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1. LOGIN

The Hockey Canada Registry (HCR) is located at: https://hcr.hockeycanada.ca/

When you access the HCR, you are presented with the following login page:
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CcCAMADA

Hockey CANADA REGISTRY

PLeasE LociN HERE - VEUILLEZ DEMARRER ICT:

UserMAME - NOM D'UTILISATEUR:

PassworDp - MoT DE PasSE:

Log In - Démarrer |

[] REMEMBER ME - MEMORISER

FORGOT YOUR PASSWORD?
VOUSs AVEZ QUBLIE VOTRE MOT DE PASSET

Once you have logged in you will be directed to the
Home Page. It is on this page where Hockey Canada
updates the user with changes to the system through
the “Change Log”. Upcoming Changes can be found
by scrolling to the bottom of the Home Page.

Simply enter your username and password in the
appropriate text boxes and click on the “Log in —
Démarrer” button.

IMPORTANT: Passwords are case sensitive!
Please ensure your CAPS LOCK key is not on
when typing in your password!
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2. USER OPTIONS

2.1 CHANGING YOUR PASSWORD

Select Options from the top right of the HCR and then click on “Change Password” under Quick Tasks.

Type in your CURRENT password in the “Password” textbox.
Momezs | Buuems _ Hee | Losour

Then, type in your new password in the next textbox and

confirm it by re-typing it in the following textbox. Typing it

twice ensures that you did not enter any mistakes in the User:  HC-mLATULIPPE
. . " " Season: 2010

first one. Then click on the “Change Password” button.

Your password MUST contain at least 5 alphanumeric characters!

2 00832800

Home Mempers Teams Cumnaes ReronTs ADMIN

|ﬂANAD.ﬂ.

Change Information Change Password Change Email Change Email Subscription

IMPORTANT: Passwords are case sensitive! This means that if your password contains UPPERCASE
letters, you must type them in UPPERCASE. Make sure your CAPS LOCK key is not on when creatmg
or changing your password!

2.1 CHANGING YOUR EMAIL ADDRESS

Click on Options at the top right of the HCR and then on “Change Email” under Quick Tasks.

First enter your current HCR password. Then, click on the Continue button (don’t hit enter, it won’t work) to
move on to the next step.
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OPTIONS

Change Information Change Pass

Please enter your password.

Password; | =ssssess

The next screen will show you your current email address. Replace it with your new email address and click on
“New Email”.

-

OPTIONS

Change Information Change Password oy

Please enter your new email.

Email; :helk}desk@_

Your email is now saved.

If you get an error message saying that it is an invalid email address, make sure you have entered it in

the correct format. Ensure there are no spaces in the email address and that you type it in the
correct format as shown.




3. MEMBER MANAGEMENT

3.1 MEMBER PROFILES AND HOCKEY CODES

Each Hockey Canada/Hockey Manitoba Member has a Profile page in the HCR and a unique Hockey Code (also
known as Hockey ID) that distinctively identifies that member.

o . =308

cCAMNMADA
Memzens Teams Cunacs Rerorrs Aomin

Scarcu i Tacks i Transrore

Create a New Member Profile o Reguest a Member Transfer

Preregister Members o Reguesta USA Transfer
Advanced Member Search

Search USA Transfers

No two members have the same Hockey Code. The Hockey Code of a member cannot be changed or
chosen. A Hockey Code is automatically generated by the HCR system.

3.2 SEARCHING FOR MEMBERS

All members and their Profiles can be searched for and accessed in the “Members” section of the HCR.

This is NOT the section you would use to create a team or add members to a team. The Members
section is specifically designed for managing Member Profiles.

The Members section’s Main Area will show you a searching page by default. All members to which you have
access can be found with this search page.

.
MEMBER SEARCH

Last Mame: | Frrest Name: Hocker Cone:

Search ApvanceED SearcH




Remember that you will only find members that belong to the Association(s) to
which you have access. For example, if you only have access to the Smallville MHA
and you’re looking for a member outside of that association, you will not find them
with a Member Search. In that case, you would need to initiate a Member Transfer
to transfer that Member into your Association.

3.2.1 Basic Member Search

A basic search allows you to search for a Member by their Hockey Code OR by first and last name.

To access the basic member search you would either click on “Advanced Member search” which is shown in
the screen shot below or you could type in a name in the search box and click on “Go”.

2 JAS

HomE MEMBERs Teams

= AR A DA

SearcH Tas

| ADVANCED MEMBER SEARCH |

If you know the member’s Hockey Code and you perform a search using it, don’t enter their first and last
name. Since Hockey Codes are unique, no one else will have that Hockey Code.

B
MEMBER SEARCH

Last Name: First Name: Hockey Cone:

Search Aovancen Search

You do not need to enter ANY information to do a search. You can simply leave all textboxes empty, hit the
Search button, and it will give you ALL members. This applies to ALL searches in the HCR (searching for
Members, Teams, Leagues, etc.). You can further refine your searches by using the “Advanced Search”,
explained in the next section.




3.2.2 Advanced Member Search

The Advanced Search will give you more options or “filters” which allow you to filter or refine your search
results.

To access the advanced options, click on the “Advanced” link under the “Search” button.

.
| MEMBER SEARCH

Last Name: Firet Mame: Hockey Cope:

This will expand a new section and show you the available filters, as shown.

SEARCH MEMBERS

LasT NAME | FIRST NAME Hockey ID

ADVAMCED SEARCH

Office

Branch: (Al IZl
-1 (A}

o (Al

Association: | (All)

Date of Birth

©) Date of Birth Date of Birth To

] mm-dd-yyyy mm-dd-yyyy

) Range

_ 01-01-2011 12-31-2012

@ Mone
TOR

Member In Season:

(T) @ Mo Filter ) Not on a Team ) OnaTeam 2012-2013 E|
(0) @ No Filter ) Not an Official ) Is an Official
(R} @ Mo Filter ) Not Pre-Registered ) Pre-Registered



3.2.3 Member Search Results

When you are done specifying your search criteria and you click the Search button, the HCR searches the
database for the members that match the filters you have chosen.

The search results are listed below the main search criteria area, as shown in the image below (Hockey Code
and DOB blurred for privacy):

| M-E'.rﬁn 5&.!.':.-::-

Laer Wasmc karid oy’ s £ Hiowan oo

Saaali [

= Faecrd L-10 Tetal Bacsich: 10, Paqel of ©

Heoar I Lagr Mawn Fiorr Mawn DiE Auzasnzs Hrarcs Armoal
. TOR _n.inl _I;I.;Fi' T - -_W-'dl.'u‘il.LE:‘dHl. -HL'l .............. ;m\. i

T WEMT CLapx FAALINLLE PAHE HLT L
T EEMT CLARK SRAALIVILLE PAHA, HLT ;_g
T WEMT CLARK FAALIVILLE P HET |
T KEMT CLaRE SRASLLVILLE PAHE, HCT Ers |
T KEMT CLARK Pl LIVILLE BAHE HCT i

EEMT CLaRE FAALLVLLE PAHA HCT Yipms]

FEMT CLARK PAALIVILLE MHE HECT s

KEMT CLARE FAALLMLLE RdHA HLT Wi

The Search Results will show you the member’s T.O.R. status in the first column, (T — Team, O — Official, R —
Pre-registered), Full Name, Hockey Code, Date of Birth, the Branch and Association to which they belong (fifth
and last column). Results will show 50 members per page. Click on the page numbers in the footer of the
search results to open that page.

You can quickly obtain more information on the member by clicking on the preview icon that is located to the

left of the hockey ID. A popup box will appear with a quick overview of the member’s profile as shown in
Figure 3.2.3 circled in red.

10
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MEMBER SEARCH

LAer.AME:;kE!nT. | First mmz;ﬁlark Hocker Con:

Search ADVANCED SEARCH

= | = Record1-10 Total Records: 10, Pagel of 1

Hocrer ID Last Name First Name

Q, 1400000064527 TOR  KENT CLARK

£ 1 1400000064528 F KEMT CLARKE

QL 1400000064529 T KENT CLARE

) e
- & CLARK KENT - #1400000064535 L

@ ADDRESS - A RK
122 KRYPTON ROAD ]

{ ‘}h SMALLVILLE Mo ALS 181 L&RE
PrEREGISTRATION - 1]

Q) LA RK
Mo Pre-Registration dats exists for the selected season. 1l

i 1 Teams - LA RE
SMALLVILLE MHA AT 21 1

[ }‘ LARE
Aszzooamons - 4
JSMALLVILLE MHA "8

™ —_

Figure 3.2.3

This information could help you find the correct member in a list of results.

3.3 MEMBER PROFILE (RECORDS)

Once you have searched for a member, found them, and clicked on the search result, you are presented with
the member’s Profile page.

You can see an example of a fictitious member’s Profile in the next figure.

11



Mlendpsint PROFALE

-
CLARK KEMNT
Msmuer-03-40 |Make |Franch |1400000064528
Age! M of ITIB1EIL

Associstions [Edi]

Peimany SMELLVILE MG (HOCKEY CAMADE TRAMING BRANCH

Char e Tay = L]

Custoanine yoisr wicw by decking on the [Tintamdz e] bnl o,

[ MY CUSTOM TAB

The Member Profile is divided into tabs as shown in the screen shot above. Some tabs may contain multiple
sections for different types of information such as the miscellaneous tab or the custom tab which will be
explained later.

You will only see the sections and information which apply to that member on a member’s Profile. If that
member does not have any Qualifications, for example, you would not see a “Qualifications” section.

In top section of the screen you’ll find the member’s general information, which contains the member’s unique

Hockey Code, full name, primary association, date of birth, gender, language, and age as of the Division
benchmark date, usually December 31 of the current season.

3.3.1 Adding a New Member / Creating a New Member Profile

You may need to create/add a new member in the HCR for a person who has never played Hockey before.

To create a new Member Profile in the HCR you would have to click on the “Create a New Member Profile” link
as shown in Figure 3.3.1.

12



2 BAZH00

CAMNADA
Home MEMEERS Teams Cunacs Avmin

SearcH | Toss - ETMMSFERS
) {+ Create a New Member ProfiD ! o Requesta Membe
o Preregister Members o Reguesta USAT

ADVAMCED MEMBER SEARCH :
| o Search USA Transi

Figure 3.3.1

DO NOT create a new member in the HCR if they have already been involved in Hockey in the past!
- They would already be in the HCR and you do not want to create a duplicate record. If you cannot
find them when conducting a Member Search, it means that they are elsewhere, to which you do
not have access. In this case, you would need to request a Member Transfer. Call or email the
Helpdesk if you are unsure what to do.

3.3.1.1. Create a New Member Profile

The “Create a New Member Profile” feature allows you to create a member by entering all of the required
information on ONE screen.

2 00E2800

Home MEMEEKS Teams Cunncs Rerorts Aomm

oA MA DA

Starch ! Tasks

o b i
@ Go Eo Create a New .FmberProflle

ADVANCED MEMBER SEARCH 1 TRECoUh =

Simply fill in all the information and click on the “Add” button at the bottom of the page.

If you click on “Add” and the HCR detects that a member already exists in the system with that
EXACT name and date of birth, it will tell you so and ask you if you want to initiate a Member
Transfer or start over.

13




Cmure 2 Nrwe Miuus Peomr

Vi iy e, 0 T it i g g 0 @ g s Pl R e o, by o B

Brmmarm b b ol m mbn e g " =

B

G

Bamen 11

Foast S
[T

[EE RS p———

= R TRy

[ST=N
¥ bt

i L
i bpmagd e

L.
[ptreers

Powes  [Ontario  []
Pawces
e —

Comv aBovE ADDRESS A5 FATHER'S ADDRESS.

Com ABovE ApDRESS A3 MoTier's abbRsss.

Contact

Fhas

Ergiah

B

T Home  [<]

T

e [Emal  [<]
I

Emergency Contact

o
T
Tise: el [+
e E—

citi
\Canada |z|
Tracking
Type: [ [=]
Season: 2010-2011 [~
Privacy Policy
Season Status
2010-2011 [=] [No [+]

14



3.3.2 Editing a Member’s Profile Information

e Sections on the Member Profile that can only contain ONE item will have an “Open” link in that
section’s header, such as the Citizenship.

e Sections that can have more than one item will have an “Add” link in that section’s header. Therefore,
to edit existing information, you MUST click on the information itself to open it and edit it.

MivmERORLE

ON-T3-VI6 |Mhds | Inghee |4amameas
Age: T v 20

Mane-cabora (S|

Paimary: WANFET RO HOCEER (FOCUFF hassITORA|

e DA TiE 1 Custemize]
Fekdvemay & Cantacts
Achiiresses oo
Tracking lires ABoREs 1 MRS X ime Peaviil Fread {0 [
: * Pasidur e HE KH L
i Fasien RGELER HE R 1ED Copm

Thaice & Quubficitias

Gpaven b Clinics

Using either method will bring you to a new page to edit that information.

3.3.3 Adding Information to a Member’s Profile

Again, if you have sufficient access rights on the member for whom you are viewing, you can add any
additional information by clicking on “Add” in the appropriate section’s header.

P =
| et & Dot
L Addresses (ai
| Tracking hems Azcann T Acau G Froasz Para: Czma hrnen
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3.34 Deleting Member Information from their Profile

You can delete any information from a member’s Profile by clicking on the actual information to open it, just as
if you were Editing their information (see section 3.3.2 - Editing a member’s Profile Information on page 15),
and then clicking on the Delete button. As an example, here we are attempting to delete some Contact
information.

g
Epitr CoNTACT

Memeer: CLARK KENT

Primany: Mo |E|
Tvee: Haome |E|

InrormaTion: |B55-555-EERE

Creation Date: Septernber-29-09
Created By: helpdesk
Last Updated: September-29-09
Last Updated By: helpdesk

. .I... W
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3.3.5 Edit Profile

You can also edit a member’s profile using the Edit Profile feature. This feature allows you to edit most of the
member’s general information all on one screen.

To use the Edit Profile, click on the Quick Task by the same name from the member’s profile page.

Z BAEB0A8

Home Memeers Teams Reponrts ApMIN

MEMEER ProfLE

(r
CLARK KENT

1940-01-03 |Male |French |1400000064528
Age: 70 == of 2010-12-31

Associations [Edit
Primary: SMALLVILLE MHA (HOCKEY Col

A TRAINING BRANCH)

Edit Profile | Duplicate this Member Delete this Member Member Merge Member Info Report P
Y J

Chenge Default Teb

[ Addresses & Contacts
Addresses [add]

( Trackina Items

Annnres 1 R
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3.4 TEAM PROFILES AND TEAM IDs

Like a Member Profile, each team has their own Profile page for each season which describes the team, holds
the team members, and contains contact information and settings, etc.

Like a member Hockey Code, each team has its own unique “Team ID”. This ID is a number automatically
assigned to the Team Profile when the team is created. It cannot be changed and it cannot be chosen.

3.5 SEARCHING FOR TEAMS

The Teams section’s Main Area (click on Teams at the top left) will show you a searching page by default. All
teams to which you have access can be found with this search page.

18
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Mewmecrs Teams Cunics Reponrs Aomin

A MNA DA

| SEARCH TEAMS

Team Ip: Team Name: Team Seonson:

Search Aovancen Search

Remember that you will only find Teams that belong to the Association(s) to which you have
access. For example, if you only have access to the Smallville MHA and you’re looking for a Team
outside of that association, you will not get any results.

Like a member Search, there is a Basic Search and an Advanced Search feature.

SEARCH TEAMS

Team Ip: Team Name: | TEAM SPONSOR:

ADVANCED SEARCH

FILTER

REGION: Do not search by Regions E
DISTRICT: Do not search by Districts E
Assoanamion: | Search All Offices E
DIvISION: Search All Divisions |Z|

CatecORY | All |Z|

Season: | 2012-2013 =

STATUS: All

Cuass: Al B2

PLAYOFFS: All E

Selecting any of the available filters will tell the search to only give you teams defined by that filter.

Once you have clicked Search, your results show under the Search criteria area, as shown.
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Like a Member Profile, a Team Profile has many sections.
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The “Rosters” section is the section where all of the team members can be seen and added, including coaches,
managers, etc.... not just players.

| Every single member is added to a team in the same way. There is no difference between a player,
a coach, or a manager when adding them to a team. They are all members and are added in the
- same way as a regular player would be added.

Crpres Dt T Team Roster (244

[ [ Poavies
# Maw Durpie Beni Racsnstes Datl RhlsgDem Sravii B ] T Amied
|:n.m , CENTER FOOT Bl M0I0T-35  M0-06-15 Agpraved Zpm
!_."""""‘"-”""'"l y FLAYER BOA B 1335-05-23  MIL-0-LS Egpeeed g
:!mlmm 3 FLEYER: Michal Latulipps L350 -0003 M3k 00A37 Approved -"r
-
I' PR 1 GOELTEMOER. TEST TEST [339-139  JW-N-13 Eppeaeed Qe
o PLAYER TEST TEST 04065 MHA-D6-LE Appraead e
| Hostony :
; . PLEVER TEST TEST DA08-H ML-06-L Epproved Dps
(LI RO AR . BLAYER  TESTTEST RG] BEAS p— Zmn
| FORWSAD  JOHMNKHOLES BOOTH 3M-M-71  019-12-0 Eppeaeed g
- PLAYER TEST TEST 00000 M00-D6A5 Appraved Cipsm
L PLAVER JOHRNY SRPLESERD 0L M- MLI-E-11  Appaved Qps
. FORWARD  DWHMEL GRAYSTORE 0202403 X00-4205 01205 Appreved dpm
i HES ames Bt SuaF
.............. - Ao Pt B o e U L 2
COACH  jabwimy tems? 1580H1-00 me-p-e g Qe
COACH  KEVM GUERTING  ANGAM0Y  HADA246 HANATAS  Appiowsd fpm

Registration Summary

AT Ty Taran Fxanis Toai L]
Prav 4 L} L} T ]
Lais ] d d 1 i
Tenm a o o 4 13 i

Each member on the team occupies a single line on the roster. You can click on any of these member lines to
open their Team Registration page, which defines the details of their registration. The Team Fees section is
only editable by the District/Zone registrar or the Branch (any Team Approval user).

These fees are used to charge the association a price for a type of member on the team. This does NOT apply
to everyone! It is there for those who need it.
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3.6 ADDING MEEMBERS TO A TEAM

Every season, you will need to add members to that season’s team. Remember that a team is season-specific.
A team will have a Team Profile for EACH season. Therefore, even though you may have added all the same
members to the team in the previous season, you will need to add them all again to the new season team.

To add a member to a team, first locate the team using Team Search as outlined in 3.5. Once you have located
the team click on the “Player” tab from the left menu then “Add” in the “Team Roster” header of the Team
Profile page .

Change Default Tab
Roster
Team Rosten) s
Administration PLAYERS
Activation and Approwval T St e T v T by
‘\\ PLAYER
Contact & Address Information
X GOALTENDER
Miscellaneous Y PLAYER
iy
History 1§ PLAYER
“\ PLAYER
MY CUSTOM TAB
PLAYER

You will then be brought to the next page: the “Add Players” page, as shown in the next image.
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B W g Rk Hai Pre-Regisherad Pre-Regisered For Selecied Seasan  Adull

This page allows you to search for the members you want to add to the team. This search works in the same
way as the regular Member Search in the Members area of the HCR whether you use a Basic or Advanced
Search.

At the top of the page, you'll notice the team name. This is the team to which you are adding members.
Below the “Search Available Players” section, you’ll notice a section called “Players”. This section is NOT the

search results! It only shows you a list of the members already on the team. It is shown there for reference so
that you do not search for a member that is already on the team.

If you try to do a search for a member that is already on the team, you will not get any results.

Like a regular Member Search, you can search for a member by Hockey Code, by First and Last name, or by
other Advanced Search Filters.

If the HCR finds only one matching record/profile, it will immediately bring you to their Team
Registration page. It will not give you search results.

3.6.1 Search Available Players — Search Results

Your search results will look different than your regular Member Search. It is designed so that you can add one
player at a time or multiple players at a time.
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Ll [ Fry, Lan T4UuuUUUE4nbu THHU-12-20 ouy) Smaliville MARA [~a0)
R g, g 1400000093429 1980-01-01 BUD Smallville MHA Add]
F gfh, yryt 1400000096418 19897-02-22 BUD Smallville MHA Add]
F GHIJKL, ABCDEF 1400000379968 1998-01-01 BUD Smallville MHA Add]
| Gunn, Tommy 1400000094745 19580-01-01 BUD Smallville MHA Add
F] Jagr, Jaromir 1400000001322 1972-02-15 BUD Kingston MHA Add]
F] TR Johnson, John 1400000093935 1997-01-01 BUD Smallville MHA Add]
3.6.2 Adding a Single Member to a Team

To add a single player to the team from your search results, click on the

column for that member. This will open their Team Registration page.

Member Team Registration

“Add” link button in the far right

Association: SMALLVILLE MHA
League: Adult Rec Test
Class: -

Division: Adult

Category: -

Team: The Best

City Id: |

Contract Mumbern:

Position: [Player] PLAYER -
Jersey Mumber:
Card Option:
Affiliate:
Import: N/A -
Tryout:

yyyy-dd-mm
Registraticn Date: 010802
Release Date:
Member Status: Approved -
Condition: Mone -
COMMENT:

(200 CHARACTERS LIMIT)

The Team Registration page is where you define the details of that member’s registration to the team. It is
important to remember to identify the “Registration Date” as the date the member registered with the
MHA. The HCR will automatically default to the date the team is being formed. Please also define your
goaltenders in the “Position” box.
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3.6.3 Adding Multiple Members to a Team at Once

As mentioned earlier, you can add multiple members to the team at once with the “Add Batch” feature. This is
useful if you have a certain group of members to add to the team, such as Atom-aged players, for example.
For that, you would use the Advanced Search Filters to define the age range of the members.

From your Search Results, put a checkmark beside each member that you want to add to the team, define the
Position for all these members using the Position drop-down menu, and then click on the “Add Batch” button
below the search results, as shown in the image below. Ensure that the Registration Date is the date the
member registered with the MHA.

You will NOT get a Team Registration page as you would when adding an individual member to a
team.

When you click the “Add Batch” button, it will add all the members that it can to the team. If there are any
problems with certain members, notice will appear to describe why the member could not be added to the
team. Some problems include: member is already on a team and cannot be added, the team has reached its
maximum player count, the member is not the correct age for that division, missing qualifications, missing
tracking items, etc.

ST Haosor 102 EaRrHDaT! ErhncH
APPLERF, JOCELYN b LR ED 1333241 BCH
1 APPLERY, MOE 4CEID0ETE B33-23-06 aHF
APPLERF, JOFN TOOODOaED4 a5k -0l COHA
APPLERF, JOFN OO L973-07-03 H#
APPLERF, JOFN EOORESS L333-0d 01 H#
@ TR APPLEEF.BUTTON, JOHN LI LIRS L¥5-10-19 aHF
TOR APPLESERD, MMM 140000 16703 B30 -0d 01 HCT
TR APPLESERD, MINNT 40000 4EE L3108 HCT
AP ESEETY, MM pLILCLIE R T ] LE-0d 01 HCT
APPLETON, JOE o LR 2w LIM4-1508 H#
8 ] APPLETON, JOMN - WESLEY 1400000 142506 2001 aHF
APPLN, FORDAN BALPH LI LOMHHNILE 1335-0d 05 HEL

L2 recards Paund
..... dd-mm
Peaticre [Plarpar] PL R = Asgirabion Data E

Lidd, HFissch

9
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3.6.4 Adding Bench Staff to a Team

Bench staff is added individually to a P
team in the same manner as a single Cirtegany
player would be added. (Reference Teare:

3.6.2) In the position area ensure that iy

you correctly indicate the position of Cantract Mireen
the member. =

bavey Bl

o Oplian

Check to Add. Uncheck to Remove.

MO IP CERTIFICATION

MO COACH CERTIFICATION

MO DEVELOPMENT 1 CERTIFICATION

O
O
| MO SAFETY
O
O

MO RIS CERTIFICATION

QUTSTANDING BALANCE

Deficient Memben OUTSTANDING BALANCE / Lacune: OUTSTANDING BALANCE F

26
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PR ET A

TES? TEARA

|Banch Saf) SAFETY PEQPLE

Hockey Manitoba Registrars will place
certification deficiencies on bench staff that
is not properly certified for the position
indicated in the position area.

Please note:
Winnipeg Associations are required to place
these deficiencies on their members.

Previous certification deficiencies (green
print), or outstanding balance (red print)
notices on an individual’s record will
appear when attempting to add him/her
to the roster. “Outstanding Balance”
will not allow an individual to be added
to a team until this has been resolved.
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3.7 REQUESTING TEAM APPROVAL

Once your team has been finalized, approval must SroRsm Have Cocm: WHITE

be requested through the HCR. This will be done "h:::: o ""M:;f ::::"u

automatically once you select the “Request Team CATGECE: MITGETS

Approval” button. v ey

Eitavastieny HEOCE) WAHTTOES - HEGEHAL HOCEE |/ INTER AFE

The volume of teams requesting approval during
the beginning of the season is very high. Please
ensure that your teams are near completion or
completed prior to requesting approval.

Team Roster a0
T P PLAVIRE

PLATER i

@ g The ability to communicate between the Association and the
vy Zone Registrar is available through the note section (if
el [T Teaw el required). Once completed, select the “Request Approval”
button. Your Registrar will be notified via email that a team is

TEAM APPROVAL REGUEST requiring approval.
dwattizg Crecaoe Appliczatise for Jobk=
Smits. BRI foreesd coos awad lab -I.E

PLEASE NOTE — ONCE YOUR TEAM HAS BEEN APPROVED ANY
CHANGES TO THE ROSTER WILL REVERT THE STATUS BACK TO A
“PENDING”. YOU MUST “REQUEST TEAM APPROVAL” EVERTIME
A CHANGE IS MADE TO THE ROSTER
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3.8 PRINTING TEAM ROSTERS

SrnMinR: Homt Coudie WHITE
Team rosters can be printed once the team has DensKME Magel  AWAYCDLOR: BLLE
been approved by the Zone Registration. e e )
Rosters that are “Pending” will not be
available. (Reference Figure 3.7.) P

Anadatian NOCKEY MAMTODS  REGECHAL MOCEDY SINTERLAKE /Wa

Chusrays Dot T Team Roster g
PLAYERS
: Mt
Adrminteatinn L P AMY
| fuctiemtiom and Bppraal

Official Team Roster Team D
- ke AN
League TEST Conference: - Tournament Number
1 1896558

Division Ididget Class - Season.

Category: MIDGET-A Type: Standerd Print Date: 07-20-2011

01

This team must be approved to print team members. Please contact your District/Zone registrar or your Branch.

SUMMARY

s = 4 2 [ o 1 1

Cemch a ] a ] q 9

BN I 9 ] o] B 4 2
Figure 3.7
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4. MEMBER TRANSFERS

4.1 WHO STARTS/INITIATES/REQUESTS FOR TRANSFER?

The Transfer is ALWAYS initiated by the requesting (or new) Association, regardless of the type of Transfer. In
other words, the Association to which the member is “moving” will initiate the Transfer process. It cannot be
done otherwise.

4.2 How TO INITIATE A TRANSFER

To request the transfer of a member to your Association, click on “Members” at the top left of the HCR to
access the members section, and click on “Request Member Transfer” under Transfers in the menu.

Neomess | Buueme | ©
5‘
cCAMNMADA

M EMBERS Teams Cuma; Reports Aomn

Searcu Tase ETR"""
|w | o Create a Mew Member Profile __b o Requesta Member Transfer

o Preregister Members o Reguest a USA Transfer
ADVAMCED MEMBER SEARCH H

i @ Search USA Transfers

To initiate a Transfer, you MUST know the member’s full name and date of birth (or just their
Hockey Code) before you start. You cannot initiate a Transfer with partial information. The HCR
requires this information to correctly find the member in the database. You cannot initiate a
 Transfer otherwise.

Figure 4.2.1 shows you the first Transfer screen.

4.2.1 Initiating a Transfer with the Member’s Hockey Code Only — Step 1

If you have the member’s Hockey Code (Hockey ID), enter it in the “Hockey ID” textbox, select the Office
(Association) to which the member is transferring, and click on the “Find Record” button. Don’t enter the
member’s first name, last name, or date of birth since they are not required when you have the member’s
unique Hockey Code.
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Tor iegn thes rereter prososss, if you Fures The kember s Hockey T enter & in e " Hockes 107 Tl athenars, ennsr the Member s First Mo, Lagt Mame, ani Bith Dete Choose the
C¥fice ba which o want to send the Member. Chck on “Find Becord” when you s doos

Basee 1Dy

o B

Lo Bawe:

Marg o Biwa wre-mm-dd

e =

Tt s
Crasbed By

Lt Lhpedated
Lart Updstad B

Figure 4.2.1

4.2.2 Initiating a Transfer without the Member’s Hockey Code — Step 1

If you don’t have the member’s Hockey Code, type in their First Name, Last Name, and Date of Birth.

Unlike the Member Search, you cannot do a “Partial Search”. You must type in the name in full.
The information you provide MUST match EXACTLY as it is in the database.

If you have access to more than one Association, don’t forget to select the Office (Association) to which the
member is transferring!

Click on the “Find Record” button to find the record and begin the steps to requesting a Member Transfer.

4.2.3 Initiating a Transfer — Member is Not Found!

If the HCR did not find the member, try again by hitting the back button on your browser to return to the first
screen.

> Try alternate spellings of the name, like nicknames, etc. Remember that the info must match exactly
as you typed it in.

> Try alternating the month and day of the member’s birthday, if possible, since many birthdays are
incorrect due to data entry errors.
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» Try the birthday 1900-01-01 or 2001-01-01 as many members that came from different systems did
not have date of births. Many coaches have the DOB 1900-01-01.

> Itis possible that the member has a different last name in the HCR, like a mother’s maiden name, for
example. Try that also, if possible.

If the HCR still cannot find the member and you’ve tried all possible options you can think of,
DON’T CREATE A NEW MEMBER IF THE MEMBER SHOULD ALREADY BE IN THE DATABASE! Call the
Helpdesk and they will help find the member for you.

4.2.4 Initiating a Transfer — Step 2

When the member’s record is found, the screen shown in Figure 4.2.4 will appear.

Depending on your Branch’s Office Privacy settings, some of the member’s information may be
hidden from you to protect the privacy of the member, as shown in 5-20. The private information is
replaced with asterisks (*).

p
| MEMBER TRANSFER

This member is in the database, select one of the eptions below to proceed.

View Memeer Derans ra New Winpow

Hocxer ID: 1400003116793
Last Name: APPLESEAD
First Name: JOHNNY
GEMDER: Male
BirTHDATE: January-01-00
Ace: 10 as of 2010-12-31
Aopress(1): O
Anpress(2):

Grv: Detroit
Province: I

Posra Cone: OGO

Ennan: test@test.com

Home Prone: 5555555555
Wonrk Puonc:

Assoaation: SMALLVILLE MHA
Caprica MHA

What would you like to do?

M Transfer a different member

Figure 4.2.4

If the member you are trying to Transfer has duplicate records, the HCR will grab the first record it
finds for your Transfer.
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Click on the “Transfer Member” button to continue to the next step.

4.2.5 Initiating a Transfer — Member Already in a Transfer

It is possible that the member is already in a transfer. If so, the HCR will tell you, and you will not be able to

move on.
i P~ {
ve WA
y Memecrs Tean

-

o A A DA
L Home

-

INITIATE TRANSFER
This member is currently in a transfer.

32



4.2.6 Initiating a Transfer — Step 3

If the member is not already in a transfer, the HCR will show their information again and ask to you create the
Transfer.

The button to create the Transfer will either say “Create Association Transfer” or “Create Inter-Branch
Transfer” depending on the type of Transfer.

.
| INITIATE TRANSFER

General

Oeen Memeer Prorie v & New Winpow

Hocker ID: 1400000064529

Last Name: KENT

First Name: CLARK

GENDER: Male

BirTupaTe: January-01-99

Ace: 11 as of 2010-12-31

Anoress{1): 123 KRYPTON ROAD

Appress(2):

Cirv: SMALLVILLE

Province: No

Postar Cope: AAIAM

Eman: clark.kent@smallville.com

Home Prone: 1231231231

Wiork Puone: 2323232323

AssociaTion: SMALLVILLE MHA
Teams

SMALLVILLE MHA AT 21 - SMALLVILLE MHA (HCT)
PLAYER

My Test Team - SMALLVILLE MHA (HCT)
PLAYER

Create associatipn transfer
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Teams

You do not need to select a type of transfer. SMALLVILLE MHA AT 21 - SMALLVILLE MHA [HCT)
The HCR system knows what type of transfer PLAYER
it is by the member’s current Association and

the new Association. My Test Team - SMALLVILLE MHA (HCT)
PLAYER
=
4.2.7 Initiating a Transfer — Step 4

For the last step, fill in the information for the Transfer in the form presented. You do not need to fill in every
detail of the transfer (Paragraph, under appeal, etc). Only fill in what is required by your Branch for this
transfer.
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Inrmiams TRAMSFER |

Ganeral
vt Wman Provas o1 0 M Wissos
Heor 1Dy L000330 5343
Wi Masinl TESTERZ
Fiist Mawi IGHHRY
Gisbin Male
Bixtabare Jarasary-01-30
Mo 3 =5 af 00-12-31
Apadie 10 353 TESTERRD
A
L TESTRHGTON
L oM
Pirai Dol L= r] =g
Esmuil TRl b iy anasda .oy
Heaii Papadl S559551535
W P
AT SHASLLYILLE MHE
Teaitis
Cawaber - FASLLVILLE PAHE [HCT] ey -— &T 2
FORWAAD 14201
SRRLLVILLE KAHA AD -1 - SPAALLVLLE MHA [HCT) Pdujar - A0 -
FORWERD (&) 2010-2002
SMALLVILLE MHA AT 21 - SMALLVILLE MHA (HCT] Major --- AT 2
PLAYER 2010-2011
Transfer

Application Date:

February-23-11

Season: 2010

Branch: HOCKEY CANADA TRAINING BRANCH
Mew Association: Caprica MHA

Old Association: SMALLVILLE MHA

MNew Team:

Division:

Category: f‘\dU“ %
Transfer Type Move with Parent |Z|
Request Under Appeal: &

Release: o

Paragraph: - [+] ve
Import: [l

Paragraph: . |z|
Player Signed Application:  []

Invoice: Mo Charge [+]
Created by:

Attach Team Card: =

Create Transfe

Both IATs and IBTs will show almost the same form. The difference is in the Offices shown. In an IBT you will
see New Branch and OIld Branch while in an IAT, the emphasis is on the old and new Association.
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Transfer

Application Date: February-23-11

Season: 2010

Mew Branch: HOCKEY CAMNADA TRAIMIMNG BRAMNCH
Mew Association: Caprica MHA

Old Branch: HOCKEY CANADA

Old Association: HC-HOCKEY CAMADA

Mew Team:

Transfer Type: Move with Parent |Z|
Request Under Appeal: F

Release: 0

Paragraph: — |E| Ha
Import: [l

Paragraph: L E
Player Signed Application: 7]

Invoice: No Charge |E|
Created by:

Attach Team Card: 0

Click on “Create Transfer” if you are done.

4.2.8 Transfer Creation Complete

Once the final “Create Transfer” button has been clicked (see Figure 5-8), you will be brought to the main
Transfer View page.

The Transfer View page shows you the same information as the steps you went through to initiate it, but also
includes the “Process Steps” section, which shows you the approval steps required to complete the Transfer.
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Attachments

No attachments specified.

Upload

| Browse.. |EIEZIGES

Note:

9 Nothing "' Go to Next Open

All corresponding documentation (ie: change of residency forms) must accompany the
transfer request. You may do this by uploading all required documentation by
selecting “Choose File” under Upload! (as long as this information is stored on your
computer). If not, fax this information immediately to your Zone Registrar. Transfers
will not be approved until all supporting information is received.

You can effectively communicate with your Zone Registrar by typing in the Note section and then selecting
“Add Note”

Your Transfer Request is complete. Once approved by your Zone Registrar you will have access to the
individual.

PLEASE NOTE that your transfer has been forwarded to your Zone Registrar once you click the final
“Create Transfer” button, however to return to your team or a member you must navigate back
through the tool bar located at the top of your screen.
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5.1 CREATING FEES

To create your Fees, click on “Admin” and then on “Fees (for Orders &
Packages)”. This opens the Fee Administration Page.

Click on an existing Fee name to edit or delete it.
ADMIN

To create a new Fee, click on “Add a new Fee”. When the Fee has :
been created, it will be available when creating an Order for a bl
member or a Package for Online Registration. bees RN Deien & paCkages’]

Credits

FEES

Add a new Fee |
-~

When creating a Fee, provide a descriptive name ie: Midget Registration Fees. The French name is also
required; if you do not know the French name, simply type it again in English.

Crder Receipts by Email

FEES

Office:

Fee Name (English):

Fee Name (French):

Fee Type Eligible for Children Fitness Tax Credit |~ |

Fes Amount (ex: 1250.75) & (Enter negative value for discounts.)
GST: 0% [~]

PST: 0% |=|

HST: 0% [-]

QsT: 0% ||

Add Cancel

For the Fee Amount, do not include the $ sign, only a number. Creating Fees for Orders eliminates the need to
type in the same Fee Name and price each time an Order is created.

If you are providing Discounts or Refunds, you create a negative Fee. Simply enter a negative number in the
Amount box to indicate the Discount or Refund.

Click on the “Add” button when you are done defining your Fee.
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5.2 ORDERS

An Order is an item on a member’s Profile that allows you to track Fees and Payments to assist with accounting
and to provide receipts to members.

m To add an existing or newly created order, open the member’s

profile and select “Transactions” and then “Add”.

The Order Set Up page is where you will see the member’s
general information at the top, followed by a section called
“Order”. This section allows you to type in the name of the
Payer (the person that paid. THIS IS IMPORTANT FOR TAX
PURPQOSES! The payer’s name MUST show on the Receipt to be

able to claim the expense for the Child Fitness Tax Credit.

Chivge Prbiul Ta ﬂrder‘s-f‘_-?:. -

! Moghlr iy, 0 Cimaldn®s m“ e e et
| Do =200
| T Rae:
s
i Credits L]
I Climics & Gualtficatizas

Trsnesciksne
| Fra-Raguiratoss
5.2.1 Adding Fees to an Order

The Available Fees section lists that Fees that you have created in the Admin section of the HCR. Check all
applicable fees and hit the “Add Selected” button.

Available Fees

Add Selected | ©~

The fee(s) will appear in the “Selected Fees” section with a

Sadmcind Fesy

FEE

ATOM 50%

ATOM REGISTRATION FEES

BANTAM REGISTRATIOM FEES

CANTEEN DEPOSIT (Separate Cheque Required)

HOCKEY CAMP

165.00

330.00

375.00

125.00

0.00

AMOUNT

GST

0.00

0.00

0.00

0.00

0.00

PST

.00

0.00

0.00

0.00

0.00

FEET

HST  QsT

0.00 "l.J..C'EI' Iwgl.i;ihte for Children
0.00 0.00 Eligible for Children
0.00 0.00 Eligible for Children
0.00 0.00 Ineligible for Children
0,00 0.00 Ineligible for Children

running total and balance.

(=Sl
“ieaist
EEAEEY
BEAELL

Pagmient nd

CAMTEER DEFGET (Sepsistn Crampt Fieir el

HCRET TN

.....

drder Ralancs

Totan B00] Bt 25001 -~
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5.2.2 Adding Payment to an Order

To add a payment to an Order, ensure that the member’s Order
is open and select “Add” located beside “Payment”. You are
now presented with a form to fill in the details of the payment. Cheque

The date will automatically default to the date the payment is 13000
recorded in the HCR.

Payment Add

Invoice;

When all information is entered, click on the Submit button to Refurence:

add the payment to the Order.

mim-dd-yyyy
09-30-2010

The total payments and Order Balance are updated to reflect the new payment.

Paymseart

e ImraRCY IR e L1

$A-30.20L0 06 (T a Cresgua 13050

Oidei Balshid

{V=tak 120050 Belarnor LEICD

T T T T T

Receipts may be printed from this point or emailed directly to the individual. If an email has been designated
in the member’s contact information it will be displayed in the Address. If not, the Address will remain blank,
simply type the email into it.

Email Receipt

Please confirm the email address that will receive the receipt.

Address:

[ Indude Member' Address
"I Snow Member Full Birth Date

Please check your local minor hockey association and/or branch
privacy policy to ensure the inclusion of an individual’s home address is
in compliance with thase policies.
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6. PRE-REGISTRATION

A member may be pre-registered to your Association in a certain Division, Category, Position, etc.
There are two ways of pre-registering your members:

1. Pre-registering a single member (Section 6.1)
2. Pre-registering multiple members in a batch (Section 6.2)

6.1 HOw TO PRE-REGISTER A SINGLE MEMBER

~
Chenge Defoult Tab Preregistrations (i)
To Pre-Register a single member, click on “Pre-Registrations” Addresses & Contacts
and the “Add” to open the Pre-Registration Form.
Tracking Items
Transfers

Clinics & Qualifications

Transactions

Pre-Registrations

Teams

PRE-REGISTRATION

Fill in the detail of the Pre-Registration. If you also want to Wil
create an Order (Section 5.2.1.) for this Pre-Registration, check o WARFIEN MINOR HOCKEY
the “Payment” checkbox. This will automatically start an Order =i duntar
for you when you click Confirm. Please read Section 5.2.1 for e =
more information. Bostion [Plrver] FLAYER
Saasir 222
Type Tearn Aegivirszos
S IOLEE (I
SauE Approreed
-'+-I!I{:|'.:'J|':-' |.'.{Il .:J‘:-."“

Clicking on the “Confirm” button will add the Pre-Registration
record to the member’s profile. B |

Preregistrations (2aq

SEASON OFFICE CATEGORY DIVISION GROUP ACTIONS

2011-2012 Team Registration WARREN MINOR HOCKEY NA Bantam MNA Dpen
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6.2 HOwW TO PRE-REGISTER MULTIPLE MEMBERS IN A BATCH

In the Members section, click on; “Pre- ﬁ'-
Register Member”.

Husie

RO
This will lead you to the “Pre-Registration

SrAsCn ThsKs
Member Search” page. : o Eresn a s sl

B 1 b I
AUVERLELY SEEAIH

ChlANIE SEARCH

PRE-REGISTRATION MEMEER SEARCH

Search for Flayens to Pre-Register

Ll M

Heoory Coam - FmKame

Figntr (LT

] RS
Tunt 5T B

[ Bt af @ik Tai

; SR BT T -RE-AA
& o

Tan
M i Fer Pt o1 T 0 Tegm

10 P Py Pios CPlicial Inwn Ol

If you would like to pre-register members from a certain Division in the previous season, select ‘Range’ in the
“Date of Birth” section and enter the Date of Birth range of that Division.

In the “TOR” (T indicates TEAM, O indicates Official and R indicates Pre-Registration) section, make sure that
the option “On Team for a Selected Season” is selected and “Season” is set to the previous season. Remember
you are looking for players that were on a team in the previous season.

TOR

(M Mo Filter ) Mot on Team '@ On Team

(0) '@ No Filter ! Not Official ) Is an Official
{R) 6 Mo Filter Mot Pre-Registered 'j'Pr‘e-Registereﬁ
Season | 2010-2011 [+ fw’i Filter By Division : Bantam ]

Leaving the “Date of Birth” section to “None” and selecting “Filter by Division” and the age division from the
drop down box, will show all members on a team for the previous season in the “Bantam” age division.
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After you have set your desired filters, click the “Search” button.

Now you have a list of members you can pre-register, simply check the boxes on the left of each member you
wish to pre-register.

Fluis HiwEr I DATE OF BERTH Ak LLE st
1 01-3E-2001 HW WARFER SNOR HOCKE
@) e BT \AUIRENT WIOR BOICREY 2. Sersons 20110080 =] Trme: Tewm, Rxgunmuer

Coviore | Alam Zaliginyr MA Fraton | |Praper] FLAYER [=

Grous A o
T ol 5300 (o WABRER W PS0E HOCEE"
G ot eme WARFEN MINDIF: HOCKEY Samuze 1M 12112 Type: Teur Rampinatun

Doveiins | Himce [= ] atwpory A = [Pustions | [Player] PLAYER [=

Grongs WA -
T HPE-2H1T [N LARESDE MINCH HOOEES
)} v LAKESIDE MINDR ROCHEY [ | e | 211 12142 = [ Typaes Tearn Ragintration

Divinee:| AIOM Categeny MR Fration| [Phapes] FLAYER .

Grmgz ML =

Once you have selected all members to be pre-registered, scroll down to the bottom of the page and click the
“Pre-Registered Selected Members” button. A caption will appear telling you how many members have been
pre-registered.

«

( 1 records updated ]

LECTED MEMBERS

T AMNA DA
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7. REPORTS

7.1 HOCKEY MANITOBA REGISTRATION FORMS

Each member in your Minor Hockey Association MUST sign a Registration Form. Hockey Manitoba uses two
forms generated from the HCR; one for players and one for all bench staff. To generate Hockey Manitoba
specific forms, for Players and Bench staff from the previous year only, click on Reports and either Registration
Form (version 10) (For Hockey Manitoba only) — for players, OR Registration Form for Team Officials (version
10) (For Hockey Manitoba) - for bench staff. Blank Hockey Manitoba Registration Forms for new players and
bench staff are available on our website www.hockeymanitoba.ca.

$ BA=AR00

HOME MEMBERS TEAMS CLINICS REPORTS NOTICES
s
REPORTS
Members
1 A
5§
3.
4.
5
6.
7.
8.
9 ion 6]
10. Form (version 71 (FOR QUEREC ONLY!
11 {5
12,
13. Form (version 10} {For Hockey Manitoba Only’
(14. 1 for Team Officials (version 10) (For Hockey Manitoba f.'ia'l--'l]
L5

el
o
S
3
S
=
3
3
a
Fl
=}

*ONLY USE REGISTRATION REPORTS DESIGNATED FOR HOCKEY MANITOBA*
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[I-lzsls‘rmmm Form vERsion 10 ]4—

Hoozr Cooe |
Fiesz Nams |

Last Mame |

Oence | WARREN MINOR HOCKEY El
Drason _ALL El To filter list by Age Division
Swsow | 2010-2011 E[ To list members registered to teams in the selected Seasen
Dars mm-dd-yyyy Date used to caculate age in Report Division

12-31-2011
Orozz By | Last Mame [=]
1 Srconsany Loce -

_-.N'ona [ZI

| Fees

Fer 1: . -?ype Fee test to display on form

AniounT: § Type Fee Amount to display on form

Fee 2: Type Fee text to display on form

AucunT: 5. Type Fee Amount to display on form

Figure 7.1

You can specify some filters for your reports as well define some fees that will appear on the form itself. Click
on “View Report” when you are done. Forms MUST be exported in PDF format to preserve the form’s
formatting.

o
El:
XML file with report data
CSV (comma delimited)

(e )

MHTML (web archive)

Excel
TIFF file
Word
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MINOR HOCKEY Hockey ID
P.O. Box 158
MBE ROC 3E0
(PLAYER REGISTRATION FORM

Date: D6-07-2011

Name and member's address; Hackey ID:
Year: 2011
Assoclation Name: MINOR

HOCKEY
Diate of Birth {mim-dd-yyyy) 12-13-20¢
Health Insurance no:
Age: ¥
Division: Menvice
{Initiation, Novica, Alom, Pes Wee, Bantam, Midget, Junior)
FPasition: Shoots: Left Right Gender: Male: X Female
(foreard, defence, goaliel
Height: Waight:
Home ph:  (204) Wark ph: Fax: Cell ph:
E-Mail address: Last year's team
INITIATION

PLAYER REGISTRATION FORM Registration Form Version 10

The member’s profile information is pre-filled in the form from the information that is currently in the HCR.

Your MHA address is included at the top of the form. This address is taken from the address you have set up
under Admin > Offices. Your MHA logo may be added to the Hockey Manitoba Registration Forms by
uploading a secondary logo (Reference Figure 7.1).

MINOR HOCKEY
P.0. Box 358
ME ROC 3E0

(TEAM OFFICIAL REGISTRATION FDRM]

(TR

Date: 06-08-2011
Name and member’s address: Hockey ID:
Year: 2011
Assaociation Name: MINOR
HOGKEY
Date of Birth (mm-dd-yyyy) 03151972
Health Insurance no:
Age: 39
Gender: Male: Female X
Home ph:  (204) Work ph: {204} Fax: Cedll ph:
E-Mail address:
Last year's team
ATOM PROVINCIAL
Position: Diasion  Atom Category: ¢
{Coach, Assistant Coach, Safety Person, Manager, Trainer) Position; MANAGER/SAFETY PERSON

TEAM OFFICIAL REGISTRATION FORM Registration Form Version 10
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7.2 PRE-REGISTRATION REPORT

To generate a list of all your Pre-Registered members use the “Pre-Registration” g E
Report under the Reports section. You can also use the “Pre-Registration (with
barcodes)” report. This report, when printed, allows you to use a barcode o e

scanner to scan the Hockey Code off of the report to quickly access the
member’s profile.

REPORTS

Mambers

You can specify filters for your report, as shown below.

PHE-REGISTRATION

DHTEE WARREH MINOR HOCHEY (HM)
DR AL v
LN ALl

4|

CATRGORE: ALL

Tr® ALL

Sesose P 12012 -

Sk BALL [=]

Ty i | Don't uese dale range Tier a_'
MO0 TR

Srann e
AL AT

(LT

OFmE oy Lasl Neme

Click on “View Report” to generate the report. To save the report on your computer or to print it, you must
select the desired format. This report should be exported in either Excel or PDF file.

. Pre-Registration(1].pdf - Adobe Reader
File Edit View Document Tools Window Help

=l & $ 1 /i@ 73% i =gl Fing E

PRE-REGISTRATION REPORT
League: MINCR HOCKEY Season: 2011
Division: ALL Print Deate: 06-07-2011
I N
LAST NAME FIRST MAME SEX | DATE OF BIRTH HOCKEY I FRIMARY ASSOCIATION FOSITION DIVISION CLASS
Amm-dd-yyyy)
THEEESEN F fe-08. 1080 1400003362020 MINGOR HOCKEY PLAYER Bantam
THEESSEN F 0€.08.1080 MINOR HOCKEY PLAYER Junior
TOTAL MEMBERS: 2
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7.3 MEMBER LIST REPORT

The Member List Report allows you to extract member data into an Excel file based on the criteria and filters
you specify. This is a very large report in the sense that it has many options and filters.

The Members List report also allows you to choose what
g information you want included in your report. You can see this by
m the numerous items and checkboxes at the bottom of the page. By
default, this report will always include the member’s name, date of
L | HOME MEMBERS birth, and hockey code, therefore they are not included in the list of
items from which to choose. Each item selected will add that
column in Excel. For example, if you select “Current Team”, it will

add a “Current Team” column and show each member’s current
team, if they are on one.

REPORTS

Members

(1. Member List (Excel and Mailing Labels) )
2. Pre-Registration

3. Pre-Renistration fwith Barcodes
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MEMBER LIST

Ul B B T ol A, WP AT ol M O O S [} AL R AR

Boport Typs

W [ il b

el Ll B WA

P ymide g

e b b ihared 4 Sy 0

CAfiie
S mimT R BT AT LR e e e
Paancie | HOCKET AMTOSA =
Ll R
[ 1 B
e AL |m
fate o Bt Pl
LY B4 RS o
T st pa T
Pt
Tel B
#
Other

wsrfpm
B

Hockey Status Filters

[TIshew ONLY members on tzams:
[71Show ONLY members that are Pre Registered as:
[T Stow ONLY Officiels Lial are:

[Z]show GNLY members with the following Qualifications:

Tracking Items

[ include Tracking lems / Filler by Tracking Ttems

Member Information

Check the tion (columns) below that would to includ, the Rej
Member into Fre-Kegistrauon Info team nto
[ Address [ pre-reg. office [ Previcus Te:
[ ity || re-reg. bivision 1 prev. 7eam's
[ previnee [ erecreg. cass [ erev. veam's
[Dpostal code [ pre-req. Cateqary [ prev. 7eam's
[THome = [T ere reg. position [ erev. ream's
Clworke [ prereg. Pasition Grouping [ current ea
Crar= [Clhre-reg. croup [ current 1ea
[Cpager+ [ current Tea
[een Member Order Info [ eurrent Tea
- [ e o
o e Lt [ ] [—————
—— e
L e 21
L T T e e
Fop gt
e S
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Like other reports and searches, you can define the filters and options that you want for the report. Selecting
one of the Hockey Status Filters will open another filter to further refine your search.

Hockey Status Filters

[- Show OMNLY members on teams:

Hockey Status Filters

TEAM REGISTRATION FILTER
D Show OMLY members on teams:

Season: 2010-2011
D Show OMLY members that are Pre-Registered as: Division: Bantam
["] show OMLY Officials that are: Category: ALL

Position Group: | Player

D Show OMLY members with the following Qualifications:
Type: ALL

CIEIETE]E]

|:| Show OMNLY members that are Pre-Registered as:
D Show ONLY Officials that are:

D Show OMNLY members with the following Qualifications:

For example, you want to create a contact list of all players registered to a team (not coaches or bench staff
although you could include them) in a specific Division, you would place a checkmark on “Show only members
on teams” in the “Team Registration” Filter Group, select the Division you want, and select “Player” in the
Position Group Selection. You would then select all the contact information required for your contact list at
the bottom of the page see Figure 7.3.

You can also choose to include the member’s current team info or any other information. This extra
information could help you sort, filter, or group your Excel list for manageability.

Check the information (columns) below that you would like to include in the Report

-,

Member Info Pre-Registration Info Team Info

[ Address | Pre-reg. Office EPreruinus Team

W] City Pre-reg. Division || prev. Team's Pasition

¥ province __| Pre-reg. Class [T prev. Team's Season

[_35 Postal Code : Pre-reg. Category !;. Prev. Team's Division

¥ Home # " pre-req. Position [T prev. Team's Category

[+ wark # Pre-reg. Position Grouping L V] current Team

V] Fax # Pre-reg. Group ["] current Team Position

EI Pager # [ | Current Team's Season
¥ cen Member Order Info [Tl current Tear's Division
V] E-mail L Total Fees [l current Team's Category
[ Emergency Contact Total PST [ Regular Registration Coun
[ Home Note Total GST ["] a#fliate Registration Coun
|__ Regicn : Total Q5T |__' Import Registration Count
[T pistrict [T Total Tax on Fees ] Tryout Registration Count

Figure 7.3
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7.4 QUALIFICATIONS REPORT

Under the Reports heading, Clinics/Qualifications” section you will locate the
Qualifications Report. This report provides you with details of your member’s
certification levels.

Clinics/Qualifications

Missing Qualifications
Coaching Cards

Clinig Summary

Clinic List
Qualifications by Team
Offidal Fitness

Clinic Attendees

00 N oh LA e o bt

To ensure all certification levels are displayed in your report leave all filters set to the default.

QUALIFICATIONS
I~ .
LEanaar Search M Catvgodies = | -
il TR Baazh A Types = |
i Seaeh A Liseds E
[fmnon ALL =1 |
LY — A
i
Rl FECEEY MAKTTIIS w|
Bigwie  AlLL -|
DT AL |

el fal

B WAHRE N MIRCE HOCKE Y 1)

This report is best exported into Excel. Members and their qualifications will only appear if your Minor Hockey
Association is listed as either the individual’s Primary or Shared Association.

i i 1 of1r B Bl @ 10 _:_i Eaei | st @ 1 ]
HOCKEY MAKTORA | i bl P repba, (L
REGHHAL HOCEEY ESF |corrma chieil

Bl ERLAKE of
Pl AL T o
Tk e,
LT ] MOl COACH 5 Temi CalaiCh B-HARD R =3 "":'_
[ == F ~
Praguis L]
Lo FEl GEHERAL [ "Famed n Poam amiak B IFE I WTIRE
Somn
AL P ThER HEER Trmmyi ol iE SRR LW TV
s A ik

RS A 0 GENERAL [T “Famectin Puees i TR LI R Rt ) OLAR
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7.5 MISCELLANEOUS REPORTS

The HCR has extensive reports to aid minor hockey associations in the delivery of their hockey programs.

The reports circled in the following figures are reports that your association would find beneficial using but are
not limited to.

REPORTS

Maimbars

[

M Lis Xl angd Malng Lacels J

3, Bix-Resnlralicn

4 Teams

7 L

T

3 1. Team Rosters

5 2. Team Info List (No Rosters)

3. Active Members List

4. Registration Count by Year of Birth
5. Members on Multiple Teams
G
7

. Released Members Surmary
. Tournament Permit Cards (Quebec Onby)

Clinics/Qualifications

Orders
1. Member Orders (Fees and Payments) Miss] ualifications
2. Member Payments (with Summary and Totals) Co BChiI'IE] Cards
3. Receipts for Orders (Office Batch) Clinic 51
4. Member Registration Fees Lo T L

5. Member Fea Matrix
€. Member Fees (Grouped by Fee Mame with Totals and Summaries)

Clinic List
Qualifications by Team
Oifficial Fitness

; Clinic Attendeas -]

WY~ o v o)

Remember — the HCR can report on any information that you put into it. The more
information gathered the easier it is to manage your programs.
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8. MERGING DUPLICATE RECORDS

8.1 WHY MERGE DUPLICATE RECORDS?

The integration of eHockey and the HCR, while beneficial for members to register on line for Hockey Manitoba
clinics, has caused an increase in duplicate members in our database system. Records are required to be

merged so data is archived on one member’s record only.

8.2 How TO MERGE DUPLICATE RECORDS

Figure 8.2 shows a member with the same name and similar birthdates.

SEARCH MEMBERS

ILARE Wik TFRAT MAKT LI ia) =]

m BIARCED STAREL

===r\ i 1-2 Taial Retpais 2 Fage 1 od ]

E [l ingir] LAST Maki FIEST KAME GEHDER DWTE OF DETH BEROCTATION

0 WARAEN WFOE HOCIEY HAW

ACTIOH

Figure 8.2

Select the individual you want to merge the records into
this is your “Primary Member”
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MIEMEBER MERGE

Flease ensure that both records are of the same sessbier BEFORE marngmng!
flemnber marges CARNOT BE UNDOMNE

el g ainl

Pusdass s Brssesn

S hemddr Bilidd
P00 Pl B Ol
D]

Ewryt Wipe g Mol e v i WAy
Ewrtl By Lirssiorr [ predse | o memi e B

Puvt b g byt Taprim g il
Spraniry Memvur Sanerk *
Fmin Ty - [
i i Ay

Figure 8.2.1

Use the search feature to locate your “Secondary Member”. Please note that once you merge records they

cannot be undone! By selecting the options (shown in Figure 8.2.1) you can determine what address, contact
and/or tracking items that you wish to keep from the Secondary Member.

Members

PRIMARY MEMBER

SECONDARY MEMEER
04,08,/1990 06,108/1990
GENERAL DELIVERY EOX 96 ROSSER,

__I:|__D0n't Merge Member Address Information
____4_'_|_fi)on"f Merge Member Contact Infarmation
[ pentt Merge Member Tracking Items

e

Once the primary member, secondary member and merge information have been determined, select the
Merge Member button. You will be prompted again to ensure you want to proceed. Select “OK” to proceed

—

Mmage frdn

PLEASE DOUBLE-CHECK BOTH REDORDE TO EMELIRE THEY ARE
THE SAME MEMAER
= LAEMHER WERGGES CANMGT BE LINDONE R 1o

e youn AESCHATELY mee you wang bo merge He Secondary

Wi e S Primmiany e
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The secondary member is now merged to the primary member with the information selected as well as all

team and coaching history.
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0. CONTACTING THE HELPDESK

Hockey Canada’s Helpdesk is available to assist you by telephone or by email.

Toll Free Telephone Support: 1-877-288-6421
Email: helpdesk@hockeycanada.ca

This information is also located under “Help” located at the top right hand corner of the HCR.
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