Revision:  3-19-04 Draft  Comments/Suggestions are requested.
Please note:  This version does not have a table of contents or page references or links.  

This version of the Quick Reference Manual contains the following:

- Web Administrator/Club Official – how to access the CCA Database site

- Appendix A – Sample screen shot for bulk uploads

- Appendix B – Data Item specifications for each data term  (Important)
- Appendix C – Draft Data Term and definition

- Appendix D – Sample Excel csv file Template for use by clubs without a database or any club to make “small” uploads.  (A screen shot of the sample is in Appendix.  The actual template is attached to the email.  At the appropriate time this information will be available for download from our website.)

AmerAust Database Archive and Access 

Quick Reference Manual for Web Administrators and Designated Club Officials.

Introduction

This Quick Reference Manual (QRM) will guide you through the steps of accessing and using the various capabilities of the AmerAust database on-line application tool.  The QRM is divided into separate sections for each of the capabilities you will want to use.  You may find capabilities you do not want or need to use and can easily skip the section.

Please know that the database application is a “real-time” tool meaning the information is as current as each Club Officer or Club Web Administrator updates their club’s membership information.  The capabilities as well as instructions and guidance can change or be updated periodically. 
While we are in the Pilot Test phase, we will advise all of the volunteers of any updates/changes.  

Basic Information

Access to your club’s membership information is through the “Club Administration Section” of the database.  Access is restricted.  Only members identified as a “Club Officer” or as a “Web Administrator” are given access rights/privileges. 
If you have difficulties, please send email describing your problem with as much detail as possible.  Send to:  sylvia@ameraust.com.  We will respond within 24-48 hours or less.  If we need to coordinate with our developer, that may take a bit more time due to time difference.

We will have a generic “problems/issues” email address available.

Club Officer/Web Administrator Club Web Site Account Setup
First, you must be registered in the on-line database as a member of your club.

Second, you must be identified as a Club Officer or a Web Administrator.  A Club Officer will provide names of members to AmerAust for registration.  The named individual as well as the referring Club Officer will receive confirmation email that the registration is completed.
As part of the AmerAust set up of your database, the primary point of contact or club named database administrator (dba)/web master has been identified as a club member and/or as your club’s dba.

Now, you can proceed to enable your online administrator account.

To enable your online administrator account:

1.  Access the USCA website at:  http://cca.ausgate.net
Just under the Member log-on box, are two “choice” statements.

2.  Go to “I'm already a member, but don't have a website login or password.   
You can create your website account online as long as you are registered with a CCA club. CLICK HERE to create your account.”  And click on the words, “click here.”
3.  Enter information in the displayed dialogue boxes.

Even though you are technically registered, you have to perform these steps.

Step 1:  Enter your first and last name

Step 2:  Select your Club first by choosing the region (this is your Province) then the Club name from the drop down menu.
Step 3:  Enter information for at least 3 of the 5 information boxes, e.g., Street number, street name, city, etc.

Please note that the information for Step 3 is the information that is either part of the imported database file or input by AmerAust.   If we did not provide you specific information to input and/or you do not know what address information is in the database please send email to  sylvia@ameraust.com
Examples:

a.  Your address in the database is, “Box 1122.”  

b.  For “street number” enter “Box 1122.”
c.  If your address is, 555 Elm street.

d.  For “street number” enter “555.”
e.  For “street name,”  enter “Elm.”  (Do not use St, Ave, Dr, etc.)

f.   City – your city name

g.  State – enter your Province

h.   Zip – enter your postal code

i.   Click on submit 

This takes you to another information form that has all of your membership information.  There will likely be blanks, missing, or in some instances incorrect information.  Please enter or correct as appropriate.  You will also be asked for a “Login Name” (which can be your name, or title, or other) and a password.
Note:  If you do not enter 3 of the 5 items of information the system will not allow you to proceed to your membership information form.
TIP:  Sometimes the database will not recognize you as an existing member because you have entered a nickname, or shortened version of your full name. Or, the street name as originally entered was misspelled, or a street number or zip code don’t match up.  Consider entering data in the three of the five information boxes least likely to have been miscued, such as Street Name (just the name; no need to include “street,” “road,” etc.), City and State. If you continue to have trouble setting up your website log-in, please contact sylvia@ameraust.com.  
4.  When you have completed these steps, you will have “created or authenticated”  your Club’s Web site account.  
5.  You now have a “Member Login Name” and a password and can login using the “Member Log-on” box described in item 1 above at URL:  http://cca.ausgate.net.
6.    Log on with your name and password and you will see the “My CCA” display box.  This box welcomes you by name and has your links to:  “>My details,”  “My Clubs,” and “<I belong to more clubs.” 
7.  Click on your club for which you are the web administrator.

8.  You will then see the box with the banner, “Club Links.”  Near the bottom of this box is the indicator that you have “Club Administrator access” under word “Administration.”

9.  Click on “Club Administrator.”

Your next display box has the banner, “Options,” which has the options and links for you to perform Club Administration tasks.
The Club Administration Section

You will see your club details displayed in the main/center portion of the screen.  On the right, you will see the following list of links (options) to use to perform club database administration tasks.

Banner - Options

Club Details

Committee

Chairs

Members

Contacts

Club News

Players Profiles web setup

Insurance

Fees

Donations

Reports

Bulk Updates
Club Details

This option is for the entry or modification of club information.

Club name

Club address

City, State,
Phone, fax, 

Ice, number of sheets, etc.

You can also include information you wish to be viewed by the general public as well as your members when they view the club’s home page.  This information can be anything your club wants to share.  Essentially, this can be historical or general information or descriptive.  This is up to your club.

Other options are to include pictures (images) for your club home page.  These can be images of the club logo, emblem, picture of the club building, an aerial view of your city, etc.  There are many possibilities to decide on.

Important Note:

There are Image specifications/requirements.
All images to be placed on the website must be 72dpi RGB encoded JPG images not wider than 400 pixels.  If you attempt to upload GIF images, your image upload will fail and a “Broken Image” icon will appear on your site.

“Committee” Section
The club “Committee” is the list of people who have access to your club’s web site information.  They include people named as club Officers and Web Administrators. Within the Committee section, you can add to or modify the list of people identified as Officers and Web Administrators for your club.  When you access the Committee Section, a current list of Committee members will be displayed along with a link to allow adding or deleting names.

Note:  For some clubs, only one person was designated as the web administrator or database administrator.  This person (any person listed in Committee) can add additional names.  However, AmerAust strongly encourages limiting the number with access.  Fewer people with access helps to strengthen your security and privacy posture.  

The drop down list of “titles” in this section is limited, however, we can add other titles as appropriate.  We do need club suggestions/requests for the desired titles.
Adding

When you choose to add an Officer or Web Administrator (and this applies at all “adding” sections), the first step is to enter the first and last name of the person you wish to add.  The site will then search its records to see if that person already exists in your (or any other) club.  If it does locate people with the same name, you can choose the correct person from the list or choose to add a new person of the same name.
Note:  Currently, a person may belong to more than one club and if the database information is correct, the membership will show two clubs.

However, currently, the database is not able to support one person having two titles.  For example:  John Curler may not be the “President” and the “Treasurer.”    

We are aware that individuals may have more than one club position or title or role.  
Chairs

This option allows you to add/edit Chairs in the same manner as adding or editing a Committee member.

Members

This link will present you with a list of current members in your club.

New Members

Any member added to your club will be automatically be displayed or identified as a new member.  This is true even if the name is of an existing/current member.  Any name entered into the database for the “first time” will show up as “new.”  This “New Member” flag is for USCA use, and will be “cleared” or removed by the dba. 

Member Details

The following in formation is required for each member entered into the database:
- address and contact information for a member
- fee type and category of that member.  
Contacts [section under construction]

This section, once completed, will provide the option to list any contacts your club might have for current and future reference.  This information will only be available for viewing by Club Administrators.   
Club News

In this area, you will be able to enter news items that will be displayed at your club-level web pages.  
On entry into the Club News page, if there are existing/current stories, you will see a list of them.  Clicking on the “Display All” checkbox will display all stories that you have entered, even if they have been hidden from public view or archived.

Live Stories

The top five live (active) stories will appear on your club home page.  The top two news items will display the headline, précis (brief preview/short synopsis) and thumbnail image, and the other three items will only display the headline.  If the number of news/story items is greater than five, these additional items will be displayed in the “More Club News” section.

You have the ability to rank your stories and set the stories that are displayed on your club home page.
Archived Stories [section under construction]

Archived stories won’t appear on your club home page, but will be available from a news search that will soon be added to the site.

Hidden stories

These stories will not appear on the public club home page or in the public News section.  You can use this “Hidden” attribute to “pre-load” stories or to remove from view stories that you do not want to delete.

Adding a story

Once you have selected “add a story,” the following entry fields are presented:

* Class – Select the appropriate class for the story from the list provided.
* Headline – The headline you would like displayed for your story.

* Précis – The teaser (brief preview) text that is displayed on the club home page and in the news list (max 500 characters).

* Story text – The actual story (maximum 7000 characters).

* Image – A 72dpi RGB encoded image that you wish to use for the story with a maximum width of 400 pixels.

* Status – Indicate whether the story is to be “live,” “hidden,” or “archived.”
* Action – Edit mode only – Choose whether you want to “update” or “delete” the current story.

Updating the Club Membership Database Files
Rather than uploading, editing or deleting your members one at a time, you can use the bulk update section to upload or edit multiple members all at one time, or even update your entire club’s membership.
Bulk Updates  (Data file imports must be in CSV delimited format.)
First, to perform a “Bulk Update,” you must have a data file in the required specific format which is:  CSV (Comma Separated Value) delimited.  If you are familiar with Microsoft Excel or Access, these applications allow you to “save your data” in a particular format.

Note:  Two requirements for Bulk Updates:


The file must be in CSV delimited


The information must be in the sequence shown in Appendix A.
Note:  You can obtain your membership from the database by exporting and saving the file.  The export file will be in CSV and you can edit in either Excel or Access.  See the “Download Section” (Download Current member list) which follows.
Note:  When you save the file BE SURE to save as csv delimited.

Second, click on “Bulk Update”

You will see the format as shown in Appendix A.  

Under the list of information fields, is a convenient dialogue boxes allow you to browse your PC, CD, or other media location for the file you wish to upload.

Note:  A draft of the current “member information field ID and definition” is included in Appendix C.
You can try to import, as a bulk update, information in a file that is NOT CSV.  However, when you click on “upload;” nothing happens!  You will just see the “Bulk Update” section.

If your action to upload “starts” you will be presented a list of membership data to review BEFORE the file is processed.  Please look at your data before clicking on “Process now.”

Two things can occur at this point:

1.  Your file is fine with no errors.  Proceed with processing.

2.  Your file has one or more errors.  

Each error will be reflected in the “To review file.”

Line error and element errors will be highlighted.

Please note, the first line in every datafile will generate an error because this is the “legend” line for field descriptions.  Ignore this one.

Line errors will have a BLUE word ERROR in the first column.

Element errors – the element box will be outlined in RED.

As you review the information you can use the drop down menu choices OR enter the proper text to make corrections.  If you do not make corrections at this point, the “error lines” will be ignored.  And you can make the corrections later.

One convenient feature is a result of the import/export using the csv (delimited) format.  You can create periodic backups of your data to be kept on other media or other locations as frequently as you wish.

Download Section (Download Current Member List)
When you download your current member list from the Web site, it will be in the correct format for the “Bulk Update” procedure.  The downloaded file will be a CSV (comma separated value) delimited file, usable in both Microsoft Excel and Microsoft Access.

Updating Your Membership Information
Using a downloaded membership data file, you can make appropriate changes to each line needing change.  A convenience is you need NOT delete those entries that do not require change.  However, if you only have a few – less than 10, and you have a large membership – greater than 200; you may wish to consider making changes one by one or create a data file ONLY for those members needing change.  (See database template in Appendix D.)  

Using a downloaded data file:

1. Delete/remove the data lines containing the member name(s) that do not need to be updated,

2. Make the changes to those member(s) (data lines) that do need to be updated, 

3. Add any new members, and 

4. Upload the file to the Web site.  

Your club membership records will then be updated to match your changes.

Clubs without a current database

Clubs that do NOT have any electronic membership data files can use the sample template to create their membership files.  (See database template in Appendix D.)
All Clubs need to reference the specification sheet for the database output and template.  This is found in Appendix B.
FAQ/Help section [Section Under Construction]
There is a help and FAQ section built into both the public/member section and club administration section of the Web site.  The entries in this section are updated frequently.  Clicking on the FAQ/Help link from any page in the website will automatically take you to the relevant help section for that page.  Please note that the FAQ/Help sections for some pages are still under construction.
If you think any one or more of your questions (when answered) can be helpful to others using this manual or the on-line version, please send your recommendation(s) to sylvia@ameraust.com.

More to come

The AmerAust CCA Membership website is a work in progress and there are many more features that will be added to the site, including a streamlined public/member interface.  Your input and suggestions, your questions and concerns, are welcome!  Please send to us.

Appendix A – Bulk update format information

	TEST CLUB (Name)


	You may update all or some of the members in your club by uploading a properly formatted CSV file (exported from either Access or Excel). You do not need to update all of your members, only those needing updating or deleting need be in your csv file.

IMPORTANT: You must provide a csv file in the EXACT format as specified below. If the format is not exact, then the upload will be ignored. 

FIELD ORDER
Your csv MUST contain ALL of these fields and in the following order. 

1. Member Key * 

2. Last Name 

3. First Name 

4. Middle Name 

5. Title 

6. Address 1 

7. Address 2 

8. City 

9. State * 

10. Zip 

11. Country * 

12. Home Phone 

13. Home Fax 

14. Work Phone 

15. Work Fax 

16. Cellular 

17. Sex 

18. Member Category * 

19. Fee Type * 

20. Boot Camp * 

21. Agreement * 

22. Action * 

23. internal ID * 

Upload a file to process 

Top of Form

   [image: image1.wmf]Upload

 

Once uploaded, you will be shown your list for confirmation before proceeding.
Bottom of Form

Download your current list in the correct format 

Top of Form
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Excel Formatted

    

Excel files that contain zip codes will have a single quote (') character in front of any zip codes that begin with a zero. This is only to preserve zero based numbers when reading the file into Excel. This quote is not needed for exported files that are uploaded into the system.
Bottom of Form


Field Notes

* Member Key - If this is omitted, the database will try and locate a matching person. If none is found, a match will be attempted on the person's details.

* State - Enter ONLY the state code (initials).

* Country - Enter USA or for other countries it's FULL name (eg. Canada).

* Member Category - Valid Options : Adult, Junior, Youth, Senior, Social, Other, or leave blank.

* Fee Type 

1. AHM : Additional Household member 

2. HHC : Household Head w/Curling News 

3. JR : Junior w/no Curling News 

4. JRC : Junior w/Curling News 

5. OC : Other w/Curling News 

6. ONC : Other w/no Curling News 

7. SC : Social w/Curling News 

8. SNC : Social w/no Curling News 

9. Y : Youth w/no Curling News 

10. YC : Youth w/Curling News 

* Boot Camp - Valid Options : Y, N or leave blank.

* Agreement - Valid Options : Y, N or leave blank.


* ACTION - Leave Blank unless one of the following is entered (must be in CAPS)

1. REMOVE - Will remove this person from your club 

2. NEW - Will Add this person to your club 

If left blank, an update will be assumed, unless no match could be found for the person, where an ADD action will be taken.

* internal ID - This will only be present if you are working from a file exported from the website. This field contains the internal database ID of the person and MUST NOT be modified. If you are importing a file from your own records, this field is not required.
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Appendix B – Detailed Information for the Database Format, Structure, and Sequence.
To create a file for importing information, start with either an Excel spread sheet or Access database.  Your input information MUST be in the sequence order shown on the next page.  When you have completed your Excel or Access file, you MUST save it into a CSV – Comma Separated Value (delimited) formatted file.    (See sample Template in Appendix D.)
It is crucial that the number of characters in a field does not exceed the field size.  Meaning, do not type in 25 characters for a 20 character field just because Excel or Access allows it.

Also important is to be aware of the type of characters for the field.  For example, phone number should be all numbers (numeric).  For phone numbers “dashes”

 ( - ) are allowed.   And, for names, the database expects alphabetic characters and not numbers.  The zip code field will accept a combination of numbers and alphabets (alpha-numeric).

If you have submitted a database file, it has been reviewed and imported into the database under your club’s name.

In order to work with your Club’s database file, you will have told us who the database administrator (dba) is and that person will be able to “create or activate” the club database by logging in.

If you have not submitted a database file, your space will be created and we will provide you help on getting started.  We will provide you an Excel template.

You can also create a pure text file to do the import but this is more labor intensive and leaves many opportunities to make errors in your input. 

One step is very important.  All data to be imported/uploaded MUST be checked for validity.  Quality control review by another may be helpful to ensure all data are in the proper form.

Database Format and Structure  
IMPORTANT – the order of the elements listed in the table below is the order/sequence that the database expects.  If the format is not in CSV or if the order is not 

	Database Field Names and Specifications



	
	Field Name
	Size
	Type of input

	1
	Member Key * 
	
	Must be number

	2
	Last Name
	
	

	3
	First name
	
	

	4
	Middle Name
	
	

	5
	Title
	
	

	6
	Address 1
	
	Numbers and letters

	7
	Address 2 (if needed)
	
	Numbers and letters

	8
	City
	
	Letters

	9
	State *
	US=2 CA=3
	Letters

	10
	Zip
	US up to 10, CA = 
	US= number

CA = numbers and letters

	11
	Country *
	Up to 20 ???
	Letters

	12
	Home Phone
	
	Numbers

	13
	Home Fax
	
	numbers

	14
	Work Phone
	
	numbers

	15
	Work Fax
	
	numbers

	16
	Cellular
	20
	numbers

	17
	Sex  (Gender????)
	1
	F or M

	18
	Member Category *
	
	Letters

	19
	Fee Type *
	
	Letters

	20
	Boot Camp *
	
	Y or N

	21
	Agreement *
	
	Y or N

	22
	Action *
	
	NEW or REMOVE


1.  Member Key * - If this is omitted, the database will try to locate a matching person.  If none is found, a match will be attempted on the person’s details.  This may be an internal numbering scheme set up by your club.  It is not required by this database.

9.  State – Use formal abbreviations e.g., Wisconsin = WI, British Columbia = BC

Province 2 letter Abbreviations:

British Columbia - BC
Alberta - AB
Saskatchewan - SK
Manitoba - MB
Ontario - ON
Quebec - QC
New Brunswick - NB
Nova Scotia - NS
Newfoundland - NL
Prince Edward Island – PE  
Yukon Territory - YT
Northwest Territories - NT
Nunavut – NU
11.  Country – For the US = US.  All other countries – use the full country name (e.g. Canada)

18.  Member Category – Valid options are:  Adult, Junior, Youth, Senior, Social, Other, or leave blank

19.  Fee type –  

11. AHM : Additional Household member 

12. HHC : Household Head w/Curling News 

13. JR : Junior w/no Curling News 

14. JRC : Junior w/Curling News 

15. OC : Other w/Curling News 

16. ONC : Other w/no Curling News 

17. SC : Social w/Curling News 

18. SNC : Social w/no Curling News 

19. Y : Youth w/no Curling News 

20. YC : Youth w/Curling News 

20.  Boot Camp –  US - choices  be Y or N or blank).  CCA = not applicable

21.  Agreement - US - choices  be Y or N or blank).  CCA = not applicable

22  Action – To Add a person enter ADD (upper case letters)

                   To remove a person, enter REMOVE (upper case letters)

                   No change - Leave blank

Appendix C.  Database Information Terms and Definitions

Ver:  3/1/04  - CCA Version Use (Original for USCA modified)

Draft  - Data items and definitions.

This list was developed with input from the USCA.  Beyond the core list, additional information items can be added for use as determined by the Club.

If a Club proposes a “required” item, this will be coordinated with the clubs and the appropriate association.  Otherwise, all other information items are Club determined.  

The following is a DRAFT list of information items as reflected in the current version of the database.

Club ID number:
Automatically generated by the application.  The numbers will be unique to the National Governing Board or Association for the club.

Club Name:
The full formal name of your club.

Club Type:
This is linked with the ID Number and Club Associations

Region Name:
Related to the respective association hierarchy


- USCA
Club, State, Region, National


- CCA

Club, Province, National

Contact email:
email address for the club’s primary contact person

Web site:  Club has an existing web page/site (with URL)

Address 1:  Registered address for the club

Address 2:  Registered address for the club

City: 

Registered address for the club

State or Province:
  Registered address for the club

Zip:  Postal (zip) code for registered address for the club

Country:
Club country  (Spell out country name fully except for USA)

Phone:
Primary contact’s phone number (usually club office phone)

Fax:
  Primary contact’s FAX number (usually club office fax)

Location 1:
Physical location of ice sheets if different from registered address

Location 2:
Physical location of ice sheets if different from registered address

Ice:  Type of ice

Natural, Artificial, in-door, out-door.  

Sheets:  Number of sheets at the club location

Images:  Club logo, emblem, Club house, members, teams, etc.

Notes:  Club history, etc., limited to 6000 characters.

Is public:  This is for the club’s website.  A “yes” will make the club site visible on the database web site.

Club details:  Information about the club  (history, story, etc.)

Committee:  The group of club senior members who make decisions for the club.  The names listed on the Committee usual are the Leaders or Chairs of the many groups that support the activities of the Club.

Chairs:  List to identify “Junior Chair, Senior chair, co-chairs,” etc., as appropriate.

Contacts:  The Club will determine the use of this data field.  This may be used to include contacts for the sport, for business, for sponsors, etc.

Club news:  Special feature/event of Club interest for internal and external viewing

Players Profiles:  To be determined.  After Club and Association determination, this data field can include but would not be limited to individual fact (skill and/or statistic) sheets/bios, etc.

Web setup:  Indicator there is a web site.

Fees:  Schedule of the Club’s fee structure for each tier of membership or participation.

Donations:  To be determined by Club and Association.  This can be a list of Sponsors.

Reports:  Summary list of all reports generated by the club using the database.

Bulk updates:  Summary list of activity to execute bulk updates.

Committee:  Summary listing of the committee structure.  In the USCA – the officers indicated are President, Secretary and Treasurer.  

Membership database:  Includes information about the type of membership; full time, part-time, social, other, and classification – Junior, Senior, Adult, etc.

Appendix D – Sample Excel Database File saved as csv delimited
(File is attached to email.)

Member Key,Last Name,First Name,Middle Name,Title,Address 1,Address 2,City,State,Zip,Country,Home Phone,Home Fax,Work Phone,Work Fax,Cellular,Sex,Member Category,Fee Type,Boot Camp,Agreement,Action

,d'Arc,Joan,Athena,Dr.,1111 Seventh Ave,,Shellshire,NT,968 TX05,Canada,111-111-1111,222-222-2222,333-333-3333,444-444-4444,555-5555-5555,F,,,,,NEW
The sample template is best viewed in Excel.  Open the “.csv” attachment using Excel.

Sample Data Explanation:

The first 3 lines of data information separated by commas (csv) is the sequence expected by the database.  And, is included in the sample so you know the names of the fields.  (This is the line that will generate an ERROR – ignore this as the database ignores the line as well.)
The last 3 lines reflect a SAMPLE member and starts with a comma because for this example, there is no information for the first column.  The comma tells the database, column 1 is empty, go to column 2 for the last name, etc.

_1141202654.unknown

_1141202655.unknown

_1141202653.unknown

