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HOW TO REGISTER IN 2M
TO START, THE ARCHER, OR THE MEMBERSHIP CHAIR,
SHOULD ACCESS THEIR PTSO'S MEMBERSHIP LANDING
PAGE. LINKS TO ALL THE PAGES CAN BE FOUND ON THE
ARCHERY CANADA WEBSITE AT:

 INSERT LINK
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SIMILAR TO THE ARCHER REGISTERING THEMSELVES, THE ADMINS SHOULD SELECT
MEMBERSHIP TYPE THAT IS BEING REGISTERED/RENEWED - INDIVIUDAL, FAMILY OR
CLUB. FOR THIS TUTORIAL, WE WILL BE WALKING THROUGH FAMILY.THE PROCESS IS
SIMILAR FOR INDIVIDUAL MEMBERSHIPS.
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HOW TO REGISTER IN 2M
AT THE TOP OF THE PAGE THE ADMIN SHOULD SEE THE FOLLOWING, AND SELECT
START ADMIN TRANSACTION



A SEARCH BAR WILL APPEAR. TYPE IN THE ARCHERS NAME AND SELECT THE RIGHT
ACCOUNT

HOW TO REGISTER IN 2M

IF THEY DO NOT APPEAR PLEASE SEE THE NEXT PAGE



 IF AN ADMIN IS
REGISTERING AN
ARCHER WHO IS NOT
IN THE SYSTEM, SUCH
AS A NEW MEMBER, A
RECORD WILL NEED
TO BE CREATED FIRST.
GO TO PEOPLE IN
YOUR DASHBOARD
MEMO
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SEARCH THE NAME, TO ENSURE NO RECORD EXISTS. THEN CLICK "CAN'T FIND
THE PERSON...." BUTTON
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FILL OUT THE FOLLOWING INFORMATION, THEN SELECT CREATE/USE PERSON.
HEAD BACK TO THE ADMIN TRANSACTION, AND CONTINUE THROUGH THE
REGISTRTION PROCESS AS OUTLINED
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THE SYSTEM WILL PROGRESS TO
PROMPTS TO COLLECT THE
ARCHERS INFORMATION. IF
REGISTERING A FAMILY IT WILL
PROMPT YOU TO GO THROUGH
EACH MEMBER
 
ANYTHING WITH A RED * IS A            
REQUIRED FIELD
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SELECT THE CLUB IN WHICH YOU ARE A MEMBER. IF THE CLUB IS NOT LISTED,
PLEASE SELECT NO AFFILIATION, AND CONTACT AC OR YOUR PTSO IF YOUR CLUB IS
MISSING.
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ONCE ALL ARCHERS
INFORMATION IS ENTERED,
CLICK PROCEED TO CART.
IF THE PTSO OR ARCHERY
CANADA IS COLLECTING
WAIVERS, IT WILL THEN
DIRECT YOU TO COMPLETE
THOSE WAIVERS
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IF YOU ARE REGISTERING ON BEHALF OF SOMEONE, CLICK
NO, ENTER THEIR EMAIL, AND IT WILL SEND THEM THE
WAIVER TO COMPLETE. DO NOT SIGN ON THEIR BEHALF!
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ONCE WAIVERS ARE SIGNED,
PAYMENT CAN BE COMPLETED
ONLINE VIA CREDIT CARD, SEEING
A SUMMARY OF THE MEMBERSHIP
BEING PURCHASED. 

IF THE ARCHERS HAVE A COUPON,
THEY CAN APPLY IT HERE,AND IT
WILL DEDUCT THE VALUE



HOW TO REGISTER IN 2M
ONCE PAYMENT IS PROCESSED, THE MEMBERS WILL
AUTOMATICALLY BE EMAILED A COPY OF THEIR
MEMBERSHIP CARDS AND THE SYSTEM WILL SHOW
THEY ARE REGISTERED. 

ARCHERS SHOULD RECORD THEIR LOGIN
INFORMATION, AS THEY CAN USE THIS ACCOUNT TO
REGISTER IN FUTURE YEARS AND FOR EVENTS


