
Tutorial for Club Assistant's Registrar Interface Web Application

This is a brief tutorial on how to use the Registrar's Interface for the Club Assistant software web based 
application,  It was last updated on November 9th ,  2007.  Primary updates include how to add and modify 
donations amounts once a swimmer has been registered, as well as providing a brief table of contents on the 
first page.  

The screen shots in this document were taken during the beta test and some have been changed to reflect the 
most current screen shots.  The nomenclature for clicking a link from the page shown will be a blue 
underlined text, and the name of the page will be in bold text.  Any screen shots with dates of birth will be 
overwritten for privacy since this document resides on a public web site.   Figure names and numbers will 
be referred to in most of the text and the screens shots will not be duplicated to reduce the number of pages. 
The figures are unique to North Carolina's registration system which has one club and many work out 
groups.  Some screen shots will be just parts of a screen and may have yellow highlighted fields that I have 
added for emphasis (like figure 0 below).

With this system, you have immediate access to all of US Masters Swimming data, it is confidential data, 
and everyone is expected to honor the confidential statement you verified when you first logged on, and you 
are not to share your log on ID with others.  Also, when you finish processing your registrations for the day, 
please Logout of the system.  Figure 0 below appears at the top most pages and reports, and you can click 
Home to take you back to the Main Screen page shown in figure 1

                                                                     Figure 0
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Once you have logged on, you will see a screen that is the Main Screen (Figure 1),  and is the screen that if 
you hit the home button you will be returned to it.  At the bottom of the Main Screen and upper right hand 
side of the screen, New Registrations and New Online Registrations refer to the registrations that will 
come from the swimmer interface application where the swimmer inputs his registration directly and pays 
via credit card ( not yet available )

                                               Main Screen  Figure 1
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                                                   LMSC Settings 

To get started, click on LMSC settings in the upper left Main Screen (figure 1)and enter your unique 
LMSC settings unless they were pre-populated for you.  Some of the LMSC setting choices are shown 
below:

                                                    USMS LMSC Screen, figure 2a
You can click Add Officers for your LMSC's key positions. 

                                                       USMS LMSC  Screen, Figure 2b
 If you only have one club in your LMSC, I suggest you put that club number in the field since it is the club 
that will be defaulted when you register a new swimmer, likewise for the State.  Unless you only have a 
single Area Code in your state, I would not recommend using the most prevalent one as the software fills in 
the default and retyping the phone number is a pain.  You will see this later when you enter a new swimmer, 
for example, if you type 9198432423 the software creates (919) 846-2423.

If you have clubs that charge a club fee, make sure you check Yes, clubs in this LMSC have club fees,  to 
add those fees to the Payment Information screen which is shown later in Figure 9.  Your LMSC treasurer 
will have to distribute the club fees monthly to the clubs from the funds you receive from your and credit 
card collections
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                                                         Adding LMSC fee and LMSC Donations

To add your LMSC fees or any donations or other fees for your LMSC, using the USMS LMSC screen in 
figure 2b,  click Add/Edit Default LMSC Charges   from the above screen which looks like

                                                Merchandise screen,  Figure 3
I have shown my entry already which was made by clicking the Add New Merchandise link, and the link 
takes you to the Merchandise Form page (figure 4) where you can see what I entered.  Just make sure you 
push Update button when you have finished the entry you need for your LMSC. Notice that the Show on 
Online Registration Form is checked so that both the registrar interface and Swimmer Interface 
applications include the field (in my case a donation to our club).

                                             Merchandise Form screen, Figure 4
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                                                                     Registering Clubs

To register clubs for 2008,  from the Main screen ( Figure 1 ) Select LMSC Clubs which in my case is NC 
Clubs , then a screen with the preloaded 2007 and same 2008 clubs will show up, 

                                                         USMS Clubs screen Figure 5

When you click Register Now for the year, it will take you to a registration screen, which is where you 
register your club for 2008.  You can add a new club by  Add a New Club link above.

Part of the club information screen will show the correspondent field, just move those fields over, and for 
now don't worry about adding the additional officers.

                                                 USMS Club screen, Figure 6
When you push the Save button, your club is registered.
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 Registering Swimmers

There are a couple of ways to register swimmers, and I will start with renewing your LMSC swimmers from 
2007, the easiest way since all previous data is filled in for you. Click on your LMSC Club link from the 
upper left box on the Main Screen (figure 1)

                                                USMS Clubs screen,  Figure 7

Click on List ( highlighted in yellow above ) and you will get a screen from your Club's registration as 
shown for a few swimmers below ( Many browsers have a find in this page will allow you to search the 
browser screen for the name you are looking for.

                                                    2007 USMS Members screen Figure 8 

I have shown a small part of the list, and if you click on Edit in the right hand column the system will bring 
up a screen filled in with Dan Aber's information ( sorry, full screen, so it is on the next page as figure 9.

If everything is OK, or if not, you can make changes, you can add the donation amounts, but you will notice 
the yellow highlighting for the 2008 button,  it is very important that you click the 2008 button to 
register the person for 2008, otherwise the person will not be registered.  

Then you must push the Done button at the top of the page ( figure 9 )and you will be taken back to the 
search screen.

Figure 9a on page 9 shows the search screen and feedback indicating you have registered the swimmer, the 
swimmer's name, 2008 number, and sequence number .
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                                                   Member Form Figure 9 

If everything is OK, or if not you can make changes, fill in the fields for donation amounts, but you will 
notice the yellow highlighting for the 2008 button,  it is very important that you click the 2008 button to 
register the person for 2008, otherwise the swimmer will not be registered.  

Then you must click on the Done button at the top of the page (figure 9) and you will be taken back to the 
USMS Members search page with information showing the 10 most recent registrations that you have 
registered in your LMSC including the swimmer's name, registration number, sequence number, and the 
date you registered the swimmer (figure 9a).

Another method for registering a new or renewing swimmer, and the most common method, is from the 
Main screen (figure 1) left hand box, click the Registration link which will display the USMS Members 
screen (figure 10).  The default decision to search all of the USMS database was made since Leoware the 
same function exists.  Note in figure 10 the  Registering for Current year (2008) button is checked, and I 
have entered Mike Smith as a new swimmer.
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         USMS Members Screen, showing last entered swimmers, this is real data so names do not match the 
document's text – Figure 9a
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                                                      USMS Members search Screen Figure 10

clicking on the Search button yields the following results

                                                        Search Results screen, figure 11

If neither of  the swimmers in the results are the swimmer you want to register, you can register the 
swimmer by selecting Add Member at the top of the Search Results page (figure 11), and you will get a 
new Members Form (figure 12) where you already have the members name from the search form already 
filled in and you can add the other date, fill in the donations if any, the check number, and click Done to 
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register this new swimmer.

                   Members Form, data from search screen already filled in, Figure 12

Likewise searching on a name not in the entire database,  you will get a screen with no results and you click 
Add Member as shown in figure 14 and the name will be filled in to the register member form as shown in 
figure 12.
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                                                      Figure 14

The Member Form has some what I call type-amatic features, such as phone number entry and birth date 
entry.  For phone number, enter the entire number like 9198462423 and it will display as 
(919) 846-2423, and the date of birth as 012842 will display as 01/28/42 and once entered it will display as 
01/28/1942 – do not enter the slashes or the date will not enter correctly.  See Figure 15.

                                         Selecting Clubs and Workout Groups             

                                                        Figure 15

If you are an LMSC that has multiple clubs, there are drop down menus for the club, likewise for those 
LMSCs that have clubs with  Workout Groups there is a drop down menu for those groups as well.  Once 
the data including the payment information ( shown in figure 9 is entered ) and the 2008 button is checked 
and the Done button pushed, the swimmer is registered.
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Printing Cards

To print the cards, you will have to have already specified the number of cards to be printed per page when 
you went to the LMSC Settings link from the Main page ( figure 17 on the next page ),  Notice also that in 
the printed right hand side of the page information I have added the [WORKOUT GROUP] field and 
wording I use when I print North Carolina's cards.  Since you are viewing this document with Adobe 
Acrobat Reader, your browser should print cards directly when you go to the Membership Cards link from 
the Main Page.

                                                           Figure 16
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                                         Figure 17
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Click the number of cards you want to print from the USMS Member Cards screen (figure 16).  This will 
bring up a pdf view of the cards that you need to print.  There is a key piece of information shown on it that 
may be easily overlooked.  Once you have selected the print button from your screen ( I am using Firefox as 
my browser, others may have a slightly different look)

                                                      Figure 18

And you select your printer,you will get a screen that looks similar to Figure 19, make sure you select the 
Page Scaling: to None , remove check from Auto-Rotate and Center, and check the Choose Paper 
Source by PDF page size

                                                                        Figure 19

Once you are happy with the printing, you must click Clear Cards on the USMS Member Cards screen 
(figure 16)
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                                                           Workout Groups

Workout Groups are used by many of the LMSCs, and can easily be added to a club.  Using the main 
screen ( figure 1) click Workout Groups and you will be taken to a screen (figure 20)  with your groups 
already populated or no groups at all ( I've been testing for awhile and mine were already populated.  

                                                                       Figure 20
Create a new group and use the drop down menu to pick the club that the  group will be associated and click 
the Add button  as shown in Figure 21

                                                                 Figure 21
And you can see in figure 22 that it was added accociated with the Coast Guard club.  When you register a 
swimmer on the registration page, BRS will be a choice in the drop down for Workout Group (figure 15)

                                                            Figure 22

If you want to delete a Workout group, click on the abbreviation for the workout group BRS group
and you can click the link Delete Workout Group?  and you will be given a “Are You Sure” note  and you 
can click the Yes button
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Optional Fields for LMSC specific questions

When you click on from the main page,  LMSC Settings  you will be taken to the USMS LMSC settings, 
half way down the page you will see your name (figure 21) you will be taken to the the USER FORM page 
where you can enter data about yourself as well as granting USER AUTHORITY half way down the page 
(figure 22)

                                                            Figure 21

You may see this screen figure 22 when you add officers to your LMSC, at this time, we ask that you do 
NOT add officers and then provide authority to use the system during this trial period.  Sorry, it is out of 
place in this the flow of  this document – it will be fixed later.

                                              Figure 22
User defined fields are a feature that was in Leoware, and that feature is also in Club Assistant.  I am 
showing an example from NC's LMSC with a picture from Leoware and the couple of User fields.  If you 
went to Leoware and went to LMSC then Fields, you could have selected fields that were important to you 
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as a registrar.  The field name were entered a shown below in figure 23 and displayed in the main screen as 
figure 24.  To get to the same function, it is suggested you use the same positioning of field names, i.e., the 
field number for Newsletter is Field 2.

                                                      Figure 23

                                                       Figure 24
 
To input user defined fields with the Club Assistant Application, from the main screen (figure 1), select 
LMSC Settings then senect Add/Edit User-Defined LMSC Fields (figure 17) and you will be taken to the 
Additional Information page (figure 25) and can enter your fields with a meaningful set of questions that 
will be on your screens and once the Club Assitant Swimmer Application is created, it will be on their 
screens as well.  For the questions to be on the On Line form, you must check the first box shown on figure 
25 highlighted in yellow, Show on Online Form/Member Login?
Then for each additional question that you want on your for, check for each one.  From the questions shown 
below in figure 25, the result will be shown in figure 26.  Since the member registration page has so many 
fields, at this time the fields are wrapped for the registrars entry page, they may not be wrapped on the 
Individual Swimmer Registration Application.
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                                              Figur 25

                                                   Figure 26

When I chose to enter the LMSC newsletter request on my registration form, I gave the options of entering 
E for Email delivery only, P for postal, B for both, and N for no notification.  If you want just registrar 
specific fields, you can put in a question and don't check the Show on Online Form/Member Login? 
Block, and put in a blank in the explanation field.

Registrar's Interface Tutorial – November 9, 2007 update page 18



Adding or Changing a Donation

If you overlooked a donation when you registered your swimmer, you can through a series of steps go in 
and add or correct that donation.  Here are the steps and screen shots:

From the Main screen (figure 1), on the right hand side, click the Accounting Money Received link.  You 
will be taken to a selection screen, make sure you enter the Date Start and/or Date End so you don't have so 
many registrations to search.

                        
                                                    Accounting Money Received selection screen, Figure 27
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                                        Accounting Money Received results screen, figure 28.

For this example, I am showing adding a USMS donation Stephanie Stride, click on the PID number 
highlighted in yellow as shown above.

Registrar's Interface Tutorial – November 9, 2007 update page 20



                                      Payment Form, figure 29

At the bottom of the screen, there is an invoice number, in this example 2354768, click that link
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                                       Invoice Form screen, figure 30

Remove the check mark from Invoice Finalized highlighted in yellow above and click Update
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                                   Invoice Form screen results after hitting Update, figure 31

Now click on the link highlighted above to Add Line Items
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                            Invoice Detail screen, figure 32

Click the drop down box for the type highlighted above and showing USMS Donatio, and add the donation 
amount shown above as $ 1, hit the  Add button and the correction has been made.
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                         Invoice Detail Payment Form screen, figure 33

Making a correction is a little easier, in this example I used  Nikki Noble's entry by clicking on the 159330 
PID link link in figure 28.  To change the USMS Donation amount, click on the 45476 IDD in the left hand 
column above in figure 33 and you will get an Invoice Detail screen already filled in where you can modify 
the amount as shown in figure 34
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                              Invoice Detail Form, updating an amount, figure 34

Hit the Update button after modifying the amount and the donation will be changed.
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