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Overview 
Each Club is responsible, and has access to, all of its members (athletes, coaches, board members, team 
managers, chaperones, other volunteers, coaches, and referees).   

 

¢ƘŜ ƴŜǿ ƳŜƳōŜǊǎƘƛǇ ǊŜƎƛǎǘǊŀǘƛƻƴ ǎȅǎǘŜƳ Ŏŀƴ ōŜ ǳǎŜŘ ŦƻǊ ǘǊŀŎƪƛƴƎ ƛƳǇƻǊǘŀƴǘ ƛƴŦƻǊƳŀǘƛƻƴ ŦƻǊ ǘƘŜ ŎƭǳōΩǎ 
members as well as reaching your entire membership, or targeted membership groups, through the 
email distribution function.  The database has the ability to track the role and activities of your 
members. 

It is important that ALL members be registered regardless of role.  Since the Volunteer membership 
category is free please ensure anyone who has volunteered their time from team manager, to 
chaperone, to minor official, fundraising, etc. is registered on the database. 

Please note that regardless of the membership category or time within the season a participant is 
registered; their membership will last no more than 365 days and will always expire August 31st.  The 
Provincial Association has the ability, and responsibility, to activate members as of September 1st of 
each year. 

Registration Responsibilities 

The club is responsible for registering  

1. All athletes, including National Team athletes centralized in Montreal and Calgary and athletes 
training abroad (ie Europe and NCAA), associated with the club; 

2. All coaches, including National Team coaches, associated with the club;  
3. All officials, including FINA, associated with the club; 
4. All Master Learning Facilitators, Learning Facilitators, Master Evaluators, Evaluators, Referee 

Course Conductors, and Referee Evaluators associated with the club; 

5. All volunteers, including club board members, team managers, team chaperones, minor 
officials, provincial board members, and WPC board and committee members associated with 
the club.   
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Newsletter and Other Capabilities 

 

The Club has access to all of its members.  You can sort members by Gender, Year, Language, Role, and 
Membership Type.  You can email all of your members, or selected members sorted by the fields listed 
above.  For example, if a club is having a 16 and under training camp, they can sort male/female 
competitive athletes born in 1994 and send them the information.  The Club can also export their 
entire membership list to Excel. 

Only the Provincial Association has the ability to change membership type (volunteer, competitive, 
provincial, introduction member), registration status (pending, active, inactive), and club of the 
member. 

Step 1- Club Registration and Club User Forms 
Fill out the Club Registration Form and the Club User Registration Form sent by each Provincial 
Association.  No data, usernames, or passwords will be transferred from the old system.  Each Club and 
Club User must be registered again.  Each Club must have at least one (1) Club User. 
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Step 2- Email Confirmation 
After the Provincial Association has registered the Club and Club User(s) on the membership 
registration system each Club User will receive the following email notification: 

 

 

Hello Club User,  

 

Username: Testing Club User  

Password: abc123  

Thank you for becoming a member of the Water Polo in Ca nada 

community.  

With your new membership, you can  

¶ Participate in sanctioned events (new system to come online in 

fall 2009)  

¶ Develop skills to become an athlete, coach, official or volunteer  

¶ Manage and update your Profile  

Log in to your account at any t ime to change your profile and preferences, 

or to sign up for the newsletter.  

Enjoy your new 2009 -2010 membership!  

 

Membership Expiry  

Please note that regardless of your membership type your membership 

will expire on August 31st, 2010 or sooner.  

No Provin cial or Water Polo Canada membership classification will exceed 

August 31st regardless of the start date.  

 

All Water Polo Canada members are required to follow the Water Polo 

Canada code of conduct and applicable codes for athletes, coaches, 

officials and volunteers found at www.waterpolo.ca  .  

 

Please take the time to visit our homepage and make a tax 

deductible donation to Water Polo Canada via paypal or by mail.   
 

Copyright © 2009 waterpolo.ca. all rights reserved  

 

http://www.waterpolo.ca/


 

MEMBERSHIP REGISTRATION SYSTEM 
CLUB USER GUIDE 

 
 

Page 5 of 12 

 

 

Step 3- Login and Personal Information 
Log into the WPC database, with the username and password received in the email notification, 
through www.waterpolo.ca and ensure your profile information is correct.  It is recommended to 
change your username and password.  You should take this time to familiarize yourself with the user 
interface.  Contact your Provincial Association to schedule training. 

 

Step 4- Membership Registration Form 
Receive the Member Registration Form ŦǊƻƳ ȅƻǳǊ tǊƻǾƛƴŎƛŀƭ !ǎǎƻŎƛŀǘƛƻƴ ƛƴ ǇǊŜǇŀǊŀǘƛƻƴ ŦƻǊ ǘƘŜ /ƭǳōΩǎ 
annual registration season.  Have each Club Member fill out the Member Registration Form 
ŜƭŜŎǘǊƻƴƛŎŀƭƭȅΣ ƻǊ ƛƴ ǇŜǊǎƻƴΣ ǿƛǘƘ ǘƘŜ ǊŜƳŀƛƴŘŜǊ ƻŦ ǘƘŜ /ƭǳōΩǎ ǊŜƎƛǎǘǊŀǘƛƻƴ ǇŀŎƪŀƎŜΦ  ¢ƘŜ /ƭǳō ¦ǎŜǊ will 
need all information in the Member Registration Form in order to register an individual member on the 
membership registration system.  The Club may customize the Member Registration Form by adding 
additional fields, and by adding their club logo in the header of the Microsoft Word document.    

 

http://www.waterpolo.ca/
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Step 5- Training and Registering Members 
Take the information from the Member Registration Forms submitted to each Club Member and enter 
the data into the fields.  Any field with a red asterix * is a mandatory field.  Once all fields are complete 
click save and repeat for each Member.   

 

 

After clicking the Save 
button repeat process 
of entering fields for 
each Member. 
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Please Note:   

ü !ǎ ŀ /ƭǳō ¦ǎŜǊΣ ȅƻǳ ǿƛƭƭ ƴƻǘ ƘŀǾŜ ŀŎŎŜǎǎ ǘƻ ŀƭǘŜǊ ǘƘŜ άtǊƻǾƛƴŎŜ ƻŦ wŜƎƛǎǘǊŀǘƛƻƴέΣ ά/ƭǳōέΣ ƻǊ 
ά½ƻƴŜέ ŦƛŜƭŘǎ ŀǎ ǘƘŜȅ ŀǊŜ ǇǊŜŘŜǘŜǊƳƛƴŜŘ ōŀǎŜŘ ƻƴ ǘƘŜ ǊŜƎƛǎtration of your club.  This is because 
Club Users only have access to the data within their own Club; 

ü Once a Member is registered they cannot be deleted; 

ü Individual Members must submit a .JPEG file in order to upload their photograph; 

ü No password is necessary for the individual member as the system automatically propagates a 
unique password for each username; 

ü ¸ƻǳ Ƴŀȅ ǎŜƭŜŎǘ ƳǳƭǘƛǇƭŜ ǊƻƭŜǎ ŦƻǊ ŀƴ ƛƴŘƛǾƛŘǳŀƭΦ  ²ƘŜƴ ǘƘŜ ǊƻƭŜ ƻŦ ά/ƻŀŎƘέ ƻǊ ά!ƭǳƳƴƛέ ƛǎ 
ǎŜƭŜŎǘŜŘ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ά5Ŝǘŀƛƭǎέ Ƴǳǎǘ ōŜ ŜƴǘŜǊŜŘΥ 

 

ü The Clǳō ¦ǎŜǊ Ƙŀǎ ǘƘŜ ŀōƛƭƛǘȅ ǘƻ ŀŘŘ ǘƘŜ ά!ŎǘƛǾƛǘƛŜǎέ ƻŦ ŜŀŎƘ aŜƳōŜǊ ŦƻǊ ǘƘŜ Ǉŀǎǘ ǘƘǊŜŜ όоύ 
season:
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ü /ƘŜŎƪ ǘƘŜ ōƻȄŜǎ ƻŦ ǘƘŜ ά!ŎǘƛǾƛǘƛŜǎέ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭ ƳŜƳōŜǊ ǇŀǊǘƛŎƛǇŀǘŜŘ ŦƻǊ ǘƘŜ ŎƘƻǎŜƴ ǎŜŀǎƻƴ 
and click Add Activity: 

 

ü Continue for the 2007-08 and 2006-07 seasons: 

 

Selected Season 
is 2008-09 

2008-09 
Activities have 
been saved 
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ü All new Members will receive the following email notification: 

 

 

Hello Member Test,  

 

Username: Member Test  

Password: 542cf5cc  

Thank you for becoming a member of the Water Polo in Canada 

community.  

With your new membership, you can  

¶ Partic ipate in sanctioned events (new system to come online in 

fall 2009)  

¶ Develop skills to become an athlete, coach, official or volunteer  

¶ Manage and update your Profile  

Log in to your account at any time to change your profile and preferences, 

or to sign up  for the newsletter.  

Enjoy your new 2009 -2010 membership!  

 

Membership Expiry  

Please note that regardless of your membership type your membership 

will expire on August 31st, 2010 or sooner.  

No Provincial or Water Polo Canada membership classification will exceed 

August 31st regardless of the start date.  

 

All Water Polo Canada members are required to follow the Water Polo 

Canada code of conduct and applicable codes for athletes, coaches, 

officials and volunteers found at www.waterpolo.ca  .  

 

Please take the time to visit our homepage and make a tax 

deductible donation to Water Polo Canada via paypal or by mail.   
 

Copyright © 2009 waterpolo.ca. all rights reserved  

 
ü ¢Ƙƛǎ ŜƳŀƛƭ ƴƻǘƛŦƛŎŀǘƛƻƴ ǿƛƭƭ ōŜ ǎŜƴǘ ǘƻ ǘƘŜ ǇŀǊŜƴǘΩǎ ŜƳŀil address for members under the age of 

18. 

Password is 
automatically 
generated by 
the system 

http://www.waterpolo.ca/
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Troubleshooting 
Please contact your Provincial Association if you encounter any technical problems with the 
Membership Registration System, or have any questions regarding the membership registration 
process. 

 

 

 
 


