
How to add a new member to OST. 

Purpose: A club may wish to enter the contact details of the members of its club prior to them 

selecting a subscription.   

Instructions 

1.  Click Member Desq, then Members.  A listing will appear (relevant to your club).  You can 

sort this listing alphabetically by clicking on the up/down arrow, or search and filter the 

responses. 

 

 

 

 

 

 

 

 

 

 

 

 

2. Click Actions, then Add.  A pop-up screen will appear as below: 

3.  You can select the subscription now, and click next, or press skip to bypass. 



4.  The next page prompts you to select any member types that apply to that athlete. 

Member types are essentially profiles created by Athletics Australia, and are linked to the various 

forms (i.e. questions) that appear during registration.  We want our members to complete these 

forms, where possible, so that Athletics Australia can best understand itΩs membership. 

Click the member type(s) you wish to apply and use the left/right buttons to move them between 

the boxes. 

Click save. 

 

 

 

 

 

 

 

 

 

 

 

 

5.  You are now prompted to enter an email address ς use whatever the member nominated. 

 



If the email address is already in the system, you will get the following message: 

a) Option 1: άThe member could not be locatedέ.  This means that this memberΩs email address 

is nowhere else in OST (even across other sports and clubs), and that you are free to make a 

profile for them. 

Click άCreate New Memberέ. 

 

You will be promted to fill out the member form: 

 

 

 



 

b) Option 2: The member has been located.  This means that there is another person in the 

system with the same email address.  You can choose to save the Member Types applied 

(this will go to the profile of the person who owns the email address entered), or you can 

add a Linked member.   

Linked members mean that multiple members can be associated with one email address only.  

This is useful for families, and school athletics clubs. 

 

 

 

 

 

 

 

 

If you click Add Linked Member, you will be prompted 

 

 

 

If you click Add Linked Member, you will be prompted to fill out the member form as below: 

 


