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ASSA/Swim Alberta Affiliation Guide

This guide provides step-by-step instructions on how to affiliate your club with
ASSA/Swim Alberta. Version: 04/23/2024

1 Below you ‘ll find all the resources you’ll need to help you in affiliating your
clubs in the new SportLoMo platform.

Frequently Asked Questions (FAQ): Click here for answers to some of the common
questions we’ve received to date during the pilot phase.

Accessing Support:
We have several support channels available to you and your teams during the
pilot. Please do not hesitate to reach out using the provided support options if you
require assistance. Click here to learn more.

2 Navigate to https://swimming.canada.sportsmanager.ie/

https://www.swimming.ca/content/uploads/2024/04/FINAL-Frequently-Asked-Questions_ASSA-Pilot-04182024.pdf
https://www.swimming.ca/content/uploads/2024/04/CSRS-QRG-Pilot-Support-Model.pdf
https://swimming.canada.sportsmanager.ie/maint.php


Made with Scribe - https://scribehow.com 2

3 Click "Forgot Password?"

4 Enter "Firstname Lastname" for the Admin user on record with ASSA and Swim
Alberta (names are not case sensitive; there is a space between Firstname and
Lastname).

Click "Submit". If you are not sure of the name that the account is registered
under, please contact ASSA - info@assa.ca
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5 A password reset link will be sent to the email address associated with the user
account.

6 Click the password reset link in your email
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7 Enter and confirm your new password. Click "Submit"

8 Login to your account.

Enter your Username and new Password. Click "Login".
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9 The first time that you log in to the Admin account for your club, you will need to
enter the Club Registrar Information. This includes only the First Name, Last
Name, and email address.

10 Scroll down to the bottom of the form and Click "Save" to continue.
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11 Click "Purchase Events"
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12 Click "Add" to select the Offline Payment (cheque) option OR Credit Card Payment
option. Please choose ONE option based on how you will pay for the Affiliation
Application.

Note that if you choose Credit Card payment, a service fee will be applied at the
end of the payment process. Whether you pay by cheque or credit card, the
service fee is the same.

Credit card payments will be applied immediately and will not delay the
processing of your affiliation. If you choose to pay by cheque, processing of
your affiliation will be delayed until the cheque is received and deposited by Swim
Alberta.
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13 Click "Continue" to proceed with the Affiliation process.

14 Enter your contact information for the Affiliation Form confirmation. Click "Save"
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15 Choose Swim Alberta as the Primary Approving Body and Click "Continue".

16 Begin filling in the Affiliation form. Make sure you have all documents ready - you
must complete the form in one step. You cannot save and restart.
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17 Agree to the Terms & Conditions and Click "Next"

18 Complete the Club Information and Click "Next"
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19 Complete the Incorporation information and Click "Next"

20 Complete the AGM information and Click "Next". If you have not done your annual
Societies/Incorporation filing for 2024, please upload your most recent filing.
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21 Complete the Board of Directors information and Click "Next". If you have multiple
Board members to add, Click "Yes" on the question "Do you have additional
members on your Board of Directors?".

You can add up to 12 Board members. If you have more than 12 members, you
can include a file with the additional Board member details.

22 Complete the Directors & Officers Liability information and Click "Next"
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23 Complete the Staffing information and Click "Next"

24 Complete the Club Registrar information. If you have an additional Registrar, Click
"Yes" and enter their information.
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25 Complete the COA information. If you have an additional COA, Click "Yes" and
enter their information.

26 Complete the Treasurer information. When you are done, Click "Complete" to
submit your application.
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27 Once you click "Compete", you will see the following message on the screen. Do
not exit this page until it refreshes and the application is submitted.

If you do not proceed past this screen, please contact ASSA at info@assa.ca for
next steps.

Swim Alberta will contact you if there are problems with your affiliation
application. Otherwise you will receive access to the registration system for the
COA, registrar and treasurer once the season opens.

28 If you selected Offline Payment, you will receive a notification that your payment is
complete. However, as per the instructions in your confirmation email, you will
still need to send your cheque to Swim Alberta to pay for your club affiliation.
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29 If you selected Credit Card Payment, enter your credit card details. Click
"Continue"

30 Click "Make Payment". A receipt will be sent to your email address confirming the
purchase.
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31 You will receive a confirmation in your email that the Affiliation Application has
been submitted.

32 If you paid with credit card, you will also receive a payment confirmation in your
email.

33 Your club will be activated once your submission has been reviewed and the
season is opened. You will receive information on how to log in to your Club
Registrar, COA and Meet Manager accounts the week of April 22nd.

Please click here for support options if you need help completing your club
affiliation.

https://www.swimming.ca/content/uploads/2024/04/CSRS-QRG-Pilot-Support-Model.pdf

