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How to Register a New Member 

Club Officers’ Step-by-Step Guide 

  

 

Overview 

This guide walks club officers through the process of registering a new member via the online 
portal. Follow the steps below in order to complete the registration and payment process. 

 

Step-by-Step Instructions 

 

Step 
1 

Switch to Your Club Account 

From your dashboard, click on your name and select your club from the drop-down menu 
to switch from your personal account to the club side. 
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Step 
2 

Create a New Member Record 

Once in the club view, click the Add New option in the left-hand Members menu. This will 
take you to the Add Member screen. 

 

 

Step 
3 

Select ‘A New Member’ 

You will be prompted to choose between adding a new member, an existing member, or a 
bulk upload. Select the Add button under ‘A New Member’. 
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Enter Personal Details 

Complete the Personal Details tab: First Name, Last Name, Date of Birth, and Gender. 

 

 

Enter Address Details 

Move to the Address tab. You can search by postcode to auto-fill the address fields, or enter the 
details manually. 
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Enter Contact Details 

On the Contact Details tab, add the member’s mobile phone number and email address, then click 
Next. 

 

 

Step 4 – Choose How to Proceed 

Once you have completed all member details, you will see three options at the bottom of the screen: 

 

Option When to Use 

Option 1 – Done & Add 
Individual Membership 

Select this if you only have one member to pay for right now. 

Option 2 – Done & Add 
Another 

Select this if you have more than one person to register before paying. 

Option 3 – Done Select this if you are not yet ready to make the payment. 
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Step 
5 

Select Region & Membership Type 

After selecting ‘Done & Add Individual Membership’, you will be prompted to select your 
region and choose the appropriate membership type. 

 

 

Step 
6 

Choose Payment Method 

Select how you would like to pay. Note: Auto Renewal is the default setting and will 
automatically charge the card or bank details provided each year. If you are paying on 
behalf of someone else, please change this to One Time Payment, then click Next. 

 

Step 
7 

Select Your Club 

Begin typing your club name in the search field and select it from the drop-down list that 
appears. 
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Step 
8 

Magazine Preference 

Depending on the membership type selected, you may be asked whether the member 
would like to receive a hard copy of the magazine. Select Yes or No, then click Next. 

 

 

Steps 9 & 10 – Finishing Up 

Step 
9 

Verify Address & Emergency Contact Details 

Click Next to review the member’s address details. On the final screen, complete the 
emergency contact information before proceeding. 

 

Step 
10 

Complete Payment 

Select Add & Checkout to proceed to payment. Choose your payment method — Bank 
Transfer (BACS) or Card — then click Checkout to complete the registration. 

 

 



 

Club Officer Resources  |  Page 7 

Helpful Tips 

• Always ensure member details are accurate before proceeding to payment. 
• Use Option 2 (Done & Add Another) to batch-register multiple members before a single 

checkout. 
• If paying on behalf of a member, always switch Auto Renewal to One Time Payment to avoid 

unintended future charges. 
• Emergency contact details are required — have them ready before starting. 

 


