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Members Area

To get to the member’s area and the club portal pages, you will first need to log in as below, using
your email address, plus the password that you will receive from BWSW.

m\@ bt v wswineteranet membersrea/ - 2 & X | @ uniited pages [ @ ntitied page - "

File Edit View Favorites Tools Help

25 [ Suggested Sites » 5] Web Slice Gallery +

MEMEER LOGIN

Home | ContactUs | AboutUs | Resouses | BWSWEoard | derm@iunnecouk | | esssss @
— e
A —)

Britsh Water Sk & Wakeboard Register Forgotten password
—

Not a Member - Join Q]

Get Involved™. " " Coaching & Qualificatons The Sport

“You have now been ogged ot

Logn
| [ p—n— Home | Stemep | Privacy | Styles © Capyright 2013 BWS All Fights Reserved
Wetsite devdopmont by e

- —y
o= e GJWovect
T e o Belane srorr) R GMEre

Generally this will then bring you through to the members area.....

T T - — . — e e ]
m\@ https//live bwsw.nebdra.net/membersarea/ © ~ B € X Hzgw | @ Uniitled page - x @m.\ | 2 Outiook Web App fn} 2.7 ie¥

File Edit View Favorites Tools Help

o [ Suggested Sites ~ &) Web Slice Gallery = %o~ Bl v ) d v Pagev Safelyv Tools~ @~
[res— [ sumwsw_]
\ - Home | ContactUs | AboutUs | Resouces | BWSWEcsrd [P
ha )~
British Water Ski & Wakeboard

@

Clubs. " Get Involved™. " Coaching & Qualificaucns -, ", The Sport Everits & Restlts.

Personsl Detsis:

Name: Mr Dermot Dunne
Email: derm@@dunne.co.uk
Telephone: o1a32 570038
Membership Number: 84347
Direct or Club Member Direct Member
Membership type Staff

Home address
Uit 3
The Forum
Cherisey
Surrey
KT190.X
Urited Kingdom

ange Password |

Continue to My BWSW

2013 BWSW All Rights Reserved
evelopment by NetXirs

B e, share srcticuitrus Home | Sitemap | Prvacy | Syles

Tel: Emsil

From here, you can view your details, chose to update them, or continue on to My BWSW (your own
personal landing page once logged in). However the first time you or a member logs on, and
thereafter every 90 days, you will receive the following “grab” details page. This is our way of
capturing not only everyone’s details, but also a little about their areas of interest within the sport to
help us to provide appropriate services and communications. It will not be possible to progress
without updating this screen.

NN O\ N N\
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‘Welcome back
s Home | ContsctlUs | AboutlUs | Resources | BWSW Board Dermot Dunne
\._‘

oathing & Qualifications

Please updste Your profile before continuing through the website

2 Tille: Mr

- Forename(s): Dermat

= Surname: Dunne

” How do you Bke fo be addressed? Mr Dunne

o Date OF Birth: 08-MNow-1956

(dd-mmm-yyyy)

- o @ Male T Femsle

- Email- dermi@dunne. co.uk
Select your current address,

L] Unit 2, The Forum, Chertsey, KT16 QX

»

TERMS AND CONDITIONS OF USE

i

Welcome fo the British Wster Ski & Wakebosrd website If you continue to browse and uss this website, you are agresing to comply with the following temms snd conditions of

usa -

“You must accept the terms and conditions to continue.

Discipline

Plesse select which discipline(s) you Ski / Board in from the options below. If you do not Ski or Board, plesse select which discipline(s) is of interest to you.
Barefoot

Bosat Wakeboard

Cable Wakeboard

Jump

Kneeboard

Racing

Slalom

Trick

Wiakesksta

DN O NER E SCER O SER = S0

Wakesurf

‘Other Sports Interests

Pleass updste your setfings for Other Sparts Inferests.

Cyeliing

Running

‘Snow Boarding

oo =

Snow Skiing
Commercial Insurance

Plesse update your settings for Commercizl Insurance.

W} Folow, share and link with us Home | Stemsp | Privacy @ Copyright 2013 BWSW Al Rights Reserved
Website development by Netitra

e _
O 5% Uksporr) G GWDiect

Tek Email: st iveih

N\
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Clubs Portal
This is the area where club officers (e.g. club secretary) and those authorised will be able to look and
edit their club details, send bulk emails and carry out various admin functions. The portal can be
found under ‘Club Portal’ followed by ‘Club Tools’ on the ‘My BWSW’ page.
For now though, we are
concentratina on the Club Portal

WWelcome back
H . - Home | ContactUs | AboutUs | Resources | BWSW Board Dermot Dunne
N
Search... e

. News. . Membershlp‘ . Clubs. . Get [nvolved™. " . ﬁmching&Qlihllﬂcuﬂons_ - 'l'hes‘port . Firerits & Restlts

Club Portal

Please select the club that you would like to view:

Home >

Affiliates

‘! BWSW HQ CLUS Affiistes Active

Simply click on your club....

Chub Portal
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Club Members Page

This is the area of the Clubs Portal where you can view your current members.

For Tutorials on how to use the Tools and Links below, please visit our YouTube Tutorial Section by Clicking Here.

Add new individuals fo family memberships.
Add 2 new club member
Cick here to pay by Credit or Debit Card for Club Memberships

Click on here to visit the club administration page

Clicking the highlighted link will give you this page.....

Wecome bock =D
s o Home | ContactUs | AboutUs | Resources | BWSW Board Dermot Dunne -
x.._hhy"

. “TheSport . " “Evernts &Reshits

Club Members

The selected club is:

Telephone Email Contact Type Membership Member
Number Status

Edit Contact Name

i
R

01832 kylie@bwsf.co.uk Chair Person 42718 Active ]
570034

EDIT Misz Kylie
Cooper

'DIT Mr Patrick nnn patrick@owsf.co.uk Chair Person 3ra3s Active =

Donovan

Dunne 572836

o772 sami@bwsf.co.uk Coaching 20485 Active =
200100 Contact

'DIT Mr Sam Haslam

EDIT Miss MNatalie Natslie@bwsf.co.uk Member 83011 Active I

Date OF
Birth
DIT Mr Dermot =, 01832 derm@dunne.co.uk Club Secretary 84347 Active Il

Masters

Select AL

(S Eamat ) (LEomai ) (Dot Eoport) (k)

'; Foilow, share and link with us Home | Site map | Privacy | Styles & Copyright 2013 BWSW All Rights Resarved
Website development by Met¥tra

From here you will be able to perform a number of functions.
In the first instance, this gives you a snap shot of who your members are.
If you want to know more about a particular member, click on the “EDIT” Button.

Let’s have a look at the details of Kylie Cooper.

N\

W Club Web Services Support Material P aée |6
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You will see at first glance, this appears very similar to the individual member page.

lease keep these personal details up to date.

"

Title:

Miss
& Forename(s): Kylie
o Surname: Cooper
Date Of Birth:
{dd-mmm-yyyy)
: Gender: OMale @ Female

) e [ |

ontact

nis shows the contact relationships this member has with the club

Club Name Status

Add a new contact type

8

BWSW HGQ CLUB Active

EDIT BWSW HQ CLUB Active

ddress Netails

Type Valid From
Club Secretary 13-Feb-2014
Member 13-Feb-2014

It will have the same “ADD” and “EDIT” buttons as before.

However this screen will give us additional information, such as a particular member’s qualifications.

Qualifications

Start Date End Date

16-May-2015
15-Mov-2010 31-Mar-2013
14-Mov-2001 07-Mar-2017
04-Mov-2003 31-Mar-2006
20-Oct-2012

Course Type

Cable Operator Exam

Club Coach {5lalom Only)
ICC Inland & Coastal Waters

Kneeboard Instructor

Hint.....
If you want to see all the
information that you have on a
member, click their “Edit” button.

Ski Boat Driver Level 2
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It’s possible for you to do this in two ways — either 1) by paying directly online using a credit or debit

card or 2) by sending us a cheque or making a BACS transfer.

Let’s first have a look at doing this via Web Services without using a Credit/Debit card.

First we have to go back to the main club portal page and click “Click here to edit your club

members, or wish to use the BACS or cheque payment advice tool”

Click here to Edit your Club Members, or wish to Use the BACS or Chegue Paymen

Add new individuals to family memberships
Add a new club member
Click here to pay by Credit or Debit Card for Club Memberships

Click on here to visit the club administration page

Which brings us to the screen that we looked at before

Chahs et vl ™ Conching & Qualifications

SR iz

Edat Hama Dt Tebepniee B Wil Wil Coanta
Cenacy of Fross Ta e
Staburs (L]
EEXT Ui Kl [15}-5 -] ey Bwal fa (==
== AT Pisien
IO \ir Painici nen padrecif bl o Chair
Ceeirvien H Purson
m W Lobessed 01832 A oures (2 n [=T
Canne ST M- Serelany
el Fulk]
s W Wemier
Hutuni
idndteni

SenaEmad | | Emad Maigs | [ Dats Exsed | | Baic

Ruririah Water Ski R Wk heond

N\}

Thee Spirt

Costalt  Membsrship

Saatek

Aiteod

Bayrrl

43710

A44T

Lverts & Reshlis

St Al

TV AN Rugiely Rapsngs
1 by Restitra

YOU WANT TO RENEW, INCLUDING ALL
MEMBERS OF A FAMILY

You have a choice to select all by
checking the “select all” box on the

\

Hint.....
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For the purposes of this document we are going to select all, but you can easily go through and

chose those individual members you want to mark as paid one by one.

select AllY

Then click on “Data Export”
Data Export

Privacy @ Copyright 2013 BWSW All Rights Reserved
Website development by NetXtra

And it will provide you with an Excel file, looking something like this....

P
Status Title First Nam Initials ~ Surname Email adc Address 1 Address 2 Address 2 Town County Postcode Country

ACT Miss Kylie K Cooper  kylie@bw BWSW, Ur The ForunHanworth Chertsey Surrey  KT169JX United Kir
ACT Mr Dermot D Dunne  derm@duUnit 3 The Forum Chertsey Surrey  KT169JX United Kir
ACT Miss Natalie N Masters natalie@k British Wz The ForunHanworth Chertsey Surrey  KT169JX  United Kir
ACT Mr Dermot D Dunne  derm@duUnit 3 The Forum Chertsey Surrey  KT169JX United Kir
ACT Miss Natalie N Masters natalie@t British Wz The ForunHanworth Chertsey Surrey  KT169JX United Kir
ACT Miss Kylie K Cooper  kylie@bw BWSW, Ur The ForunHanworth Chertsey Surrey  KT169JX  United Kir
DFT Mr Patrick P Donovan patrick@E Unit 3 The Hanworth Lane Chertsey Surrey  KT169JX United Kir
ACT Miss Natalie N Masters natalie@k British Wz The ForunHanworth Chertsey Surrey  KT169JX  United Kir
ACT Mr Dermot D Dunne  derm@duUnit 3 The Forum Chertsey Surrey  KT169JX United Kir
ACT Mr Patrick P Donovan patrick@E Unit 3 The Hanworth Lane Chertsey Surrey  KT1639JX United Kir
DFT Miss Natalie N Masters natalie@k British We The ForunHanworth Chertsey Surrey  KT169JX  United Kir

’ . . “ . . ) = g

It’s easy to format this as a table, if you have a “Format as Table” icon in your toolbar. % 1/l

Format Cell Insert D

- as Table = Styles = -
Styles €
- i — export W cov - Mhcrosot Excel T W e - i

et Pagelaout

Just by clicking it and choosing a style - you

can turn it into a table which gives you i
functionality and appearance. e e R

e bvi 12, Chattorn Road, Ashford Middlese: TWS 1AF Unitec (2%

This document was put together
using Excel 2010. If you do not
have this version, we will be
happy to help you with these steps
can be taken using your software.

ey presto here’s your table of nicely formatted data.

mmmmmmmmr

Miss Kylie K Cooper kylie@bwsf.co.ubBWSW, Unit 3The Forum  Hanworth Lar Chertsey Surrey  KT169)X  United King
ACT Mr Dermot D Dunne derm@dunne.co. Unit 3 The Forum Chertsey Surrey KT16 9JX United King
ACT Miss Natalie N Masters natalie@bwsf.co. British Water The Forum  Hanworth Lar Chertsey Surrey KT16 9JX United King
ACT Mr Dermot D Dunne derm@dunne.co. Unit 3 The Forum Chertsey Surrey KT169JX United King
ACT Miss Natalie N Masters natalie@bwsf.co. British Water The Forum  Hanworth Lar Chertsey Surrey KT16 91X United King
ACT Miss Kylie K Cooper kylie@bwsf.co.uk BWSW, Unit 2The Forum  Hanworth Lar Chertsey Surrey KT16 9JX United King
DFT Mr Patrick P Donovan patrick@bwsf.co. Unit 3 The FoiHanworth Lane Chertsey Surrey KT16 9JX United King
ACT Miss Natalie N Masters natalie@bwsf.co. British Water The Forum  Hanworth Lar Chertsey Surrey KT169JX United King
ACT Mr Dermot D Dunne derm@dunne.co. U The Forum Chertsey Surrey KT16 91X United King
ACT Mr Patrick P Donovan patrick@bwsf.co. Unit 3 The FoiHanworth Lane Chertsey Surrey KT16 9JX United King
DFT Miss Natalie N Masters natalie@bwsf.co. British Water The Forum  Hanworth Lar Chertsey Surrey KT16 9JX United King

You will notice that the first column tells you whether the member is paid and active (ACT) or is
unpaid and inactive (DFT).

2

\BI\IVSW Club Web Services Support Material P a%e |9
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@‘F-f‘"f S E— o ™™ Once you have formatted your spreadsheet as a
i i N table, you can sort it in any way that you like by
Home  Insert  Pagelayout  Formulas  Data  Review  View  Developer DY
Table Name: i3 summarize with FivotTable g ;f & Properties Header Row [ Firs cl|ck|ng on one Of the down arrows at the top of
Table2 [} Remove Duplicates % Openin Browser | [ Total Row O tast

Export Refresh

T Resize Table | ] Convert to Range - - g5 Unlink BandedRows [ Bar g Column

Propertie: Is External Table Data Table Style Opti

I | Hanworth Lane

B C D E F G
60 status B2 vitie A First Names B3 initials B surname Bl Email address Bl Address 1B3 Ads
2 ACT Miss (4] sotataz kylie@bwsf.co.ub BWSW, Unit 2 The
3 ACT Mr (%] sotztea derm@dunne.co. Unit 3 The
IlAC! Miss. Sart by Color » natalie@bwsf.co. British Water The
5 ACT Mr N i N patrick@bwsf.co. Unit 3 The FolHan
= & g s
. Filter by Co
2 Text Filters >
9 \SEarch P\
[ 10 | ¥ (select Al
11 |
|| 12
13
14
15

Calculating how much is owed......

essZ- Addresssl

rorth Lane Chertsey Surrey KT16 9JX United King
orum Chertsey Surrey KT16 9JX United King 43
orum  Hanworth Lar Chertsey Surrey KT16 9JX United King 43

Ashford Middlesex TW151AF  United King

To calculate how much to send us - click on the “Amount” cell below your last entry

a@oE R

s S AutoSum ~ ? ﬁ

& Fill -
Format Cell | Insert Delete @ Sort& Find &
asTabie~ Shyiesw | v - - (2 Clear™  Filter~ Select~

Styles Cells Editing

And click on the “auto sum” icon

Sum (Alt+=)

K L
KT16 9JX
KT169IX
KT169JX
TWi15 1AF

Display the sum of the selected
cells directly after the selected cells.

And it will add up your column of membership subscriptions for you and tell you how much you will
need to send us at that moment in time.

= oot @ - Ml:rnsofm‘ TR T ——— =
Insert  Pagelayout  Formulas  Data  Review  View Design a@ =@ R
. | P S > = ESFT I AutoSum ~
Calibri MURT WA E% B SWapText General . ﬁ g - §< @ == ﬁ [ﬁ
| B £ B[ &- A Micmacoie B o1 ] b tone S8, et oo g oo zmn Fiox
5 Font Alignment 5 Number 5 Styles Cells Editing
- (= J‘.‘-\ =SUBTOTAL(109,([ Amount]]) v
M N o =
Mm:mamrm_ -] %
Donovan Unit3The Fol Lane Chertsey Surrey  KT169)X  United King a8
rmot Dunne derm@dunne.co. Unit 3 The Forum Chertsey Surrey  KT169)X  United King 8
talie Masters  Natalie@bwsf.co British Water The Forum  Hanworth Lar Chertsey Surrey  KT169)X  United King a8
48

lie K Cooper kylie@bwsf.co.ub 12, Chattern Road, Ashford Middlesex TW151AF  United Kini
=

\ O\
\BWSW €lub Web Services Support Material P.a {e | 10
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You can then save this in the normal way and email it to us — membership@bwsf.co.uk and/or post

B'\‘\\S\V\\[\C\Igb‘_Web S}er'vi‘c:es

with a cheque, or make a BACS payment. T

Your members will NOT be
marked as paid and given a
membership for the current year
until the payment is received at
BWSW HQ.

Online payments

You can also make payments for your membership renewals online with a credit or debit card.

Ihe selected organisation is: BWSW HQ CLUB

For Tutorials on how to use the Tools and Links below, please visit our YouTube Tutorial Section by Clicking Here.

Add new individuals to family memberships
Add a new club member
Click here to pay by Credit or Debit Card for Club Memberships

Click on here to visit the club administration page

Go back to your main club page and click on “click here to pay by credit or debit card for club
memberships”

You will then get the following screen (this is a screen shot of an actual club — so the names have
been removed for data protection purposes.

Invio Description Net Vat Amount
& O™ C| LD llember Single Adult Membership 4716 0.84 4800
a Widabggese Student Membership 23.58 0.42 24.00
L] L unior Membership 17.69 0.31 18.00
sl i - Student Membership 2358 042 24.00
L] S - CIUD Member Single Adult Membership 4716 0.84 48.00
] - ClU0D Member Single Adult Membership 4716 0.84 48.00
] ey Club Member Single Adult Membership 4716 0.84 48.00
] Taiisiaididh- C/UD Member Single Adult Membership 4716 0.84 45.00
& i - Club Member Single Adult Membership 4716 0.84 48.00
& Samnbissiew - unior Membership 17.69 0.31 18.00
=] el - Cub Member Single Adult Membership 4716 0.84 48.00
a e - C|uD Member Single Adult Membership 4716 0.84 45.00
] S— - |10 Membership 17 69 0.31 18.00
] Sgiiasenmmy - Club Member Single Adult Membership 4716 0.84 48.00
Inviio
a

EEE

\_\ www.bwsw.org.
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In the same way as before, check the members you are paying for
And click the “Continue” button

The system will calculate how much the payment should be:

Qutstanding Charges:

[iblank]
Description Amount
AR t® <ot e mbership 24.00
m-Junmr Membership 18.00
PMaERigiai - Student Membership 24.00
Outstanding Balance 66.00

Please checkthat all payments to be settled are correct. The balance to be paid by credit/debit card is 66.00. To proceed to the payment screen click continue. Please do not refresh
orresend information as this may result in payments being made mors than once.

[Chvou must check the checkbox to continue

Once you are happy with this click the continue button, but don’t forget to click the checkbox.

Please enter your card details in the screen below.

Card Details

MName On Card
Card Number
Card Security Code

|ssue Number (Iif Debit Card)

Start Date El

Expiry Date 01 El

1 =]

Card Type VISA El
Amount £66.00

And then enter your payment card details in the normal way.
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Club Officers

It is important that you keep us up to date with who your “Club Officials” are and you can do this
while you are in the “Club Members” area as mentioned in the previous section.

Every Member of your club is considered a “Contact”, and there needs to be an entry for every
position a member holds with the club — for instance if someone is just a “Member” then the
likelihood is that there will be just one entry for them.

An Officer of your Club is likely to have two or more entries. For instance, below, we can see that
Kylie has two entries, one as a “Member” and one as a “Club Secretary”.

Contact

This shows the contact relationships this member has with the club

Club Name: Status Type Valid From

Add a new contact type
BWSW HQ CLUB Active Club Secretary 10-Apr-2013

EDIT BWSW HQ CLUB Active Member 13-Feb-2014

Addrace Nataile

It may be the case that one individual might have three or four entries if they are — for example, a
“Membership Secretary” as well as “Secretary”.

If you wish to add a relationship (Club Officer) click the “Add” Buttton. m

On the “Contact Type” click the down arrow which will reveal the list of Contact Types to choose
from.

& Untitied page - British Water

| @ https://www.by pdates/new_contact asp?Action=News Orgref=124&Wizard=T

Update your profile

Contacts

Club Name BWSWHQ CLUB

Job Title:

Contact Status:

Contact Type: Chair Person

Chair Person

Club Secretary
Membership Secretary
Finance Administrator
Owner

Manager

Cutting Edge Administrator
Competition Contact
Safety Officer

PR/Website Administrator
Coaching Contact
Inclusion Contact
Member

Default Contact

When you have made your selection just click “Update”

N\}
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ClubName. BWSW HQ CLUB

Contact Type: Chair Person

Default Contact o

— When you have made your selection just click the “Add”button and you
can repeat this process as many times as necessary.

If someone changes position, then you do not have to add a new one, you can just “Edit” and
existing one.

BWSW HQ CLUB Active Club Secretary

This can be done by clicking the “Edit” Button of the contact type you want to change and then
completing the process, the same as if you were adding a new contact.

If you want to remove someone’s position, should they stand down for instance, all you need to do
is click on “Edit” and in the “Valid To:” box enter an end date and then change their status to
“Inactive” then click “Update”

Club Name BWSW HQ CLUB
Organisation Type: Affiliates

Job Title:

Status: Active

Type: Club Secretary
Valid From: 13-Feb-2014
Valid To: 12/02/2104]
Default Contact: 3

It is very important that you keep us updated with who your Club Officers are and this is our
preferred method of you doing so.

N\}
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Club Administration Page

The club portal admin area is where you will be able to look at and update details about your club.
Note that the description text you enter will appear on your club listing on the website. Making sure
this is kept up to date to reflect what your club offers will be helpful — each year the BWSW clubs
page receives thousands of hits in the peak season.

The layout of the first screen hopefully will be familiar now and it is where you can update your
fundamental club details such as name and address and so forth.

The “add” and “edit” buttons will function in the same way and the button will show the Main entry
for your club.

& Club Name BWSW HQ CLUB
=) Type Affiliates
Club/Facility Description This is the test “club” for us to have in the live database.

Hint.....
The Club/Facility Description will
appear on the BWSW Website, so
it is your opportunity to tell
potential members about your
club.

Address Details

Please keep your address information up to date

Address Type Address
m Add New Address
EDIT Club Unit 3, The Forum, Hanworth Lane, Chertsey, KT16 9Jx

Email\Web Details

\B\WSW Club Web Services Support Material P aée |15
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Club Profile

¢ Return to Portal
¢ Club Profile

Once you have had a look at the club details page and are happy with it, the “Club Profile” page will
go into more detail, such as Opening Times, Type of Water and Other Sports that you may offer.

This information will also appear on the
BWSW Website.

Please update your settings for Opening Times

El All Year

[l Cther

Hint.....
There will be some information

Other Sports Included that you will not be able to

change and will need to contact us

Please update your settings for Other Sports Included at HQ l:fit needs alteration.

Beach Volleyball
Fishing

Jet Ski
Kayaking/Canoeing
Open Water Swimming
Other

Fower Boating

Rowing

Sailing

1 @ O0O00O00O0&O OO

If you want to alter your accreditation for instance, or other information where you do not have an
“Edit” Button please contact the BWSW HQ.
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Uploading Documents

This feature is for you as a club to pass documents to us, and to store a record that you have done
so. These Docs will be held in a central repository, and used as is necessary. For example you can
safely store your constitution here or club safety rules etc.

“our are here: Home » My BWSW » Document Uploader

Personal Details & Document Uploader

Membership Charges
There are cummently no documents stored for your organisation.

Forums
Club Tools ~ Hint.
This is a facility for your club to
have quick way of getting
documents to us and having a
central record of doing so — rather
Upload than a repository of your own

documents

The process is simple — you will need to return to the ‘My BWSW and then click on the upload

button.

Upload

Club Documents

Type

Then fill in the form, remembering to begin the title of the document with your clubs name,
followed by an indication of what the document actually is.
Upload

Title

Contact name

Summary

Type Club Constitution

File Upload Browse...

have the actual name of the document the same as the title, this is not absolutely necessary.

Although it is best practice to

What’s more important is that we can see from the title what the document actually is.

\B\WSW Club’Web Services Support Material P a\%e |17
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You do not have to type anything in the summary, unless there is some additional info you need to
give us.




