How to add a new membeto OST.

PurposeA club may wish to entéhe contact details of the membersitd club prior to them
selecting asubscription

Instructions

1. Click Member Desq, then Member# 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.
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2. Click Actions, then AddA popup screen will appear as below:
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2015/16 Athletics NSW Open Athlete Membership $130.00
2015/16 Athletics NSW Junior Athlete Membership $105.00
2015/16 Athletics NSW Youth Athlete Membership

2015/16 Athletics NSW Dual Athlete Membership

2015/16 Athletics NSW Age Concession Athlete Membership

2015/16 Athletics NSW Club Athlete Membership

2015/16 Athletics NSW Community Athlete Membership

2015/16 Athletics NSW Family Membership $250.00
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3. You can select the subscription now, and click next, or press skip to bypass.




4. The next pag@rompts you to selectray member types that apply to that athlete.

Member types are essentially profileseated by Athletics Australia, and direked to the various
forms (i.e.questiong that appear during registration. We want our members to complete these
forms, where possible, so that Athletics Australian best understand@ membership.

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

Click save.
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5. You are now prompted to enter an email addreasse whatever thanembernominated.
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Check to see if the member email already exists in the database

Member Email Address
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If the email address is already in the system, you will get the followingagess

a) Option 1:6The member could not be locatedrhis means that this memb@remail address
is nowhere else in OST (even across other sports and chunfidjat you are free to make a
profile for them.

ClickéCreate New Membeér
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y clicking the ‘Create New Member’ button below.
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You will be promted to fill out the member form:
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b) Option 2:The member has been locatefihis means that there is another person in the
system with the same email address. You can choose to save the Memberppped
(this will go to tte profile of the person who owns the email addresgened), 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 Membsmu will be prompted

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