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OMS Summary Guide

Welcome

This summary has been created to guide you through the Online Membership System so
you are able to view and amend your membership details as well as completing the tasks
required as an Online Administrator, particularly during the annual renewal period.
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OMS Summary Guide

Activating Your Account
Welcome to the Online Membership System (OMS). If this is the first time you have visited

the OMS, you will need to activate your account. This can be found on the homepage
(www.swimmingmembers.orqg) followed by selecting the “Activate Membership” tab as
illustrated below. To activate your account, you will need the following:

e Your membership number

e The email address held by Swim England

e Your surname

Online Membership System -

Welcome to our new look Online Membership
System.

If this is the first time you have used OMS please

click on Activate Membership to get started.

Any questions click here to download our Renewals
User Guide, email renewals or call us on 01509
640727

LOG-ON AREA ACTIVATE MEMBERSHIP 4=
MEMBERSHIP NUMBER Q
EMAIL ADDRESS
SURNAME

> ACTIVATE

8 [g2 BS ©2019 The ASA. All Rights Reserved
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LOG-ON AREA ACTIVATE MEMBERSHIP
MEMBERSHIP NUMBER 123456 9
EMAIL ADDRESS renewalsE@swimming.org
SURNAME Bloggs

> ACTIVATE

Once you have filled the above boxes with the required information, please select
“Activate”.

Activation Enabled

If the activation was successful, a message will appear informing you that an email has been
sent to the specified email address.

LOGOM ARTA ACTIVATE MEMBERSHI

ACTIVATION ENABLED, AN EMAIL MAS BEEN SENT TO YOUR SPECIFIED EMAIL ADDRESS
PLEASE CHECK AND FOLLOW THE UNK TO ACTIVATE YOUR ACCOUNT

Please open this email within your inbox (please ensure you check your spam and junk mail
folders) which will be titled “ASA Online Membership System — Account Activation enabled”.
You will need to click on the link within this email to complete your activation.

PLEASE NOTE:
This link is only valid for 24 hours. This link will expire after this period and you will
need to restart the activation process.

Once you have clicked the link within the email, it will direct you back to the OMS. You will
again need your membership number to finish activating your account. Once you have
entered your membership number, please select “Continue”.
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Membership Number

> CONTINUE | > CANCEL

OMS Summary Guide

ACTIVATE ACCOUNT

The next page will display your details (hame, DOB and address) that are held within our
central database and can be amended once you have logged in to OMS. If this is not you,

please select “Cancel”.

The bottom of this page requires you to create a password. As instructed, this password
must be at least 8 characters long and contain a mix of letters and numbers. Once you have
created and confirmed your password, please select “Continue”.

Name |

Date of Birth |

Address |

Town |

Postcode |

Passwords must be at least 8 characters long. They must contain a mix of letters
and numbers. At least one of each uppercase, lowercase, and number must be
present. Symbols and spaces are not permitted. Repetition is not permitted (e.q.,

“eiyhyhyhyh”e;).

Password . |

Confirm Password . |

2 CONTINUE | > CANCEL

Please confirm your details and provide a password. IF
these are not your details please press the cancel
button.

Congratulations! You have successfully activated your OMS account. Please keep a note of
your password and membership number as you will need these to log in.
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Activation Failed

If the details you have entered (membership number, email address or surname) do not
match the information held within our database, you will be presented with the below
message.

LOG-ON AREA ACTIVATE MEMBERSHIP

ACTIVATION FAILED:

* THE INFORMATION YOU HAVE ENTERED DOES NOT MATCH THE INFORMATION
CURRENTLY ON OUR DATABASE. PLEASE TRY AGAIN.

Please check the information you have entered and re-enter if necessary. You may need to
refresh the page before re-selecting “Activate”.

If the system is still not recognising your information, please contact the membership team
either via email or telephone who will be able to check and update your details:

renewals@swimming.org

01509 640727
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Logging In

On the welcome page, there is a “Log-On Area” as displayed below.

Online Membership System

Welcome to our new look Online Membership
System.

If this is the first time you have used OMS please
click on Activate Membership to get started.

Any questions click here to download our Renewals
User Guide, email renewals or call us on 01509
640727

\ LOG-ON AREA ACTIVATE MEMBERSHIP

USERNAME e

PASSWORD

> LOG-IN > FORGOTTEN PASSWORD?

You will need to enter your username (this will either be your membership number or
registered email address) and password. Your password is the password entered upon
activating your account.

When you have entered both your username and password, please select the blue “Log-In”
button.

PLEASE NOTE:
If you cannot remember your password, please select “Forgotten Password?”.

Upon logging in you will be presented with a “Welcome Back” message which provides an
option to “Log Out” and “Help”. Selecting “Help” will provide contact details for the Swim
England Membership team and this OMS Summary Guide.

PLEASE NOTE:

If you are an Online Administrator or Deputy for your club, you will be given the
option to either “Login as Club Online Administrator” or “Login as Member”. If you
are logging in as a Club Administrator, please see page 11 for further instructions.
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Logging in as Member

Once you have logged into your member profile, you will be taken to the Member Summary
page which will include any notifications, your most recent activity, the list of clubs you are a
member of, your personal details and an option to change your password.

To view and amend any details linked to your membership, please select “Edit Details”.
This will list the following tabs:

Member Detail
Workforce

Clubs Information
Amendments

Data Protection Choices
Diversity Profile

Member Detalil
The member detail tab will list your personal details and club category.

You are able to amend all the details listed on this page aside from your membership
number, category and sex.

To amend/upgrade your club category, please contact your club in order to get this change
processed. This must be requested through your fee paying club which is the club you have
been a member of the longest.

To amend your sex, you will need to contact the membership team
(renewals@swimming.org) in order to get this processed. We may need further details from
you when processing this change however this is on a case-by-case basis.

If you are a Club Compete member, your country of representation will be listed here. If you
need to amend this, please contact the membership team (renewals@swimming.org) in
order to get this amended. We may need further details from you when processing this
change however this is on a case-by-case basis.

Workforce

If you are a committee member, a technical official, a coach/teacher or support the club in
various roles, this will be listed within this tab.

If your position is missing from this tab, please contact your club’s online administrator to
ensure this has been added correctly.
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Clubs Information

The Clubs Information tab will list the details of the club(s) you are registered with and any
relevant qualifications/certificates such as officials, teaching and coaching qualifications as
well as Safeguarding and DBS certificates.

Amending your Ranked Club:

If you need to update your ranked club, you are able to do this by ticking the box under
“Ranked”. Your ranked club is the club that will appear on the ranking lists. The ranked club
is normally the club whose name you will compete under in major events.

PLEASE NOTE:
You can only select one ranked club however you can update this as and when
required.

Uploading Certificates/Qualifications:
Teaching & Coaching
e There is not an option to upload teaching or coaching qualifications via OMS. If you

have your certificate(s), please email renewals@swimming.org with your
membership number in order to get this added to your membership record. If you DO
NOT have your certificate(s), please email either coachingcertificates@swimming.org
OR info@swimenglandqualifications.com. For assistance with Team Manager
certificates, please contact volunteering@swimming.org.

Officials & Timekeepers
e Officials and Timekeeper certificates must be uploaded as instructed by the assessor
and/or your officials coordinator
e For assistance with Officials Qualifications or Timekeeper Certificates, please contact
swimmingofficials@swimming.org
e If you have queries regarding your Officials Licence, please contact
officialslicensing@swimming.org

Safequarding

e To view/upload your Safeguarding certificate(s), you will need to register/login to your
Member Options account — https://www.swimmingresults.org/member_options/

e Once you have registered/logged into Member Options, selection the option to
upload certificates where you are able to select the relevant safeguarding
gualification from a dropdown menu

e If you are struggling to upload this via Member Options, please send a copy of your
Safeguarding certificate along with your membership number to
renewals@swimming.org

e If you have recently completed the Swim England Safeguarding Training and have
not yet received your certificate, please contact |I0Sadmin@swimming.org who will
be able to retrieve this for you

e Toview a list of the Safeguarding qualifications we accept, please follow this link:
https://www.swimming.org/swimengland/wavepower-child-safeguarding-for-clubs/
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DBS
e If you hold a valid DBS, this will be displayed here, as illustrated below:

DBS Status Valid From Valid To

DBS Check 27/07/2022 27/07/2025

>BACK | »SAVE

e If you have queries or issues regarding DBS, please either contact the club’s Welfare
Officer or our DBS team (DBS@swimming.org)

Amendments

The amendments tab will display any amendments made by your club (past and present).

Data Protection Choices

The Data Protection Choices tab is where you are able to select and amend what personal
details and/or qualifications/certificates are visible on Swim England’s swimmingresults.org
website. Please ensure you have read through our Privacy Policy to ensure you are aware
of how your personal data will be used.

PLEASE NOTE:
Hiding your details could affect your results and the way your times are reported if
you are planning to compete.

Diversity Profile

The Diversity Profile tab is an optional tab that provides Swim England with information that
identifies areas of under representation and helps guide our inclusion strategies.

There is an option to “Prefer Not to Say” for each question if you do not wish to disclose this
information.

Please ensure you have selected “Save” at this bottom of this tab once you have updated
your Diversity Profile.

PLEASE NOTE:

Updating your Birth Sex within the Diversity Tab does not update your membership
record and as such, you will need to contact the membership team to get this formally
amended.
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Logging in as Club Administrator
Once you have selected “Login as Club Administrator”, you will be taken to the club’s
home page which will look like the below:

I T T T T T I

Online Membership System

Welcome Back Martyn

to ASA Live Test Club [TESQ]
I SUBMIT YOUR RENEWALS BY 28TH ()
A Warning FEBRUARY

Dear Regiskration Officer Renewals batches
must be completed and submitted to Swim
England Membership Services by 28th February

Your club details have not been checked in the last 3 months. Click here and confirm details are 2022 this includes your OMS submission and

correct payment. Failure to submit your Full renewals by
this time will result in your club being suspended
and a late Fee of either 10% of your 2021
renewal fees or £50.00 whichever is the greater.

s IF you have any queries with regard to

® Recentiacthity completing your renewals please contact Swim
England Membership Services Team by emailing
renewals@swimming.org. If you have completed

Martyn Swimming was last logged into this swimming club at 08:47 on 18/07/2022 and returned your renewal information please
accept our thanks and ignore this message. Kind
Bakch TESQ00123 has not been submittad yet. regards Swim England Membership Services
Administrators This club has 4 administrators: EXTERNAL LINKS
Martyn Swimming View governance positions British Swimming Website
Graham Spratt View administrators Swim England Coronavirus Advice
Emmajc Langham
Christopher Bostock View finance details Www.swimming.org
www.swimmingresults.org
Total Members. 52

Category SE Club Train 14
Category SE Club Compete 27
Category SE Club Support 11

How many of your Club Train and Compete members volunteer in your club? e

sssenee

L N = RSP " simprecuczd by IBMISVS

Navigating Around the OMS as an Online Administrator

Club Home

Upon logging in to the club’s account, you will automatically be taken to the Club’s Home
Page which lists the Club Summary. This section will detail any urgent notifications, recent
activity, a list of online administrators and a total count of members within the club with a
breakdown for each category.

The bottom of this section will prompt you to list any members who volunteer within the club
who are Club Compete or Club Train members. Please ensure this is completed and/or
updated during the renewals period (1% Jan — 28" Feb).
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To the right of this section, there is a “My Messages” tab which will list the most recent
messages specific to the club, county or region. If you wish to delete these messages,
please select the red X in the top right-hand corner of the message.

There is also an “External Links” tab which will detail other relevant websites which may
be of use to yourself and other members.

Club Details

The Club Details tab lists the information specific to the club which is displayed via
Poolfinder (https://www.swimming.org/poolfinder/). This includes the club name, the club’s
website, a list of pools that are used for training and the specific activities and disciplines
offered to members within the club.

CLUB DETAILS

Club Name * [ ASALive Test Club ‘
Disciplines
Website ‘ ‘ Offering Recruiting For
Swimming @ Yes O No
Pools Used For Training Para-Swimming
Masters Swimming
High Diving
Activities offered Masters Diving
Artistic Swimming @ Yes O No
Competitors O Yes @® No Masters Artistic
Improvers O Yes @ No Swimming
Water Polo @ Yes O No
Hewcomers O Yes ® No Masters Water Polo
Open Water @ Yes O No

Masters Open Water
Learn to Swim

O I confirm | have checked these details and they're correct.

Amending Club Details:

Club Name & Website

e |f you wish to amend the club’s name, please contact the region in order to start the
name changing process.

e To update the link to the club’s website, please copy this link into the box next to
“Website”. You may only add one website.
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Pools Used for Training

To add the pools used for training, please select ~ Fools Used For Training

“Add Pool”.

After selecting “Add Pool”, a pop-up box will # ADD POOL

appear which will prompt you to enter the name

of the pool.

AS you be_gm to type’ if we 'ha\{e this pOOI . Start to enter the name of the pool below to find an existing pool to add to

listed within our database, it will pop-up with  your club.

the relevant pool. If this is the correct pool,

please select this. This will then be Fool Name

automatica”y added to the Club Details If you can not find the pool you're trying to add press the 'Contact Swim
England’ button to send a message to Swim Enaland to add it For you.

page.

You can do this multiple times and add as

many pools as necessary.

If a specific pool does not pop-up, please select “Contact Swim England” and enter
the relevant details in order for us to update and add this manually.

Enter pool name and postcode below then press the 'Send’ button to send a

To remove a p00|, p|ease select the red X message ko Swim England to add it for you.

next to the pool name.
Pool Name .

Postcode o

(oo Rowen)

Activities Offered

This section prompts you to indicate what type of member the club is able to accommodate:

Competitors — Those with experience in a club setting training towards competition.
Improvers — Those with some club experience looking to develop their skills.
Newcomers — Those who are new to the club environment or the sport.

Once selected, please ensure you tick the box underneath these options which
prompts you to confirm that these details are correct.

Disciplines
This section details the relevant disciplines of the club.

. . . . Disciplines
e If you are primarily a swimming club, for example,
. o« . » Offering Recruiting For
you would tick the box underneath “Offering” for Swimming
. . @ Yes (O No
SWImmlng' Para-Swimming
Maskers Swimming
o If you have space to take on new members, you will  '"5
need to select “Yes” under the “Recruiting For” Masters Diving
heading. If your club is currently full for the specific Artistic Swimming @Yes (ONo
discipline, please select “No”. e
water Polo @ Yes O Neo
PLEASE NOTE: Masters Water Polo
Please ensure you select the green “Save” button at opentiater @Ys ONo

the bottom of the Club Details tab to save and update

Masters Open Water
Learn to Swim

your changes.
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Membership m l

This section will outline how to search for and view all club members, add

new members, make amendments to current members and how to both _
lapse and renew members. This section is particularly important for the
annual renewal period (1% Jan — 28" Feb).
Membership
The first option under this tab is “Membership”. This will display all
current club members as illustrated below:
== = I
. . St
‘?lnlll:ek Membership System E—= Saim
elcome Back Martyn
to ASA Live Test Club [TESQ]
R tt
CLUB MEMBERSHIP ElJ(I:;J\?bmittedbatn:h race1of2 [ENE E B
unconfirmed amendment For another club
verification by the governing body
@ ADDNEWMEMBER = PRINT € ADD TO BATCH
[Choose afiter | [Enter forename or partto search.___|[Enter sumame of part to search_ \ n
Results per Page: .3

0 First Name Last Name  No. Category D.OB. Sex JoinDate Action Renew Lapse Workforce Detail
jami ® O
(1] Benjamin Barlow 1101840 SEClubSupport  17/01/1988 M  25/08/2012 Renew 2| %
(1] Sarah Barrow 42470  SEClubSupport  22/10/1988 F  22/02/2021 Renew Y?S Sg
Takes you to the
. ® O
o0 Villa Borghese 1128812 SE Club Train 14/10/1995 F  16/12/2019 Renew e |aS'[ pag e Of CI u b
(] Christopher Bostock 12051  SEClubSupport  16/02/1948 M  26/11/2013 Renew YC;)S '% mem b ers
(] Steve Busby 1190088 SE Club Compete 08/08/1968 M  19/12/2013 Renew vgs rs%
(1] Emma Chettleburgh 1421822 SEClub Compete 18/02/2000 M  13/03/2018 Renew Yg)s '%

The top of this section provides a key to indicate the status of each individual’s membership.
The description for each status is detailed below:

This indicates that the club is this
member’s fee paying club. The fee
paying club is the member’s
longest unbroken membership
club.

This member’s information has
been amended / updated /

= Member subject to unsubmitted batch renewed / lapsed however the
batch has not yet been submitted
for processing.

This member belongs to another
club and their information is in the
process of being amended /
updated / renewed / lapsed.

= Member subject to unconfirmed amendment For another club

This indicates that Swim England
= Member subject to verification by the governing body are processing a submitted batch

that included this member.
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You are able to check the status of members using the search function as illustrated below:

= Fees payable to this club

CLUB MEMBERSHIP = Member subject to unsubmitted batch
= Member subject to unconfirmed amendment for another g
= Member subject to verification by the governing body
© ADDNE
Choose a filter ~ |Enler forename or part to search... || Enter surname or part to search... |m n
Choose a Filter
All categories =
SE Club Train
SE Club C E: - .
4 U mompEs Last Name No. Category D.OB. Sex JoinDate Acti

{ SE Club Support

Underneath the key there is an option to Add New Members, Print and Add to Batch, as
illustrated below:

= Fees payable ta this club

= Member subject to unsubmitted batch Page 1of 2 n n
= Member subject to unconfirmed amendment For another club

= Member subject to verification by the governino »- 2,

Adding New Members

e To add a new member, please click “Add New Member”
e Please see page 16 for detailed instructions on adding new members

U
=.
>

—

Selecting “Print” will open a new web page to print a full list of all club members as
displayed on the Club Membership page

You will also able to save a PDF version of this list if required using the “Print”
function by amending the print destination to “Save as PDF”

Add To Batch
e This function is specifically for the annual renewal period and will not be
visible throughout the rest of the membership year
o As you work through the membership list and choose either “Renew” or “Lapse”, you
are able to bulk add these amendments to your renewals batch through selecting
“Add To Batch”

PLEASE NOTE:

The “Renew” and “Workforce” options will only be available during the annual
renewal period (15t Jan — 28" Feb). If a member is over the age of 14, you will need to
select whether this member is workforce or not. Any amendments to workforce
throughout the rest of the membership year will need to be done via the Club Admin
tab.
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Add New Member
The second option listed under the Membership tab is to add a new
member. Once you have selected this, you will be taken to the below page:

ADD NEW MEMBER

Category . 7] #= Mandatory Fields

Number (If known)
Nofeespayable? [ (7]

Please tick any of the relevant boxes below.

© Acthvity
Title . 5
Diver
T — oo 0
Master Diver o
N —
Open Water Swimmer o
I — st O Sinmes
Swimmer o
I E— o
Master Swimmer
Dateof Bith = Para-Swimmer o
Artistic Swimmer o
R —
Master Artistic Swimmer o
¥ LOOK UP ADDRESS Water Polo Player o
Master Water Polo Player [u]
Address ] Officil Volunteer =
1] e orkforce N
Other (Parent / Life Member) o
] educator =
e —
Swim England privacy policy
N —
Here at Swim England we take our members privacy
seriously and will only use their personal infarmation in
HomeTelephone [ D accordance with aur Privacy Policy. Plesse ensure your
memiers have read the aalicy snd underskand how
WorkTelephone [ |0 their personal. data will be used.
O —
An Email Address Is a mandatory Fleld. If the member s under 13 then a parent
e-mall needs to be added m
e L B — > SAVEAND ADD A ALY MEMBER
wtnat [ [0 CANCEL
O I e—
Sex .

Join Date 28 w |07 v | 2022 %

The three different categories that can be selected for a member are as follows:

» Club Train - For individuals in a club who are either learning to swim, or training in
any discipline

» Club Compete - For individuals who are part of a club and looking to compete in any
discipline in open competitions

» Club Support - For anyone involved in a club who volunteers or is employed by the
club, including committee members, officers, teachers and coaches as well as any
parent members

PLEASE NOTE:
You will only be able to amend a member’s category if you are their fee paying club.

e If you are aware of a current or previous membership number, please enter this in
the relevant field (this will enable the membership team to link the correct record to
the correct member if they are a current or past member of Swim England)

o Under the “Activity” field, you are able to select multiple options if, for example, this
member is both a swimmer and a volunteer

Please ensure you are inputting the correct information for the member however if you are
struggling please contact the membership team who will be able to assist
(renewals@swimming.orq)
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PLEASE NOTE:

Please ensure you tick next to the main phone number and email address as this is
what Swim England will use to contact the member and what the member will need to
login to their own account and various other affiliated websites. You will only be able
to tick one main phone number and one main email address.

Once you have inputted the relevant information, please select the green “Save” button at
the bottom right-hand corner of the screen. This will add this member to a new or existing
batch (if not yet submitted). For more information on batch management, please see page
21.

If you are adding multiple members that belong to the same family, please select “Save And
Add A Family Member” as this will save you having to re-add related information for these
members.

Once you have selected “Save”, you will then need to mark whether this member is part of
the club’s workforce before continuing as illustrated below:

ADD NEW MEMBER

* Does this member hold a paid or volunteer position within your club?

Yes O No O

>SAVE | >ADD ANOTHER FAMILY MEMBER | CANCEL

If this member is a part of the - ,
Club’s WOrkarCe, you W|” GOVERNANCE TECHNICAL OFFICIALS | = COMPETITION SUPPORT | | COACH /TEACHER

then need to mark their

“ou are adding the workForce roles for new member: willlam Casson

SpeCIfIC pOS|t|0n(S) W|th|n the Add 3 Governance position to this member:
CI u b H Position Discipline
[)Artistic Swimming
You are able to add as many L
roles as needed however e
Masters Open Water
please ensure you select o] Casters wiming
“Add Role” for each position
before selecting “Save”. S
_ s
For more details on club
workforce, please see page
24 Positons & Disciplines
'

PLEASE NOTE:
The roles added for each tab will only show on the corresponding tab and will not show
across all tabs. Once you have added all the relevant positions, please select “Save”.
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Cannot Add Member:

If there is a member in a batch with similar or identical details to the member you are trying
to add, you will be presented with the below message:

ADD NEW MEMBER

Current batch details:

Batch Membership Mo. Name Date of Birth Postcode Category
TESQO0123 -1 EMGA

IF this is genuinely a new member please click "Save", IF this member is listed above, they are either a current member
af your club or in an existing batch. Please press "Cancel” and make any changes bo this member via your membership
listing or bn the pre submissian batch,

»SAVE | CANCEL

If you are adding a genuine new member who is not already in the batch, please continue by
selecting “Save”.

If the details you have entered are identical to the ones being flagged, please select
“Cancel” as this will prevent you adding duplicate members to the same batch.

If you add them as a duplicate by mistake and need to remove them, please see page 23 for
further details.

Invite New Member

An alternative method of adding a new member to the club is via the
Invite New Member option highlighted in yellow.

PLEASE NOTE:
Please ensure you have the prospective member’s email address to
hand before proceeding with this option.

Once you are ready to send the invite, you will be presented with the
below screen:

Cotegory  + )
> SAVE
First Name . | ‘ [
> SAVE & ADD ANOTHER
Last Name . | ‘ )
An Email Address is a mandatory Field. If the member is under 13 then a parent > CANCEL

e-mail needs to be added

Email
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Please ensure you have completed ALL of the fields listed before selecting “Save”. Once
you have selected “Save”, the invite will be sent to the member.

If you wish to send multiple invites, please select “Save & Add Another”.

To the right is a copy of the email that is sent to the Mem berSh I p
prospective member.

The link at the bottom of this page will take them to the
same page as “Add New Member” (page 16 of this

guide) where they can fill their details out themselves. Invitation to Join ASA
Even if this individual is already a member of another Live Test Club

club or Swim England, they will still need to complete Dear

the form to become a member Of the C|Ub You have been invited to join ASA Live Test Club as such you will also

become a member with Swim England.

Please click on the link below to accept this invitation and complete your
. details.
When we process the batch, and if they hold a current

Please ensure that a valid email address is added if the member is under the

or prev|0us reCOrd W|th SW|m England’ we W|” match age of 13 years then a valid parent email must be added
th|S |nf0rmat|0n W|th thls record hitps://www.swimmingmembers .or/MemberNewSelf.aspx?

val=74b80dcc5e65

Swim England

Swim spoRT
Pavilion 3, SportPark, 3 Oakwood Drve. [
Lovghborough University Locestorshwa 61 30F @i ENGland \‘Y} EvGLAND m

View Member Invites
12 E

Underneath the Invite New Member tab there is an option to View

Member Invites. R
This page will display all invites that have been sent to individuals Member
and what date the invite was sent.
Invite New
Resending or Cancelling Member Invites: Invite Date  Tools Member
Under the heading “Tools”, you have the
option to either resend or cancel the invite. ST g . m""" .

e To resend the invite, please select the green arrows
e To cancel the invite, please select the red cross

Once the member has completed the membership form, a green plus button will appear next
to their name to prompt you to complete the above-mentioned workforce question (page 18).

Renewals Swimming renewals@swimming.org 03/08/2022 8
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Once this process has been completed, they will automatically be added to a batch and will
disappear from the View Member Invites tab.

Lapse Member Finder

If you need to search for and/or re-add a lapsed member of the club, you are able to do this
via the Lapse Member Finder tab.

PLEASE NOTE:
This function only stores the lapsed member’s details for 3 months from the date they were
lapsed. If after 3 months, you will need to add them as a new member.

MEMBER FINDER

emberstioos [ Fistrome: Y 0
Membership Mo.  First Name Last Name Date of Birth Source  Details

319138 Martyn H Hudson 01/01/2019 Core B

To re-add this member, you will need to select the arrow underneath “Details”.
Please check through these details and make any necessary amendments.

Once these details have been checked, please select “Save” at the bottom of the page.
This will automatically add this previously lapsed member to a batch.

The last three options listed under the Membership Tab are as follows:
SE Club Train - lists all current Club Train members of the club
SE Club Compete - lists all current Club Compete members of the club

SE Club Support - lists all current Club Support members of the club
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Batch Management

ragetofic (OO OEOEMN B

Estimated Fees

Click here ko view your dub finances

Batches for Year

Batch No. Date Submitted L Current Fees Member Summary Status Estimate
at Submission
Amend/Renew Club Compete -3
New Club Compete - 1
Lapse Club Compete - 1
Renew Club Compete - 23
TEsQoot2s  18/12/2021 (added) (unsubmitted) £940.25 g:nwea%tfusbugﬁ;j.;:r;- " Pre-Submission  View Estimate
MNew Club Train - 2
Renew Club Train-13
PreSubmission: 53
23/05/2022
TESQO00823 0 _ £0.00 £0.00 Complete: 1 Complete Ve mafae
TESQO00723 (2)3/05;2022 £0.00 £0.00 Complete: 1 Complete Vel
] Club Train -1
TESQ00623 08/02/2022 £10.35 £10.35 B Complete . .
0 Complate: 1 WView Invoice
N Club Col ke -1
TESQ00523 eln=Ees £20.15 £20.15 e e Complete . .
0 Tl View Invoice
M Club Col te-1
TESQD0423 08/02/2022 £29.15 £29.15 i e Complete ] )
0 Complete: 1 View Invoice
Each time a batch is created, a new batch
Batch No. number is generated. _Pleasef guote this _
number when contacting Swim England with
batch queries.
States the date and time a batch was last
Date Submitted amended/updated.
\ Total fees for the batch at submission. This
Estimated Fees . . X
. will say unsubmitted for batches in pre-
ak Submission

submission.

Current Fees

¢ If the batch has not been
submitted/processed, this will match
estimated fees.

e Once the batch has been processed and
the members have been correctly
matched, this will show the correct fees
for the batch at point of completion.

Member Summary

Breakdown of categories of
membership/amendments to be made
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This will display either pre-submission,
awaiting ITC, match members, admin
amendments, or complete.

e Awaiting ITC — awaiting international

statUE transfer certificate applies to water polo

players, specifically those who have
registered to compete for a European
club in recent years and therefore need
to transfer back.

e Match Members/Admin Amendments —
currently being processed by the
membership team.

¢ If the batch has not yet submitted, you
are able to view an estimate invoice to

Estimate ;/éivsvlthe breakdown of categories and

e Once the batch has been processed and
completed, you will be able to view and
download the invoice.

The Batch Management tab will list all batches created by the club and the Swim England
membership team, including batches from previous years and those not yet submitted.

PLEASE NOTE: There may be a difference between estimated and current
fees once the batch has been processed. This is because some members
may have been incorrectly marked as not owing fees or may be second
claim members to your club which would either reduce or increase the
batch total.

Removing/Amending Members in Batch Management

e Toremove a member from a batch, please select the red X within the “Remove”
column

e To amend a member within a batch, please select the pencil button within the
“Amend” column to make any necessary amendments before submitting the batch

Please ensure you have selected “Save” when making any amendments within
the batch.

BATCH DETAILS

Renewals Batch: TESQ00123 Fees: £940.25 (pre-submission)
Membership number Forename Surname Category Action
|Enter membership number...| ‘Renewals | |Swimmmg | | Please select.. w | | Flease select... w |

>sEARCH Jf x|
o |
Results per Page: &
Name No. Category D.OB. Fees payable Action Renew Lapse Workforce Remove Amend
Renewals Swimming Club Compete 01/01/1980 £29.15 New Q &

? RENEW ALL > SAVE ? SUBMIT ? VIEW / PRINT
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e |f you have submitted the batch and need to remove or amend a member, please
contact the renewals team with the batch reference number and relevant
amendments — renewals@swimming.org

Submitting a Batch

When you have submitted the batch, you will be presented with the below page:

CONFIRM BATCH SUBMISSION

Before clicking on "Continue” below, you must tick or complete the following:

[0 The club will make Full and prompt payment for this batch, if required.
[ The club will make any additional payments due to lapse of members by other clubs.
[ The club has provided a copy of the Swim England privacy policy to all new members within this batch.
Payment s required within 7 days of your batch submission.
Please find our bank details as follows:
Bank Name: Lloyds
Sort Code: 30-65-85.
Account Number: 43344968
Account Name: ASA (Swim England) Limited

*wxxOnce payment has been made please send an e-mail to: -

countquer i rg With the following information: - Club Name, Club Code, Amount of Payment, Batch Number, Date of Transfer.

Note:
Please make your cheque payable to Swim England and recerd the club cede and the batch number on the back of the cheque.

Send cheques to Swim England Memberships, Pavilion 3, SportPark, 3 Oakwood Drive, Loughborough University, LE11 3QF.

> CONTINUE

Please ensure you have read and ticked the three statements before proceeding.

Payment is required within 7 days of your batch submission. Once payment has been made,
please email membershipaccountqueries@swimming.org with the following information:
Club Name

Club Code

Amount of Payment

Batch Number

Date of Transfer

PLEASE NOTE:

If you are paying via bank transfer, please ensure you have taken note of the SE bank
details when submitting a batch in order to make a payment. If you have any issues
with payment, please contact membershipaccountgueries@swimming.org
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OMS Summary Guide
Club Admin

The club admin tab allows the club to add and remove workforce, set up governance
positions and allows the main online administrator to set up four additional deputies to
access the Online Membership System.

£ 1 I T

The Governance tab is for the main
workforce positions in the club such as
secretary, treasurer, chairperson and
welfare officer among others

The techincal officials tab is for any officials
registered with the club

The competition positions tab is for any
members who assist with competitions,
such as chaperones, team managers and
event organisers amongst other positions
The support positions is for those who are
not covered by the other workforce tabs,
such as pool helpers, accreditation
coordinatiors or lifeguards among others.
This tab is for any registered club coaches
and/or teachers who are active with the
club.

Only the main online administrator for the
club will have access to this tab. This is
where additional deputies can be added
and their privilages set.

PLEASE NOTE: the club can only have five online administrators at any one time.
This consists of one main online administrator who will have access to set deputies
and their privileges. If the club needs to add a new deputy to the club but is already at
the maximum four additional administrators, one of the existing deputies will need
removing.
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Adding Members to the Workforce

To add a member to

their workforce
=3 === position, you wil

need to click on the

Online Membership System ' Swim relevant drop down
e, P oY === England from the club admin
e e tab and select “Add

Member to Role”

GOVERNANCE POSITIONS /

() ADD MEMBER TO ROLE
::Tbership Name Email Positions & Disciplines DBS Expires S;‘:?::rding Detail
Once you have
Kembership Number CDADD MEMBER T ROLE pressed “Add
R o P Member to Role” you
Last Name | will be able to search
» CANCEL for the member using
bhambarahin Sl ireline the demed SearCh
boxes
Q) ADD MEMBER TO ROLE
Membership No.  Mame Dake of Birth Position Discipline Here yOU can SeIeCt

the position from the
) avrtistic Swimming

Ty drop down and the
[ Masbers Astistic Swimming dlSCIpllne If relevant.
e Once these have

|_ Maskers Open Water
[ Masters Swimming m been Selec’:‘ted you »
[ Mssters water Polo can press “Add New
IEOM Wiates and this will add
Para-Swimming -
o them to the listed
[ wiater Rl workforce for the
(W=D club. You can select
as many disciplines

as necessary.

1421820 dartyn Sveirmming 00 1858 Faikd - Chairperson -

Discipline

) Artistic Swimming

[ Divimg

) Masbers Astislic Swimming
A wErning [ Masters Diving

[ Masters Open Water

Ol Masters Swimming

[ Masters Water Poln
Your club is missing these officer roles: Chairperson. Click here to manage your club's officers. [ Open Water

| Parz-Swimming

[ swimming

[ Wwater Pole

[l @rgantsation

~

PLEASE NOTE: If you log into OMS and see the above message, you will need to
ensure the position, which is flagged (in this case “Chairperson”), is marked as
“Organisation” in addition to any other tick boxes under discipline
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Reports

The OMS has a variety of reports available to download which can be
accessed via the “Reports” tab. The reports tab enables club
administrators to view their club finances which will show all invoices
raised and all payments received and processed by the membership
team.

Please be aware this is where you will find and download the club
personnel report which is required for SwimMark and Stronger Affiliation.

Club Finances

The Club Finances tab will display the club’s balance, payments and invoices as illustrated
below.

CLUB FINANCES

Feor account queries contact SE Membership Services, Email: membershipaccoyntqueriesfswimming.org or Telephone: 01509 640 727

Credit Balance: ED.0D ’W‘ n
Page 10f 1

Date Inviolce/Payment Details Batch Ref. Other Information Amount Type Action

04/07/2022 REC30T1TG CC Bakch : 001 E£10.00  Payment

11/03/2022 MEMINVA129758 TWALDD123 E50.50  Involce £ £

10/01,/2022 RECZ2887TT CCBATCH: 00123 -E40.50 Payment

Credit Balance

e If your credit balance is green, you are in credit and this will be used against future
batches.

e If your credit balance is red, you owe the balance shown. Payments may take a few
days to appear on your account — please allow up to 48 hours for this to be
processed.

PLEASE NOTE:
If you owe over £200, the club’s account will be placed on a credit block. You will be
unable to make membership amendments until this is cleared.

Unapplied Invoices

e Unapplied invoices will show batches that have been processed but not yet posted
on the finance page.
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Downloading Invoices
Under the “Action” heading, you are able to download two types of
Type Action invoices:

Payment Selecting the blue £ will trigger an automatic download of a sales
invoice will detail an overview of the batch that has been processed.
Inwolce E £ . . . .
Selecting the green £ will trigger an automatic download of a batch
invoice will include details of the member, category and the relevant
Payment fees associated to this batch.

Membership Reports

To download a report, you will need to ensure you have enabled pop-ups on your web
browser.

When you are ready to download a report, please select the red “Run” button. ==

e Club Personnel Record — Lists all workforce in Excel format

e Full Member Data Report — Lists all members of the club in numerical order
(membership number) in Excel format (includes DOB, address, discipline and
qualifications)

e Member Change Log — Lists any changes a member has made in chronological
order in Excel format

e Member History — Lists any amendments the club has made for club members
(includes renewals and category changes) in Excel format

e Membership Details — List details of all members

e Membership Summary — Lists full names, DOB, country of representation,
membership number and category of club members in Excel format

e Club Officer List — Lists all club officers, volunteers and vacant positions within the
club in a report/printable format

e Club Personnel Report — This is the same as a Club Personnel Record report
however is in a PDF format which is required for SwimMark and Stronger
Affiliation

e Club Teacher/Coach List — Lists all teachers and coaches in a PDF format

e Club Technical Official List — Lists all technical officials and the relevant
gualifications/courses in a report/printable format
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e Detailed Membership List — Provides a detailed, printable/report format of all
members within the club in category and surname order

e Membership Numbers — Lists the number of members for each category with a total
count of club members in a printable/report format

e Membership Renewal List — Lists all members’ status (i.e. renew or lapse) for the
annual renewal period in surname order in a printable/report format

e New and Amended Members — Lists new members and recent amendments

|
REPORT FILTERS

vaegrom) [ |[®
You are also able to search for reports based on date, category and
member using the report filters on the left-hand side of the screen. pateo) | |=

Once you have added the relevant filters, please select the red “Run” S B
button on the required report and this will only download the information
specified within these filters.

Category |l calegories |

rdembership No.
Member Name
» CLEAR FILTERS

Messages

This tab will list all recent messages relevant to the club sent by the Swim England
membership team.

Change Login

This tab will allow you to switch from the club’s account to your personal account.
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