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Section 1. Role Permissions

a. Commumty (Club) Administrator.

iv.
V.
Vi.
Vii.
viii.
iX.
X.
Xi.

Add/ remove standard members.

Add/remove administrators (no limit to number of admins you can have).

Change the primary contact. — note that the incumbent primary contact is always notified by email if they are switched out from the role of primary
contact.

Add / edit activities (competitions, sign ups, membership products).

Execute actions on behalf of other members e.g. sign someone up to a session, put someone in a team.
Post to the news feed.

Edit community settings e.g. disable private messaging select available features.

Add team administrators to a team category.

Add captains to teams.

Enter / edit any result.

Set community branding.

b. Team Administrator - These are often renamed in a community e.g. may be called Club Contact, or institution administrator.

i.

ii.
iii.
iv.

Add / remove other team administrators on the team category that they are a team administrator of.
Add / remove team captains in any team within their Team Category.
Add / remove players to / from any of the teams within their Team Category.

Enter / edit a result / fixture for any match played by any of the teams within their Team Category (permissions for results / fixtures can be changed by
the community administrator.

c. Team Captain.

Add / remove other captains in their team.
Add / remove players to / from their team.
Enter / edit a result/ fixture for any match their team plays (permissions for results / fixtures can be changed by a Community Administrator.

d. Standard Members.

Execute actions on their own behalf e.g. sign up to a session, enter their own result, make themselves available for a match.
Send messages to other members (if private messaging enabled).
View other members (and any data as defined by the community’s settings.



Section 2. Affiliating to British Wheelchair Basketball
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Club Affiliation Requirements: All clubs must have members assigned to the following roles prior to 15 September 2019 otherwise your affiliation to BWB
will be revoked:

Club Administrator
Club Chair

Club Treasurer
Club Welfare Officer

To affiliate to BWB, go onto your club homepage by clicking your club tile.

British Wheelchair Basketball

@& Dashboard  &'links» § &
Activity BWE Test Club Courses and Valunteering
Waorkshops

|

I Click the tile here. I
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ii. On your club homepage click the green button that says Not Affiliated.

I Click here to affiliate your club.

‘. Aces Wheelchair Basketball Club

: TEAMS (0)

For publishing team fixtures and managing teams. For running sessions and signups.

32 SESSIONS

My Payments

@ QUALIFICATIONS (0) @ VOLUNTEERING (1) MEMBERSHIPS £+ Settings~

For Qualification.

Volunteer For the sale of membership subscriptions
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iii. You will be directed to then pay your affiliation fee. Click buy now.

COMMUNITY MEMBERSHIPS

CURRENT MEMBERSHIP

No membership products purchased yet

AVAILABLE MEMBERSHIP I Click Buy Now to pay for your affiliation fee. I

Name Price Term Pro Rata \

Club Affiliation £100.00 One off X
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iv. A pop up screen will come up and you will be able to input your card details to process payment. Once you have completed this you will receive an
email receipt.

Membership payment

Products

Club Affiliation £100.00
To pay now £100.00
I 1. Input your card details here.
Card Details
Card number MM /YY CVC
Comment

2. Then click Pay Now to proceed. I




Section 2.a. Adding members to your club

On the main screen click the tile of your club.

-
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‘.

Activity

British Wheelchair Basketball

& Dashboard & Links»  f v

V4 I 4 I 4
N\ N\ -

BWE Test Club Courses and

Workshops

Volunteering

| click the tile here. |
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On your club homepage click the community admin button in the top right corner, and select members from the dropdown.

I 1. Click the Community Admin button here. I
g o -
I 2. Click Members from the drop down. I’V Members
Settings

Select Features

frﬁ' RS Delete Community
Manage Theme

My Payments

For running sessions and signups.

MEMBERSHIPS

@ VOLUNTEERING (1)
For the sale of membership subscriptions

BRITISH
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iii. On the Members page, you can send an invitation email to a member or share a URL link to join straight into the community.
iv. Alternatively, you can click the tab add a member.

=

I 4
‘.

I 3. Gotothe add a member tab for more options. I

Community Add a member Bulk upload Access Requests
2 Sh are URL ||nk to potentia| Your community access code is test1230. People can enter this on their web or app dashboard to join your community.
mem b ers to J o | n Or share this link with people so they can register/login straight to your community.
) J; » https:/bwh.playwaze com/Confirminvitation?token=test1230 E

1. Type the members email here

Filter member All Members v Select group
and click send to invite.
Current members Search for members Search | Remowe |
Admin MName Email Status
( L BWB Finance britishwheelchairbasketball.co.uk m Actions -
{ BWE Membership membership@britishwheel chairbasketball.co.uk m e

[ A

N
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On the Add a Member tab and fill the information of the member you wish to invite in, you also have the option to make them an administrator to your community,
if relevant.

"g [0 cmeny - |

2 MEMBERS
|

Community Add a member Bulk upload Arcess Requests

Your community access code is test1230. People can enter this on their web or app dashbeard to join your community.
Or share this link with people so they can register/login straight to your community.

hittps:/bwh playwaze com/Confirminvitation ftoken=test 1230
Add a new member
Details
Name @
I 1. Fill the details of the members here. I
Email address @ ‘ L
Send invitation email @ ‘
Admiristrator @ I 2. Check whether you want to send them an invitational email or not. I
/ 3. If they are an administrator check the box here to give them more access to your club’s community. I

Click Add Member to proceed.

Vi.

You can now select this member to hold arole in your club (if applicable).

11
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2.b. Updating user roles within your club

i.  On the main screen click the tile of your club.

' 4
Q

British Wheelchair Basketball

@& Dashboard &' Links=  f w

Activity BWE Test Club Courses and Volunteering
Workshops

I Click the tile here. I
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On your club homepage click the community admin button in the top right hand corner and select settings.

I Click the Community Admin button and then select settings from the drop down L
‘. BWB Test Club
& TEAMS {0) o), SESSIONS

PAYMENTS

Payments Manager

My Payments

Manage Payment Receivers

@ QUALIFICATIONS (0}

MEMBERSHIP

13
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iil. Click number 7. Roles.

'. BWB Test Club

Q

* EDIT YOUR COMMUNITY

- | Click the tile 7. Roles. "

BWE Test Club Ozkwood Drive, Loughborough LE11 3QF, UK

14
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iv. Select the relevant person for each role.

&y BWB Test Club

Q

# EDIT YOUR COMMUNITY

S

Primary Contact Sam Strickson v
Head Coach Sam Strickson v
Secretary Sam Strickson v
Chairperson Select member
1. Select the member who holds the role on the left hand column. I
Treasurer Select member
# Club Contact Select member v
Club Welfare Officer Select member v
Classifier Select member v
Team Manager Sam Strickson v °
First's Captain Jay Popat v °°

(oo JE .

| 2. click Finish.

15
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If you cannot see the role you need for an individual, click the blue plus in the bottom right.

'. BWB Test Club

Q

# EDIT YOUR COMMUNITY

Primary Contact

Head Coach
Secretary
Chairperson
Treasurer

Club Contact

Club Welfare Officer
Classifier

Team Manager

First's Captain

!

Sam Strickson

Sam Strickson

Sam Strickson

Select member

Select member

Select member

Select member

Select member

Sam Strickson

Jay Popat

I 2. Type the name of the role that you are adding here.

I 1. To add arow click the blue plus here.

[ 4
‘Q
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L Community Admin -

I 3. Click Finish. I

16
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2.c. Making a user an admin within your club

I. Go onto the member’s page by clicking the community Admin button again and selecting members.

< -
. BWB Test Club I Click the Community Admin button and then select members from the drop down. 2 communy A

4 TEAMS(0) Creste oo SESSIONS

PAYMENTS

Payments Manager

My Payments

Manage Payment Receivers

MEMBERSHIP

[g'_:‘] QUALIFICATIONS {0)
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ii. Click the blue sliding button on the side of the person’s name.

Community Add 2 member Bulk uplozd Arcess Requests
Your community access code is bwbt2113. People can enter this on their web or app dashboard to join your community.
Or share this link with people so they can register/login straight to your community.
https://bwb._playwaze .com/ConfirmInvitation?token=bwbt2113 m
Filter member All Members v Select group v
Current members Search for members Search | Remove |
Admin Name Email Status
‘ [ BWE Finance finance@britishwheelchairbasketball.co.uk m Actions -~
{ i BWE Membership membership@britishwheelchairbasketball.co.uk m Actions -
‘ [ i.popat@britishwheelchairbasketball co.uk m Actions -~
Jo Richards jrich itishwheelchairbasketball.co.uk Actions -
G Sam Strickson sstrickson@britishwheelchairbasketball.co.uk m e

I Click the blue sliding button against the relevant member to give them administrator rights. I

18
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Section 3. Updating Club details

a. On the main screen click the tile of your club.

&y

British Wheelchair Basketball

@ Dashboard & Links=  f v

Q

Activity BWE Test Club Courses and Volunteering
Warkshops
4
|

I Click the tile here. I
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b. On your club homepage click the community admin button in the top right hand corner and select settings.

‘. BWB Test Club I Click the here and select settings. |~>

547 TEAMS (0) Create __ SESSIONS

PAYMENTS

Payments Manager

My Payments

Manage Payment Receivers

@ QUALIFICATIONS (0) MEMBERSHIP

20



BRITISH
'Q WHEELCHAIR
W’ BASKETBALL

c. Click Number 1. Details.
d. You can then update the name, location and description for your club.

I 1. Click the button 1. Details. I

s

ﬂ\: o N
BWE Test Club Orzlwood Drive, Loughborough LE11 3QF, UK

Security ©

PUBLIC

Network Code
brit648&
Description

A~ @A ~ +~- Fomas- B J E E EF E =-i- = E & MW

2. Fill you details in here. I )

s s |

I 3. Then click next to proceed. T

21




e. To add links to your website, and social media pages click the button number 2. Links.
f.  You can then put the URL of each of your pages, this will then show to all members of your club via the BWB website.

# EDIT YOUR COMMUNITY

| 1 click the button 2. Links. J

2. links

BRITISH
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I 3. Then click next or finish to proceed.

Facebook @ \
Twitier @
Wehbsite @
Instagram @
) 5 J
2. Put the URL to your webpages. I = ) e

22
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Section 4. Theme set-up

a. On the main screen click the tile of your club.

-
‘0

British Wheelchair Basketball

@& Dashboard &' Links=  f v

Activity BWE Test Club Courses and Volunteering

Workshops

7/

| click the tile here. |
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b. On your club homepage click the community admin button in the top right hand corner and select manage theme.

(. BWSB Test Club

I Click the here and select manage theme. I/v
& & TEAMS (0) _

g5F, SESSIONS

PAYMENTS

Payments Manager
My Payments

Manage Payment Receivers
@ QUALIFICATIONS (0)

MEMBERSHIP
Volunteer

24



C.

Q

'. BWB Test Club

1. Upload your club logo and images here. I

LOGO

Community Logo

Choose file | Mo file chosen

Choose file | No file chosen

Choose file | Mo file chosen

OPENACTIVE COLOURS
Button Background
Detail
Book 021216

2. Update the theme to your club colours here. I

You can then update the logo, community cover and tile background as well as the theme colours.

-
N\
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[ ooy |

’COLOURS

Banner (Web)
Signups
MNews Feed
Diary

Group
Member
Team

Admin Button
Payments
Qualification

Volunteering

Membership

Set your own colours for your community sections. Changes will apply to your community

Tile Label {App)

®) Black Text

®) Black Text

Black Text

Black Text

Black Text

Black Text

Black Text

Black Text

Black Text

Black Text

Black Text

Black Text

Black Text

\

on the website and in the app.

White Text

White Text

White Text

White Text

White Text

White Text

White Text

White Text

White Text

White Text

White Text

White Text

White Ta-t)

3. Update the text
colours here.

I 4. Then click Save.




Section 5. Receiving club member payments

a. On the main screen click the tile of your club.

' 4
Q

British Wheelchair Basketball

& Dashboard &' Links=  f v

Activity BWE Test Club Courses znd Volunteering

YWorkshops

I Click the tile here. I

-
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To do this you must be the main point of contact for your club, if not you will need to request permission from this person, this can be done via the
site.

.. BRITISH
Q

b. On your club homepage click the payments section and click the button start receiving payments.
i.

If you are the admin contact you will see the section says, payments manger, my payments and manage payment receivers.

ii. If you are the admin you will also need to click on mange payment receivers and include yourself as someone who can receive payments.

(. BWB Test Club

£, SESSIONS 5D PAYMENTS

For publishing team fixtures and managing teams

Payments Manager

My Payments .
" R Click the here to manage.
2nage Payment Receivers

6] quavFications(o)

s MEMBERSHIP
For Qualification.

27
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iv. To add someone to receive payments, select the name from the drop down menu and click add.

Click the name here to select from the drop down. Then click add payment receivers.

¥ T—

BWB Finance r

ments Manage Payment Receivers

v. You will then be asked to activate your account underneath status on the page.

MERCHANTS
My Payments Manage Payment Receivers
Add membe ect payments BWE Finance r
MName Created On Type Status Action
Jay Popat 04-06-2019 10:16 AM Linked Not Connected m
Sam Strickson 04-06-2019 10:17 AM Linked Not Connected m
Sam Strickson 04-06-2019 10:17 AM Primary Activate

I Click here to activate your payment account. I

28
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Vii.
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This will redirect you to a stripe webpage. Where you will be asked to fill in all your bank and company details as a club.

=
st"pe L. Already have & Stripe account? Sign in

ploywaze

Playwaze Ltd would like you to start accepting payments with Stripe.

Take a minute to answer a

s and then you'll be ready to go. Pla
ate payments and customers on you

will have access to your

Activate your account

‘We need to learn more about you and your business before you can process payments on Stripe. Except where
noted below, the information you provide will only be visible to the account owner and administrators.

Learn more =

Where are you based?

Country
United Kingdom 4]

If you don't see your country, let us know you're interested.

Your product

Business website

No website yet? You can share an app store link or a social media profile (business profiles are preferred).

BRITISH
WHEELCHAIR
BASKETBALL

Once you have completed this click the authorize access to this account. This will then allow you to accept payments via the site.

29
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Section 6. Placing members in teams

a. To follow.
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Section 7. Team entry into competitions

a. Click on the competition tile on the home page.

I.
‘ British Wheelchair Basketball

@& Dashboard  &Llinksw 9

~» ~F & ~
N\ \ N N\

Activity BWE Test Club Courses and Volunteering
Workshops

Top picks
Competitions

| click the tile here. |




b. Click the competition name which you would like to enter under the Team Entries section.

'. Competitions

TOURNAMENTS (2) View $ LEAGUES |6} m

Lord Taverners Junior League Elite Bs

Mational Junior Championships U18 (NJC U18) 2019/20
Mational Cup (NC) 2019720 Mational Junior Championships U14 (NJCU14) 2019/20

University Championships (UC) 2019/20

Lord Taverners Junior League (JL)

Women's League (WL} 201%/20

Maztional League (NL) 2019/20

I 1. To see the competitions, click this arrow.

ofc  TEAM ENTRIES

250

PAYMENTS

CLUB CONTACTS, ENTER TEAMS HERE My Payments

National League 2019/20 {NL) Team Entries

Start Receiving P

Mational Cup 2019/20 (NC) Team Entries

I 2. Click the name of the competition you wish to enter. I

BRITISH
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Join

TEAMS (1)

Lichfield City 1

32



c. Enter a club into the competition, entries can and must only be made by club contacts.

'. Competitions

-
N\
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235  TEAMENTRIES

Enter the club via this button.

National Cup 2019/20 (NC) Team Entries

Enter a Club/Nation

ed by:
Description:
Entries can and must only be made by Club Contacts

Signed Up (0)

33



2. To add another team, click the blue plus here.

Select information from the drop down menus.
To add multiple teams, click the blue plus at the bottom of the grey box.

Enter Club/Nation

Create a new Club/Nation 1. Select the information for your team in the drop down below.

Category --Team category--
T\«'DE ",NC:

Team Manager --Team Manager--

I 3. Then click sign up to proceed.

Em

BRITISH
WHEELCHAIR
BASKETBALL
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Section 8. Messaging within the club

a. On the home page click your club tile.

' 4
‘. British Wheelchair Basketball

@Dashboard  &links F 9 £Settings

\ \ \ \
Adctivity BWE Test 2 WEBC Competitions Courses and
Workshaops

BRITISH
'Q WHEELCHAIR
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wolunteering

1

I Click on to your club community. I

35
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b. Once on your club home page, click the newsfeed link in the sidebar.

[ Home

'. BWB Test 2 WBC

Organisation Home
» ‘

Activities
Click on the Newsfeed tab on the sidebar.
] Mews Feed
& Members
For publishing team fectures and managing teams
Groups
Teams

@ QUALIFICATIONS (0)

Qualifications

For Qualification

l:grj Volunteering
[E% Memberships

=P Payments

36
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c. Onthe News Feed page click add post.

& ormienrim (. BWB Test 2 WBC

. Hews Feed

Click Add Post here.

= Members

Groups
=== MO FILTER ===

Teamns ~
Mo Mews found

E] Cualifications
ﬂ:\“:l Volunteering
:2 Memberships

=3 Payments
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d. When setting up a message, create a title, write your text and attach any files you like. You can then post this to your club members, individually or mass message
them.

(. BWB Test 2 WBC

Type the title of the message here.

Content

Title

.. 2. Write your message here. I

il
(]
(11}
i
'

i
'

il
hi

%
Kl

A~ H- +~- Fomas~ B I =

p

Send notification ©@ [

A:;chmerﬂlfs . 4-——-' 3. Attach any files here. I
0082 file | Monlecnosen

Post to

o Imees 4___1 4. Type the names or group of people you want to send the message to. I

5. Then click Save. I

38
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Section 9. Creating an activity

a. On the main screen click the tile of your club.

-
-’

British Wheelchair Basketball

@ Dashboard  &'Links»  f -

V4 V4 V' 4 V4
\ \ \ \

Activity BWB Test Club Courses and Volunteering

Workshops

I Click on your club tile. I




BRITISH
-5 § WHEELCHAIR
W’ BASKETBALL

b. Click the session section on the club home page, and click the create button.

‘. BWB Test Club

TEAMS (0) ¢ SESSIONS

For publishing team fixtures and managing teams. For running sessions and signups. Payments Manager

PAYMENTS

I My Payments

. . R Manage Payment Receivers
Click on create on the session section.

@ QUALIFICATIONS (0) LE’:] VOLUNTEERING (1)

For Qualification. Volunteer For Membership
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c. Select the type of activity you wish to set up.

(. BWB Test Club & Camuriy - [QERSANSY

= CREATE NEW SIGNUP

What type of Sign Up is this?

Single Activity Repeating Activities Team
(course, competition, social event, meeting) (Ad-hoc or regular sessions) (Entry sheet for teams)
" 0.0

* *
* — !

Paynent sheet Course Volunteering
(for simple payghents or pre-pay discounts) (Can auto assign qualifications on completion) (Fcrvo\unteeringoppo;’tunit)ies+trackvo|unteering -
hours,
I 1. Click on check button on the activity you wish the create. I =3
I 2. Then click next to proceed. I

41



9.c.i Single Activity

1. Fillin the Activity details, including name, description, date, time and location.

WHEELCHAIR

&) BRITISH
W’ BASKETBALL

= CREATE NEW SIGNUP

2. Details

' Activity Name *

Description

Select acategory ©

GEMNERAL
Set a price ©

Activity Date
Activity Location

Send a reminder @

Closing Date

G

Oakwood Drive, Loughborough LE11 30F, UK

[}

[}

Allow offline payments ©

Start Time:

Closing Time

Organiser

SAM STRICKSON

dayls) before activity date

Maximum places (0 =unlimited)

: J

a

|1. Fill you details in here. |

3 [ 3

I 2. Then click next to proceed.

42
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2. Create rules around eligibility for who can sign up to these sessions, i.e must have BWB adult membership, must be female etc.

= CREATE NEWSIGNUP
Must be amember of ALL these groups AND Must be a member of ANY of these groups
: My - My \
I 2. To add more criteria click the blue plus here. I
1. Select criteria here and here.

] =]

I 3. Then click next to proceed.

43
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3. You will then proceed to a page that will ask you how to promote the page, such as on the website or if you want to keep this private.

= CREATE NEW SIGNUP

4. Publish

Share this activity toyour own website by publishing privately or share to a host of otherwebsites and apps that connect to our OpenActive feed by publishing publicly. Or do both. You can find out more about OpenActive here

Py eic© @ 4 Il 1. Click the tick box if you wish for this to be uploaded to your website. I
Promote this activity publicly @ a '

EREl I 2. Click the text box if you wish for the activity to be published publicly. I
Choose file | Mo file chosen

Note: You can preview 2nd get Share links for all your published activities by going to your list of courses and sessions (from the main menu) and dlicking the Preview Publishing tzb. Here you can see howryour bookable activities will look and drop 2 widget into v

website

I 3. Click here to upload an image to go along with the activity. I

SN E

I 4. Then click next to proceed. I
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4. Select who to invite to the activity you are setting up, you don’t have to do fill anything out here to continue.

Playwaze can send invitations for you (through email and app notifications).

Select agroup to invite to this activity.

AND/OR

“foucan distribute the irvitation link yourself {via email, sodal media, your website, your newsletter). You'll get the link once you've dicked Finish.

I 1. Select the group to invite via the drop down here. I

=3

I 2. Then click Finish to proceed. r

45
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5. To send the link to participants manually once you have clicked finish you will be directed to the page (below).
a. you will then need to click the green button that says +/- participants.

Click the green button here.
9 — s
' . You are not signed up
‘ Sign up:
Location: Oakwood Drive, Loughborough LE11 30F, UK
Cost: Free
Organised by: Sam Strickson

Description:

1v1session
Signed Up (0) -
Attended (0) -

All =

46
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b. You will see the pop up box below appear, to add people already part of the community you will need to click their name and then click the
arrow to put them into the group.
c. Toinvite someone that is not on the list, type their name, email and click send or copy the url link and send it to the participants.

Participants for BWB Test

People can either signup for this themselves or you can choose to manually add / remove people here. If there is a price set, the
amount will automatically be deducted from their member balance if they have sufficient credit, or if not, 2 payr

be sent to them, with a debit placed against them. . . .o .
S 4. Enter the email of the individual you wish to add. I
. If you want to add someone and they are not in the list below, you can invite them here
3. Copy the URL link here. R - [ senc |
https://bwb.playwaze com/Confirminvitation?token=bwbt2113&activityid=1gow m
In the group Mot in the group
s Search
BWE Finance a
BWE Membership
> Jay Popat
Jo Richards
< Sam Strickson
Sam Strickson
I 2. Then click the arrow to add the person into the group. -
1. Click the check box against the name(s) of the people you wish to add. I
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9.c.ii. Repeat activity

What type of Sign Up is this?

Single Activity

(course, competition, social event, meeting)

W —

Payment sheet

Course

Repeating Activities

(Ad-hoc or regular sessions)

Volunteering

(for simple payment
discount

1. Click on check button on the activity you wish the create. I

pportunities +
ing hours)

BRITISH
'Q WHEELCHAIR
W’ BASKETBALL

Team
(Entry sheet for teams)

0.0

I 2. Then click next to proceed. I
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6. Fill in the Activity details, including name, description, date, time and location.

2. Details

BRITISH
'Q WHEELCHAIR
W’ BASKETBALL

Activity Name *

Description

Select a category =

SESSIONS

Default Location™

Oakwood Drive, Loughborough LE11 3QF, UK

1. Fill the details here.

(R 5]

y |

I 2. Click next to proceed. I
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7. Create rules around eligibility for who can sign up to these sessions, i.e must have BWB adult membership, must be female etc.

3. Eligibility

Must be amember of ALL these groups AND Must be a member of ANY of these groups
' v* : My \
I 2. To add more criteria, click the blue plus here. I

Select criteria here and here.

I 3. Then click next to proceed. I
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8. You will then proceed to a page that will ask you how to promote the page, such as on the website or if you want to keep this private.

= CREATE NEW SIGNUP

4. Publish

Share this activity toyour own website by publishing privately or share to a host of otherwebsites and apps that connect to our OpenActive feed by publishing publicly. Or do both. You can find out more about OpenActive here.

Py eic © @ < Il 1. Click the tick box if you wish for this to be uploaded to your website. I
Promote this activity publicly @ a '

load Image g . . - . . . -
et I 2. Click the text box if you wish for the activity to be published publicly. I

Note: You can preview and get Share links for all your published activities by going to your list of courses and sessions (from the main menu) and dicking the Preview Publishing tb. Here you can see how your bookable activities will look and drop 2 widget into your website.

I 3. Click here to upload an image to go along with the activity. I

SN ES

I 4. Then click next to proceed.
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9. Select who to invite to the activity you are setting up, you don’t have to do fill anything out here to continue.

1. Choose if you wish to send invitations a set number of days before the session, also you can include reminders to be sent to each participant. I

Playwaze can send regular invitations and reminders for each session (through#mail and app notifications).

Send invitations @ day(s) before each session
Send reminders @ day(s) before each session (to signed up participants)

Motify organiser when someone makes themselves unavailable (2]

Select a group to send invitations and reminders to.

OR

L] Allow people to sign up for invitations via the Join button or Join link. You'll get the link once you' i Finich
I 2. Select the group to invite via the drop down here. I

I 3. Then click Finish to proceed.
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10. Once you’ve clicked finish you can decide further details for the sessions, such as repetition dates and days it is on.
11. To send the link to participants manually once you have clicked finish you will be directed to the page (below).
a. you will then need to click the green button that says +/- participants.

bwb test J [ ]
DA
fe I 1. Click the green button here.
Date . . . . .
I 3. Click here to select the start and finish time if known. I
I 2. Click here to select the dates. . U 1 \ P
(©] (c]
1 2
Repeat Until
3 5 6 7 8 9 NONE &
10 11 12 13 14 15 16 Set a price (2]
Location @
alzy 18 19 20 21 22 23
Oakwood Drive, Loughborough LE11 3QF, UK
24 25 26 27 28 29 30

Organiser

4. Click to select the type of repetitions of the sessions. I

SAM STRICKSON

Notes

I 5. Then click save to proceed. I

53



BRITISH
WHEELCHAIR
BASKETBALL

-
N\

b. You will see the pop up box below come up, to add people already part of the community you will need to click their name and then click the

arrow to put them into the group.
c.

Participants for BWB Test

To invite someone that is not on the list, type their name and email, and then click send or copy the url link and send it to the participants.

People can either signup for this themselves or you can choose to manually add / remove people here. If there is ap

I 2. Copy the URL link here.

amount will automatically be deducted from their member balance if they have sufficient credit, or if not, 2 pay
be sent to them, with a debit placed against them.

1. Enter the email of the individual you wish to add,
then click send.

If you want to 2dd someone and they are not in the list below, you can invite them here

Name Enter anemail 2
https:/ bwh.playwaze com/Confirminvitation?token=bwbt2113&activityid=1gow m

In the group Mot in the group

BWE Finance
BWE Membership
> Jay Popat
Jo Richards
< Sam Strickson
Sam Strickson

I 3. Then click the arrow to add the person into the group.

4. Click the check box against the name(s) of the people you wish to add. I
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10.c.iii. Payment Sheet (for simple payments or pre-pay discounts)

Payment sheet Course Volunteering
(for simple payments or pre-pay (Can auto assign qualifications on (For volunteering opportunities +
discounts) completion) track volunteering hours)

(=]

\
|

1. Click on check button on the activity you wish to create. I

I 2. Then click next to proceed.
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12. Fill in the activity details for the payment form you wish to create.

2. Details

U

Activity Name *

Description

Price * Select Payment Recipient @ Select Payment Tag

PLEASE SELECT

Pre-Pay Discount @

Closing Date Closing Time Maximum places (0 = unlimited)

-}
o

o]

I 1. Fill the details here.

13. Update the eligibility criteria required for people to make a payment
14. Upload a photograph and follow the steps to then publish this to community members.

I 2. Then click next to proceed.
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10.c.iv. Volunteering (For volunteering opportunities and track volunteering hours)

1. On your club homepage you click on the volunteering session.

‘. BWB Test Club

5 TEAMS (0)

2% SESSIONS PAYMENTS

For publishing team fixtures and managing teams. For running sessions and signups.

Payments Manager

My Payments

Manage Payment Receivers

@ QUALIFICATIONS (0) LE’:] VOLUNTEERING (1) (X MEMBERSHIP

For Qualification. Volunteer For Membership

I Click view to see take you to the volunteer’s page. I
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2. On this view, click create to create a new volunteering role.

(. BWB Test Club

@ VOLUNTEERING TYPES Click create to add a new volunteering role.

Volunteering Types

Name

Volunteer
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3. Type in the name of the volunteering role you wish to add.

‘. BWB Test Club T

gr:] VOLUNTEERING TYPES

Volunteering Types

Name

Volunteer

| ‘TeamManager{ Am

I 1. Type the name of the role here. I I 2. Click here to add. I
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4. Go back to club home page, and click create new volunteering activity.

&\ BWB Test Club

Q

455 TEAMS(0) ofie  SESSIONS

For publishing team fixtures and managin

¥ Community Admin~

I Click here to create new volunteering activity.

PAYMENTS

g teams.

For running sessions and signups.

Payments Manager
My Payments

Manage Payment Receivers

@ QUALIFICATIONS (0)

@ VOLUNTEERING (1) |% MEMBERSHIP

Volunteer

For Qualification.

For Membership
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5. Click on the volunteering tile.

'. BWB Test Club

Q

BRITISH
-5 § WHEELCHAIR
W’ BASKETBALL

£ Community Admin -

CREATE NEW SIGN UP

1. Type

Payment sheet

Course Volunteering

(for simple payments or pre-pay discounts) (Can auto assign qualifications on completion) (For volunteering opportunities + track

7%

volunteering hours)

.

=

I 1. Click on check button on the activity you wish the create. I

I 2. Then click next to proceed.
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6. Fill in the details for the session.

= CREATE NEW SIGN UP

’ Activity Name * ‘

Description

VolunteeringTypes @

SELECT VOLUNTEERING TYPE +

Select a category @

SESSIONS
Set aprice @ Allow offline payments ©

Activity Date Start Time End Time

m
Q
Q

Activity Location

Cakwood Drive, Loughborough LE11 3QF, UK

Closing Date Closing Time Maximum places (0 = unlimited)

\. A

[t

I 1. Fill your details in here. I

I 2. Then click next to proceed. I
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7. Eligibility is not applicable to volunteering sign ups, click next again.

Mot applicable to volunteering sign-ups

I Then click next to proceed. I
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8. Upload an image to the volunteering opportunity.

+ CREATE NEW SIGN UP
4. Publish

Upload Image @
Choose file | No file chosen

Note: You czn preview and get Share links for all your published activities by going toyour list of courses and sessions (from the main menu) and clicking the Preview Publishing t2b. Here you can see how your bookable activities will ook and drop 2 widget into your website.

I Then click next to proceed.
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9. Invitations are not applicable to volunteer sign ups.

+ CREATENEW SIGN UP

Not applicable to volunteering sign-ups

[

I Then click finish to proceed. I
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10. To send the link to participants manually once you have clicked finish you will be directed to the page (below)
a. you will then need to click the green button that says +/- participants.

-
N\

BRITISH
WHEELCHAIR
BASKETBALL

Click the green button here. I > |
' . You are not signed up
‘ Sign up:
Location: Oakwood Drive, Loughborough LE11 30F, UK
Cost: Free
Organised by: Sam Strickson
Description:
TEST
Signed Up (0) -
Attended (0) -
All v
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b. You will see the pop up box below come up, to add people already part of the community you will need to click their name and then click the
arrow to put them into the group.
c. Toinvite someone that is not on the list, type their name and email and click send or copy the url link and send it to the participants.

Participants for BWB Test

People can either signup for this themselves or you can choose to manually add / remove people here. If there is a price set, the
amount will au ically be deducted from their member balance if they have sufficient credit, or if not, 2 payment request g
be sent to them, with a debit placed against them.

I Option 1: Copy the URL link here.

Option 2a): Enter the email of the individual you wish to add. I

you want to 2dd someone and they are not in the list below, you can invite them here

https:/ bwh.playwaze com/Confirminvitation?token=bwbt2113&activityid=1gow m

ption 2b): Click Send to invite. I

In the group Mot in the group

BWE Finance
BWE Membership
> Jay Popat

Jo Richards

Sam Strickson
Sam Strickson

I Option 3: b) Then click the arrow to add the person into the group. I

Option 3: a) Click the check box against the name(s) of the people you wish to add.
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