
Updating Club Records-  
Step by Step Guide on How to Add / Remove 

Club Officials  
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How To Add Club Officials  
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Step 1 – Click on the Club 

Officials Tab  
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Step 2 – Click on ‘ Add Official’ 
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Step 3 – Select ‘ Search by FAN ‘ or ‘ Search by 

Details  

Step 4 – Enter Details as Requested  and Click 

Search  
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Step 5a – If the Correct Person Shows Tick the 

Box to the Left of the Individual. Use the Drop 

Down for Select Role Above to Select a Role 

and also Select a Start Date. Then Click ‘Ok’ 

and It Should Update the Role. 

Step 5b – If the Correct Person Does not Show 

Select ‘Create New Contact’ and Continue to 

Step 6. 
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Step 6 – Select Role from Drop Down and Role Start Date 

Step 7 – Enter all Relevant and Applicable Details and then Click 

‘Ok’ and it Should Update the Role 
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How To Remove Club Officials  
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Step 1 – On the Club 

Officials Tab Find the Role 

you Wish to Remove and 

Click the Pencil Icon on the 

Right and the Pop up Box in 

Step 2 will Appear  

Step 2 – Enter the Role End 

Date in the Right Hand Side 

Date Box and Click ‘Ok’ to 

Remove the Role 


