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INTRODUCTION 

Football NSW is committed to working with Summer Football providers in order to ensure ongoing 

improvement of their Summer Football programs. Part of that commitment is assisting providers with guides 

that detail Summer Football PlayFootball requirements.  

This guide contains information on how to correctly setup PlayFootball for the 2019/20 Summer Football 

season. This guide will cover:  

1) Getting Access to PlayFootball  

2) Updating Details  

3) Setting Up Registration Products 

 4) Registration of Players  

5) Approving Player Registrations  

 

Summer Football programs are defined as: 

• a Football NSW Sanctioned program,  

• conducted by a Football NSW affiliated club or association,  

• over a maximum period of 20 weeks,  

• for players 5 years and up. 

 

Before proceeding with product set-up ensure the following has been completed: 

1. Receive approval from Association for Summer program (if applicable) 

2. Submit an application for the Summer Football program to Football NSW Member Services 

3. Receive an approval from Football NSW Member Services and any guidelines relating to the setup of 

the program 

4. Receive system access to the PlayFootball System by the association or centre responsible for the setup 

of the program 

 

 

 

  



 

 

4 SUMMER FOOTBALL CLUB SETUP 2019/20 PLAY FOOTBALL ADMIN REGISTRATION SYSTEM 

1 GETTING ACCESS TO PLAYFOOTBALL 

PlayFootball access is granted on an individual basis. Personal login credentials are not to be shared with 

other people. Access for multiple users is permitted however each individual will require their own access 

and should complete the Online Access Request Form. 

New administrators requesting Play Football Administration Access will need to SELECT the following link to 

complete a User Request Form. Once you have successfully submitted your request form your Member 

Federation or Association will create your User Access, your Access will be sent to the email address you 

have provided in your request form. 

Please ensure the details you provide are correct as your Admin Access is granted in accordance with this 

information. 

https://www.playfootball.com.au/club/registration-admin-request-form 

 

Once you have been granted access to the admin system, review support material via the FFA 

Playfootball.com.au/help website. 

 

Existing administrators do not require additional access right to set up summer football.  

https://www.playfootball.com.au/club/registration-admin-request-form


 

 

5 SUMMER FOOTBALL CLUB SETUP 2019/20 PLAY FOOTBALL ADMIN REGISTRATION SYSTEM 

2 SETUP OVERVIEW 

2.1 Player Registration Workflow 

Football NSW encourages self-registration for all players. Self-registration allows the player/coach/volunteer 

to log into their own FFA Player Profile and register to your organisation. This process saves time and 

resources and also allows individuals to update their own personal information and manage their 

registrations. 

For insurance purposes each player needs to individually agree to the Terms and Conditions set by Football 

NSW in the PlayFootball system during registration. 

The players registration journey should follow this process: 

Login to Account

Do you have a 
2019 FFA 
Football 
Network 

account profile?

Create a Player 
profile account

Do you have a 
previous FFA 
number from 

<2018?

Enter New account 
information and 

verify profile

Claim your previous 
account

Check/edit your 
details

Search for a 
Club

Register to a 
Product

No, New

Yes, Registered in 2019

No 

Yes

Start

 

1.1 Club Registration Setup Workflow 

Football NSW encourages summer football clubs to set up their registration products to make the process as 

simple as possible for your players. Identifying the age groups for the products, and pricing as well as the 

decision to utilize online payments at the time of registration are all considerations when designing your 

summer football product sets. 

Start

Setup Signup 
Form

Online/Offline 
Payments

Setup Custom 
Fields

 team Name 

Setup Products
Include age 
range, fees, 

dates

Check 
Organisation 
Details and 
Bank details
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2.2 Suggested Product Setup Scenarios for Clubs 

Scenario 1: Simplest Model – 2 products 

Criteria All juniors self-register to a junior package with a single fee 

All seniors self-register to a senior package with a single fee 

PlayFootball 

Admin 
 

Player 

Registration 

website 

 

Risks No risks. Administration effort required to sort players into teams if they haven’t 

nominated a team name. See Scenario 2. 

 

 

Scenario  2: Basic Team Model with 2 Step process – 3 products and additional questions 

Criteria Team Manager registers first to a Team product where they submit their team name for 

approval to the club (step 1).  Only one registration per team required. 

Once the Team Name has been accepted, the Administrator can add this team into a 

custom Team list for players to select when they register. 

 

The individual players may then register to a basic package (step 2)  

All juniors self-register to a junior package with a single fee and select their team from a 

list. 

All seniors self-register to a senior package with a single fee and select their team name 

from a list. 

PlayFootball 

Admin 

Set up 2 signup forms – one for the Team Name product, one for the Player registration 

products 

 

Set up 2 custom fields – “What is your Team Name” and “Select your team from the list” 
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Set up 3 products – a Team Name product and two Player products  

 

Player 

Registration 

website 

 

Risks Players who are not part of a team may end up registering to a team they do not belong 

to meaning the club administrator needs to manage this with the Team manager before 

approving the registration. 
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2.3 Advanced Team Registration Setup 

Football NSW have identified some other advanced product setup workarounds for clubs who may want to 

create more complex products for registration. 

Please contact Football NSW Online Services for advice and/or instructions for this any kind of advanced 

summer football setup.  

 

Online Services@footballnsw.com.au ph: 02 8814 4450 

 

2.4 With Winter Registration? 

Football NSW has created governing body registration fees that include a fee discount for all players who 

already have a Winter registration.  

The system will automatically apply this discount at the time of registration to a summer product.  

The club product does not need any other special setup to cater for the Football NSW “With Winter” 

registration discount. 

 

Figure 1- FNSW Fee Types with Discount 

 

mailto:Services@footballnsw.com.au
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Note: In previous years clubs had to create 2 packages for a “With Winter” or “Without Winter” registration  

Package 1: Juniors with a Winter registration = discounted fee,  

Package 2: Juniors without a winter registration = full price fee. 

– this is no longer required in the PlayFootball system) 

 

All Summer Fees are communicated on the latest Football NSW Fee Circular for Summer Football. 

 

2.4.1 Active Kids Vouchers 

In July 2019 a second Active kids voucher number was made available by the Office Of Sport in NSW. This means 

in 2019 school aged children are eligible to use 2 vouchers for sport –  

• Voucher 1 – January – December and  

• Voucher 2 July – December 

We encourage all clubs to make use of the Active Kids voucher for registration, and to keep in mind the rules 

that go along with this service. 

There are strict rules in place by Service NSW and the Office of Sport pertaining to the use of these vouchers – 

particularly that both vouchers cannot be used for the same activity.  

The PlayFootball system only accepts one Active Kids voucher per registration to adhere to this rule. Clubs must 

ensure they do not put at risk their Active Kids provider status by trying to process more than one active kids 

voucher for Summer Football. THIS IS STRICTLY NOT ALLOWED. 
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3 DETAILED PRODUCT SETUP 

1. Associations to edit the Registration Type Dates for Summer Football 

2. Summer clubs to create a Summer Football Sign-up form  

3. Summer clubs to create a Player Product for player registrations 

4. Summer clubs to publish instructions for Players on how to register 
 

These steps outline how to set up Scenario 1. Clubs may choose to create more products based on age 

groups – the same steps apply for all products within PlayFootball admin. 

 

Governing Body Fee Type 

Used: FNSW 

2. Summer Player Junior 2. Summer Player Senior 

Season Dates to be used by 

Associations: 

2019 

Cross over 2019-2020 

2019 

Cross over 2019-2020 

Product Age Restrictions: 5 years to 17 years 18 years to 99 years 

Signup Form Requirements: 
Create a Sign up form for 

Junior Summer Football 

Consider adding custom 

fields for “Please 

enter/select your team 

name” 

 

Consider adding a note in 

the Welcome screen for 

Active Kids Voucher use 

 

Create a Sign up form for 

Senior Summer Football  

Consider adding custom 

fields for “Please 

enter/select your team 

name” 

Number of Packages 

required for Setup: 

Minimum 1 

“Summer Junior Player” 

 

Consider adding a 

separate package for 

“Team name” registration 

(see below) 

Minimum 1 

“Summer Senior Player”  

 

Consider adding a separate 

package for “Team name” 

registration (see below) 
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3.1 Association Season Setup: Registration Types and Dates 

To open the season for 2019-2020 Clubs require their association governing body (FNSW or Association) to 

setup the Summer Player Registration Types with the correct season dates. 

• Summer Registration Types contain any governing body fees that will be picked up in the 

registration package products. 

• Summer season dates control when the season is Open for registration, locked to hold registration 

changes and closed to end the season. 

PROCESS FOR ASSOCIATIONS: 

1. In PlayFootball select Registration menu > Registration Types 

2. Edit the “2. Summer Player Junior” registration type by clicking on the pencil 

 

3. Check that the Period says “2019” and “Cross Over 2019-2020” and [Save] the registration Type.  

4. Repeat for 2. Summer Player Senior registration type 

 

NB: If there are no Summer registration types visible, check the “Show inactive Registration Types” and you 

should see the Summer Player types available for editing – make them active as well. 
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3.2 Club Signup Form Set Up for Summer Football Players  

The simplest setup for a club is to create a single product to be used for Junior players and senior players. 

For more complex package setup contact FNSW Online Support for workaround suggestions. 

Advantages of a single product model: 

• This allows no confusion for players when selecting a summer product 

• Player numbers can be viewed in a single product, and access to registered players is via a single 

product 

• Fewer products to manager by an administrator 

Disadvantages of a single product model: 

• Club administrator needs to sort a pool of players into individual teams without supporting 

information 

• Supports only a single price for the entire age range 

 

Clubs have the option to create multiple packages depending on how you want to sort the player registrations 

ie a single “Junior Player” product can be used for all junior players aged 5-17yrs or multiple packages can be 

created per age grouping “Junior 5-11” “Junior 12-15” “Junior 16-17” etc 

 

PROCESS FOR CLUB: 

1. In PlayFootball Admin select the [REGISTRATION] menu and then [Signup Form Management]. 

Click on [+ Add Signup Form]  

2. Enter the following details in the Signup Form: 

Title: Summer Football Junior Player Registration Form 

Welcome Message: As required – Make a note about Active Kids Vouchers – See 

below 

Confirmation 

Message: 

As required 

Status: ACTIVE 

Sort Order: 1 

Contact Name: Mandatory Name 
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Contact Email: Mandatory email address 

Payment Gateway: NO GATEWAY = Offline (pay later option only) 

FFA PAYMENTS = Online payments via FFA IP gateway (Visa and 

Mastercard) 

(note the total player price will be this fee PLUS the governing 

body fee) 

Allow Offline 

Payment: 

CHECK ON (default) this allows players to “pay later” via other 

payment methods 

Automatically add 

processing fee: 

CHECK ON (default) means online payment processing fee passed 

on to the player 

Offline Payment 

Description: 

As required – enter Pay Later terms or details to direct debit bank 

details 

All other fields: Leave as default 

 

3. Save the form and check the set-up criteria is correctly displayed in [Signup Form Management] 
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3.3 Club Product Set Up for Summer Football Players 

1. In PlayFootball Admin select the [REGISTRATION] menu and then [Product Management]. 

Click on [+ Add Registration Product]  

2. Enter the following details in the Product Form: 

Name: Summer Player Junior 

Parent Organisation: FNSW or your Association 

Registration Period: 2019 / cross over 2019-2020 

Registration type: 2.Summer Player junior [5-17 MX] 

Your organisation fee: Club base fee portion of the registration fee 

(note the total player price will be this fee PLUS the governing body 

fee) 

Description: Include details about the program such as dates or criteria 

Active: Check this ON to enable the product 

Sign-up process: Summer Football Junior Player Registration Form 

Age from/To: 5 to 17 years 

Required Gender: As required 

Available From Date: Start date for product availability for registration 

Available To Date: Close date for product availability for registration – no registrations 

past this date 

Max number purchases: As required – only use if a limited number of registrations are 

required 

Enable Wait Listing: Blank. Only use with Max Number purchases limit to allow players 

to register their interest in the program.  

 

3. Save the form and check the set-up criteria is correctly displayed in [Product Management] 
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3.4 Publish Instructions For Players On How To Register 

Once all of your products have been created it is recommended that a guide be produced for your players to 

step them through the registration process. Instructions should guide players through the following (at a 

minimum): 

• Steps a player needs to do before registering – Photo, team name, Active kids voucher, Player Portal 

• Active kids Voucher information and how to apply it to registrations 

• How to register to your club – shortcut link to your registration welcome page 

Click on “Start my Registration” 

On the welcome page click on “Get Started” 

Click on “I already have a Football Account” 

Then sign in using the same Email address and Password you used to register for the winter comp. 

Follow the prompts and select the desired Age-Group Product. 

 

If you DID NOT play in the recent 2019 winter competition,  

To register you must first create an account with PlayFootball via FFA.com.au “My Account” 

Parents should use their your own e-mail address (account) to register their children. 

Multiple children in the same family can then be registered by a parent on the same account. 

After accepting the terms and conditions click on register. 

(Credit: Sample text by Manly Warringah Football Association) 

• Package Fees for Summer 

• Season Start and End dates 

• Terms and Conditions (these should be added to the product forms) 

• Who to contact for more information 

 

Publish instructions to your social media pages and club website to ensure your summer football season 

reaches all of your players! 

4 ADDITIONAL INFORMATION 

Refer to the FFA website for more guides on the PlayFootball system and the setup of packages within this 

tool.  https://support.playfootball.com.au 

 

For additional information regarding Football NSW summer football, resources can be found at  

https://summerfootball.com.au/ 

https://support.playfootball.com.au/
https://summerfootball.com.au/
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5 APPENDIX 

Sample Signup Form 
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Sample Products 
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