug 21) 1 53.50 Registration Fee 53.5
Total 53.50 Service Fee 2.32
Additional Fees 0.00 Total charge to card
Total (Ex Service Fees) 53.50

Discount Code Apply Make Payment

Payment Breakdown

Association Registration Category Price Additional Fees Discount Amount Due

Swimming Canada Summer (May 1-Aug 31) 3.50 0.00 3.50

Swimming Province Summer (May 1-Aug 31) 50.00 0.00 50.00

Swimming Club Summer (May 1-Aug 31) (.00 0.00 0.00

/ Confirm payment.
Payment details




Coach Registration Requirements éf)

The following requirements are completed when the Coach signs into their account
after registration.

1. Validate their personal and contact information

2. Sign the Acknowledgement and Assumption of Risk Form
3. Consent to Swimming Canada’s policies

4. Complete CSCA Screening

In addition, all coaches are required to complete
1. NCCP education requirements

2. CAC Safe Sport Training or Respect in Sport Activity Leader/Coach Program
3. Any additional PSO requirements (including Screening)



Coach Member Login

A

Members

Timmy Trainer
Swimming Canada ID: 5C24179597 A

Member Status: Need More Info
Member Season: 2023-2024

______________________________________________________________________

D - Precompetitive, Masters, C“Ck to LOgin to the LMS

i Triathlon, Summer Club

i Coach |
| Expiry Date: 31/08/2024 |

=% Login to LMS

I e Update Inform aticml # Qualifications

B Certifications

The Coach will log in to their account and Click on the
Update Information button to complete their registration.




Coach Member Login

Allie Gater Henry Higgins Hazel Higgins
Swimming Canada ID: 5C24043557 ~ Swimming Canada ID: 5C24043558 ~ Swimming Canada ID: 5C24179616 ~
Member Status: Meed More Info Member Status: Pending Invoice Member Status: Awaiting Approval
Member Season: 2023-2024 Member Season: 2023-2024 Member Season: 2023-2024
Summer (May 1-Aug 31) . D - Precompetitive, Masters, | . Official - View
Expiry Date: 31/08/2024 i 5 ; ! Expiry Date: 31/08/2024
piry | i Triathlon, Summer Club ; o

D - Precompetitive, Masters, . Coach

Triathlon, Summer Club | Expiry Date: 31/08/2024
Coach +) Login to LMS \

Expiry Date: 31/08/2024 = Details ¥ Qualifications

#) Login to LMS -

%) Login to LM5

- Update Information # Qualifications

B Certifications Y= Events

Click to Login to the LMS
|

Click on the Update Information
button to complete their registration.




Coach Update Information

K2P OP7 B+l - 613 260 1348

Alternate Phone Number Citizenship *

i+1 - (000) 000-0000 Canadian -
Emergency Contact First Name* Emergency Contact Last Name*

Tammy Trainer
Emergency Contact Relationship * Emergency Contact Phone Number*

partner I+0 -~ 613 260 1348
NCCP Number Canadian Indigenous Descent

--Mot Indigenous-- -

Gender Identification Are you the Head Coach?*

Cis-gender/Cisgenre v No A

E_»IPOC Declaration

--Mo BIPQC Declaration -- -

Waivers

Waiver

Privacy Declaration View

Assumption
of Risk

Acknowledgement and Assumption of Risks

A SWIM
g RE<ALBERTA

ol se read this document carefully

You must confirm your acknowledgment and acceptance of this Assumption of Risks Form before participating in any Activity sanctioned or organized by Swimming Natation
Canada, Swim Alberta Association, or Swim Alberta Association’s registered Swimming Clubs

¥ More ¥ =




e
CSCA Form @

UpiudU LicucTitidls

Upload Credentials

Selected 2023-2024 Screening Disclosure Form - (Timmy Trainer)

Credentials

2023-2024 Survey

e Coaches are required to

ml complete the CSCA Registration

and Screening Disclosure Form

il which automatically follows the
CSCA completion of the other waivers.

Registration and Screening Disclosure Form




View Coach Details

View Registrants

>
o
>
©
©
©

Registration

Payments Received
Register Members
Registration

Approve Members
Transfers and Affiliation

Invoicing and Fees

View/Manage Members

Swimming Canada ID ¥ First Name » Last Name ¥

5C24127391 Danny Diver

DOB =

24/04/2009

F

Options =

~ Searchffilter options a

Active

o

Official

@

Teamsheets  Registration Date = Start Date » Expiry = Season ¥

@ 26/04/2024 09:10 26/04/2024 31/08/2024 2023-2024

Primary/Dual %

Primary

Actions

View Coach details




View Coach
Member Details

~ Options =

B View All & View Credentials ™ View Playing History & Member Signed Acceptances

Member Details Membership Types Primary
Association S E-mail (Primary)

egistration Start Date  ExpiryDate S Acti .
Swimming Club category  VP® artbate  Bxplnybate seuree cHens danny@mail.com
Parent Association Summer  Summer Mobile (Primary)
Swimming Province (May 1-Aug (May 1- 26/04/2024 31/08/2024 Registration i+l -

31) Aug 31)
Swimming Canada ID Address 1 (Primary)
5C24127391
Public User Account Member Season HiStory City (Primary)
danny@mail.com
Member First Name Province (Primary)
Danny Club Season Status Start Date Expiry Date
Country (dropdown)

Member Last Name Swimming Club ~ 2023-2024  Active 26/04/202409:10  31/08/2024 23:59

Diver _
Post Code (Primary)

. 4

Member Identifiers

Swimming Canada ID

SC24

NCCP# | ™| «




Member Details - Acceptances

~ Options a

%= Change Member Status P Update Start/Exj

lember & Member Signed Acceptances (¢ Updat

4

Member Signed Acceptances

Acceptances List for CSCAtest Coach (SC24179480)

Document Type Signed Date Actions

Privacy Declaration 06/06/2024 =

Acknowledgement and Consent 06,/06/2024

Email Consent 06/06/2024

1 P PR ¥

Acknowledgement and Assumption of Risks 06/06/2024

List of Acceptances required during
registration and signed date.




Member Details — CSCA Approval
Registration View/Manage Members

© View Registrants - Options =
o Fayments Recelved &+ Registration + Approve Members == View Payments B Export & Manage Duplicates

© Registration

P~

© Approve Members ~ Search/filter options a

© Transfers and Affiliation

Imvoicing and Fees N . . . . . . .
© g Swimming Canada ID 5 FirstMName ¥ LastName ¥ DOEB =% Active Official Teamsheets Registration Dates  Club % Start Date ¥  Expiry = Season ¥ Primary/Dual ¥

SC24179480 CS5CAtest Coach 21/06/1995 @ @ @ 06/06/2024 07:30  Lloydminster Rebels  06/06/2024 01/09/2024 2023-2024 Primary

Member Details Membership Types Approval History

Association

Registration . . Member

Lloydminster Rebels Category Type SEL T Zilials soda A Association Season Status Approval Comments Last Updated Updated By

Rule
Parent Association D - D -
. , L Anita

Swim Alberta Precompetitive, Precompetitive, 2023- CSCA 06/06/2024

Vlact Vact 094 Active A I 0545 Scheffel-
asters, asters, rova ;

Swimming Canada ID | 06/06/2024 31/08/2024 Registration op Woo - CSCA

Triathlon, Triathlon,

CraA4AT70AQN




Credentials

Compliance and
Certification

© Credential Types

Coach education and screening
requirements are tracked as Credentials.

& Qualifications

© Coach Compliance and Official's
Certification

Members Credentials

~ QOptions =

v Search/filter options ~

Name = Type = Credential Creator = First Mame = Last Name % Most Recent Club Status = Start Date = Expiry Date = Rchians
2023-2024 Screening Disclosure Farm Screening Disclosure Form Swimming Canada Barracudas (2023-2024) Approved 30/05/2024, 15:05 30/08/2024, 1505  ®m
NCCP Requirement NCCP Req Sswimming Canada Barracudas (2023-2024) Approved 01/01/2024, 14:11 01/01/2029, 14:11 = ®m
Respect in Sport for Activity Leader Safe Sport Training Swimming Canada Barracudas (2023-2024) Approved 31/08/2021, 15:15 31/08/2026, 15:15  ®m




Qualifications

Qualifications
Compliance and
Certification _ _ _
Swim Alberta Coach Compliance Details € Back
© Credential Types
@ Credentials o ] y
© Member Credentials » Qualification Type Coach Compliance
9 _Qualification Types Name Swim Alberta Coach Compliance
& Coach Compliance and Official’s
Certification Prerequisite Qualifications
Qualification Mame Qualification Short Name

Credentials are organized

into qualifications which
can be added manua”y by Prerequisite Credentials

the coach/PSO or be
pulled from 3" party apps NCCP Requirement NCCP Requirement e
(LMS/Sterling)

We will help PSOs Setup Member Categories
their coach qualifications Category Descrption

" D — Precompetitive, Masters, Triathlon, Summer Club Coach
fo r CO m pI Ia n Ce . Existing RTR Coach




Club - View Credentials

Compliance and Certification

D Coach Compliance and Official's Certification

View Member Qualifications

Type Coach Compliance hd
Qualification Name
Member First Name s

Qualification Status ‘ ‘

Membership Category ‘

Swimming Canada ID = First Name = Last Name = Most Recent Club =
SC24021726 5 ; Barracudas
SC24021726 5 5 Barracudas

~ QOptions =

~ Search/filter options =

Season

Member Last Name

Member Status

Club Applicant

Search

Member Status = Qualification =

Active Safe Sport Training

2023-2024 -

sommer |

| = Awaiting Payment || = Active || = Meed Maore Info |

| Type to Search foraclub = ‘

Qualification Status = Certification Status =

Licensed Active

Active Swim Alberta Coach Compliance In Progress Missing Credentials

Status of Qualifications

Click to view/edit

Actions

0
& 1




Club - View Credentials

: Swim Alberta Coach Compliance Details

Name Swim Alberta Coach Compliance
State  In Progress
Licenced Date  Licence date available
Member ID  SC
Member Name

Member Status  Active

Attachment(s) No Attachments provided

Prerequisite Qualifications

Qualification Name Qualification Short Name Status

Safe Sport Training Licensed

Prerequisite Credentials

Credential Mame Credential Short Name Valid Till Status

MNCCP Requirement NCCP Requirement 01/01/2029, 12:11 Approved

Screening Screening Mot Provided

Action

Action

View or
upload the
credential




Coach — Upload Credentials

Members

CSCAtest Coach

Swimming Canada ID: 5C24179480 .
Member Status: Pending Invoice
Member Season: 2023-2024

______________________________________________________________________

D - Precompetitive, Masters,
Triathlon, Summer Club
Coach

Expiry Date: 31/08/2024

______________________________________________________________________

=) Login to LMS

View status of
Qualifications

& Details #¥ Qualifications

View/upload
certifications

B Certifications




Coach — Upload Credentials

CSCAtest Coach's Credentials

=+ Upload Credential =+ Purchased Credentials

Upload Credential

Details Attachment(s)

Type Background Check

Choose file
Credential Name Screening
Froviaer o

Provider Identifier

Start Date 18/06/2024
Expiry Date 19/06/2027

Additional Info




Coach — View Qualifications

CSCAtest Coach's Qualifications

Name : Safe Sport Training
First Name : C5CAtest

State : Licensed

+ Start a new Qualification = Member Qualifications Summary

Last Name : Coach

Q. Search/Filter ~

[# Manage

First Name : C5CAtest

State : In Progress

Name : Swim Alberta Coach Compliance

Last Mame : Coach

[# Manage




Coach — View Qualifications

CSCAtest Coach: Swim Alberta Coach Compliance Details

Name Swim Alberta Coach Compliance

State  In Progress

First Licenced Date No Licence history Approvals
Recent Licenced Date Licence date not available com pleted by
Member ID 198508 the PSO

Member Name CSCAtest Coach

Member Status  Pending Invoice

Attachment(s) No Attachments provided

Prerequisite Qualifications

Qualification Name Qualification Short Name Status Action
Safe Sport Training Licensed i
Prerequisite Credentials
Credential Mame Credential Short Mame Valid Till Status Action
MCCP Requirement NCCP Requirement 31/08/2025, 09:02 Awaiting Approval 1 X

Screening Screening 28/05/2027, 16:43 Approved 1 X




Questions?
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