
Log in and Set UP
Club Admin will receive an email asking them to register and accept role 

as Club Administrator. 

Register and Log in.

































How to Accept in Invite
Volunteer will receive an email. When sending invites may be best to 
chase up with a personal email asking the volunteer not to disregard 

from ECB.

Volunteer needs to register themselves and then open the My Roles bit















Accompanying notes – Log in and set-up
• Slide 3 - Main screen when logging in. Select Register as a first time user.

• Slide 4 - Opens up to this screen - Click on My Profile

• Slide 5 - Edit if necessary and then select confirm. This will return you back to home screen 

• Slide 6 – select My roles

• Slide 7 - These should be your roles as the users. Then back to home screen and click on Club admin

• Slide 8 - Opens up to this screen - Click on My Profile

• Slide 9 - Opens to show Club Information, this can be edited if needed. Click on Contacts and officials

• Slide 10 - This is what the Administrators screen looks like when populated

• Slides 11 and 12 - How to add a new official - Make sure you input the email that volunteer uses for DBS. Add 
all volunteers at this stage.

• Slides 13 and 14 – Allocating a role - Select one of the pre populated contacts and then select all roles that 
apply to that volunteer. Click on submit- an email is automatically sent to the volunteer. The volunteer has 45 
days to accept (register and then accept). The system searches for volunteer email and name that matches DBS 
(or SYC for CSO) etc and then populates with Valid, pending or incomplete within 72 hours.

• Slide 15 - Click on Teams & Programmes- input all data- this then allows captains and teams to correlate.

• Slide 16 - Click on Venues and Insurances- click on New Venue and input Data- this opens the free Insurance for 
Public and Employers Liability. 



Accompanying notes – How to accept an invite

• Slide 18 – Email to confirm role has been allocated. Select Login and 
accept/reject role

• Slide 19 – select Manage invite

• Slide 20 – select Actions (you may need to scroll across the screen)

• Slide 21 – select Accept

• Slide 22 - select Proceed

• Slide 23 - open up My Roles and should now show as Accepted


