CLUB PORTAL INSTRUCTIONS

1) Go to USA Swimming website — http://www.usaswimming.org

2) Sign in with your username and password. If you do not have one, follow the steps to create one.

Contact Us | My USA ming | Sign In
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4) At the Club Portal Search window, put in the club code and click SEARCH
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5) After the SEARCH has been executed click on the CLUB PORTAL to go the Club Portal area

CLUB PORTAL SEARCH
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6) Note the blue tabs labeled Announcements, Practice Schedule, Upcoming Meets, Meet Results and
Facilities. All of the contents of these tabs are viewable to the public. The Report tab (on the far right is
only viewable if logged in as the Club Administrator.)

Practice Upcoming Meet
Home Announcements Schedules Meets Results Facilities Reports
CLUB INFO
CLUB WEBSITE(S)

http://www.ABCSwimClub.com

7) Tolog in as the Club Administrator, get the Club Portal password. The individual club determines who
has this password. Then scroll to the bottom and click on Club Administrator Login

Joe Smith
Sally Chalmers

CLUB ADMINISTRATOR LOGIN » \I——J

8) Fill in the club password and click on Edit Club Portal. If you do not know your club portal password
you may contact USA Swimming.

Please verify your email address and phone number
‘ \

Email \1__J :

Club Contact Phone #

Password

If you do not know your club contact phone number or club administrator password, please
contact your club administrator or Club Development at USA Swimming |

(clubdevelopment@usaswimming.org or “Z= ~| (719) 866-3571 3 ).

EDIT CLUB PORTAL » : :




9) Once logged in as the Club Administrator, follow the directions below to edit and update the blue tab
areas.

10) To access the Club Recognition Program, click the appropriate button.
11) To access the Reports, click on the Reports tab

Practice Upcoming Meet
Home Announcements Schedules Meets Results Facilities Reports

CLUB INFO

CLUB PORTAL ADMINISTRATION
You are currently logged into the Club Portal in Edit Mode. While in edit mode you can do the following

1. Create or update your club portal. To begin, Click Here. g
2. Add, edit and delete Announcements. To begin, click on the Announcements tab above.

3. Add, edit and delete Practice Schedules. To begin, click on the Practice Schedules tab above.
4. Add, edit and delete Upcoming Meets. To begin, click on the Upcoming Meets tab above.

NOTE: The Meet Results tab will pull all available meets and results from USA Swimming's times database
unless you uncheck the "show meet results” checkbox which you can find by clicking on the link next to
"Create or update club portal” above

LEAVE CLUB PORTAL EDITOR MODE »

CLUB RECOGNITION PROGRAM

The Club Recognition program is a multi-tiered program created to recognize clubs that are successful and
developing toward eligibility for the Club Excellence program. This program will identify and recognize club
programs that demonstrate a commitment to improving the performance of their athletes, the semnices
provided by the club. and several measures of organizational and business success. While participation in
this program is purely optional, the program will benefit all clubs by setting standards and metrics for clubs
to achieve. Recognition will be given based on criteria specific to developing quality age group based
programs including communication, education, and participation activities. It will benefit all member clubs by
setting standards and encouraging innovation to raise the level of USA Swimming member clubs

GO TO CLUB RECOGNITION »

CLUB PROFILE & FACILITY ADMINISTRATION
USA Swimming is gathering comprehensive data about clubs on an annual basis. We would very much =
appreciate you taking the time to fill out (and update on a regular basis) your club's profile. -
The facilities tab will display information and maps of all facilities related to your club. To specify which

facilities your club uses, you must edit your club’s profile (click on link below) and submit your changes to
USA Swimming. Once your changes are approved, your club's facilities will appear.

GO TO CLUB PROFILE ¥

12) Note the different kinds of reports that are available: Membership Trends, Club Athlete Roster, Club
Non-Athlete Roster, and Club IMX Certificates. Each time you click on one of the reports, it goes to
SWIMS and gets the most up to date info. Under the Club IMX Certificates, the club can print the
certificates.

Practice Upcoming Meet
Home Announcements Schedules Meets Results Facilities Reports

CLUB REPORTS

Club Level Membership Trends Report (as of 8/31)

LSC Level Membership Trends Report (as of 8/31) S
National Level Membership Trends Report (as of 8/31)

Club Athlete Roster

Club Non-athlete Roster
Club IMX Certificates




