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Step 1

Click your profile button in the

upper-right corner of any page.

Step 2

Open “My organisations” and
select your club.
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How to Register a New Member

Step 3

On your club page, find the
“Memberships” section.
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Step 4

Click “Add new member”. The form
“Add a member” opens.

mbers with licences
icences and insurances

Licensed members

Licensed members aged 0-18

Competitive licensed members

aged 0-18
Staff Licences Materials Consents History
s Q ‘ Time ] Status < Search by keyword

& Add activity & Add exam [ Addcamp  i= List

Fvent | Authoritv | Oraaniser Discinline 1 evel Stat

Step 5

First check whether the person is
already known. Enter the licence
number, or first name, last name
and date of birth. Click “Search”.
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. To proceed, we wlfst
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Personal details

Membership settings and add-ons

Consents and

Summary

Step 6

Click “Select” next to the right
person. Not found? Click
“Continue” and enter the new
member’s details.

300471990

inthe database

Personal details

Membership settings and add-ons

Consents and

Summary
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Step 7 Step 8 Step 9

Fill in the missing details. For the Check the “Membership year”. Choose the “Main discipline” and
address, type in “Search address” Then click “Buy” next to the licence check the “Region”. Add extra
and pick a suggestion. Click the member needs. insurance if needed. Click
“Continue”. “Continue”.

Address for correspondence details

Membership settings and add-ons
Check membership settings and make selection of add-ons, if available

Membership year

2026

inces that can be ordered together with licence:
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Membership settings.sfid add-ons

Consents and subscriptions

Consents and
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Step 10

Tick the consents and
subscriptions the member agreed
to, and untick the others. Click
“Continue”.

Summary

Step 11

Check the member, licence, who
pays and the total. Click “Submit”.
The membership is active straight

away.

Add a member
You ae going 0 308
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Membership settings and add-ons
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Step 12

Check the member’s details. To
correct them — the email address,
say — click “Edit” within 15
minutes, before the confirmation
email is sent.

Calondar  Activies  Officals  Horses  Orgamsatons  Rankings  Cups  elp
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Step 13

Click “Go to checkout”. Your club’s
shopping basket opens straight
away.

Calendar  Activities  Officials  Horses Organisations ~ Rankings ~ Cups  He

¥ Membership issued
Test Club @ 2026

\/ The membership is active. An order has been placed in your club’s “Shopping Basket”. Your club pays this

| Checkthe correctness of personal data. I it needs revision, proceed to the profile page - edit personal date

2 RetaMacGyver 1 26000093

& macgyver_reta@farrelltest

Q, 0470123456
(% 43782 Harley Pike, 8919, 29760, Schambergervile, Conneciicu,
Belgium
Nederlands

Step 14

The order is in the basket, due
within 30 days. Click “Check out”
to pay online. Your club gets a
proof of payment.

Refunds available: €000



