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SECTION 7: ADMINISTRATOR ACCOUNTS

7.1  Creating Administrator Accounts
There is an admin login page for administrators. Registrants log in on a separate page.

Admin Login URL: https://swimming.canada.sportsmanager.ie/maint.php. Administrators log
in using their Username or Email Address and Password.

lli Admin Account Login

ol

Q There is no specific function within REMS to send a reset link
ADMIN LOGIN for an administrator account. You can force a reset
password by just using the Forgot Password function on the
login screen. When you create a new admin account, this is
an easy way to notify the new administrator that their
account has been created and force them to create a new
password for their account.

Mok an acmristrator? click here for memiber ares

'——* Forgat Password?

7.1.1 Resetting Admin Account Password

Administrators can reset their own password using the Forgot Password function on
the login screen. To reset the password, the administrator must enter the Username
(not email address). If the account exists, a link will be sent to the email address
associated with the Username.

S S

ADMINISTRATOR FORGOT PASSWORD

ADMIN LOGIN

Mok an admiristrator? glick here for membsr anss

Please enter your admin username below. If 3 valid
username is found, a forget password link will be sent to the
emaill atddress associated with that username.

——* Forgat Pazsword?



https://swimming.canada.sportsmanager.ie/maint.php

Note: there is currently no way to define a template for admin accounts in REMS. You will
need to add each admin account and define the specific functions that the user can access
individually. This feature will be available next season.

712 Admin account requirements

To create an admin account, you need the following information:

Parent —Club name for club administrator accounts

Username - see Admin account naming recommendations below
Email address

Password — make up a password

oooTow

713 Admin account names (usernames)

Admin account names (username):

a. Are not case sensitive

b. NO spaces

c. Must be unique
¢ if someone is an admin for more than one club, they will need different

usernames for each admin account but the email address can be the same

d. Are used in the Forgot Password function for Admin accounts (not email

address)

When creating accounts for other roles within the REMS, we highly recommend that
clubs use the pattern below for their usernames: Enter this pattern in the field “Name”
(no spaces permitted)

e Club Registrar: REG_fullname_CLUBCODE

o Club Administrator: ADMIN_fullname_CLUBCODE (same settings as Club
registrar)

e Team Manager: TM_fullname_CLUBCODE (same settings as Meet Manager)

e Meet Manager: MM_fullname_CLUBCODE

e Club Official Administrator: COA_fullname_CLUBCODE

e Treasurer: TR_fullname_CLUBCODE

The above pattern is very important to ensure that the people in the specific admin
roles receive the appropriate communications. If a person has multiple admin roles,
please include those roles in the username (example -
COA_MM_fullname_CLUBCQODE)




714 Create Club Admin Account

®

To create Club admin accounts, the parent will be Club name for club administrator
accounts (name at the top of the list when you click Add. You will receive a warning if

the password is too weak.

Add/Edit Club Admin Account

‘S}.'swm Con *igu ration

@ Create/Edst Club

Wi=w Sicoount

Add admin
account

Account
actions

Hame Sdrreng P

Coefirm Passwand

Swirraveng Piosdnoe Salmaming Ot

Once you have created the account, you need to assign the menu items that the admin
account has access to. By default, if you do not choose specific menu items, the
admin will have access to everything available at the Club level. We recommend that
you refer to the guides provided below to setup Club admin accounts and only turn on

the options recommended.




Once you have created the admin account, turn on the specific menu. Recommendations for
the menu items to enable is listed with each account type. If an admin holds more than one
function, you can just turn on the options that the administrator needs for both roles rather
than creating a second admin account. If you select nothing in the Manage Menu list, the
administrator will have access to all menu options.

Manage Menus for Club Admin Account

System Configuration

it BCCoUnD

KX ey

Manage
o SNE Menus

ecE

See next pages for the templates...

Do not leave the access selections blank as the default is to allow blanket permission to

everything.

6.5

The settings selected for each role are important to follow to not cause errors

with the registration process. Having access to everything will cause confusion

with the multiple role access. The Club Registrar account settings has all the

settings to do all the roles listed below.

Disable/Enable Admin Account

To disable an admin account without deleting it from the system, use the Disable Users
function in Manage User Accounts.

6.5.1 Disable Admin Account

Disable Admin Account

Systemn Configuration
© Create/Edit Club
© Create/Edit Assnoiation

@ Cregte/bdit Venue

I Manage User ACCOUnts I o

© Languages

© Association Attachments
Owerview

View Account

- Opiion: K
m-
* Search/fiter options =

Disable
Users




@

Steps:

i.  Click the checkbox to the left of the admin account name (or use the box at the
top to select all). The Disable Users button will appear.

ii. Click Disable Users to disable the

account(s).
hCce Account Last logged in % Actions
iii.  Confirm that you want to proceed by disabled
clicking Disable on the pop-up. 2

iv.  Under Actions you will see the
account has a red “x” indicating that ~ |*
the account is disabled. .

6.5.2 Enable Admin Account

To re-enable a disabled admin account Reset Email

Steps:
P Account Disabled
i. Click the Edit icon for the disabled admin account

ii. Click the Account Disabled checkbox to uncheck
the box
iii. Click Save

Reset Email

Account Disabled



https://www.loom.com/share/4c9ca81d8dca4799b9b5a0b331e3e573?sid=d39ad5d4-c9d0-46c3-9642-cc43ed39f90c

REMS CLUB ADMIN
ACCOUNT MENU SETUP
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