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Document control
Version control

Version Date Status Comments

0.1 April 2023 DRAFT First draft

1.0 August 2023 FINAL First release
Glossary

Term Definition

Associate Membership Involvement in the club but is not

necessarily a competing or lifeguarding
(active) member

Member The natural person who has the
membership
Membership The association the person (member) has

with the club. The membership shows
subscription information.

Primary Membership Someone who competes and lifeguards at
the club
Secondary Membership An association with two clubs. They hold

a primary membership elsewhere but may
patrol at your club.
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Non-functional

Supported browsers

Browser
Microsoft Edge
Chrome
Firefox

Opera

Safari

Internet Explorer

Supported OS
Operating System
Windows
i0S
Android

Version(s)

64-bit version 115

Unsupported - limited copy and paste functionality
Unsupported - limited copy and paste functionality
Unsupported

Unsupported - exporting to excel does not work as
expected.

Unsupported

Version(s)

10 +, requires 1 GB RAM (recommends 4GB)

14 or later, requires 1GB RAM (recommends 2GB)
7.1.1 or later, requires 2GB RAM (recommends 3GB)

5|Page



SURF LIFE SAVING®

NEW ZEALAND

Business Units and Security Roles
Business Units
The hierarchy of business units is as follows.

SLSNZ
I
v v v v v v v v
Northern Region Eastern Region Central Region HB SAR Squad Maketu SLSC Mobile App Southern Region SLSNZ
Riversdale
Hot Water Beach Westshore Oreti SLSNZ
Far North Pauanui N .
Waimarama Kaka Point
Whangarei Heads Whiritoa L .
Ocean Beach Kiwi St Kilda
Ruakaka Maketu Pacific St Clair
" Waipt:]C.ove . Whang_ar:'\ata Fitzroy Warrington
angawhai Heads ’:Nal i East End Brighton
Orewa Wi akafa.ne NFOB Spencer Park
Red Beach Opotiki Opunake South Brighton
Maxra‘ngl Bay Papamoa Titahi Bay New Brighton
Unit d:hih Pihs Mt Slma'nu i Paekakariki N et
n E -~ ° + Vianganut Pa.merston No:th Sumne.
rethclls Be. ch Tola.sa rey Deak Tsylors Mistake
sunsetir_e»’?ch lei!’li\/ Le an-Wa't vere vvaikuku Beach
Muriwai Ngati Porou Eorton Waimairi
Omah . Geach Vra'kanae .
Mara..ui Ko uku
Kar.a>tahi Wai ui Nel
vlorser Bay el_cn
Kare Ka € +akehina . -
k L2l Bay Rarangi
Kaglan OTZ.TS.HE Wanganui Bulie:
nee Wait.ra

Anyone assigned a single club can see the details and members belonging to that club

Anyone assigned to a Region can see the details and members of all clubs within that
region.

Anyone assigned to SLSNZ can see all regions and clubs.
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CRM Security Roles

Even though you have access to a specific business unit, your level of access will be
dependent on the security role you have been assigned.

Following are the security roles available within CRM that are used by SLSNZ:
_SLSNZ- Admin Level 1 (Club)

_SLSNZ - Admin Level 2 (Regional)
_SLSNZ - Admin Level 3 (National)
_SLSNZ - Base Role

_SLSNZ - Club Rollover

_SLSNZ - Vetting (Police Liaison)
System Administrator

Following are the combinations of roles that can be used, the associated Business Unit or
Team, and what level of access is granted.
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CLUB ADMINISTRATOR
Security roles

Business Unit / Team to use

Access provided
Module Heading 1

Membership My Work

Clubs and Contacts

Membership

Applications

Sundry

History

Patrolling Patrol Operations

Patrol Planning

Statistics

Assign both roles:

o _SLSNZ- Admin Level 1 (Club)

o _SLSNZ - Base Role

[Club name]

Page
Dashboards
Activities

Reports
Clubs

Contacts

Membership

Families

Membership Applications
Transfers

Award Recipients
Non-Patrol Hours

Club Season Member Stats

Member Season Patrol
Stats
Club History

Club Roles

Patrol Occurrences
Patrol Attendance
Incidents

Patients

Head Count

Patrol Teams

Patrol Team Members

Club Season Patrol Stats
Club Monthly Patrol Stats
Club Season Member Stats

Member Season Patrol
Stats

L If I have an Award Approval Level, I can approve awards.

Access level

No access
Create

Edit my own
View

Edit my club
View others
Edit my club
Edit my club
Edit my club
Process my club
Process my club
View my club !

Create my club
Edit my club
View all

View my club

View my club

View my club

Create my club
Edit my club
Create my club
Edit my club
Create my club
Edit my club
Create my club
Edit my club
Create my club
Edit my club
Create my club
Edit my club
Create my club
Edit my club
Create my club
Edit my club
View my club

View my club
View my club
View my club
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Module Heading 1 Page Access level
National Clubs and Contacts Clubs Edit my club
View others
Contacts Edit my club
Membership Membership Edit my club
Membership Applications Process my club
Transfers Process my club
Award Recipients View my club ?
Club History View my club
Courses Club Course Instances
Statistics Club Season Patrol Stats View my club

Club Monthly Patrol Stats View my club
Club Season Member Stats | View my club

Member Season Patrol View my club
Stats

2 If I have an Award Approval Level, I can approve awards.
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Business Unit / Team to use

Module

Heading 1

Membership My Work

Patrolling

Clubs and Contacts

Membership

Applications

Sundry

History

Patrol Operations

Patrol Planning

Statistics

Assign both roles:

- _SLSNZ - Admin Level 2 (Regional)

- _SLSNZ - Base Role

[Region name]

Page
Dashboards
Activities

Reports
Clubs

Contacts

Membership

Families

Membership Applications
Transfers

Award Recipients
Non-Patrol Hours

Club Season Member Stats

Member Season Patrol
Stats
Club History

Club Roles

Patrol Occurrences
Patrol Attendance
Incidents

Patients

Head Count

Patrol Teams

Patrol Team Members

Club Season Patrol Stats
Club Monthly Patrol Stats
Club Season Member Stats

Member Season Patrol
Stats

3 If I have an Award Approval Level, I can approve awards.

Access level

No access

Create

Edit my own

View my region
View my region
Edit my region
View others

Edit my region
Edit my region
Edit my region
Process my region
Process my region
View my region3
Create my region
Edit my region
View all

View my region
View my region

View my region
Create my region
Edit my region
Create my region
Edit my region
Create my region
Edit my region
Create my region
Edit my region
Create my region
Edit my region
Create my region
Edit my region
Create my region
Edit my region
Create my region
Edit my region
View my region
View my region
View my region
View my region
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Module
National

Heading 1
Clubs and Contacts

Membership

Courses
Statistics

Page
Clubs

Contacts

Membership

Membership Applications
Transfers

Award Recipients

Club History

Club Course Instances
Club Season Patrol Stats
Club Monthly Patrol Stats
Club Season Member Stats

Member Season Patrol
Stats

4 If I have an Award Approval Level, I can approve awards.

Access level
Edit my region
View others
Edit my region
Edit my region
Process my region
Process my region
View my region *
View my region
View my region
View my region
View my region
View my region
View my region
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NATIONAL ADMINISTRATOR

Security roles

Business Unit / Team to use

Module Heading 1
Membership My Work

Clubs and Contacts

Membership

Applications

Sundry

History

Patrolling Patrol Operations

Patrol Planning

Statistics

Assign both roles:

- _SLSNZ - Admin Level 3 (National)

- _SLSNZ - Base Role

Surf Life Saving NZ

Page
Dashboards
Activities

Reports

Clubs

Contacts

Membership

Families

Membership Applications
Transfers

Award Recipients
Non-Patrol Hours

Club Season Member Stats

Member Season Patrol
Stats
Club History

Club Roles

Patrol Occurrences
Patrol Attendance
Incidents

Patients

Head Count

Patrol Teams

Patrol Team Members

Club Season Patrol Stats
Club Monthly Patrol Stats
Club Season Member Stats

5 If I have an Award Approval Level, I can approve awards.

Access level
View only

Create

Edit my own
View all
Create

Edit my own
View all

Edit all

View all

Edit all

Edit all
Edit all
Process all

Process my region

View all®

Create all
Edit all
View all
View all

View all

View all

Create all
Edit all
Create all
Edit all
Create all
Edit all
Create all
Edit all
Create all
Edit all
Create all
Edit all
Create all
Edit all
Create all
Edit all
View all

View all
View all
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Module Heading 1 Page Access level
Member Season Patrol View all
Stats
National Clubs and Contacts Clubs Edit all
View all
Contacts Edit all
Membership Membership Edit all
Membership Applications Process all
Transfers Process all
Award Recipients View all ®
Club History View all
Courses Club Course Instances View all
Statistics Club Season Patrol Stats View all

Club Monthly Patrol Stats View all
Club Season Member Stats | View all

Member Season Patrol View all
Stats

Most of the Admin Level 3 (National) access is granted through the base role.

The ability to access “All” is granted by the Surf Life Saving NZ business unit.

6 If I have an Award Approval Level, I can approve awards.
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Helpful tips

Logging in
The CRM is now held in the cloud, which means it is accessible from anywhere you have
an internet connection.

Locate the CRM by going to: https://surflifesaving.crm6.dynamics.com

When you log in, use your Microsoft credentials, eg. dave.grohl@surflifesaving.org.
If you log in as a club, use your club’s Microsoft credentials, eg.
clubname@surflifesaving.org.nz

Searching
When searching for someone, use the search box.

Active Membership* 3 Editcolumns Y7 Edit filfer

|

SLSNZID Number v Contact T Birthday (Contact) v Membership Type - AKA Names Created On ¥

SEARCH BY NAME

If you know the person’s first name, enter it in this box and the system will bring up all
people in your club or region (depending on your access level) with the same first name
spelling.

Active Membership* {7 Editcolumns Y7 Editfilters | dave X
) | SLSNZ ID Number v Contact Tv Birthday (Contact) ¥ Membership Type ¥ AKA Names v Created On v
142472 Dave Grohl 13/01/1969 Primary Membership 15/08/2023 3:48 pm
n9sa Life 29/06/2015 4:48 pm
Dave 11957 Life 29/06/2015 4:48 pm
David 910 Primary Membership Dave 17/12/2015 5:33 am

Note that this person’s Contact record shows
David, but the system has also searched their
AKA name.
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USING THE WILDCARD
A “Wildcard” is a substitute, a placeholder for information, the one the CRM uses is an
asterix *. You use the wildcard when you don’t know all the details.

For example, I want to find someone in the CRM, but I don’t know his full name. I know
his surname is Grohl. If I search “Grohl” no results are returned:

Active Membership* 3 Editcolumns 7 Editfiters | groh

SLSNZ ID Number v Contact T v Birthday (Contact) v Membership Type v AKA Names v Created On v

But if I put a wildcard in in place of the first name, the system is able to find him.

Active Membership* {3 Editcolumns 7 Edit filters * grohl
SLSNZ ID Number ¥ Contact T v Birthday (Contact) v Membership Type AKA Names v Created On ¥
142472 Dave Groh 13/01/1969 Primary Membership 15/08/2023 3:48 pm

Adjusting columns
The views in the CRM have a set of default columns. You can temporarily add another
column by using the Edit Columns feature.

Step  Person System Step
1. User CRM Click Edit Columns

Active Membership* 7 Editfiters | * groh

D 142472 Dave Groh| 13/01/1969 Primary Membership 15/08/2023 3:48 pm
2. User CRM Click Add Columns from the pop out

Edit columns: Membership

1+ Add columns

SLSNZ ID Number

Contact

Membership Type

=

B

B Birthday (Contact)
(]

B AKA Names

5]

Created On
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User CRM The next screen shows all the columns available. Chose
the one(s) you want, then click Close.
When you click on a column name it will disappear from
the list.

Add columns

Membership Related

O Search All

=] Activity Attendance Hours Current Season
Activity Attendance Hours Last Season
[ Billing Reference

[ Birth Month

[z] Birth Year

% Club

B Club Membership Stat

User CRM The system then displays the list of columns that will be
shown. I've added Club to my list.
Click Apply.

Edit columns: Membership <

Add columns ") Reset to default

SLSNZ ID Number

]

Contact

&l

Birthday (Contact)

Membership Type

B

AKA Names

&l

Created On

Bl

Club

User CRM The screen will then refresh with the new column(s)
added at the end.
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Active Membership* {3 Editcolumns 7 Edit filters groh!

SLSNZ 1D Number v Contact T Birthday (Contact) v Membership Type AKA Names v Created On v Club v

142472

13/01/1969 Primary Membership 15/08/2023 3:48 pm
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When you are viewing information, sometimes there is a tab named Related with a
downward arrow next to it.

Related

This arrow means there is another menu that you can access.

All options in this menu relate to the item you are viewing. For example, when viewing a
person’s Membership, I can view each of these options without having to do another

search.

Dave Grohl - 142472 - saved

Membership

Details Patrolling

Name

Club

Contact

& Season

Membership Type

& Is Last Season

& Is Current Season

Subscription  Patrol Hours

Dave Grohl - 142472

3 Titahi Bay SLSC

[Q Dave Grohl

K3 2022/2023

Primary Membership

Yes

No

Competition Category

& First Name
& Last Name
& AKA Names

& Family

AL Titahi Bay SLSC

Dave

Grohl

Related

Related - Patrolling
& Patrol Membership

Patrol Dates

Related - Membership
Membership Applications
Transfers

[&] Non Patrol Hours

Related - History
@] Awards

@ Member Season History

Related - Common
Activities
A8 Connections

Activities Attendance

£ e

Member Season Patrol Stats

M~ Contact

Activities Attendance

& @

Course Participants

]

Facilitators

]

Roving Patrollers
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Setting default views

When you first log in to the CRM, the views on each screen may not be what you are
used to. For example, Contacts may default to My Active Contacts rather than Active

Contacts.

To change this, click the down arrow next to the heading:

My Active Contactq

Full Name T v

Select the view you want to use.

L Search views

Active Club Members

Active Club Members with Current Qualifications
Active Contacts

Active Contacts Subgrid View

Active Contacts with No Family Link

ADX Admin Portal : Active Club Contacts

ADX Admin Portal : Active Members in My Club
ADX Admin Portal : Inactive Club Contacts

ADX Member Portal : My Family Contacts

All Contacts

Club Administrators Pending Portal Invite

Club Member Competition Award Information
Club Members Pending Portal Invite

Contacts Being Followed
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Once you have the view you want to use as your default, click the down arrow again,

and now Set as Default View should be an option. Click it.

L Search views

Active Club Members

Active Club Members with Current Qualifications
7 Active Contacts

Active Contacts Subgrid View

Active Contacts with No Family Link

ADX Admin Portal : Active Club Contacts

ADX Admin Portal : Active Members in My Club

ADX Admin Portal : Inactive Club Contacts

ADX Member Portal : My Family Contacts

All Contacts

Club Administrators Pending Portal Invite

Club Member Competition Award Information

Club Members Pending Portal Invite

Contacts Being Followed

Contacts | Follow

Contacts Referred to SLS NZ

Contacts: Influenced Deals That We Won

Contacts: No Campaign Activities in Last 3 Months

Contacts: Responded to Campaigns in Last 6 Months

EnterNOW - Active Club Members

EnterNOW - Active Club Members - Recently Modified

Excluded Contacts Campaigns

First Aid Members

A

Set as default view

Manama anAd chara viaue
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Membership Module

Dashboards
Security role required: _SLS - Admin Level 1 (Club) OR
_SLS-Admin Level 2 (Regional)

Points to note:
As a club or regional admin, you do not have the access to be able to create a new
dashboard, but there are a number you can choose from. Among those is the SLSNZ
Club Admin Dashboard which shows you:

- Active membership (in your club or region)

- Active patrol occurrences (in your club or region)

- Unprocessed transfers in and out

SELECT A DASHBOARD AS YOUR HOMEPAGE
If you find a dashboard you want to review regularly, you can set it as your home page.

Step  Person System Step

1. Admin CRM In the Membership module, select Dashboards
2. Admin CRM Find the dashboard you want to save

3. Admin CRM Click Set as Default

SLSNZ Club Admin Dashboard v

Active Membership New O Refresh Active Patrol Occurrences

75969

4, Admin CRM Now, when you click the Home button, this dashboard will
be displayed
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= < & Save As T New Vv A Llear berault  \_J) Kefresh All
A Home -
= SLSNZ Club Admin Dashboard v
D Recent v
57 Pinned 4 Active Membership
My Work
# Dashboards

v | SLSNZ ID Number Contact 1 Birthday (Conta
Z Activities

37613 Aaliyah Wickham 24/09/19%6

Wl Renarts

REMOVE A DASHBOARD FROM YOUR HOME PAGE
Step  Person System Step
1. Admin CRM When you are on your Home page, click Clear Default.

= S B Save As + New VvV X Clear Default | () Refresh All

o R SLSNZ Club Admin Dashboard v

D Recent v

57 Pinned N Active Membership +

My Work

# Dashboards
v | SLSNZ ID Number Contact T Birthday (Conta
2] Activities
37613 Aaliyah Wickham 24/09/1996

Wl Ranarte
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Activities

Security role required: _SLSNZ - Admin Level 1 (Club) OR
_SLSNZ-Admin Level 2 (Regional) OR
_SLSNZ Base Role
Points to note:
1. You will only have access to the Activities that you create or are assigned to you.
2. An Activity is a record of an interaction. They are not linked to a member.

CREATE AN ACTIVITY
Step  Person System Step
1. Admin CRM In the Membership module, go to Activities. This will

default to All Activities, but you can change the default to
My Activities if you wish.

2. Admin CRM Listed at the top of the screen are the types of activities
you can create. Select one. This example uses
Appointment.
B showChart [ Task GZ Em [ Appointment Phone Ca B D F Resp ] o | (O Refresh [ Email a Link
My Activities t col fters te eywo
3. Admin CRM Only the mandatory fields need to be filled in, but it is

recommended you complete as much detail as required
to remember the details of the activity.
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CRM When you have entered all the data, click Save and close.

" Mark Complete " Save & Close

| Recurrence 22 Flow

New Appointment - Unsaved
Appointment - Appointment

Appointment

Required

Optional
Subject

Location

[Q Dave Grohl X

Add more records

he)

K3 Judy Dench - 142471

Review new club house suggestions

Joe's coffee house

Teams meeting (. :\ No
Regarding
Admin CRM
My Activities
Due Activity Type
Al ‘ [ Al
Activity Type Subject ¥

The activity will now appear in the My Activities filter.
If you have activities on your Dashboard, it will
appear there as well.

03 Editcolumns Y/ Edit filters

Regarding ¥ Priority Start Date v
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MARK AN ACTIVITY COMPLETE

Step
1.

Step

In the Membership module, go to Activities. This will
default to All Activities, but you can change the default to
My Activities if you wish.

Open the activity you want to close by clicking on the
name (it is blue and underlined)

Update the record with any information you need to
record.

Click Mark Complete or Close Appointment

Person System
Admin CRM
Admin CRM
Admin CRM
Admin CRM

B [y Save Mark Complete

() Refresh % Check Access B4 Process X Close Appointment 25 Recurrence ] Delete

Testing for UAT - saved

Appointment - Appointment

Appointment  Related

Required [ CRM Testing
Optional
Subject *  Testing for UAT
Location

Teams meeting @® ) No
Regarding
Attachments
File Name T v
Admin CRM

{2} Read-only This record's status: Completed

Testing as regional admin - savec
Appointment - Appointment

Annnintmant  Ral latad

=

New Attachment g  See all records

File Size (Bytes) v

The appointment will now be marked as Read Only,
and the status will update to Completed.
The activity will also be removed from My Activities.

CRM Testing .
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Reports

Security role required: _SLSNZ - Admin Level 1 (Club) OR
_SLSNZ Base Role
Points to note:
1. Your access allows you to create and run your own reports.

CREATE A NEW REPORT

You only need to do this once. Once you have the report available, you can just run it
when required.

Step Person System Step
1. Admin CRM In the Membership module, select Reports. Click
+New.

Available Reports
Nare

My Work

&

Pl Actwities ) A
2. Admin CRM Click Report Wizard
@ Report: New Report S ——
Parent Report
3. Admin CRM Give your report a name
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Select your Primary Record Type. This report is to
be based around the clubs and the season they
have active in the CRM, so I have selected Clubs.
Then click Next

Report Properties Woee

Admin CRM Add the fields you want the report to pull data from.

o If you want all the data in that field, select
Contains Data.

o If you just want a report to show specific
information, select Equals and then tell the
report what information you want from those
fields.

Then click Next.

Report Fatering Criteria

Use Sawed View:  [new -
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Admin CRM Specify the order of columns in the report. Click

Next.

Lay Out Fields @rec
SEeCt the COlumng, GrouDings, 3nd 10105 10 SSOTY 10 The repent

1 : Comman Tashs
COick here %0 80d # groupng

o
o O
o

AGS Coksme of
b Acc Colvmn o

Goong

Regor Noe CorertSesson | Runfng of Sesson |Run!

I Crange Propeties
& Remove Column or
Grouping

3 et 7oo or Sontom
N0t

Admin CRM Select the preferred format. Click Next.

Format Report e
SHAC e D95 format of The et

0 ¥ s mant 10 Ui B SRt 1 NS repart Ok Sk, 800 thee ether 200 B STy DR 10 A0 exEtng fumeris GO, O 853 8 rew
2= 8 sUmmary hype

Srow tabie Delow Chart on the same Sage

|

Srow chart. To view cata for 3 chart regon, Cick the chart repon.

ii

7.

Admin CRM Click Next.
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YOur report mas Saccesstuly Ceated. To ext the witard, Oick Finish.
Sogesec ret seps

® 7o make Sore TNt TNE MO S SSOIYEC whene YOU waNt X in Te Repornt form, review the seTtings i the Cateporization secton.

o To make sre thEl e fEpOr et The IMONmation That yOu ExDect, in e Repent form, O the ACTOns 1008, Cick Run Repent.

Report Summary W nes
Revies the summary of the report. To save the report, Cick Next.
Report rame: COub rolover report
Primary recore ype Ouds
Bk len Gancel
8. Admin CRM Click Finish
Report Successfully Created W meo

|9. |Admin CRM Either click:
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d - L

« Report: Club Rollover Report

0 o -y <t -
< o= o
p—_
Report Wowa
)
Parert Report
Categerizaton

Run Report - if you want to see the output to
ensure you configured it right

Save and Close - when you are happy with
the new report.

Wonrtirn) on sobufmn Detasd! St

A
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Clubs
Security role required: _SLSNZ - Admin Level 1 (Club) OR
_SLSNZ - Admin Level 2 (Regional) OR
_SLSNZ Base Role
Points to note:
1. The Clubs page displays SLSNZ clubs.
2. Your security role provides access to Clubs within your business unit. This
means:
o If your Business Unit is an individual club, you will have the access to view
and edit your club
o If your Business Unit is a Region, you will have the access to view and edit
all clubs within your region.
3. If you don't have access, you will see a grey Read Only banner across the top.

E] Read-only: You don't have access to edit this record.

UPDATE A CLUB
Step Person System Step

1. Admin CRM In the Membership module, select Clubs and click on
the Club you want to edit.

e Active Accounts
E) Recent v
¢ Pinned v Name v Main Phone v
vy Work O Baylys Beach SLS
# Dashboards Bethells Beach SLSP -
2 Activities Brighton SLSC 03 4811724
ul Reports
“lubs & Contacts East End SLSC 06 7575598

I Clubs I Far North 02102862667
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2. Admin CRM In the Membership module, select Clubs and click
on the Club you want to edit. The Club Detail tab
will display basic info about the club. Other
information can be found on the other tabs at the
top, or by clicking on the arrow next to the
Related tab.

East ENQ SLOU - saved EastEnasLSL  Actve
Club - Account - Club Admin Owne: Clui

I Club Details ~ Contact Information  Location  Related I
Name “ East End SLSC Timeline " =
Abbreviation ESE
Ent t ]
Owner * % East End SLSC
©  osedon2in s om
Club Type Active S Note modified by 2 # Surf House Account 7
Primary Contact Stuart Pratt

* studel9s@gmail.com

Stuart Pratt

3. Admin CRM The information displayed on the Contact
Information and Location tab is shown on the

East End SLSC - saved EastEnd SLSC  Active
Club - Account - Club Admin ub T
“lub Details ~ Contact Information Location  Related
Main 06 7575598 . Patrol Hours https://safeswim.org.nz/bp/32120914
http://www.eastendslsc.org.nz Club Overview East End Surf Life Saving Club supplies a community service to the public of New ]
Blumaith hy unlintarity rrewidine | fa Guiarde 2t Fact End Raach
Membership Emai eastendslsc@yahoo.com
eastendslsc@yahoo.com
Fax 06 7575598
Club Details Addresses
Email eastendslsc@yahoo.com Physical
Website http://www.eastendslsc.org.nz
Phone 06 7575598 Nobs Line

Strandon
New Plymouth 4312

Fax 06 7575598

Contact Stuart Pratt
Postal

PO Box 3399

Fitzroy

New Plymouth 4340
Club Overview

East End Surf Life Saving Club supplies a community service to the public of New Plymouth by voluntarily providing Life Guards at East End Beach
2011 Cadet Cup (Taranaki) for Overall Junior Points
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4. Admin CRM

¢ B o Save | @' Save & Close

East End SLSC - saved
Club - Account - Club Admin

Club Details  Contact Information  Location

Address 1: Street 1 The Strand
Address 1: Street 2 142

Address 1: Street 3 Bell Block
Address 1: City New Plymouth

Make your update, then click Save and Close. The
update will be made to the website within 24hrs.

b New &% Open org chart

Related

D Deactivate

A3 Connect
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UPDATE THE PRIMARY CONTACT

1.

Admin

CRM

The Primary Contact is located on the Club Details tab

Papamoa SLSC - saved
Club - Account - SLSNZ

Club Details

Name

Abbreviation

Owner

Club Type

Contact Information  Location  Administration  Related

Papamoa SLSC

PAP

A Papamoa SLSC

Active

Primary Contact

[A Nikki Heatley

Club Details

Admin

Name

Abbreviation

Owner

Club Type

Primary Contact

& Email

& Business

CRM

Click in the Primary Contact box (which appears when
you hover over the name) and remove the existing name.
Then type in the name of your new Primary Contact. You
will note that the locked Email field will update with the
member’s email address.

Contact Information  Location Administration  Related v

Papamoa SLSC

PAP

A Papamoa SLSC

Active

[A Judy Dench

@rjtc.co.nz Z
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Admin CRM Click Save
< [y Save J Save & Close b New &a Open org chart D Deactivate 23 Connect

Papamoa SLSC - saved
Club - Account - SLSNZ

Club Details Contact Information  Location  Administration  Related

Admin CRM Click on the new contact’s name to go to the Contact
screen

Name *  Papamoa SLSC

Abbreviation PAP

Owner * A Papamoa SLSC

Club Type * Active

Primary Contact [Q Judy Dench m

Admin CRM If necessary, update the contact’s Business Phone to that

of the club as this will display on the club page. Then
click Save. (This will not update the Main Phone field for
the club.)

Uy e - saveu rew
“ontact - Portal Contact Pers(

Seneral Details Web Authentication  Notes & Activities Preferences Related v

Title Mrs Business Phone

First Name * Judy Home Phone

Middle Name — Mobile Phone

Last Name *  Dench Fax

Occupation Actress Personal Email - \@rjtc.co.nz
Primary Club {3 East End SLSC Time Zone
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Contacts

Security role required: _SLSNZ - Admin Level 1 (Club) OR
_SLSNZ - Admin Level 2 (Regional) OR
_SLSNZ Base Role

Points to note:

1. You should have no need to create a new contact. A Contact is created by the
system when a new membership is created. To see this process, go to
Membership Applications

2. A person should only have one Contact record. (However, they may have
multiple memberships.)

3. The Contact record is linked to the club where the primary membership is held.

4. Your security role provides access to Contacts within your business unit. This
means:

a. If your Business Unit is an individual club, you will have the access to view
and edit all the Contacts from your club

b. If your Business Unit is a Region, you will have the access to view and edit
all Contacts from the clubs within your region.

5. If you don’t have access, you will see a grey Read Only banner across the top.

ead-only: You don't have access to edit this record.
R ly: ¥ t to edit t d

QUALIFICATIONS
Qualifications are linked to the Contact. This means that only the Primary club can see a
member’s qualifications.

0 Judy Dench - s 142471 Titahi Bay SLSC | Titahi Bay SLSC
Contact SLSNZID - Prima Owne!

Summary  Contact Information  Qualifications Awards Related

QUALIFICATIONS LMS

6]

@

INTERESTS
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AWARDS

Awards are linked to the Contact. Only the primary club can see a member’s

qualifications

Judy Dench - saved

Contact

Summary  Contact Information  Qualifications ~ Awards ~ Related

Active Award Recipients -

) Club~ Member T Award ¥

Date Awarded |

1/08/2023

16/07/2023

14247

1

D Numbe:

Titahi Bay SLSC  Titahi Bay SLSC
Primary Club Owner

31/01/2025
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Membership

Security role required: _SLS - Admin Level 1 (Club) OR
_SLS - Admin Level 2 (Regional) OR
_SLS - Base Role
Points to note:

1. You should have no need to create a new membership. A Membership is created
by the system when a new membership application is created. To see this
process, go to Membership Applications

2. A person may have multiple memberships.

a. The person may only have one Primary membership, this is the club they
compete with.
b. The person may have additional secondary or associate memberships.

3. Your security role provides access to Members within your business unit. This
means:

a. If your Business Unit is an individual club, you will have the access to view
and edit all the Members from your club

b. If your Business Unit is a Region, you will have the access to view and edit
all Members from the clubs within your region.

4. You will only be able to see the Members you have access to.

MEMBERSHIP

The Membership screen gives you access to information relating to the person’s
membership with your club, including their subscription status and the number of patrol

hours they completed.

There are links to further information related to the membership which can be accessed
by clicking the down arrow next to Related:

Details  Patrolling ~ Subscription  Patrol Hours Related
Related - Patrolling
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RENEW A MEMBERSHIP IN THE CRM

If an existing member wants to return this season and become an active member you
need to find their inactive membership record and roll it over into the current season.

Security role required:
_SLS - Base Role

Prerequisites Member must exist

Step Person

1. Member

2. Club admin

System
N/A
CRM

_SLS - Admin Level 1 (Club) OR

Step

Makes request to renew

In the CRM Membership module, go to
Memberships and filter by Inactive Memberships.

= [ Show Chart New [ Delete | O Refresh
@ Home . .
- Inactive Membership*
® Recent ~
) NZID Number o
o — y SSNZID Cont
My Work 113119
% Dashboard: 1737
Bl Activitie: 1
R
@ Reports P
Clubs & Contacts 79602
8 cubs 40246
R Con
A s 102327
669 e Lalo
67111
86407 gail Cull

3. Club admin

avuve s
SLSNZ ID Number v Contact T+

142472 Dave Grohl

4, Club admin

) Read-only This record's status: Inactive

Dave Grohl - 142472 - saved

CRM

Birthday (Contact)

13/01/1969

CRM

Membership - ADX Member Portal : Membership Edit Form

Details Subscription  Patrolling  Last Season
Name Dave Grohl - 142472
Club * {3 piha SLSC

Contact : Dave Grohl

SLSNZ ID Number © 142472

Owner * g Piha SLSC

Related

I Visualize this

ew [ Email a Link 2 Flow {@ Run Report & Excel Templates

Edit columns
Birthday (Contact) Membership Type AKA N Created On Club ¥~
30/09/1968 Associat 10/11/2017 8:42 pm
5/051979  Associ te 25/10/2018 10:39 am
24/01/1970 Primary Membership 29/06/2015 4:48 pm

27/03/1980 Primary Membership

29/06/2015 4:53 pm

13/02/1972 Secondary Membership 29/06/2015 4:52 pm
4/10/1990 Primary Membership 29/06/2015 4:53 pm
14/05/1979 Associate 24/11/2015 1:55 pm
18/10/2001 Primary Membership 29/06/2015 4:54 pm a SLSC
24/11/1994 Primary Membership 29/06/2015 4:53 pm
17/10/2009 Primary Membership 29/06/2015 4:49 pm

Use the search option to find the record you

want to make active

s
Membership Type ¥ AKA Names v Created On ¥ Club ¥~

Primary Membership

19/07/2023 11:12 am

Double click on the record to open it

First Name Dave

Last Name Grohl

AKA Names

Family
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Club admin CRM

Select Membership Rollover

[y + New [ Activate  [i] Delete] R, Membership Rollover ) Refresh @ Check Access

B AddtoQueue B Queue ltem Details &, Assign 2 Flow v @B Word Templates

3 Read-only This record's status: Inactive

Dave Grohl - 142472 - saved

Membership - ADX Member Portal : Membership Edit Form

Details Subscription  Patrolling  Last Season  Related v

Name Dave Grohl - 142472
Club * [ piha SLSC
Contact N Dave Grohl
SLSNZ ID Number Y 142472

Owner * % Piha SLSC

First Name Dave
Last Name Grohl
AKA Names

Family

Club admin CRM

Confirm the request

Confirm Application of Workflow X

This workflow will be applied to 1 Membership.

Are you sure that you want to continue?

Club admin CRM

The member will now appear under Active
Memberships
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Applications

Securit | _SLS - Admin Level 1 (Club) OR
y role _SLS - Base Role

require

d:

Post Renew a membership in the CRM

requisi | If an existing member wants to return this season and become an active
tes member you need to find their inactive membership record and roll it over

into the current season.

Security role required: _SLS - Admin Level 1 (Club) OR
_SLS - Base Role

Prerequisites Member must exist
Step  Person System Step
1. Member N/A Makes request to renew
2. Club admin = CRM In the CRM Membership module, go
to Memberships and filter by Inactive
Memberships.
- ----- |
= < B Show Chart New [i] Delete | O Refresh I Visualize this view [ Email a Link D Flow {8 Run Report &8 Bxcel Templates @1 Export to
Home Inactive Membership* Edit coluj
e - e — .
Clubs 10246 4/10/1990 Primary Membership 29/
R Contact 10232 14/05/1979 B
86407 Abigail Culley 17/10/2009 29/
3. Club admin CRM Use the search option to find the
record you want to make active
142472 Dave Groh! 13/01/1969 Primary Membership 19/07/2023 11
4, Club admin CRM Double click on the record to open it
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A ND

3 Read-only This record's status: Inactive

Dave Grohl - 142472 -saved
Membership - ADX Member Portal : Membership Edit Form

Details  Subscription  Patrolling  Last Season  Related

Name

Club

Contact

SLSNZ ID Number

Owner

Dave Grohl - 142472

3 Piha SLSC

Dave Grohl

142472

= Piha SLSC

Club admin CRM

= t New

[} Activate  [i] Delete R, Membership Rollover () Refresh € Check Access [ Add to Queue

3 Read-only This record's status: Inactive

Dave Grohl - 142472 - saved
Membership - ADX Member Portal : Membership Edit Form

Details Subscription  Patrolling  Last Season  Related v

Name

Club

Contact

SLSNZ ID Number

Owner

Dave Grohl - 142472

3 Piha SLSC

[l Dave Grohl

142472

 Piha SLSC

Club admin CRM

First Name

Last Name

AKA Names

Family

First Name

Last Name

AKA Names

Family

Confirm the request

Dave

Grohl

Select Membership Rollover

B Queue Item Details R, Assign 2 Flow

Dave

Grohl
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Confirm Application of Workflow X

This workflow will be applied to 1 Membership.

Are you sure that you want to continue?

7. Club admin CRM The member will now appear under Act
Memberships

Points to note:

1. A Contact can have multiple Membership records associated to it as they could be
a member of multiple clubs.

2. The Membership Regulation requires a member to have no more than one
primary membership. This is the club that they compete with.

3. A member can have multiple secondary memberships, but these memberships
can only be used for patrolling (not competing).

4. The process documented below only applies to Primary Memberships. Click here
to go to: Secondary memberships

MEMBERSHIP APPLICATIONS
Step  Person System Step

https://memberportal.surflifesaving.org.nz/

7 This process needs to be done by a System Administrator.
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PATROLS AND MEMBERSHIPS
Home Clubs Waves Join Surf
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INTERESTS

Coaching

Junior Surf

Officials

Supporter

Surf Life Saving NZ Membership Terms & Conditions
| accept the terms and conditions outlined above *

Patrolling

v v
sport

v v
Power Craft

v v

Workflow CRM

Club CRM
admin

Create new Membership Application record

Locate membership application. Go to

Membership Module > Membership Applications > Active
Membership Applications

Double click on the record to open it.

<  BdshowChart + New [ Delete |
Home . . -
I Active Membership Applications*
Recent v
Pinned v d
 Work Judy Dench - Papamoa SLSC
Dashboards
Activities
Reports

1bs & Contacts
Clubs

Contacts

:mbership

Membership

Families

pications
Membership Appl.
Tonerers

ndry

Award Recipients

I Visualize thisview ) Emailalink | v 2 Flow Run Report GE Excel Templates @3 Export to Excel @2 import from Excel

fZ Editcolumns 7 Edit filters

First Name 1 v Last Name T~ Previous Member v SLSNZ ID Number Status Reason v Created On Club ¥

Dench No New 13/07/2023 4:28 pm Papamoa SLSC
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Club CRM Complete checks. Ensure the member does not already
admin exist in CRM. Does the member exist already?
If Then

Yes @ Contact the member to ascertain
whether they want to Transfer a
member or request a Secondary
memberships.

No Go to step 8

Club CRM Is the application approved?
admin If Then

Yes Gotostep9

No Go to the processing tab and change
the Status Reason to Cancelled
Then click Deactivate to remove the
record from the Active list.

(SR @ dave " dave & Liose new W s veacuvate Uelele  \U Kelresn - LNEeCK ACCESS  O¢ Frocess = Kun

Only do this step if

Judy Dench - Papamoa SLSC - saved

Membership Applcation « Information the application is
General  Contact Information ~ Address Information ~ Emergency Contact Information  Interests elated d eCI n ed -

Pre-Processing Post-Processing

Requested No Requested No

Post-Processing

- No
Completed

46 | Page



SURF LIFE SAVING®

NEW ZEALAND

Club
admin

CRM

Update the processing screen

a. Click on the Processing tab

b. Change the Status Reason to Post Processed

C. Change the Post Processing Requested to Yes (this
starts the workflow to create the Contact and
Membership)

Change the Post Processing Completed to Yes

Click Save

Then click Deactivate to remove the record from the
Active Applications.

2l O & Save @ Save&Close - New L Deactvate [Ij Delete () Refresh 4 Check Access | Hd P Assign 2 How ~ @ Word lemplates 13 Run Report
Judy Dench - Papamoa SLSC - saved
Membership Application - Information
General  Contact Information ~ Address Information ~ Emergency Contact Information  Interestd Processing felated
Pre-Processing Post-Processing
No No
Requested Requested
Pre-Processing Post-Processing
C No No
omplete Completed
Status Reason New
2l O & Save @ Save&Close - New L Deactvate [Ij Delete () Refresh 4§ Check Access | Hd Process ™ = /4 Assign 2 How ~ @5 Word lemplates 8 Run Report
Judy Dench - Papamoa SLSC - saved
Membership Application - Information
General  Contact Information ~ Address Information ~ Emergency Contact Information  Interests  Processing Related v
Pre-Processing
No
Requested
Pre-Processing
Complete No
Status Reason
2l O & Save @ Save&Close - New L Deactvate [Ij Delete () Refresh 4§ Check Access | Hd Process ™ = /4 Assign 2 How ~ @5 Word lemplates 8 Run Report
Judy Dench - Papamoa SLSC - saved
Membership Application - Information
General  Contact Information ~ Addres: rests  Processing Related v/
dl ofs U =
Pre-Processing Post-Processing
No No
Requested Requested
Pre-Processing Post-Processing
C No ~ ~ No
omplete . - . 0 Completed
Status Reason New
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ew & Deactivate

Judy Dench - Papamoa SLSC -

Membership Application - Information -

General  Contact Information ~ Address Information ~ Emergency Contact Information

Pre-Processing N
0

Wy Delete () Refresh ‘< Check Access | [ Process ™ 7% Assign 22 How v

Interests ~ Processing Related

Post-Processing

W= Word lemplates 18 Run Report

Requested Requested No
Pre-Processing Post-Processing
c No No
omplete Completed
Status Reason New
ERE=] save @ Save&Close -+ Nel ¢ Deactvate [ Delete () Refresh 4 Check Access | B Process ™ 2, Assign 22 How

Judy Dench - Papamoa SLSC - saved

Membership Application - Information -

General  Contact Information ~ Address Information ~ Emergency Contac!

Pre-Processing

Requested No
Pre-Processing

No
Complete
Status Reason New

Interests  Processing Related v/

Post-Processing
Requested

Post-Processing

Completed No

@ Word lemplates 18 Run Report

10. Workflow CRM

Active Contacts*

) &% FullName T~

Judy Dench

The system creates new Contact record in the

Membership module

i Edit columns

Personal Email v Primary Club v

Papamoa SLSC

 Editfilters | judy Dench 3

Business Phone v

11. Workflow CRM

ady Dench - 142471 - saves

embership - Information

etails Patrolling  Subscription  Patrol Hours  Related

Name Judy Dench - 142471
Cub * 3 Papamoa SLSC
Contact * Rl Judy Dench

8 season 2022/2023
Membership Type Primary Membership.

B Is Last Season Yes

B Is Current Season No
Competiion Category
Ouner %% Papamoa SISC

The system creates a new Primary Membership record in

the Membership Module, and assigns a membership

number

142471

SISNZ 1D Nmber
8 primary Club A papamoa stsc

8 Frst A Level

& First A Bxpry =]
B 1RB Level

B RsRefesneaDate 5]
8 stA Level

B SicARefreshed Date ]
B githante ararnose @

B Restricted Refer
SLSNZ No

Restricted Refer

48 | Page



SURF LIFE SAVING®

NEW ZEALAND

SECONDARY MEMBERSHIPS
Security role required: _SLS - Admin Level 1 (Club) OR
_SLS - Base Role
Prerequisites Member must exist in the CRM already

Points to note:

1. A member can have multiple secondary memberships.

2. If a member has one primary membership already (it does not need to be active
in the CRM), and want to join another club, they either need to transfer their
primary membership (if they intend to compete for the new club) or apply for a
secondary membership if they just wish to patrol.

Step  Person System Step
1. Applicant Member Open member portal and logs in
Portal https://memberportal.surflifesaving.org.nz/
2. Applicant Member Go to Member Lounge > Membership Desk
Portal
Home Clups viemper Lounge vvaves uniine Learning Join >urt
My Profile

| My Patrols

My Patrol Hours

My Awards

My Courses

Membership Desk

M Roving Patroller L

3. Applicant Member Select Request New Secondary Membership
Portal

MEMBERSHIP DESK

q New y ip Request a Transfer

If you wish to apply for a secondary club membership please use this option If you wish to apply to transfer your club membership please use this option

Request Secondary Membership Request Membership Transfer
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Applicant | Member Click on the magnifying glass and select the club you

Portal wish to join

Lookup records

Search E]
Choose one record and click Select to continue -
v Name
D Baylys Beach SLS
D Bethells Beach SLSP
O Brighton SLSC
D Buller CRS
\:‘ East End SLSC
|:| Far North
D Fitzroy SLSC .
< 1 2 3 4 5 6
m Cancel
Applicant | Member Click Submit
Portal
REQUEST NEW SECONDARY MEMBERSHIP
Application Details
Club *
Baylys Beach SLS X  Q
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6. Club Admin | CRM In the CRM, go to Membership Applications and ensure Active
Membership Applications are displayed.

@ H . . - — -
@ Home I Active Membership Applications* I 3 Editcolumns Y Edit filters ilter by keyword

® Recent v

Name v First Name T Last Name 1 v Previous Member SLSNZID Number ¥ Status Reason Created On Club ¥~
2 Pinned v

My Work Judy Dench No Pre-Processed  18/07/20232:27 pm

% Dashboards Hannah Lugtigheid No Pre-Processed 11/01/2023 9:50 pm

B Activities

Flynn Powell No Pre-Processed 16/12/2022 12:50 am

]l Reports N N ~
Rebecca Trotman - Baylys Beach SLS Rebecca Trotman No Pre-Processed  18/07/20239:51am  Bayiy

Clubs & Contacts

& Clubs

R Contacts

Membership
&3 Membership

&b Families

Applications

1< Membership Appl.

7. Club CRM Open the application. Ensure the member has selected a
Admin Secondary membership.
If they have requested a primary membership, follow
Error! Reference source not found.

Judy Dench - Baylys Beach SLS - saved

Membership Application - Information

General Contact Information ~ Address Information  Emergency Contact Information  Interests  Processing  Related

Name Judy Dench - Baylys Beach SLS First Name * Judy
Owner * g Baylys Beach SLS Last Name * Dench
Contact Judy Dench Title Mrs

Club * [ Baylys Beach SLS Birth Date *8/12/1934
Membership Gender

Membership Type Secondary Membership Ethnicity (Primary)

Ethnicity (Secondary)

Previous SLS NZ

Member No
SLSNZ ID Number
Terms and Conditions

o

Accepted
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Club CRM Complete checks. Ensure the member does not already
admin exist in CRM. Does the member exist already?
If Then

Yes @ Contact the member to ascertain
whether they want to Transfer a
member or request a Secondary
memberships.

No Go to step 9

Club CRM Is the application approved?
admin If Then

Yes Go to step 10

No Go to the Processing tab and change
the Status Reason to Cancelled
Then click Deactivate to remove the
record from the Active list.

= — wn dave Sdve o Liuse New | & Uzaluvae [t U nenesn ) LIELK ALLESS e ri Only dO thls Step |f
Judy Dench - Baylys Beach SLS - saved the application is
Membership Application - Information decllned
General Contact Information  Address Information ~ Emergency Contact Information  Interests R

Pre-Processing Post-Processing

Requested No Requested No

Pre-Processing Post-Processing

Complete Yes Completed No

Status Reason Pre-Processed
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Judy Dench - Baylys Beach SLS - saved

Membership Application - Information

General  Contact Information  Address Information ~ Emergency Contact Information  Interests

Pre-Processing

Update the processing screen

a.
b.
C.

™

Click on the Processing tab

Change the Status Reason to Post Processed

Change the Post Processing Requested to Yes (this
starts the workflow to create the Contact and
Membership)

Change the Post Processing Completed to Yes

Click Save

Then click Deactivate to remove the record from the
Active Applications.

Processing

Post-Processing

Requested No Requested No
Pre-Processing Post-Processing
Complete Yes Completed No
Status Reason Pre-Processed
Judy Dench - Baylys Beach SLS - saved
Membership Application - Information
General  Contact Information  Address Information ~ Emergency Contact Information  Interests  Processing Related v
Pre-Processing N ocessing N
o o
R ted pted
equeste b. - change to Post Processed §
Pre-Processing rocessing
Complete Yes Completed No
Status Reason Pre-Processed
Judy Dench - Baylys Beach SLS - saved
Membership Application - Information
General  Contact Information  Address Information ~ Emergency Contact Information  Interests  Processing Related v
Pre-Processing N C. — change to Yes Post-Processing N
o o

Requested

Pre-Processing
Complete

Status Reason

Yes Completed No
Pre-Processed d

. — change to Yes

Reguested

Post-Processing
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Judy Dench - Baylys Beac ~Unsaved

Membership Application - Information

General  Contact Information ~ Address Information ~ Emergency Contact Information  Interests  Processing Related v

Pre-Processing Post-Processing
No Yes
Requested Requested
Pre-Processing Post-Processing
Complete Yes Completed Yes
Status Reason Post-Processed v
P g wew [ o veowvaie  f veme U reiesn s uiee s e riouess rn sy riow - o e tm s ey

Judy Dench - Baylys Beach SLS - Unsaved

Membership Application - Information

General  Contact Information  Address Information ~ Emergency Contact Information  Interests  Processing Related v

Pre-Processing Post-Processing

Requested No Requested Yes
Pre-Processing Post-Processing

Complete Yes Completed Yes
Status Reason Post-Processed v

Note: You may need to go back to the General tab and fill out the Ethnicity. The user isn’t
asked for this when they request a second membership, but it is a mandatory field.

11. Workflow | CRM The system creates a new Secondary Membership record
in the Membership Module.

Active Membership* {3 Editcolumns 7 Editfilters | judy dench X
SLSNZ ID Number ¥ Contact T v Birthday (Contact) ¥ Membership Type v AKA Names v Created On v
142471 Judy Dench 8/12/1934 Primary Membership 13/07/2023 4:55 pm
142471 Judy Dench 8/12/1934 Secondary Membership 18/07/2023 2:43 pm
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TRANSFER A MEMBER IN THE CRM

Security role required: _SLS - Admin Level 1 (Club) OR
_SLS - Base Role

Prerequisites Member must exist
Both the “Leaving” and the “Joining” club administrators
must have the appropriate security role.

Points to note:
1. A Transfer is used when a member wants to change Primary club
2. Only one transfer per competition year is allowed. This is not controlled by the
system.
3. Once a member is transferred, they become an active member of the new club,
even if they were Inactive prior to the transfer.

Step Person System Step
1. Applicant Member Open member portal and logs in
Portal https://memberportal.surflifesaving.org.nz/
2. Applicant Member Portal Go to Member Lounge > Membership Desk
Home Clups viemper Lounge vvaves uniine Learning Join >urt
My Profile

My Patrols
My Patrol Hours

My Awards

My Courses

Membership Desk

M Roving Patroller

3. Applicant Member Portal Select Request Membership Transfer

MEMBERSHIP DESK

Request New Secondary Membership Request a Transfer

If you wish to apply for a secondary club membership please use this option If you wish to apply to transfer your club membership please use this option

Request Secondary Membership Request Membership Transfer
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Applicant

Member Portal

REQUEST A TRANSFER

General

Destination Club *

Click on the magnifying glass to select the
destination club

5.

Applicant

Member Portal

v

Ooomooogod

A

Lookup records

Filter clubs displayed

Choose one record and click Select to continue

Name

Baylys Beach SLS

Bethells Beach SLSP

Brighton SLSC

Buller CRS

East End SLSC

Far North

Fitzroy SLSC

1 2 3 4 5

Search

[a]

ICancel

Filter the clubs and then tick the one you want to
join. Then click Select.
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Applicant Member Portal
REQUEST A TRANSFER
General

Destination Club *

East End SLSC

Click Submit

Workflow CRM

Club admin CRM
- existing
club

Applications

¢ Membership Appl...

&> Transfers

Sundry

§* Award Recipients
&> Non Patrol Hours
{® Club Season Mem...

& Member Season P...

m Membership <>

Send email to
Existing club
Receiving club
Notifying them of the request to transfer

In the CRM, go to the Membership module and
select Transfers
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CRM

Open the record. (Do not click on a blue link)
existing club

SLSNZ ID Number (Conta... ¥ Contact T v Created On v Modified On ¥ Destination Club v Original Club Y Transfer Status Transfer From Approved v Transfer To Approved v

142471 Judy Dench 18/07/2023 3:20 pm 18/07/2023 3:20 pm East End SLSC Papamoa SLSC New Transfer Pending

10. Club admin - CRM Click the Transfer Details tab

existing club

Judy Dench : From Papamoa SLSC to East End SLSC - saved

Transfer - Information

Transfer - Business Proce... < @

Active for 1 minute Orginal Club (1 Min)
Generalf Transfer Details JRelated

O

Destination Club Finalise

Name Judy Dench : From Papamoa SLSC to East End SLSC 8 Membership R Judy Dench - 142471
Contact . Judy Dench

A Contact * & Judy Dench
Owner * %% Papamoa SLSC

Transfer Note

Transfer Status

New Transfer

& SLSNZ ID Number
& Email Address
B Patrolling Member

8 Subs Paid Date

* 142471

info@papamoalifeguards.conz

No

11.

Club admin -

CRM

Review request, and when ready select
Approved in the Transfer From Approval field.
Then click Save & Close.

existing club

Judy Dench : From Papamoa SLSC to East End SLSC - saved

fransfer - Information

ransfer - Business Proce... <
ctive for 1 minute

General  Transfer Details Related
& Original Club * [ Papamoa SLSC
ranster Trom N
Approved Pending
Original Club 1/08/2023

Approval Deadline On

Orginal Club (1 Min)

B Destination Club

A Transfer To Approved

@ 320pM

Destination Club

* ( East End SLSC

Finalise
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12.

Club admin - CRM

existing club

) SLSNZID Number (Conta... ¥  Contact T v Created On v

Modified On v

Destination Club

Now when the Receiving Club locates the
record, they should see that the Transfer
Status and the Transfer From Approved fields
have updated

Original Club ¥ Transfer Status Transfer From Approved v

Papamoa SLSC Transfer from A... Approved

Traffer To Approved ¥

Open the record and click on the Transfer

Details Tab

)

142471 Judy Dench 18/07/20233:20pm  18/07/20233:27 pm  East End SLSC
Uy I I GRS S S Lt i S - aveu
ansfer - Information
. O

nsfer - Business Proce...
el — Orginal Club (16 Min)
ienefpl  Transfer Details plated

Name Judy Dench : From Papamoa SLSC to East End SLSC

Contact N Judy Dench

Owner * A% East End SLSC

Transfer Note

Transfer Status Transfer from Approved

14. CRM

Club admin
- receiving

club

Destination Club

B Membership & Judy Dench - 142471

£ Contact N Judy Dench

O SISNZID Number  * 142471
B Email Address info@papamoalifeguards.co.nz
8 Patrolling Member No

B Subs Paid Date

Finalise

Review request, and when ready select Approved in
the Transfer To Approval field.
Then click Save & Close.

[ Deactivate [i] Delete

P—
(=1 slre @’ Save & Close I New

udy Dench : From Papamoa SLSC to East End SLSC - saved

ransfer - Information

O Refresh

@ Check Access B9 Process

B\ Add to Queue D Flow

B Queue Item Details R, Assign

O

nsfer - Business Proce... (B4 @
tive for 16 minutes Orginal Club (16 Min)

seneral  Transfer Details Related ~

& Original Club * [ Papamoa SLSC
& Transfer From

Approved Approved
Original Club

1/08/2023 ]
Approval Deadline On

3:20 PM

e
Destination Club Finalise

B Destination Club * [ East End SLSC

I Transfer To Approved ~ --- I
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mnacuve iransiers

SLSNZ ID Number (Conta... ¥ Contact Created On Modified On v Destination Club v Original Club Transfer Status Transfer From Approved v Transfer To Approved

142471 y Denct 18/07/2023 3:20 p.. 18/07/2023 3:41 p.

Note: If those final stages cannot run (the cause of this is usually that a membership
for the new club already exists - a member has applied for a new membership
mistakenly instead of doing only the transfer), the transfer will stay stuck at Transfer to
Approved and when you look at the Contact record it will still have the original club in
the Primary Club and Owner fields. It is a manual process to identify these errors; these
can be identified by transfers marked as approved which are still appearing on the list of
Active Transfers.
In this latest upgrade, we have requested the following:

Remove the ability to “Join Surf” when you are logged in. The only options

available should be to request a secondary membership or transfer a

membership.

- Allow a user to Join Surf when not logged in.
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Patrolling Module

Patrol Occurrences

Security role required: _SLS - Admin Level 1 (Club) OR
_SLS - Base Role

Points to note:
1. Patrol Occurrences should be created from Patrol Planning, not on this screen.
2. Use this screen to view any Planned or Completed patrol occurrences.

PATROL OCCURRENCE
Step  Person System Step
1. Admin CRM In the Patrolling module, go to Patrol Occurrences and
open the occurrence you want to view

Titahi Bay SLSC - Voluntary Patrol - 05/03/2023 - saved Titahi Bay SLSC

Patrol Occurrence

Patrol & Team  Summary  Patrol Attendance  Head Counts  Patrol Observations  Incidents ~ Administration  Related

* {1 Titahi Bay SLSC Season @ 202272023
&0 s} a1 “ Voluntary Patrol
* Titahi Bay Patrol Status Complete
an ason Stat G Titahi Bay SLSC - 2022/2023
t
P Rescue Board and Rescue Tubes

“ Yes 3 Titahi Bay SLSC
2. Admin CRM The Summary tab provides information about the surf
and weather at the time of the patrol
Titahi Bay SLSC - Voluntary Patrol - 05/03/2023 Titahi Bay SLSC

Patrol & Team  Summary ~Patrol Attendance  Head Counts  Patrol Observations  Incidents ~ Administration ~ Related

3

00 He Pea 400
Las 0
atrol E 18
pesl 100
00 pot Beadl
La C
Hi 10 pe t 300
L C
00
16 m g
Hea
600 PM
30
a8 (=]
Conditi
B Tot H 6000

“ 3. Overcast

©1<05m

2.5light Chop
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Admin CRM The Patrol Attendance tab gives you information about
who was on patrol and what roles they played. (Names
have been removed for privacy reasons.) Note that there
may be more than one page of information, as
highlighted in yellow.

itrol Occurrence

strol & Team  Summary  Patrol Attendance Head Counts  Patrol Observations  Incidents ~ Administration ~ Related

New Patrol Attendance O Refresh [ RunReport
Contact T v SLSNZ ID Numb... Club ¥ Patrol Role v Attendance v Attended start v Attended finish v Total hours ¥
123523 Titahi Bay SLSC Life Guard Attended 5/03/2023 1:00 pm 5/03/2023 6:00 pm 500
85609 IRB Driver Attended 5/03/2023 1:00 pm 5/03/2023 6:00 pm 500
110999 Patrol Support Attended 5/03/2023 1:00 pm 5/03/2023 6:00 pm 500
69233 Titahi Bay SLSC Patrol Captain Attended 5/03/2023 1:00 pm 5/03/2023 6:00 pm 500

Admin CRM The Head Counts tab show the hourly count of people on
the beach and in the water. Again, there may be more
than one tab of data.

Titahi Bay SLSC - Voluntary Patrol - 05/03/2023 - saved Titahi Bay SLSC

Patrol Occurrence

Patrol & Team  Summary  Patrol Attendance  Head Counts Patrol Observations  Incidents ~ Administration  Related -

New Hea t fresk @  Run Report
) Time of Count T v Beach Count ¥ Water Count ¥ Total Count v
5/03/2023 1:00 pm 19 3 22
5/03/2023 2:00 pm 60 5 65
5/03/2023 3:00 pm 300 100 400
5/03/2023 4:00 pm 250 86 336
1-40f6 Page

Admin CRM The Patrol Observations tab tells you the equipment
available and the actions taken (assists, preventions etc).

Patrol & leam  Summary  Patrol Attendance  Head Counts  Patrol Observations Incidents ~ Administration  Related

A No. Volunteers Y12 No. People Rescued  * @

No. Patrol Areas |

0

No. IRBs/RWC M|
0

No. Radios Used toa
0

0
0

nt

0
0
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Admin CRM The Incidents tab shows you if there was an incident

linked to the patrol. In this instance there weren’t any.
(You can link an existing incident on this screen.)

Patrol & Team  Summary  Patrol Attendance  Head Counts  Patrol Observations  Incidents Administration ~ Related v

t Newlncident B! AddExisting Incident O Refresh

Club T+ Incident Level ¥ Incident Date | v Time Started v Tasking Event No v Involved Rescue Involved First Aid ¥ Involved Search v Created On v

No data available
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PATROL ATTENDANCE
The Patrol Attendance item allows you to see Patrol Occurrences attributed to an
individual
Step Person System Step
1. Admin CRM In the Patrolling module, go to Patrol Attendance.
In this example, a single person has completed
each of these patrols (name and ID blocked for
privacy reasons.

Active Patrol Attendance [ Edit columns Edit filters iite
Contact T v SLSNZ ID Number... ¥ Club ¥ Patrol Role v Attendance v Attended start v Attended finish v Total hours v
i Life Guard Attended 11/12/2021 1:00 pm 11/12/2021 6:00 pm 5.00
Tita Life Guard Attended 2/01/2022 1:00 pm 2/01/2022 6:00 pm 5.00
Titahi Bay SLSC Life Guard Attended 29/01/2022 1:00 pm 29/01/2022 6:00 pm 5.00
Titahi Bay SLSC Life Guard Attended 5/03/2022 1:00 pm 5/03/2022 6:00 pm 5.00
Tit. Life Guard Attended 27/11/2022 1:00 pm 27/11/2022 5:00 pm 400
Titahi Bay SLSC Life Guard Attended 27/11/2022 1:00 pm 27/11/2022 5:00 pm 400
i Life Guard Attended 26/12/2022 12:00 pm 26/12/2022 7:00 pm 7.00
Life Guard Attended 27/12/2022 12:00 pm 27/12/2022 7:00 pm 7.00
Vice-Captain Attended 1/01/2023 1:00 pm 1/01/2023 6:00 pm 5.00
itahi Bay SLSC Life Guard Attended 2/01/2023 12:00 pm 2/01/2023 7:00 pm 7.00
Titahi Bay SLSC Life Guard Attended 11/01/2023 12:00 pm 11/01/2023 7:00 pm 7.00
Life Guard Attended 11/01/2023 12:00 pm 11/01/2023 7:00 pm 7.00
Life Guard Attended 11/01/2023 12:00 pm 11/01/2023 7:00 pm 7.00
Life Guard Attended 6/02/2023 1:00 pm 6/02/2023 3:30 pm 250
Life Guard Attended 18/02/2023 1:00 pm 18/02/2023 6:00 pm 5.00

2. Admin CRM If you want to filter the results, click the drop-down
arrow next to the column name and select Filter By.

3. Admin CRM If you want to filter the results, click the drop-down
arrow next to the column name and select Filter By. Then
select one of the options presented. You can then tailor
the information presented to you.

Contact T v SLSNZ ID Number... ¥ Club v Patrol Role v Attendance ¥ Attended start v Attended finish Total hours v
Filter By X Titahi Bay SLSC Life Guard Attended 23/11/2002 12:00 am 23/11/2002 12:00 am 5.00
Equals Titahi Bay SLSC Life Guard Attended 1/11/2002 12:00 am 1/11/2002 12:00 am 5.00
Equals Tita sc Life Guard Attended 1/02/2010 12:00 am 1/02/2010 12:00 am 800
Does not equal Life Guard Attended 22/12/2007 12:00 am 22/12/2007 12:00 am 5.00
Contains data
Life Guard Attended 26/10/2002 12:00 am 26/10/2002 12:00 am 5.00
Does not contain data
Life Guard Attended 5/02/2006 12:00 am 5/02/2006 12:00 am 5.00
Contains
Does not contain Life Guard Attended 22/02/2009 12:00 am 22/02/2009 12:00 am 1.00
Begins with Titahi Bay SLSC Life Guard Attended 12/02/2006 12:00 am 12/02/2006 12:00 am 5.00
Does not begin with Life Guard Attended 16/11/2002 12:00 am 16/11/2002 12:00 am 1.00
Ends with Life Guard Attended 5/12/2004 12:00 am 5/12/2004 12:00 am 400
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CREATE AN INCIDENT
CRM Security role required: _SLS - Admin Level 1 (Club) OR

_SLS - Base Role

Step Person
1. Admin

System
CRM

Step
In the Patrolling module, go to Incidents. Click
+New to create a new one

= < B2 Show Chart New Refresh I Visualize this view [ Email a Link | ] Run Report @ Export to Excel |
@ Home . .
- Active Patrol Incidents -
(® Recent \V
Club T Incident Level v Incident Date | v Time Started v Tasking Event No v Involved Rescue ¥ Involved First A
52 Pinned v
Patrol Operation Titahi Bay SLSC 3/07/2023 No No
6B @S Titahi Bay SLSC 11/02/2023 11/02/2023 2:36 pm No No
o T . cler \
itahi Bay SLSC 54 - stable (unlikely to ... 6/02/2023 6/02/2023 3:55 pm No Yes
€2 incidents .
itahi Bay SLSC S4 - stable (unlikely to ... 18/01/2023 18/01/2023 1:57 pm No No
T

2. Admin CRM Complete the required fields, as well as any
additional information that you know.

If it occurred during a Patrol, select the Patrol from
the Patrol Occurrence field. If a specific team was

involved, tag them in the Patrol Team field.

New Incident

Overview Summary of Incident (What, When,... Detail Resources Patients Members
-
ncident no. from Police Tasking Event
ncident Report Form No
Club Police Tasking Officer
ncident Date B Police Tasking Start &
Time
Location Police Tasking
c ]
Complete Time
GPS or Grid Ref
Probability of Incident
ncident Time Started * @
Consequence/Impact
ncident Time =
Finished o Accident Investigated No
ncident Level Recommended

Number of Patients

SLS NZ Workplace

No

njury

Did this happen

No

during patrol

actions

Patrol Occurrence

Patrol Team

EAP Required

EAP Actioned

Analysis

65| Page



SURF LIFE SAVING®

NEW ZEALAND

Admin CRM On the Summary of Incident tab, add as much
information as you can about the incident. Try to ensure
spelling is accurate as this will help with searching for
incidents in the future.

Qverview Summary ot Incident (What, When... Detall Resources Patients Members

50YO male walking along rocks, slipped and fell. Left foot had 2 lacerations from oyster shells. Judy cleaned the wounds and applied bandages. No pain relief required.

Admin CRM On the Detail tab, check the boxes as appropriate

uverview SUITINAly O INCIUENL (VWWildL, VWIIEN,...  Ueldil  Resouites rauern VIEINDENS

Incident Type

Rescue (]
Patient Assist
First Aid (]
Search O

Near Miss O

Activities Involved

Swimming O Fishing O

Surfing/bodyboarding O Attempt To Rescue 0

Others

Sail or Boat O SLS Competition /
Training
Walking/Running

Other

Incident Conditions
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5. Admin CRM

Overview  Summary of Incident (What, When,...  Detail

Resources

On the Resources tab, check the boxes as appropriate

Patients Members

IRB O
Rescue Tube (]}
Rescue Board ]
Rescue Vehicle / ATV ]

Other

6. Admin CRM

< [y Save [@” Save & Close + New

New Incident - Unsaved

Overview  Summary of Incident (What, When,...

IRB O

Radios O

RWC m]

No Equipment O

First Aid Supplies
Methoxyflurane 0O
Click Save
Detail Patients Members

Resources

Radios

Add a patient

7. Admin CRM

dverview  Summary of Incident (What, When,...

Incident T v Incident Date (Incident) ¥ Club (incident) v

Once saved, you will be able to add a new patient.
the Patients tab and click +New Patient.

Open

Detail Resources Patients Members Related

) Refresh (@ Run Report

First Name v Last Name v Age Range ¥ Ethnic Origin v Gender v

No data available

Page 1
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New Patient - Unsaved

ZEALAND

CRM The mandatory fields are the patient’s gender and

whether they are a member of SLSNZ. If you know the

patient’s personal details, enter them here.

Patient Reasons Outcomes Equipment & Treatment  Vitals

Name SLSNZ Member * No
ncident [&3] Titahi Bay SLSC : 55,260 : [10/08/2023] Contact
ncident Level S4 - stable (unlikely to change)
. Gender *  Male /Tane

ncident Date 10/08/2023 =

Age Range T 41-60
First Name * Johnny

Ethnic Origin
Last Name Knoxville

Ethnic Origin Other
Date of Birth * 11/03/1971 B

Was a Fatality

No
2 Prevented
Address & Suburb *
City *
Mobile # *
Owner @G> CRM Testing (Offline)
9. Admin CRM On the Reasons tab, select all that are applicable
Patient Reasons Outcomes Equipment & Treatment  Vitals
Exhaustion (] Bruising O

Poor swimming

Drugs/Alcohol

Excessive clothing

Inappropriate
equipment

Jellyfish/Insect sting

Cramp

Cut/Abrasions

Burns/Sunburn O
Breathing Difficulty O
Feeling Unwell O

Other -
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10. Admin CRM On the Equipment & Treatment tab, select all that are
applicable

atient Reasons Outcomes Equipment & Treatment Vitals

Injury/Treatment
Notes

Oxygen (]
Defibrillator (]}
Stretcher

FA Supplies

& Neck Brace

11. Admin CRM On the Vitals tab, select all that are applicable. Ensure
your name is added to the Form Completed By field. Then
click Save & Close.

o Save| &’ Save & Close New

New Patient - Unsaved

Patient Reasons Outcomes Equipment & Treatment  Vitals

Response Circulation

Airways Temperature

Breathing - Form Completed by} Judy Dench

12. Admin CRM Your Incident will now be closed with the Patient details
attached.

e m deee e S - - % -
Titahi Bay SLSC : 55,260 : [10/08/2023] - saved 55.260 v
Incident cident Number
Overview  Summary of Incident (What, When,... Detail Resources Patients Members Related

f NewPatient () Refresh [ RunReport ™
Incident T v Incident Date (Incident) v Club (Incident) v First Name Last Name v Age Range ¥ Ethnic Origin v Gender ¥
10/08/2023 Titahi Bay SLSC Johnny Knoxville 41-60 Male / Tane
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PATIENTS
CRM Security role required: _SLS - Admin Level 1 (Club) OR
_SLS - Base Role
Points to note:

1. This screen provides a summary of all Patients that have been created.
2. Do not use this view to create a patient. If you want to create a new patient,
create an incident first. The process can be found here: Create an Incident
3. Your security role provides access to Patients within your business unit. This
means:
a. If your Business Unit is an individual club, you will have the access to
create, view, and edit the Patients linked to your club
b. If your Business Unit is a Region, and you have the Base Role, you will
have the access to create, view, and edit all Patients from the clubs within
your region.
c. If your Business Unit is Surf Life Saving NZ, and you have the Base Role,
you will have the access to create, view, and edit all Patients from all
clubs.
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HEAD COUNT
CRM Security role required: _SLS - Admin Level 1 (Club) OR
_SLS - Base Role
Points to note:

1. This screen provides a summary of Head Counts that have been recorded during
patrols.
2. Do not use this view to create a Head Count. If you want to create a new Head
Count, do it from Patrol Occurrence.
3. Your security role provides access to Head Counts within your business unit. This
means:
a. If your Business Unit is an individual club, you will have the access to
create, view, and edit the Patrol Occurrences linked to your club
b. If your Business Unit is a Region, and you have the Base Role, you will
have the access to create, view, and edit all Head Counts from the clubs
within your region.
c. If your Business Unit is Surf Life Saving NZ, and you have the Base Role,
you will have the access to create, view, and edit all Head Counts from all
clubs.
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Patrol Planning

PATROL TEAMS
CRM Security role required: _SLS - Admin Level 1 (Club) OR
_SLS - Base Role
Points to note:

1. Your patrol teams can be created before the season starts. Once the teams are
established you can select the dates that this team will patrol on.

2. Once a member has been selected for a team they can log into their Member
Lounge and see “My Patrols”.

Step  Person System Step
1. Admin CRM In the Patrolling module, go to Patrol Teams under the
Patrol Planning heading

Y Home
(® Recent v
57 Pinned v

Patrol Operation
‘ &» Patrol Occurrences
&? Patrol Attendance
Incidents

Patients

8onon

Head Count

Patrol Planning

&? Patrol Teams

&? Patrol Team Member...

2. Admin CRM Click +New to add a new Team

[ZJ Show Chart New KD Refresh ] Visualize this view 3 Email a Link | {oll Run Report @3 Export to Excel |

Active Patrol Teams
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Admin CRM On the General tab, complete the following:
Team name
The Club
Select a captain

New Patrol Team - Unsaved

General [ Patrol Occurrences  Patrol Team Members

Planning
Patrol Name * Titahi Titans
Club * A Titahi Bay SLSC Junior Teams
Description
Patrol Captain * Judy Dench
A Season * B 2023/2024 Members Selected O
Owner . @ CRM Testing (Offline) Dates Selected (@]
B Project Schedule
& First Name * Judy
B Date Projected To
A Last Name * Dench
& Email

& Mobile Phone

& Company {3 Titahi Bay SLSC

Original Patrol Team

Admin CRM Click Save

< ) Save | @ Save & Close + New

New Patrol Team - Unsaved

General Patrol Occurrences  Patrol Team Members

Patrol Name *  Titahi Titans

Club * {4 Titahi Bay SLSC
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Add Team Members

5. Admin

CRM

Click on the Patrol Team Members tab. The captain will
already be listed.
Click +New Patrol Team Member

2atrol Team
General  Patrol Occurrenceq|  Patrol Team Members ~ [elated
+  New Patrol Team Mem. O Refresh [ RunReport v
D Contact T v Patrol Role ¥ Dry Member v Patrolling Member (Contact) v First Aid Level (Cont... v First Aid Expiry (Cont... v IRB Level (Contact) v SLGA Level (Contact) v VHF Operator (Conta... v
Judy Dench Patrol Captain No No No
6. Admin CRM In the Member field, select a member of your club that
2atrol Team
General  Patrol Occurrenceq|  Patrol Team Members ~ [elated
+  New Patrol Team Mem. O Refresh [ RunReport v
D Contact T v Patrol Role ¥ Dry Member v Patrolling Member (Contact) v First Aid Level (Cont... v First Aid Expiry (Cont... v IRB Level (Contact) v SLGA Level (Contact) v VHF Operator (Conta... v
Judy Dench Patrol Captain No No No
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Admin CRM Each team member must be added individually.
Locate the Member you want to add. By selecting them,
the rest of the page will populate.
This search function only looks for Active memberships.
B Name ——
Patrol Team [&3] Titahi Titans - Titahi Bay SLSC - 2023/2024
A Contact R—
dave 0
Member
Membership
142472
Patrol Role * (2 Dave Grohl e
Dry Member B <+ New Membership Advanced lookup
Owner G CRM Testing (Offline)
A Name ——
Patrol Team * K& Titahi Titans - Titahi Bay SLSC - 2023/2024
B Contact Dave Grohl
Member &3] Dave Grohl - 142472
Patrol Role * Life Guard Update the role as
applicable.
Dry Member O
Owner " @ CRM Testing (Offline)
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8. Admin CRM If you want to add more members, click Save.
If you are finished, click Save and Close

< [ Save | @ Save & Close = New

Add Patrol Occurrences

9. Admin CRM Click on the Patrol Occurrences tab

Titahi Titans - Titahi Bay SLSC - 2023/2024 - saved

Patrol Team

General |Patrol Occurrences | Patrol Team Members  Related

10. Admin CRM Click on the Patrol Occurrences tab

Titahi Titans - Titahi Bay SLSC - 2023/2024 - saved

Patrol Team

General |Patrol Occurrences | Patrol Team Members  Related

11. Admin CRM Click +New Patrol Occurrence

neral  Patrol Occurrences  Patrol Team Members ~ Related ~
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Admin

CRM Complete the Date of Patrol, Location, and Type of

Service.

Patrol & Team Summary Patrol Attendance  Head Counts  Patrol Observations

Club

* [ Titahi Bay SLSC

Date of Patrol

Location of Patrol

Patrol Team

Patrol Captain

Description

All Attendance

Updated

Observations
Complete

* [ Titahi Titans - Titahi Bay SLSC - 2023/2024

[ Judy Dench

No

Incidents

Administration

Season

* [3 2023/2024

Type of Service

Patrol Status

Club Season Stat

A First Name

B Last Name

& Email

A Mobile Phone

A Company

Patrol Captain Contact

No

Patrol Captain Email

Record Lock Flag

Draft

* Judy

Dench

3 Titahi Bay SLSC

Unlock

13.

Admin

Patrol & Team

CRM On the Summary tab, complete the start and finish times
of the patrol. Then click Save.

Summary Patrol Attendance  Head Counts

Patrol Start 12
:00

Patrol End 16
:00

High Tide Time

Patrol Observations

Incidents  Administre
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14. Admin CRM When you are ready, go back to the Patrol & Team
tab and change the status from Draft to Ready to
Project. Click Save

Patrol & Team JSummary Patrol Attendance Head Counts  Patrol Observations  Incidents ~ Administration  Related

Club * [ Titahi Bay SLSC Season " [ 2023/2024
Date of Patrol ¥ 20/08/2023 = Type of Service * Voluntary Patrol
Location of Patrol * Main Beach I Patrol Status Draft I

Patrol Team * [ Titahi Titans - Titahi Bay SLSC - 2023/2024 Club Season Stat & Titahi Bay SLSC - 2023/2024
Patrol Captain * Judy Dench -
O First Name * Judy
Description - A Last Name * Dench
& Email
All Attendance
N No _ )
Updated 8 Mobile Phone -
Observations N A Company {3 Titahi Bay SLSC
Complete °
Patrol Captain Contact
No .
Patrol Captain Email
Record Lock Flag Unlock
15. Admin CRM Now go back to Patrol Teams, locate and open your team
i Titahi Titans - Titahi Bay SLSC - 2023/2024 - saved
® Recent v Patrol Team
52 Pinned v General Patrol Occurrences  Patrol Team Members ~ Related
Patrol Operation
Planning

€& Patrol Occurrences Patrol Name " Titahi Titans

{& Patrol Attendance Junior Teams -

Club * [ Titahi Bay SLSC
& Incidents
Description
&> Patients Patrol Captain * [ Judy Dench
{® Head Count .
A Season ' B3 202372024 Members Selected 0

Patrol Plannin
Owner * A Titahi Bay SLSC Dates Selected [m]
& Patrol Teams
a Project Schedule

4 Patrol Team Member...

A First Name * Judy
B Date Projected To
Statistics & Last Name *  Dench
¢ Club Season Patrol S... & Email 5
&3 Club Monthly Patrol ... & Mobile Phone L
&b Club Season Membe... A Company A Titahi Bay SLSC

{% Member Season Patr...

Original Patrol Team
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16. Admin CRM Tick the Members Selected and Dates Selected. This will
unlock the Project Schedule box for you to tick. Once all
three are ticked, click Save and Close.

i Titahi Titans - Titahi Bay SLSC - 2023/2024 - saved

® Recent v Patrol Team

52 Pinned v General Patrol Occurrences  Patrol Team Members ~ Related

Patrol Operation
Planning
@ Patrol Occurrences Patrol Name *  Titahi Titans

¢ Patrol Attendance Junior Teams

Club * {3 Titahi Bay SLSC
€% Incidents
5 Description
&> Patients Patrol Captain ' Judy Dench
{> Head Count ~ -
& Season * EF 202372024 Members Selected (m]
Patrol Planning - -
Owner * A Titahi Bay SLSC Dates Selected [m}
& Patrol Teams
& Project Schedule
&% Patrol Team Member...
& First Name * Judy
B Date Projected To
Statistics & Last Name *  Dench
€% Club Season Patrol S... & Email
&3 Club Monthly Patrol ... & Mobile Phone
¢ Club Season Membe... A Company £ Titahi Bay SLSC

& Member Season Patr...

Original Patrol Team

17. Workflow | CRM A process will then run in the background which updates
the Patrol Status to Planned.

When team members log into the portal, they will now see the planned patrol:

PATROLS

Avre you logging in to enter your Patrol Captain's Report Form? Great, you're in the right placel

If your club has pre-entered your patrols for the season just scroll down this list until you find the date you need

If not, click the ‘Create’ button and enter your details for the patrol

Need help? Refer to our Patrols User Guide.
1= Patrol Occurrences (current season)~ Search Q ‘

Patrol Date J, Name service Location Patrol Captain Patrol Status Total Volunteer Hrs

[CY

20-08-2023 Titahi Bay SLSC - Voluntary Patrol - 20/08/2023 Voluntary Patrol Main Beach Judy Dench Planned [
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National Module

Vetting
All staff, and anyone who works with children, must be police vetted. Vetting is

completed every two years.
RECORD THE VETTING STATUS

CRM Security role required: _SLSNZ - Vetting (Police Liaison)

Prerequisites Contact must exist in the CRM

Step Person System Step

1. Administrator CRM In the Membership module, locate the
Contact.

Go to Contacts > Use the search box to find
the contact.

fom Active Contacts* T3 Editcolumns Y Edit filtes Dave Grohl X
2. Administrator CRM Open the record.

Select Vetting from the drop-down list

Dave Grohl - saved 142472
Contact - SLSNZ Contact SLSNZ ID Numb

Summary Co wards  Related

SLSNZ Contact
DETAILS MEMBERSHIP DETAILS
Title Primary Club
{8 Ocean Beach Kiwi SLSC
First Name *  Dave
Primary Membership*
Last Name " Grohl [&) Dave Grohl - 142472
ADDITIONAL B Club Membership Stat
K3 Ocean Beach Kiwi SLSC - Masters Male
el + ~
Gender Male B Year of Last Membership
e=n 2023/2024
Birthday 13/01/1969 = = /
B Rollover Date
Age 54 B
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Administrator CRM Open the record.
Select Vetting from the drop-down list

142472

SLSNZ ID Numb

Dave Grohl - saved
Contact - SLSNZ Contact

Summary Co wards Related v

SLSNZ Contact
DETAILS MEMBERSHIP DETAILS
Title Primary Club
{8 Ocean Beach Kiwi SLSC
First Name *  Dave
Primary Membership*
Last Name * Grohl &) Dave Grohl - 142472
ADDITIONAL A Club Membership Stat
R3] Ocean Beach Kiwi SLSC - Masters Male
Gender © Male B Year of Last Membership
Birthday 13/01/1969 B & 202372024
A Rollover Date
Age 54 &=
Administrator CRM Select the Vetting tab

Dave Grohl - saved
Contact - Vetting -

Summary| Vetting |Contact Competition Related v

Details
First Name *  Dave
Last Name * Grohl
Title —
AKA Names ——
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5. Administrator CRM

Dave Grohl - saved
Contact - Vetting

Summary Vetting Contact Competition Related v

Vetting Required

Vetting Consent On
Vetting Sent NZ Police

On

Q Restricted Refer

SLSNZ No

Q Restricted Refer
Reason

5. Administrator CRM

< [y Save | @ Save & Close

Dave Grohl - saved
Contact - Vetting

Complete the appropriate fields:

Vetting required: tick

Vetting consent on: when consent was approved
by the contact

Once the result is back:

Vetting from NZ Police on: the date the result was
received

Vetting result reviewed on: the date SLSNZ
reviewed the result

Vetting reviewed by: the person who reviewed the
result at SLSNZ

142472 Ocean Beach Kiwi SLSC Ocean Beach Kiwi SLSC v
SLSNZ ID Number Primary Club Owner
Vetting From NZ
Police On i}
f Vetting Result
Reviewed On &

Vetting Reviewed By

To save changes click Save & Close.

New & Open org chart D Deactivate 23 Connect

Summary Vetting Contact Competition Related v
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Courses and Awards overview
Points to note:

1. The CRM works with eTrainU, where the CRM is effectively a database, and
eTrainU is an online learning platform.

2. Courses are created in eTrainU and this information is transferred to the CRM
through a system workflow.

3. Course Instances are created in the CRM.

4. When members want to apply for a course, they contact their CDO who adds
them to a Course Instance.

5. When the course has been completed and an award is applied, an Award is
recorded against a Primary Membership. If a member has a secondary
membership with another club, that club will be unable to see the member’s
awards.

6. An award can be loaded against a member either:

a. manually by the education team
b. via a Course Instance in the CRM
c. by eTrainU

83| Page



SURF LIFE SAVING®

NEW ZEALAND

Courses
VIEW COURSE INSTANCES

CRM Security role required: _SLSNZ - Admin Level 2 (Regional) OR
_SLSNZ - Admin Level 3 (National)

Step Person System Step
1. Admin CRM In the National module, click on Course Instances

1

I I% Course Instances
|
€% Club Course Insta...
Course Definitions
Course Participants

Facilitators

ECIE I

Venues

Statistics

€% Club Season Patro...

&> Club Monthly Patr...

u National <

2. Admin CRM This will show you all active courses that are
available.
Even if you have Regional access, you can see
active courses around the country.

Active Course Instances {3 Edit columns Edit filters l er by keyword

Name v Start Date T v Course Definition v Facilitator v Venue v Cost Per ... ¥ Conf. Co... ¥ W/List C... v Max part... ¥ Pass Count v Status v Status Reason v
tors Training Course- 202 24/04/2022 9:30 am nstructors Training t Clair SLSC $0.00 7 0 20 0 Active Draft

HF Rac 25/03/2023 8:30 am adio $100.00 15 [ 15 0 Active Open List

Module- 2023 28/04/2023 8:00 am R Crewpersons M United North $0.00 0 [ 30 0 Active Open List

nced Surf First Aid- 2023/05 13/05/2023 8:30 am dvanced Surf First. $275.00 14 [ 20 0 Active Open List

Surf First Aid- 2023/05 20/05/2023 8:00 am anced Surf First 14 0 20 0 Active Open List

BP Leaders for Life Programme 1/06/2023 8:00 am 8P Leaders for Life Auckland Ma $400.00 0 0 10 0 Active Open List

aders for Life Programme 1/06/2023 8:00 am 8P Leaders for Life Auckland Mar $400.00 0 0 10 0 Active Open List

ed Surf First Aid - 2023/05 1/06/2023 8:00 am Advanced Surf First Bartlett Swir $0.00 0 0 20 0 Active Open List
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Admin CRM If you open the Course Instance, the General tab
will show you the following:
- Start date of the course
- Where it is being held
- The name of the facilitator
- The Award you will receive if you complete it
- The last date for applications
- The cost
- The number of participants

Marine VHF Radio Operators Course- 2023/03/25 - saved

Course Instance

General Prerequisites & Preparation  Interest & Invoicing ~ Club Participation  Participants ~ Marking & Outcome  Related

Summary
Course Definition * & Marine VHF Radio Operators Course Cost $100.00
Start Date * 25/03/2023 B &30AM ®  Min participants 1
Venue — Max participants 15
Facilitator ‘B Dates if multi day

A Award Type 3 Marine VHF Radio Operators Certificate Schedule Flag No

Last Application

Owner . @

Deadline 25/03/2023 3]
Close Applications No Status Reason Open List
Admin CRM The Prerequisites & Preparation tab shows you
what the attendee needs to do prior to attending
the course.

Course Instance

General  Prerequisites & Preparation Interest & Invoicing  Club Participation  Participants ~ Marking & Outcome  Related

Attendee Equipment - Pre-requisite Note

Attendee Prep
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Admin CRM The Club Participation tab shows you the clubs
that have access to the course instance.

General  Prerequisites & Preparation  Interest & Invoicing  Club Participation  Participants ~ Marking & Outcome  Kelated

Club Choice Wizard N/A
Wizard - Region Southern Region
New Club Course Inst. O Refresh [ RunReport \/
Name T v Course Ins... ¥ Club v Pendi... v W/Lis... ¥ Conf. ... v Inelig... ¥ Pass.. v Fail C... v NYC.. v Invoice N... v Created On v Status v Status Rea... v
Marine VHF Radi tors Course- 20 Marine V. Nelson SL 0 0 0 0 0 0 0 1/02/2023 2:1... Active Schedul...
Marine VHF Radio Operators Course- 2023 Marine V. New Brigh 0 [ 0 0 0 0 0 1/02/2023 2:1... Active Schedul...
Marine VHE Radio Onerators Course- 2023 Marine V 0 0 0 0 0 0 0 10212023 2:1 Active Schedul

Admin CRM The Participants tab shows you the members who
are attending and their booking status

Seneral  Prerequisites & Preparation Interest & Invoicing  Club Participation  Participants Marking & Outcome  Related

Active - All ~ t Nev

() Namev Course Instance T v Membership ¥ Club v Booking Status v Outcome v

Marine VHF Radio Operators Course- ... Marine VHF Radio Operat... Confirmed
Marine VHF Radio Operators Course- ... Marine VHF Radio Operat.. Confirmed
Marine VHF Radio Operators Course- ... Marine VHF Radio Operat.. Confirmed
Marine VHF Radio Operators Course- ... Marine VHF Radio Operat.. Spencer Park SLSC Confirmed
Marine VHF Radio Operators Course- ... Marine VHF Radio Operat... Waikuku Beach SLSC Confirmed
Marine VHF Radio Operators Course- ... Marine VHF Radio Operat. North Beach SLSC Confirmed

Admin CRM The Marking & Outcome tab shows you the
outcome of the course

General  Prerequisites & Preparation  Interest & Invoicing  Club Participation ~ Participants ~ Marking & Outcome Related

B Pass Count 0 Has Been Marked No
Last updated: 16/08/2023 4:05 pm -
0 Has Been Awarded No
B NYC Count 0 B Has Been Certificated No
Last updated: 16/08/2023 4:05 pm
B Fail Count 0
Last updated: 16/08/2023 4:05 pm
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VIEW CLUB COURSE INSTANCES

CRM Security role required:

Step Person
1. Admin

& Club Course Insta.. |

§¥ Course Definitions

&% Course Participants
€& Facilitators

& Venues

Statistics

€& Club Season Patro...

&> Club Monthly Patr.

n National &

2. Admin

Active Club Course Instance

Name v

System

CRM

CRM

_SLSNZ - Admin Level 2 (Regional) OR
_SLSNZ - Admin Level 3 (National)

Step

In the National module, click on Club Course
Instances. This will display all courses for all clubs
that you have access to.

Find the course you are looking for by using the
Search box, Editing the columns, or filtering an
existing column. Double click it to open it.
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3. Admin CRM Once you have opened the course instance, you
have the ability to view the details of the course,
and the participants and their eligibility.

General details

Marine VHF Radio Operators Course- 2022/11/26 -Sumner SLSC - saved

Club Course Instance

General Participants  Related

Course

& [&] Marine VHF Radio Operators Course- 2022/11/26

26/11/2022
Start Date

8:30 AM
Dates if multi day
Venue
Award Type [&] Marine VHF Radio Operators Certificate
Course Definition * &) Marine VHF Radio Operators Course
Candidate

Requirements

Attendee Equipment

Attendee Preparation

Participants

Marine VHF Radio Operators Course- 2022/11/26 -Sumner SLSC - saved

Club Course Instance

General Participants  Related

Participants

Membership T v Booking Status T v

Adam Confirmed

Blake Confirmed

Jet Confirmed

Lily Confirmed
1-40f5
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ENROL A MEMBER IN A COURSE

CRM Security role required: _SLSNZ - Admin Level 3 (National)
Step Person System Step
1. Admin CRM Complete the steps in View Club Course

Instances to locate the course the participant is
to be added to. Click on the Participants tab

First Aid Level 1- 2023/08/19 - East End SLSC - saved

Club Course Instance

General Financial | Participants | Related

8 Al Requests

Club N
lub 3 East End SLSC Processed No
& Course Definition * [ First Aid Level 1
Course Instance * [ First Aid Level 1 - 2023/08/19
2. Admin CRM Click +New Course Participant

First Aid Level 1- 2023/08/19 - East End SLSC - saved

Club Course Instance

General  Financial Participants Related

Active - All + New Course Participant (@ Refresh [ Run Report

Name v Course Instance 1 v Membership v Club ¥ Booking Status v Created On ¥

No data available
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CRM In the Membership field, locate the member. Then
click Save.

tel Save [l Save & Close New
New Course Participant - Unsaved Pending Pending - ~
Status Reason | Booking Status "
General
Participant
Membership [ Dave Grohl - 142472 B Date of Birth ]
A Club £ East End SLSC 8 Age
A Contact £ National Student
Number
Booking
Qualified to Attend 8 Course Instance * [ First Aid Level 1 - 2023/08/19

Booking Status Pending

Outcome

& Outcome

A Raise Award?

8 Club Course Instance * [ First Aid Level 1 - 2023/08/19 - East End SLSC

B Award Recipient

Admin

arst Aid Level 1- 2023/08/19 -

CRM Clicking Save will populate the member’s data.

Dave Grohl - 142472 -s

Pending Pending

Outcome

‘ourse Participant Booking
seneral Related -
Participant
Membership * K& Dave Grohl - 142472 B Date of Birth 13/01/1969 )
A club 3 East End SLSC B Age 54
& Contact * [ Dave Grohl & National Student
Number
Booking
Qualified to Attend B Course Instance * [ First Aid Level 1 - 2023/08/19

Booking Status Pending

Outcome

& Outcome

& Raise Award?

A Club Course Instance  * &3 First Aid Level 1 - 2023/08/19 - East End SLSC

B Award Recipient

90 | Page



SURF LIFE SAVING®

NEW ZEALAND

5. Member Member portal = At this point, the member can see the course in
the Portal under Member Lounge > My Courses

Home Clubs Club Patrols Member Lounge Waves Online Learning Join Surf
Name Award Type Start Date
First Aid Level 1 - 2023/08/19 -Dave Grohl - 142472 First Aid Level 1 20-08-2023 08:00:00

If this course is being managed in eTrainU, no further action is required to register. Only
continue if the course is managed in the CRM.

6. Member CRM Update the Qualified to Attend field to Yes, then
click Save.

Booking Status

First Aid Level 1- 2023/08/19 -Dave Grohl - 142472 - saved Pending Pending v

Course Participant

General Related

Participant
Membership * B3 Dave Grohl - 142472 B Date of Birth 13/01/1969 @
A Club (9 East End SLSC 8 Age 54
& Contact ‘ Dave Grohl B National Student
Number
Booking
Qualified to Attend Yes B Course Instance * [ First Aid Level 1 - 2023/08/19
Booking Status Pending 8 Club Course Instance * [ First Aid Level 1 - 2023/08/19 - East End SLSC
Outcome
0 Outcome o Recip
O Raise d

7. Admin CRM When the participant has been confirmed,
click the arrow at the top right and a drop-
down list will display.

First Aid Level 1 - 2023/08/19 -Dave Grohl - 142472 - saved Pending Pending

Course Participant

General Related

Participant
[ Dave Grohl - 142472 A Date of Birth 13/01/1969 oz}
A8 club 3 East End SLSC A Age 54
B Contact * [ Dave Grohl 6 Na
Nui
Booking
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Admin CRM Change the Status Reason and Booking Status
to Confirmed. Click Save.

L msave W >avexuiose New  Ls USacIvale  \U KEESn ) LNECKACCESS <~ ASSIN  imi KUN Keport 1= snare
First Aid Level 1- 2023/08/19 -Dave Grohl - 142472 -u Confirmed  Confirmed - A
Course Participant Tt mne T

Status Reason Confirmed v
General Related
Booking Status Confirmed
Participant
Outcome
Membership * 3] Dave Grohl - 142472 B Date of Birth 13/01/1969 .
A Club S East End SLSC B Age 54
8 Contact * [ Dave Grohl 8 National Student
Number
Booking
Qualified to Attend Yes B Course Instance * [ First Aid Level 1 - 2023/08/19
Booking Status Confirmed 6 Club Course Instance * ] First Aid Level 1 - 2023/08/19 - East End SLSC
Outcome
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Awards
ADD AN AWARD RECIPIENT RECORD

CRM Security role required: Minimum - _SLSNZ- Admin Level 1 (Club)
Award Approval Level required National - can approve awards nationally
Regional - can approve your region’s awards
Club - can approve awards for your club members
Points to note:

1. Although every Contact exists just once, they may hold multiple Membership
records. We want to select the Membership held with their primary club, but it
can be hard to tell which one is which. It is particularly niggly at the beginning of
the season when members might not have been made active and are still in the
inactive report.

2. Awards, like all the records in the CRM, can either be Active or Inactive status.
When an award is added, it is automatically active.

3. If you are trying to enter members into the sports system, their awards must be

active.
Step Person System Step
1. Award CRM In the Membership module, select Award Recipients
approver
Sundry

& Award Recipients

&> Non Patrol Hours
&> Club Season Mem...

& Member Season P...

m Membership 1
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Award approver

< 54 Show Chart

ZEALAND

CRM

New

] Delete |

Active Award Recipients

Club ¥

Award
approver

New Award Recipient
\ward Recipient - Information

Seneral  Approval

CRM Testing (Offline

CRM

Award R

Owner @ )
Awards Notes

Award
approver

e e
ward Recipient - Information

iener. Approval

Approval Requested
By

Approval Requested
By Contact

Approval Requested
on

CRM

Click +New

() Refresh ] Visualize this view 3] Email a Link | °

Member T v Award ¥

Complete the following information:

a. Award Search for the award
achieved
b. | Member Search for the member

receiving the award
c. Date awarded Enter the date the award
was achieved

d. Award notes Enter any notes needed,
such as where the award
was gained.

B Date of Expiry @
B Status Reason New (Pending)
B Awarded By Club

8 Sport Tutor
Integration Log

Click on the Approval tab and check that all six fields
are empty.

Approved By
Approved By Contact

Approved On B

&l
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5. Award CRM Click Save

approver
] Bsae &fpaveaclose New 2 Flow

New Award Recipient - Unsaved
Award Recipient - Information

General  Approval

A Name Date Awarded * 9/07/2023 )
Award * K First Aid Level 1 A Date of Expiry B
Member * K Dave Grohl - 142472 A Status Reason New (Pending)

Contact

Club & Sport Tutor
Integration Log

Owner * (@ CRM Testing (Offiine)

Awards Notes

6. Award CRM Provided the member has met the prerequisites of
approver the award, and they are an active member, the
Status Reason should update to Approved.

§ Name Dave Grohl - Ocean Beach Kiwi SLSC - First Aid Level 1 9/07/20. m
Award * [ First Aid Level 1 9/07/20. m
[ Dave Grohl - 142472 Approved

[ Dave Grohl 8 Awarded By Clu {3 Ocean Beach Kiwi SLSC
3 Ocean Beach Kiwi SLSC

* A Ocean Beach Kiwi SLSC

Awards Notes

If the Status Reason does not update to Approved, the award will not be shown correctly
in eTrainU or Waves.
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