
How to add a subscription for a pre-existing member 

Purpose: Clubs often have members renew and thus there is a simple way to add a subscription to a 

pre-existing member. 

Instructions 

1.  Click Member Desq Ą Members. 

This brings up your club listing.  You can search and filter to find a member more quickly. 

Today we will be adding a subscription to Ralph Bones. 

Find Ralph, and either a) click his name or email directly; or b) click actions, and click View. 

 

2.   On RalphΩǎ ǇǊƻŦƛƭŜΣ ŎƭƛŎƪ ǘƘŜ ōǳǘǘƻƴ ŎŀƭƭŜŘ ά!Ŏǘƛƻƴǎέ.  This brings up multiple possibilities for 

Ralph.  We want to click ά!ŘŘ ǎǳōǎŎǊƛǇǘƛƻƴέΦ 



 

3. Subscription pop up screen appears.  Select your subscription, and click next. 

 

4.   You will be prompted for payment.   

 

There are a few options here. 

If an athlete does a front-end registration (i.e. through the ANSW website, or your own 

clubΩs portal), they will find that credit card payment is mandatory.  ANSW deliberately set 

each subscription for compulsory payment. 

However, administrators have the ability to nominate other methods of payment.  ANSW 

understands that members may pay in cash, instalments, by cheque, etc. directly to club 



personnel.  Additionally, ANSW understands that some clubs will pay the ANSW component 

of subscriptions by cheque. 

 

Click the square άAllow manual paymentέ and then you can choose the method in which 

YOU (the club) were paid. 

If you do not have the ability to check Ψallow manual paymentΩ please contact ANSW. 

 

  The system will also allow you to skip payment ς it is up to each club to decide their rules 

for this.  I skipped RalphΩs payment, for educational purposes. 

Once you have decided your course of action, click process payment.  The memberΩs profile 

will re-load.   

 

5.  Check that the memberΩǎ ŦƛƴŀƴŎƛŀƭ ǎǘŀǘǳǎ ς it should include the subscription, and if 

applicable, be marked as paid. 

(To pay off outstanding money, click Actions, then Pay). 

 

 

  



6. Edit their profile to allocate a competition bib number (άaŜƳōŜǊǎƘƛǇǎέύΦ  bƻǘŜΥ ƛŦ ŀƴ ŀǘƘƭŜǘŜ 

does not have a member type against their name, the number will not save.  Click save. 

 

 


