
TBF ONTBF ON--LINE REGISTRATIONLINE REGISTRATION

HOW TO MANUALHOW TO MANUAL



Where to start?...Where to start?...
•• Begin by going to the club drop down box. Choose your club by Begin by going to the club drop down box. Choose your club by 

clicking on it and wait for information to load.clicking on it and wait for information to load.



Club Information PageClub Information Page

•• The club information The club information 
page should appear.page should appear.

•• To change information, To change information, 
click on the edit button.click on the edit button.

•• Club administrators are Club administrators are 
listed in the far right listed in the far right 
column.column.

•• Click on the Members tab Click on the Members tab 
and hit search to bring up and hit search to bring up 
all names associated with all names associated with 
club.club.



Member UpdatesMember Updates

•• Highlight the members name and his/her Highlight the members name and his/her 
information should appear in the right text information should appear in the right text 
box.box.

•• Here you can update/change personal Here you can update/change personal 
information, including entering and information, including entering and 
validating FLW membership.validating FLW membership.

•• Members must first be here before they Members must first be here before they 
can be updated.can be updated.



New MembersNew Members

•• To add a new member to an existing club select To add a new member to an existing club select 
the add button.the add button.

•• The system will automatically ask you if the The system will automatically ask you if the 
member is an existing member (has a mother member is an existing member (has a mother 
club).  If you choose yes, you will have to search club).  If you choose yes, you will have to search 
the system to make sure their membership is the system to make sure their membership is 
truly current. truly current. 

•• If the member is not already in another club If the member is not already in another club 
select No. select No. 



New Members in a ClubNew Members in a Club

•• For new members, For new members, 
you will then be you will then be 
prompted to enter prompted to enter 
membership membership 
information.information.

•• Required information Required information 
will be underscored in will be underscored in 
red if left blank.red if left blank.

•• SAVE!SAVE!



Roster UpdatesRoster Updates

•• To proceed with To proceed with 
the roster the roster 
update, select update, select 
the Membership the Membership 
Update tab on Update tab on 
the top left.the top left.

•• Next select the Next select the 
New Update New Update 
tab.tab.

•• Make sure year Make sure year 
is correct.is correct.



Club Roster UpdatesClub Roster Updates

•• Select year in the dropSelect year in the drop--down down 
box.  The system will always box.  The system will always 
give your current year and the give your current year and the 
following one.  Select the year  following one.  Select the year  
you are submitting you are submitting 
membership for.membership for.

•• All information not already All information not already 
updated on the club roster will updated on the club roster will 
be brought up.be brought up.

•• Check all memberships you are Check all memberships you are 
including in this update and hit including in this update and hit 
submit.submit.



InvoicesInvoices

•• An Invoice will An Invoice will 
automatically be automatically be 
generated.  Note the generated.  Note the 
Invoice Number for your Invoice Number for your 
records and press OK.records and press OK.

•• Highlight invoice number Highlight invoice number 
on the far left column and on the far left column and 
then press the invoice then press the invoice 
button tab.button tab.

•• Print 2 copies of the Print 2 copies of the 
invoice.  Keep one for invoice.  Keep one for 
your records and mail the your records and mail the 
other with dues.other with dues.



Just Put it in the MailJust Put it in the Mail

•• Include a copy of the invoice with the Include a copy of the invoice with the 
check, mail it to the address on the check, mail it to the address on the 
invoice and you are done.invoice and you are done.

•• Once TBF receives the dues and matches Once TBF receives the dues and matches 
them to the invoice the membership will them to the invoice the membership will 
be updated automatically.be updated automatically.



TrackingTracking

•• This system does provide realThis system does provide real--time tracking so time tracking so 
that we know when rosters were submitted by that we know when rosters were submitted by 
the club, when states (if necessary) received the club, when states (if necessary) received 
and approved and when TBF received and and approved and when TBF received and 
approved.approved.

•• Both states and TBF have the option to hold or Both states and TBF have the option to hold or 
decline.  TBF will not decline any membership, decline.  TBF will not decline any membership, 
only hold for special reasons:only hold for special reasons:
–– Not enough members in the clubNot enough members in the club
–– Insufficient duesInsufficient dues
–– Ect.Ect.


