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ClubSpark Account Setup Process Map
November 26, 2020

*Click on blue boxes for links to full support articles*

Attend Introductory 
Webinar

Add & Invite Super 
Admins

Choose Super 
Admins

Choose 
'Module-Specific' 

Admins

Add & Invite 
'Module-Specific' Admins

Upload Privacy 
Policy & Consents 

(if applicable)
Verify "Profile" 

Information

Choose to 
Use CS Website 

Template

Yes

Customise Website Tabs with Text & 
Images

Request iFrames for 
Membership & Bookings 

Module to be embedded in 
Club's Existing Website

Edit Website 
Settings

Publicize New 
Webiste

Is club's 
membership data in 

Promato?
Yes Export From 

Promato

Input Data into appropriate ClubSpark 
Import Template *Ensure Each Junior 

Has an Associated Main Contact*

Create 
Membership 
Packages in 
ClubSpark

Register for 
STRIPE to Accept 
Online Payments 

(optional for 
memberships)

Import Membership 
Data into ClubSpark, 

by Membership 
Package

In 'Basic Settings', configure your 
booking sheet access, court  

opening hours, payments, and 
booking rules

Register for 
STRIPE to Accept 
Online Payments 
(required for paid 
court bookings)

In 'Manage Courts', 
add the courts 

available for players 
to book.

Identify Dates 
when Club will 
be Closed in 
'Calendar'

Define Who Can 
Book and When 
in 'Schedules'

Identify any 
additional 'Roles' 
(i.e.- Coaches) 

for Booking 
Courts

Try out your 
'Contacts' 
module by 

sending a bulk 
email

No

Enquire with 
Tennis NZ about 

Book a Court 
Gate System

No

Request 
Payments and/or 

Invite Paid 
Members to 

Register

https://tenniskiwi.zendesk.com/hc/en-us/articles/213309989-How-to-add-an-administrator-to-your-venue-
https://tenniskiwi.zendesk.com/hc/en-us/articles/213850325-Asking-for-Consents-from-your-Contacts
https://tenniskiwi.zendesk.com/hc/en-us/articles/360000407756-Setting-up-your-Venue-Profile
https://tenniskiwi.zendesk.com/hc/en-us/sections/202656089-Building-your-website
https://tenniskiwi.zendesk.com/hc/en-us/articles/360000412696-Your-Settings
https://tenniskiwi.zendesk.com/hc/en-us/sections/202588709-Membership-Packages-in-ClubSpark
https://tenniskiwi.zendesk.com/hc/en-us/articles/211476529-Creating-A-Membership-Package
https://tenniskiwi.zendesk.com/hc/en-us/sections/202480209-Setting-up-your-booking-sheet
https://tennis.kiwi/clubs/book-a-court/
https://tenniskiwi.zendesk.com/hc/en-us/articles/212279405-Sending-Payment-Requests
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