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How to update club credentials

During the course of running your club you will need to maintain a record of various documents,
some of which will expire and require updating from time to time. Examples might include your
club’s Constitution as well as insurance documents. The ClubHub system refers to such
documents as “Credentials.” Keeping these in one place helps create a more efficient system,
especially as committee members move on and new ones take on their roles.

The process of uploading and viewing club credentials is simple, here’s how:

I. Sign into your British Rowing account
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3. Select the CLUB PROFILES tile



. i

& Club Profiles Team Profiles Boat Register

(1) (133

Data Import Club Members Club Affiliation

< D |
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4. To view and edit your club credentials begin by selecting the CREDENTIALS tab near
the top of the page
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Summer Sculling BC
6 Lower Mall, Hammersmith Club summary

This is a summary of your club's location or the venue

you row out of, and the main contact details for people

interested in joining or visiting your club

CLUB CHECKLIST Summer Sculling BC (2389)
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GO! CLUB DETAILS ]
Club summary
GO! CLUB AFFILIATION 6 Lower Mall
I Social media Hammersmith
London
I Club documents

United Kingdom
clubhubpilot@britishrowing.org
01234 567891

http://www.britishrowing.org

5. You will then be able to view a list of previously uploaded credentials, and you can view
them by type and status using the tabs shown. To add new credentials select the ADD
CREDENTIAL tab
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Summer Sculling BC Credentials
6 Lower Mall, Hammersmith Below is a list of all your active, pending and expired credentials Credentials

Credential Category

+ Add Gredential
All

Al Active Pending Approval  Expired  Awalting Referral ~ Awalting Response  Inactive Pending Conditions

CLUB CHECKLIST

% CLUB PROFILE [
Go! CLUB DETAILS [] H Club Constitution H Club Rules
Club Constitution Club Rules
60! CLUB AFFILIATION Credential Credential
ACTIVE PENDING APPROVAL
01/01/2019 13/02/2019
01/01/2020 13/02/2118
Club Insurance Club Constitution
H Club Insurance H Club Constitution
Credential Credential
PENDING APPROVAL ACTIVE
04/02/2019 08/02/2019

6. You can then add key information relating to each credential (document name, expiry
date etc), and attach supporting documents such as certificates. Once uploaded your
documents will be verified and given a status such as pending approval, expired etc.

Setup credential
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