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Importance: High

Hi Maddison
 
Please find below Video training for your Association to complete to get ready to take registrations through PlayHQ.
 
Please don’t hesitate to contact me if you have any questions or we can do a zoom catchup to clarify any questions you may have!
 

PRE-TRAINING
 
Please see below on what you need to check in PlayHQ upon login prior to watching the online training -
 

Login to na.playhq.com using the temporary password provided in the email (separate from this one- will come from
notifications@playhq.com) .

 
Ready to Register Checklist
Pre-Work Instructions step by step

 
Steps 1 – 4 is actions you need to take pre-training.
Steps 4 - 7 is some things to consider post-training

New Systems Info Sheet
 
I have attached a step by step guide on how to do each of these items, and a checklist to  ensure your club is ready to go for the
initial Ready to Register training.
 

VIDEO TRAINING
 
Approx. 30 - 45 minutes.
Please click this link here to view the Ready to Register Training video.

 
POST TRAINING
 
If you are also able to please take a few minutes and complete the post training survey that would be greatly appreciated as
would help us to improve!
Please click here to complete the post-training Survey
Support
 

Registrations can open from the 1st December 2021

Disbursement fee for Stripe must be added on top of your fees in PlayHQ (2.03%)

Please find attached step by step slides to go through the process of setting up a competition and taking registrations – if
you have any concerns or issues please do not hesitate to contact me and happy to assist.

Registration Links can be viewed at your Public PlayHQ Profile site – www.playhq.com (Search for your organisation)

Netball Australia has a national Support and Service Hotline available 9AM – 7PM ADST during the week. You can submit
an online request to https://support.netball.com.au/  or call 1800 NETBALL or email support@netball.com.au .

Click the ‘Support’ button in PlayHQ or their knowledge base, as well as checking out our website here - PlayHQ FAQ's.
 
 

Cancelling Registrations in PlayHQ

mailto:Eleanor.Cribb@netballwa.com.au
mailto:Maddison.andrews1991@gmail.com
mailto:ravensthorpena@outlook.com
mailto:notifications@playhq.com
https://www.dropbox.com/s/exyhhhk6vs6725v/Go-Live%20RTR%20Presentation%20-%20Association%20Video%20Training.ppsx?dl=0https://www.dropbox.com/s/exyhhhk6vs6725v/Go-Live%20RTR%20Presentation%20-%20Association%20Video%20Training.ppsx?dl=0
https://netballvoice.getfeedback.com/r/krUaT68P
http://www.playhq.com/
https://support.netball.com.au/
mailto:support@netball.com.au
https://netball.com.au/playhq-faqs
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NEW SYSTEMS


Ready to Register: Key Info


Things to Consider:


#HEREIFYOUNEED


W: www.support.netball.com.au 
E: support@netball.com.au
P: 1800 NETBALL (1800 6382255) 


MYNETBALL CLOSURE IMPACTS


PlayHQ :  Registrat ions & Competit ions
WIX :  Website Integrations
Learning Management and Accreditations :
Netbal l  Learning


MyNetbal l  incorporates 3 key components which
wi l l  now be seperated into di f ferent systems:


As aff i l iated Associat ions and Clubs to NWA, we are obl igated to protect personal  information in accordance with
the Netball  Austral ia Privacy Policy


MYNETBALL DATA


I f  an associat ion chooses to retain data from Mynetbal l ,  they should consider the purpose.  Personal  and
sensit ive data may not be required for  the purpose and could be deleted before the information is  stored.
I f  personal  information is  required for  the purpose,  once the information has been used -  e.g .  for  grading  -   
the information should be destroyed or permanently de- ident i f ied .



https://netball.com.au/privacy-policy
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READY TO REGISTER
ASSOCIATION TRAINING
KEY PLAYHQ CONCEPTS, SET-UP STEPS AND 
PROCESS INSTRUCTIONS


COMMERCIAL IN CONFIDENCE


OBECTIVES


The objectives of this session are:


• To provide Associations with an overview of the PlayHQ system


• To guide associations in the steps to confirm organisational details and set up registrations for a competition.


• To ensure Associations understand the key dates related to new system implementation


• To ensure Associations are aware of the support structures in place for training and system questions
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NEW SYSTEMS


Registration & 
Competitions


Including NSG and 
programs 


Website 
integration


Learning 
Management 
System (LMS)


CURRENT MYNETBALL SYSTEM 
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KEY CONCEPTS


REGISTRATION TYPES


CLUB BASED TEAM BASED (ENTITY TEAMS)


Association


Creates competition


Invites clubs to participate


Club


Accepts invitation


Creates ‘Participant to Club’ 
registration form


Shares unique registration link 
to players


Creates teams at club level for 
that competition + allocates to 


Grades


Participant


Completes registration online


Pays NWA, Association and 
Club fees online


Association


Creates competition


Creates ‘Team to Season’+ ‘Participant 
to Team’ registration form for their social 


teams and participants


Creates grades and fixtures from teams 


Team Organiser


Registers Team to competition through 
‘Team to Season’ registration form from 


Assoc


Pays Team Nomination Fee if applicable


Organiser receives email with this unique 
registration link.


Shares unique registration link to players; 


Participant


Joins team from unique participant link 
from team manager


Completes registration online


Pays MO membership* and competition 
fees


*If participant has a valid NWA membership this will 
be automatically recognised, and is not required to 
purchase again


If an association uses both Clubs and Individual Teams in Competition, both the Club Invitations and Team to Season 
Forms must be setup.
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KIDSPORT VOUCHER PROCESS
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MYNETBALL CLOSURE


IN SYSTEM
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Create a Competition (PART 1)


Competition Management > + Add Competition


Players/Clubs join a 
competition, so the 
competition MUST be 
set before the 
registration link can be 


created.


1. Choose Competition Type


2. Choose Competition Name


• This is the highest level of competition e.g. Night Competition, Day Competition – the day, dates and season 
e.g. winter or spring, will be added later. 


• If you have competitions where Juniors (10-17) can play in a both a junior and a senior competition and pay a 
senior association fee, you will need to differentiate between those competitions as all fees are aged based.


• Therefore, we recommend separate Winter Junior & Winter Senior or Day Junior & Day Senior etc


3. Choose Format


4. Choose Visibility


5. Transfer toggle on or off


• When toggled on, transfers are restricted, and participants complete an automated transfer request. When toggled off 
are there no transfers available.


• Can be toggled on or off during registration period and season.


6. New player approval toggle on or off


7. Next


Create a Competition (PART 2)
Continued


8. Ladder settings


• Ranking


• Ladder point average – total points


• Ladder points total – average points


9. Game Points Outcome; Default or custom (Netball specific set in PHQ)


10. Ladder Visibility


11. Game Settings; these are default settings but CAN be changed by season and individual grades 
within a season. 


NOTE: 


** A competition cannot be deleted once a season has been assigned. 


** A season cannot be deleted if it contains a grade, team or configured registration form.


• To delete a competition: Competition Management > Competition > Settings> Delete Competition
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Competition Management > Competition > + Add Season


1. Season name


2. Season Start Date & End Date (include finals)


3. Exception Dates e.g. school holidays, public holidays


4. Select Venue


5. Age limit (toggle on if required) E.g 31/12/1920 – 31/12/2007


6. Visibility


7. + Create Season  


NOTE:


• ** If you have Teams registering directly to the season e.g. social competition, you will need to set up grades for them to 
nominate into. 


• If Clubs are nominating teams, then you can move directly to registration and set grades later.


Create a Season


Competition Management > Competition > Grades > + Add a Grade


1. Grade Name - auto-generated based on what has been input, however, you can over-ride. 


2. Ladder Settings & Game Settings ; These will be pre-populated from the competition menu, 
however, can be set for individual grades if required e.g. shorter game time for junior grades


3. Update + Save


• Deleting grades:  Competition Management > Competition > Season> Settings > Delete Competition (end 
of page)


Create a Grade
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Invite a Club to Participate in a Season (Clubs Create Teams)
Management > Competition > Registration> Club > Set up


Invite a Club to 
participate in a 
competition


Participants will register 
with a club. The club will 
nominate teams and 
create their own 
registration forms.


1. Invite Clubs


2. Roles Available


3. Ensure “player” is activated. Activating Coach, Manager, Official, Volunteer is NOT activating a non-playing 
membership.


If fees are applied to these roles, they will be paid each time the participant nominates for that role e.g. if a coach 
nominates for three teams, they will pay the fee three times.


3. Allocate the dates that clubs can nominate teams to grades


Registration / membership fees are shown from NA and NWA. Clicking the arrow shows advanced fees e.g. 
Junior Registration fees


4. Set player fee for the association


• Fees can only be set if Stripe has been activated. Remember to add 2.03% to your fee to receive the correct 
net amount in disbursement.


5. Toggle on Association T&Cs; T&C’s are set up as an Organisation [My Organisation > Overview > 
Details]


6. Save


Club Management settings are now updated showing the number of clubs invited to participate, acceptances, 
allocation period. Clubs will now need to set up a registration product to register participants.


Create Registration Form: Association


Competition Management > Competition > Registration> Association


Associations will need to 
add 2.03% to their 
proposed fee at this step 
to ensure that they receive 
the correct net amount in 
disbursement.


a. Participant to season – for participants who register directly with the 
association.


b. Team to season - produces a link for team managers to create a team, 
register players to the team and nominate the team to a comp (ideal for social teams 
and competitions). There is the ability to set a team fee at this point.


c. There must be grades within the relevant season to create this registration as there 
must be somewhere for the team to nominate to. You can add additional grades at a 
later date, if required.


d. Participant to team - used in conjunction with “team to season” registration, 


as it produces the link for participants (individual fee)
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Create A Registration Form : Participant To Association Season
Competition Management > Competition > Registration> Association> Participant to Season > set 
up forms


Create a registration form -
Participant to Season 
(Association)


Associations will need to add 
2.03% to their proposed fee at 
this step to ensure that 
they receive the correct net 
amount in disbursement.


1. Edit roles


Ensure “player” is activated.


Activating Coach, Manager, Official, Volunteer is NOT activating a non-playing member.


If fees are applied to these roles, they will be paid each time the participant nominates for that
role e.g. if a coach nominates for three teams, they will pay the fee three times.


2. Registration period


Set period registrations will be open.


3. Registration fees* (see note)


Registration / service and support fees are shown from NA and NWA. Clicking the
arrow shows advanced fees e.g. Junior Registration fees.


Continued.


Create a registration form -
Participant to Season 
(Association)


Associations will need to add 
2.03% to their proposed fee at 
this step to ensure that 
they receive the correct net 
amount in disbursement.


4. Custom fields (Slide 23)


5. Products (Slide 32)


6. Overview : Add Pricing or Additional information to your form here.


7. Toggle on Association T&Cs; T&Cs are set up as an Organisation; My 


Organisation > Overview > Details


9. Registration Visibility; VISIBLE or HIDDEN


10. Save;


* Registration links are now visible publicly on www.playhq.com and able to be 
circulated via email, social media etc
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Custom Fields


Competition Management > Competition > Registration> Custom Fields


1. + New


2. Details


1. Ask a succinct question, select Drop Down (click + to add additional response options)


2. or Text Box answer options.


3. Tick mandatory; if required


4. Display configuration


• Select roles / rego forms this custom field will be displayed on and be reportable on.


 Custom fields can be made at association level and are reportable at all levels.


CREATE A REGISTRATION LINK – TEAM TO ASSOCIATION SEASONCreate A Registration Form : Team To Association Season
Competition Management > Competition > Registration> Association> Team to Season > set up 
forms


Create a Registration Form


- Team to Season (Association)


Associations will need to add 2.03% 
to their proposed fee at this step to 
ensure that they receive the correct net 
amount in disbursement.


1. Registration period; Set period registrations will be open. For pilot this MUST be after
August 16.


2. Registration fees; This is a team fee, individual participant fees will be included on next
step.


3. Choose Grades; Some grades will need to be set for teams to nominate in to. Additional
grades can be added later (see point 3) and nominated teams moved between grades.


4. Custom fields (Slide 23)


5. Products (Slide 2)


6. Overview; Any additional information you wish to add to your registration form


7. Toggle on Association T&Cs; T& Cs are set up as an Organisation: My Organisation >
Overview > Details (pre-work step 1)


8. Registration Visibility; Toggle on ONLY if your registrations are set to open after August 
16.


9. Save; Registration links are now visible in the netball finder and able to be circulated via
email, social media etc.
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Create A Registration Form : Participant to Team Season
Competition Management > Competition > Registration> Association> Participant to Team > set up 
forms


Create a Registration Form -
Participant to Team (Association)


Associations will need to add 2.03% to 
their proposed fee at this step to ensure 
that they receive the correct net amount in 
disbursement.


1. Roles Available
• Ensure “player” is activated.


• Activating Coach, Manager, Official, Volunteer is NOT activating a non-playing member.


• If fees are applied to these roles, they will be paid each time the participant nominates for
that role e.g. if a coach nominates for three teams, they will pay the fee three times.


2. Registration period; Set period registrations will be open.


3. Set player fee for the association; ** Don’t include NWA Fees.


4. Custom fields


5. Products


Continued.


Create a Registration Form -
Participant to Team 
(Association)


6. Overview; Any additional information you wish to add to your registration form


7. Toggle on Association T&Cs; T&Cs are set up as an Organsiation
My Organisation > Overview > Details (pre-work step 1)


8. Registration Visibility


9. Save


NOTE:


• The Team to Season link will now be visible.


• This link can be provided to team managers.


• Once team managers register a team, team managers will receive the participant link to email to 
their team members.


• If team managers lost the email/link, administrators can retrieve at Competitions > Grades > + 
> Select Team > Team Details
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SUNCORP NETSETGO


• Suncorp NetSetGO will operate in the Competitions menu of PlayHQ.


• Any Association that operates any Net, Set or GO tier will be required to create the competition tile. This 
includes associations who do not directly offer a Net, Set or GO tier but have affiliated clubs who do.


• Any Association who creates a Net, Set or GO Competition tile must have accepted the applicable T&C's 
that were circulated in September. If you haven’t completed, or decide later that you wish to offer any tier of 
NetSetGO, please contact Service & Support


• As every association differs in their approach to offering each tier, we will review two of the main 
approaches in the following slides.


• Best practice set-up guidelines have been developed and are available at Service & Support


• It is important to use these guidelines to ensure that we operate within the Suncorp NetSetGO Guidelines, 
participants receive their packs, players are registered to participate, and relevant reporting is available at 
all levels.


Suncorp NetSetGO Setup
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EXAMPLE 1: CLUBS OPERATE NET TIER, ASSOCIATIONS OPERATE SET & GO
TIER


EXAMPLE 2: CLUBS OPERATE NET TIER
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PROGRAMS


The Programs menu can be used to create a local event and utilise all the benefits of the PlayHQ
system:


• Creation of registration page with dates, fees, age limits & information fields
• Collection of fees via stripe, eliminating offline payments
• Collection of participants information via custom fields eliminating offline forms e.G. Google
• The ability to sell merchandise
• Reporting capability 
• Creation of a registration link able to be shared and visible on your organisation's page on PlayHQ
• The utilisation of one form for all your age groups and participants will be able to select the event they wish 


to attend


Programs could include Come & Try Days, Representative Trials or Events.


Step-by-step instructions for setting up a local program can be found at support.netball.com.au
NB/Programs are not linked to the competition system so, depending on the event, Associations will need to ensure that players hold a relevant NWA 
registration before they participate.


MERCHANDISE


PlayHQ offers the ability to include the sale of merchandise as part of the registration process for a competition 
or a program.


Merchandise can be sold:


- Individually e.g. whistle, rule book, bag, or
- By item with variation e.g. t-shirt by colour and size


As payment is made online by the registrant and the payment is disbursed to you directly via Stripe, you will no 
longer need to manually collect funds off-line.


The system is easy to use and set-up and products can be activated and de-activated at any time. Orders can be 
tracked within the Merchandise menu or through the Report menu.


If you’re interested in adding merchandise to your registration page, the step-by-step instructions can be found at 
support.netball.com.au
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REPORTS


Reports are located in the main menu.


There are 5 reporting groups:


• Competition


• Programs


• Financial


• Orders


• Discipline


Once a report is generated, it will appear in the Generated Reports tab.


WARM-DOWN


ACTIONS: 
 
• Keep in touch with clubs and ensure that they know to attend Club Ready to Register date (if planned).


• If you need to make a booking for club training please contact NWA. 


• Escalate support & training queries 


• Ensure you understand the best practise guidelines for Suncorp NetSetGO and your responsibilities as an 
Association 


• Be aware of the requirements of the phased MyNetball shutdown activities 


• Open 2022 registrations after 1 December 2021 


• Book in Ready to Play sessions 
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W: SUPPORT.NETBALL.COM.AU


E: SUPPORT@NETBALL.COM.AU


P: 1800 NETBALL


** AVAILABLE 16/08/2021


ELEANOR.CRIBB@NETBALLWA.COM.AU


JAIME-LEIGH.STRICKLAND@NETBALLWA.COM.AU
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Ready to Register: ASSOCIATION 


COMMERCIAL IN CONFIDENCE 


ASSOCIATION PRE-WORK - STEP BY STEP 


# Description Action Screenshot 


 
ACTIONS TO DO (STEPS 1 – 5)  
 


1 Primary 
Administrator 
receive invite 


• Follow instructions in email 


• Log in and ensure can access System 


2 MyNetball – 
inactivate 
products 


• Ensure that there is no Spring registration product available for MyNetball, and the Winter product is hidden or inactive. 


• Winter product can be activated or unhidden if there is a legitimate winter registration for winter comp. 


3 Check public 
facing details 


Check Details;  
Go to: My Organisation > Overview > Details 


 
- Update public facing details which are used in participants finder 


processes.  
- Can be edited at any time.  
- T& Cs included here can be toggled “on” as part of registration set up.  


- Scroll down to hit update & save 


 
Address should be the main location where netball is played and 
should be set to ‘Visible’ to show online. 


 
 
 
 
 
 
 
 
 
 
 
 
 
 


 
 
Add Contacts;  
Go to: My Organisation > Overview > Contacts 


 
- Add preferred association contacts.  


- Email and phone are not mandatory fields. The system is set 
for this information to be “visible”. Toggle by clicking the “eye” 
to hide any individual contacts.  The positions are pre-set and 
cannot be edited. 
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4 Invite another 
administrator 


Invite New Admin 
Go to: My Organisation > Admins > Active Users > + Invite new admin 


 
- Complete details and Invite admin 


 
PLEASE NOTE:  Personal emails should be used to 
invite an admin, not a generic email that will be used by a 
current, or future, executive e.g. 
registrarassociation1@gmail.com.  


 
This is because your participant details will also be linked 
to this email address and when you cease to be an 
administrator, you will be required to change your email 
address at support to pass to the next person.  


 
If you utilise your personal email, your access can be 
simply revoked by the association administrator and your 
PlayHQ participant profile continues. A personal email 
address will never be public (unless you choose, see 
point 2, above) as you can utilise a generic email for 
public contact information.  
 
To revoke access click ‘Edit’ button beside name. You will 
be prompted to proceed and if an error is made can also re-
invite. 


 


 
 
 
 
 
 
 
 


5 Set up 
“Stripe” 
payment 
platform  
 
This must be 
done before 
you can 
accept 
registrations. 
 
Approval from 
Stripe could 
take up to 2-3 
days. 


Go to: My Organisation > Overview > Payments > Submit 
Payment Details 
 
Enter relevant details and click Submit 
 
Please ensure this is completed at least 3 days in advance of 
Ready to Register Training 
 
Please note the following important items: 
 


1) This form can only be submitted once, it  will need to 
be accurate. 


2) The form needs to be completed by the Authorised 
Organisation Representative who will need to provide 
either a copy of their driver’s licence or passport at the 


 



mailto:registrarassociation1@gmail.com





 
 
Ready to Register: ASSOCIATION 


COMMERCIAL IN CONFIDENCE 


time of form completion. If the primary administrator is 
not an authorised representative, they will need to 
complete Step 3, above and invite the authorised 
administrator to complete this task. 


3) Approval from Stripe takes 24-72 hours 
 
Note: PlayHQ cannot link existing Stripe Accounts, so you will 
need to set up a new account for your association.  


 


Action Description Action 


 
THINGS TO THINK ABOUT READY FOR TRAINING (STEPS 6 – 10) 
 


6 Understand grade 
requirements for the pilot 
competition. 


This will be completed in system at training. 
 
An understanding of the grades usually offered in Spring e.g. A1 or Division 1, will be useful; if you wish for teams to be able to 
enter directly in the competition.  
 
Note:  grade names can be changed, and new grades added. 


7 Understand any age 
restrictions on pilot 
competitions 


PlayHQ uses age restrictions to assess the correct fee to charge a participant.  
 
Understanding competition age restrictions will ensure the correct set-up for registrations. 


8 Understand if there is 
any merchandise to be 
sold in addition to 
registration at pilot. 


This can be completed in system at training, but Merchandise can be added as part of registration and to set up products can 
be accessed through 
 
 Go to: Merchandise > Products > + Add Product 
 


9 Understand if the 
association wishes to 
offer any competition 
discounts e.g. early bird 
discount 


This will be completed in system at training. 
 
Go to: My organisation > Vouchers > Create a voucher 


 
Vouchers will only discount the associations fees, you cannot set a voucher that will discount either a club or NWA fees. 
 


This is NOT KidSport vouchers. They will be centrally activated and can be seen in Settings > General > Government 
Voucher 


 


10 Know your dates Know your planned competition dates, registration dates and fees (NOT including Netball WA Fees – these are now charged 
seperately). 


 








INVITE INTO 
SYSTEM


Principal user receives invite via email.


Create PlayHQ Login - na.playhq.com 
Not received your invite? Please contact


eleanor.cribb@netballwa.com.au


CHECK YOUR 
DETAILS


Click on 'My Organisation' + 'Overview'


Check your Organisation Details 


Add your Main Contacts (visible publicly).  


Ready to Register Checklist


Click on 'My Organisation' + 'Admins'


Invite other Administrators
Make sure you use their personal email. This


will not be public and is for your organisation's eyes


only.


INVITE ADMINS


? Competition Fees 
? Early bird or other discounts 


? Competition grades


? Competition age restrictions


Things to Consider:


SETUP STRIPE
Click on 'My Organisation' + 'Overview' + 'Payments'
Set up your Payment Details  - can only be done once!


This will take a few days, so don't leave it until the


last minute! This must be completed by an
authorised administrator. 


#HEREIFYOUNEED
W: www.support.netball.com.au 
E: support@netball.com.au
P: 1800 NETBALL (1800 6382255) 


Before training:



http://na.playhq.com/

http://na.playhq.com/





 
To cancel a participant’s registration in PlayHQ, please view the following link - https://support.playhq.com/hc/en-
au/articles/900003187603-Cancelling-a-participant-s-registration .
 
Please note that this cancellation process does not de-register someone or refund any monies - refunds are still a manual
process at each level.
 

De-registration request have to be made to the association by the 1st May 2022 at the latest.
 
If in doubt regarding process, please contact your association or NWA.
 
So if a participant needs to de-register due to injury etc:
 

1. The club will need to refund their fee portion manually.
2. Club will advise the association that the participant needs to de-register – the association will then process the relevant
refund for their level (if required).
3. The association in turn will advise NWA – and NWA will process the relevant refund and cancel their membership in
system.
4. The Club needs to cancel the participant’s registration in PlayHQ as per the above support article.
5. If the participant wishes to re-register, they will need to complete the online form again and pay relevant fees
accordingly.

 

Further Training
 
Once you are ready to Fixture your Winter season, please contact me and I will send you through the Webinar training which will
show you how to go about fixturing and Game Day requirements.
 
Any queries please do not hesitate to contact me, otherwise I look forward to hearing from you in due course.
 
Please do not hesitate to contact us if you have any issues logging in, getting set up, or completing your registration forms and I
can help talk you through if any dramas.
 

Kind regards,
 
Eleanor Cribb | Program Change Specialist - WA
 
Netball WA | West Coast Fever | Shooting Stars 
Gold Netball Centre, Wembley Sports Park | 200 Selby Street, Jolimont WA 6014 | PO Box 930, Subiaco WA 6904 
Mobile | 0466 819 137
 
Netball WA: Website | Facebook | Twitter | Instagram | LinkedIn
West Coast Fever: Website | Facebook | Twitter | Instagram 
Shooting Stars: Website | Facebook | Instagram | LinkedIn

 
This email and any files transmitted with it are confidential and may contain privileged copyright information. If you are not the intended recipient, you must
not copy, distribute or use this email or the information contained in it for any purpose other than to notify us. If you have received this message in error,
please notify the sender immediately, and delete this email from your system.
 

Netball WA, West Coast Fever and Shooting Stars acknowledge the traditional owners of country throughout Western Australia and recognises their

continuing connection to land, waters and community. We pay our respect to them and their cultures; and to elders both past and present. Ngalak kaaditj
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