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[bookmark: _Toc233035138]Introduction
This document describes administrative operating procedures for event registrations on the Beaconsfield Lawn Bowling Club web site.  The document should be used by the club event convenors
Web Site Domains
The main domain of the website is beaconsfieldlbc.com
A secondary domain is blbclub.com   This domain points to the first domain and is used to allow people to easily type the domain name into their browser
[bookmark: _Toc233035139]Web Site Public Area
The web site can be accessed by the public by going to the domain name.  The public area main page includes links for a member to register to take a free trial or to apply for a membership.  Other links of interest are available on the menu
[bookmark: _Toc233035140]Web Site Members Area
A private members area is available to members once they are logged in.  The private area includes links to register for events, the members directory, a photo gallery, and many other items
or Meetings or Events
[bookmark: _Toc233035141]Event Registration Administration
[bookmark: _Toc233035142]Event Registration Setup 
A registration event can be setup by a web site admin or event convenor.  To see all the registrations, Go to the Info Center/REGISTRATIONS/Registrations.  To go to a specific registration event, click on the event name in the left column.
To control the registration setup, click the link Click Here to Edit the Sign-up on the registration page.  (This link is only visible to admins and convenors)  
Make the appropriate adjustments on the form which includes the following controls:
· Clear Sign-up   Clears all the names registered from the prior registration.  This should be done before starting.
· Status    Set to open or closed.  When the registration is closed, members cannot register
· Max entries   Controls the maximum number of people who can register
· Event Date   Displayed on the registration page
· Closing Date  Displayed on the registration page and controls when the registration is automatically closed
· Auto Close   Set to yes if the registration is to be automatically closed on the closing date
· Enable Spouse Registration   Set to yes if the members spouse can be registered at the same time as the member  (normally enabled for mixed events)
· Title   The title of the event displayed on the registration page
· Message:  Message to appear on the registration page
· Number of convenors  and convenor names set the names of the convenors
· Rating check:  If enabled only members with the ratings checked will be allowed to register
· If the event has checkboxes, select the number of checkboxes and the check box description

· Once the registration is closed, download the list by clicking Download List on the registration page. An excel file will be downloaded containing the list of all members who have registered.  
[bookmark: _Toc233035143]Tags Down Administration 

The following links are available to admins and convenors on the tags down registration page:
Convenor: Click Here to send a cancellation or custom email to registered members allows a convenor to send a cancellation notice to all registered members.  The notice is sent due to rain our or excess heat which can be selected on the form along with the date of the tags down event to be cancelled
Convenor: Click Here to set the cancellation alert on the web site allows for yellow cancellation banner to be displayed on the web site home page and tags down page to alert members of a cancellation
Tags Down Setup:  
The tags down setup can be modified by clicking the link Convenor: Click Here to Edit the Sign-up this is available to web masters, managers, and convenors
Key  fields to adjust:
Open or Closed
Max entries:  Sets how many people can register for a certain date
Max dates:  Sets how many dates will be available at any time on the drop down selector
Max special:  If set,  establishes the max entries on a certain date set in the Max Special Date field
Convenors and Convenor names: These names allow access to  edit the signup page
Tags Down Convenors  There are 12 possible convenors, 2 for each day.  The convenor name designates who will receive cancellation notices when a member deletes their name on a certain day after the cutoff time
[bookmark: _Toc233035144]Volunteer Registration Administration
To setup a volunteer event, go to the volunteer event page and click Click Here to Edit the Registration.
The following adjustments should be made:
· To clear last years registrations, scroll down and select Clear Signup, Submit
· Set the registration Open or Closed
· Event Date
· Closing Date
· Message if needed to be displayed on the volunteer registration page
· Number tasks
· Set the task name for task1 up to the number of tasks, select the number of volunteers required for the task
· Do the same for all of the tasks in French
· Select the date of the event and check the boxes pertaining to each task required
· Number of convenors and convenor names
In all cases, click Submit to save the edits.
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The link to get to a registration event is displayed under a tile on the members home page.  Control of which events are displayed can be made by the Match Director, a member designated as a manager, or a webmaster
To enable (activate) a display, follow these steps: 
· Under the Signed in menu, click Reservations CPanel
· Reservations are broken down into 5 categories - to see each, click on the respective button at the top of the page.
· The entries that are highlighted in BOLD are currently active. 
· To deactivate an entry select the entry and then click “ Edit and or Activate”.   Move the slider to the off position and then click “Apply the Above Edits”.   
· To activate an entry select the entry and then click “ Edit and or Activate”.  Move the slider to the on position and then click  “Apply the Above Edits”.   
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