Club Administrator
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Welcome

This guide is intended to help you to quickly become familiar with Match Facts
Allocate as a club administrator. As an administrator you can use Match Facts to
manage your club’s details.

Throughout this guide we will be using a fictious referee society named Upheaval

Referees, a club called Emerald City and you will be represented by the character
Pelles Asp

If you need more assistance, please contact your organization's Match Facts help desk
(see page 6).

/ Version 1.3 \

September 2022

TBD Technology
2712 NW Shields Drive, Bend, Oregon, USA
matchfacts@tbd.technology

\_ /

www.matchfacts.app



Contents

L SN 1 ettt
2. Dashboard & NAVIGATION oo seesss e eesss e
3. Update Your Personal INTOrMMATION .o
i, MANAGE TEAMNS .ot
5. ManNAGE ClUD DETAIIS ..ot
B, GOE MO HOID et

www.matchfacts.app



1. Sign In

To get started open your browser and navigate to:

https://www.matchfacts.app
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® Match Facts Home Pricing » SignUp AboutUs Contact

Enter your username
(email address) and
password
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2. Dashboard & Navigation

The first screen you will see when you sign in is your personal dashboard. Let's take a
closer look
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Sorry, you have nothing to do here!
@ Dashboard
@® My Certifications

Click here to open your
organisation dashboard

¢ ""THé menu

There is not much to do here as a Club Administrator except maintain your personal
information (see next section).

You can switch to your organization dashboard to see information related to your
club.
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Hi Pelles.

Congratulations, you are all caught up!

Click here to open your
personal dashboard

www.matchfacts.app



3. Update Your Personal Information

Click My Profile on the menu and then the Profile tab to update your personal
information.
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Pelles Asp
Profile Convert My Account Addi ation Password Match Payments
Me”‘[*L‘Fifl‘bad profile image] E]/\[ Delete your profile image]
rowse

from your computer
Dashboard

First Name Last Name
Pelles

Scores & Reports P ema— n Your email address is

My Matches also your sign in name
Email Address.

My Availability
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@ Invoices/Payments
By & United States (+1) L — Can we send SMS (text) messages to this phone number? Charges

- ay apply.

& My Registrations
Address 1

© My Profile 100 Main Street

7 Help cry Ragion/State £ United States
Bend OR =

Click to receive -
SMS messages

Version: 1.3.0-RC
Build: B4221760

Click the My Password on the menu to change your password
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Pelles Asp

Profile  ConvertMy Account  AdditionalInformation  Password  Match Payments

Password Repeat Password

Dashboard

Schedules Enter and confirm your =) - |

new password
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My Availability
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7 Help

My Profile
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4. Manage Teams
Click Teams on the menu to view all your club's teams and their coaches.
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ick heading
Teams to sort
Show 10 & entries Edit the team Search

Name 1 Head Coaches Asst Coaches
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You can edit teams if you are a club Administrator or a team Head Coach.
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Edit Team different from club)
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\.'H °
©©

If you do not set a logo the club logo will be used

Add new member
Team Staff | @ of staff

Only clul with the Coach rol y be selected. Click here to mas e
Pelles Asp . 7 CEEED O D (o
Daero Harefoot .o @ o

Y o W o

Hatnys Spiteful

Select person
and role

Cance! n

Delete staff
member

5. Manage Club Details

Click Settings and then click the Organization Details tab to manage your club's
details.
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Settings

Organization Details  Subscription  Incoming Match Fees  Registrations  Manage Credit Card Payments

— Delete logo
Upload organisation logo Browse |
from your computer '
Organization Types
Address 1 Address 2
City Region/State Post Code lect Cou M

6. Get More Help

Click Help on the menu to access additional resources and contact information.
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Help and Resources

g Pelles Asp
Guides Click here to open
this document

@ Dashboard Referee
* LRSS [ Alocation Quick Start Guide - Referee
My Availability
@& My Certifications

Contacts
# My Profile

If you are having trouble please contact some from your organisation’s helpdesk in the first instance.
9 My Password

? Help N
- Upheaval Referees

l Turhat Saintly (999) 123-1111 turhat@tbd technology

If your organisation has set
a help desk contact they
will be listed here

Or contact Match Facts directly at matchfacts@tbd technology

If you are really stuck

email us and we will
respond as quickly as
we can
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