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WEBSITE INSTRUCTIONS 
FOR CLUBS
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Welcome to the AOCRA website, and the new On-Line Membership system.  This has been a lot of unpaid hours in the making (500 and counting!), but the end result will be worth it.

There is no other sport in Australia that has a system as comprehensive as AOCRA now has for online membership and race nominations.  This is indeed ground breaking for not just our sport, but other sports that will likely follow our lead.  

It will ensure that all members are adequately protected due to the elimination of paper forms and the “human factor” in the processing of memberships.  It will also ensure that the time taken by Registrars across all administrative levels and those in charge of race nominations and checking will be significantly reduced.  

I must pay tribute to our Website Designers – Jason De King from Dreeme Web Design, and his head programmer – Vipin – who have also put a lot of long hours and hard work into this system.

I would like to take this opportunity to thank North Queensland Zone Clubs who have been the “test dummies” for this system.  As is usual in this Zone, nothing is too much trouble, and their patience and understanding whilst the glitches have been ironed out has been fantastic!

We are all in this sport because we love it – what I would like more of our members to understand is that there is NOT ONE PAID ADMINISTRATOR at any level of AOCRA or the Zones.  I say again - all the committee members that work on your Zone and National Body do so for free.

It is often the case that some members may not agree with some decisions or processes – however I urge all members to take a step back and recognize that not one of us on these Committees profits from our work – indeed many of us invest upwards of 40-100 hours per week FREE OF CHARGE, whilst holding down full time jobs, children, husbands, OH and we don’t mind going for a paddle sometimes too…………

Thanks and I look forward to a cohesive and united body taking our wonderful sport forward for all Australians, both now and over the coming years, to enjoy.

If you have any queries, please do not hesitate to email me and I will endeavour to answer as soon as possible.

Tania Moohin

AOCRA Treasurer

NQ Zone Secretary/Treasurer

treasurer@aocra.com.au
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A BRIEF OVERVIEW
Firstly you need to open up the AOCRA website – www.aocra.com.au.  Pretty isn’t it!  This is the main AOCRA website, and where you get the majority of your information.
What does the new website enable you - as a club - to do??
· Each of your committee members has a unique sign in

· You are able to view a list of your members (and change a member’s email address)

· Lodge CLUB nominations for regattas (including payment)

· Lodge TEAM nominations for regattas

· Pay your Annual Affiliation Fee

· Change your own details (i.e. the Secretary can update his/her phone numbers, email addresses etc)

· Change your club details (i.e. postal addresses, financial information etc)

· View all regattas Australia wide

You can also view each Zone’s own website – so rather than each zone having a totally separate domain name for their website, all zones are now incorporated into the AOCRA website, and are just a click away…

So why has AOCRA gone down this path??  

Quite simply – we needed to bring the sport of outrigging into the computer age!  And a simple “information” based website was far from suitable.

You will all be aware of the endless paperwork previously required to be lodged, co-signed, posted, cheques issued, team and club nominations posted, more cheques issued etc etc…  This is the reason many of you struggle to get good people onto your management committees – the work is just overwhelming!

Consider also the amount of work that Zone and AOCRA is burdened with – the Zone must look after their clubs (so times your club paperwork by 15 or 20), and AOCRA has the paperwork for the entire country (so times it by 70)!  And not one of us is paid – we all do this as a labour of love in our spare time – whilst trying desperately to find time to paddle!

This website is unlike anything any other sporting body in Australia has – it is truly revolutionary!  Think of it like a cross between your Bank’s website and the Qantas website – and then you might be somewhere near the complexity we’re talking about…….  A free website obviously just won’t cut it!   There was no use developing a site that could only do ½ of what we needed – we had to develop a site that adequately covered all the complexities of our sport, so that you – our clubs – and our members – would gain maximum benefit!
CLUB SIGN-IN
First and foremost – if any of your Club Committee email addresses are incorrect – your ZONE can go online and change them for you.  This is important to remember:-

If, for example, you appoint a new Secretary, and the new Secretary isn’t given any passwords etc on changeover, then the new Secretary won’t be able to access the website.  

All that is required is for a ZONE official to go onto the site, and alter the email address for the Secretary.  

Then the new Secretary can click on FORGOT PASSWORD, and the system will send an email with his/her password to the email address.  Hey presto – you’ve got access.

So you’ve typed in www.aocra.com.au
Click on CLUB SIGN-IN up the top.  Simply select your details from the Drop down lists, and enter in your password.  As mentioned before, if you have forgotten your password – fill in all the details (except the password) and click on FORGOT PASSWORD.  Your password will then be emailed to you.
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You will now see the following screen come up (except for the blacked out areas!).  If you click on EDIT beside Committee Details, you can change your name, phone numbers and email address.  
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If you click on EDIT beside Account Details, you can change your website address, ABN and GST status, postal address, and alter your Club’s bank account details. 

 IMPORTANT – If you alter your Bank account details, you MUST download and complete the Direct Debit Request Form…  

If you DON’T, then when you go to process payments, the website will send your new bank account details off, which WON’T match the details of the old DDR, and your payment will reject!  

VERY, VERY IMPORTANT!
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VIEWING YOUR MEMBERSHIP LIST & ALTERING MEMBER’S EMAIL ADDRESSES
Sign in as per Page 5…..

Then hover over CLUB SIGN-IN, it will bring down the list of options, then left click on MEMBERS LIST
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You will then see this screen.  You can click on EXPORT DATA, and it will export all your members’ details to an Excel Spreadsheet.  You can also click on VIEW DETAILS………
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If you click on VIEW DETAILS – it will bring up all the information for that particular Member.  Note the EDIT key beside the member’s email address…………  This is the only information for your members that you can alter.  

If, for example, a member changes their email address, and also cannot remember their password, they are effectively locked out of the site.  

By allowing their Club Committee to change their email address, the member can then just click on FORGOTTEN PASSWORD under the Existing Member Sign-in, and it will email their password to the registered email address…….  
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REGATTA NOMINATIONS – CLUB NOMINATIONS
The real benefits of this website are realized when we nominate for regattas.  
Every club must complete and send to the AOCRA Treasurer (6 Polly Crescent Mackay) a completed DDR form – this allows AOCRA to debit the club’s bank account for the race fees for regattas, as well as your clubs Annual Affiliation Fee.

This is a standing authority that only needs to be changed if your club’s BANK ACCOUNT DETAILS change…..
So to nominate for a regatta - Sign in as per Page 5…..

Then hover over CLUB SIGN-IN, or click on it, to show your menu options.  Left click on CLUB NOMINATION
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It will bring up the following screen.  Select which event you want to nominate for by left clicking on NOMINATE CLUB.
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Now enter in the number of senior teams and junior teams you are wishing to nominate.  It will only bring up options for the events that are being run at that regatta.

Note at the bottom, the website automatically calculates any late fee, and the total owing.  Click on PROCEED
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It will then ask you to confirm the method of payment.  If you select Direct method – that means the amount will be deducted from your Bank account in accordance with the signed DDR held….

[image: image11.png]' Australian Outrigger Canoe Racing Association - Club Event Buy - Mozilla

> My Zone Website | > Existing/New Member Area | > International Comptitors > AOCRA Sign-In

> Home

l Club Event Buy

> Administration

> Coathing Amount : 70

> Grants Payment method : O Direct method @ credit card
BSB:

> Juniors
Account number :

> Histary

Account name :
> Photo Gallery

> National Titles
> Australian Events
> Overseas Events B
> Starting a Club

> Approved Manufacturers

> Links

cc@Oon8R0HY [EEEEEEP (S -[02n. - D





If you select credit card – a 2% surcharge is automatically added.
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A copy of the Club nomination will be automatically emailed to your club registrar, the Host Club secretary, and the Zone secretary.

You will now receive 3 tax invoices via email which will add up to the total of the race fees.

1. The first is from AOCRA – it is the AOCRA share of the race nominations

2. The second is from your Zone – it is the Zone share of the race nominations

3. The third is from the Host Club – it is the Club’s share of the race nominations

The AOCRA Treasurer will distribute the funds to the 3 above bodies from the moneys received from the nominating club.

You may be asking – why receive 3 tax invoices?  Why not just one, and then AOCRA can split the money between the Zone and the Host Club?
The reason is the different GST status of the 3 entities……  

Most clubs are NOT registered for GST, some Zones ARE registered, some Zones ARE NOT registered for GST, and AOCRA IS registered for GST.  

Without getting too technical, if AOCRA received all the money, and then distributed it, we would have to remit GST on the full amount – which means less money for the Zones and Host Clubs.  

By issuing 3 separate Tax Invoices at the time of the nomination, AOCRA is simply HOLDING the funds on behalf of the other 2 bodies, and therefore GST on the full amount doesn’t have to be remitted.
REGATTA NOMINATIONS – TEAM NOMINATION
So now that you’ve nominated your club – you can nominate your team…….

Sign in as per Page 5…..

Then hover over CLUB SIGN-IN, or click on it, to show your menu options.  Left click on TEAM NOMINATION – SUBMIT NEW
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It will bring up the list of events you have nominated for – now click on Team Nominees to select the team members….
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 Now you can select your team members.  To select more than one, just press Control and Click – once you have highlighted all your Senior Members, then press “GO” and it will display the members, plus the events they qualify for.  Note that below the Paddler who is a Master Woman cannot be selected for any Mens races, or for any Senior Master or above divisions.
Do the same for your Juniors. 

IF YOU HAVE QUITE A LOT OF MEMBERS, then I would suggest doing a nomination for Men, another for Women, another for Juniors.  If you are a small club – put everyone on the one Team Nomination.

You need to click to confirm the Indemnity (whilst this only relates to NON-AOCRA members, it’s standard for all events – for example, when you do Hamilton Island nominations, it will allow you to enter in an International competitor, plus another CLUB member, plus of course your own club members).
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Once you have entered your teams, it will generate an email to your club registrar, the host club secretary, and also to the Zone secretary.

If you need to make changes, sign in as previous, go to Team Nomination – Edit Existing.
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When you click on this, it will show you your existing team that you have nominated.

You can now click on EDIT and make any changes.  This will generate a new email to your club registrar, the host club secretary, and also to your Zone secretary.
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EMAIL ALL MEMBERS
As it states, this function allows you to send emails to your club members – the benefit of this is that if people change email addresses, there’s no need for you to update your personal address book!

Sign in as normal.

Then click on EMAIL ALL MEMBERS.  You can attach a document to the email also…..

MINUTES/FINANCIALS AND OTHER DOCUMENTS
As it states, this function allows you to view AOCRA minutes/financials and other documents.  Individual members can also view these documents under their personal sign in.

Simply click on the document you wish to view……….
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REPORT AN INCIDENT
This function allows you as a club official, to report an incident.  It replaces the need for the old F118 form.  This should be completed for even the most minor of injuries, as experience has shown that something that appears quite trivial at the time, can turn into a nasty injury 2 months later!  Also, it should be used if a canoe or equipment is damaged, or if during a training session, some incident occurs that may require the club to review it’s Risk Management Policy.

Click on REPORT AN INCIDENT.  

Then complete the form as displayed.  A copy will be sent via email to your Club Secretary, the Zone Secretary and the AOCRA Safety Officer.
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PAY AFFILIATION FEES

This function allows you to pay your Annual AOCRA Affiliation Fees (due 1st July yearly) via the website.  If your club has submitted a signed DDR form, the funds can be automatically deducted from your club’s bank account.  Alternatively, you can pay via creditcard, however a 2% surcharge is added for this service.

Your club treasurer will receive a generated tax invoice from AOCRA upon payment.

The website will only accept payment within 2 months of the July yearly.

ZONE WEBSITE

Simply click on MY ZONE WEBSITE up the top, and it will give you the option to select which Zone site you want to visit.
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GENERATED EMAILS & SAFEGUARDS
Some safeguards have been incorporated into the system to protect clubs:-

· When a new member joins on-line, it will generate an email to your Club registrar.  On that email, is a link to confirm that the new member is indeed a financial member of your club.  Your registrar will need to CLICK on that link to activate the new member’s membership.  This is to ensure that all AOCRA members are indeed financial members of an Affiliated Club

· If a new member tries to join, and the website finds another member with the same surname and date of birth, it will not accept their membership.  This is to ensure that members do not leave an old club with a debt, and simply join a new club.  So John Smith can’t leave Outrigger Whitsunday, and then sign-up online with Sunset Bay.  He would have to TRANSFER CLUBS.  Occasionally we have twins join!  If the website will not accept the 2nd person, simply email the AOCRA Treasurer or AOCRA Registrar to have this over-ridden at the back end.
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· When a member TRANSFERS CLUBS, an email is generated to the Club registrar of the losing and gaining clubs.  Both of these clubs must CLICK on the link to confirm the transfer.  This is to ensure that the member is not indebted to the old club in any form.
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