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PART ONE: Setting up an Active Kids Membership Product
PART TWO: How a member purchases the Active Kids Membership Product
PART THREE: Processing & finalising the Active Kids Voucher & Membership

PART ONE: Setting up an Active Kids Membership Product
1. Access your Entity home and select the Product’s icon from the right-hand side

Click Product +

2. Add a new product with the following details
Product Type: Membership
Product Name: <Club Name> Active Kids Voucher
Refunds Allowed: We recommend leaving this switched off, as the vouchers are one
use only and the member will not be able to receive a refund
Component Only: Leave switched off

Confirm the Product Details and Save.

3. Edit Product Details
Description: Recommended: “For members wishing to use their $100 Active Kids Voucher
for membership fees. Members must upload a copy of their Active Kids Voucher before
processing”

Product Name: As in step 3
Product Short Name: Optional
Hard Start & Expiry Dates: Dates of your choosing. E.g. Start to end of Season
Costing: This is to be left as $0, regardless of how much the total fee is. This will be
explained further down.
Margin on Cost: Leave Blank
Margin is Percentage & GST Payable: Leave switched off (grey), as there is no price
on this product.
Age Constraints: Recommended ages is 4-18, as only school aged children are eligible
for Active Kids Vouchers

4. Document Requirement
To avoid members who do not have a voucher, from joining into this product, it is
required for this product to have a document requirement. This document should be
a screenshot or proof of the Active Kids Voucher. The club will need to approve this
document.
Click Document +

Select ‘Voucher’ from the Document Category drop down list & save

From the Document Type selection, select ‘NSW Active Kids Rebate’.

Click Save.

5. Once all components of the product are finalised, you can make it available for
purchase. Click Availability

Select the dates you wish for the product to be available for purchase, and slide on
(blue) ‘Show in Catalogue’. This will mean its viewable and available for purchase
when members go ‘shopping’. Click Save.

The product is now available for purchase.
PART TWO: How a Member Purchases the Active Kids Membership Product
In order for a member to purchase the Active Kids Voucher Membership Product, they must
have first obtained their voucher from Service NSW.
The member will purchase the Active Kids membership product in Swim Central just as they
would any other membership product. Instructions on how to do this can be found here.
The member will need to search for the product called “<club name> Active Kids Voucher”.
When the member attempts to purchase the Active Kids Membership Product via the
shopping icon, they will be notified that they need a ‘Voucher- Active Kids Rebate’
document to be able to add the product to their trolley for purchase. Click on My
Documents.

This will take the member to their document library, where they can upload their ‘Active
Kids Voucher’ verification document.
The document SNSW recommends for members is a screenshot of the members Active Kids
Voucher, which should contain their full name and voucher number.

Click the Upload button and complete using the following details.
Document Category: Voucher
Document Type: NSW- Active Kids Rebate
Expiry Date: Date that the voucher will expire. In most cases it will be 31st December.
Reference Number: Active Kids Voucher Number

Once the document is uploaded, click the back button on the page, which will take you back
to your product purchase.

The member now meets the requirements for the product and can proceed with payment.
Please note, the member may still be asked to input their credit card details, despite it being
a $0 transaction.
Once payment is made; the member will receive the following message that the approval of
their purchase is pending.

PART THREE: Processing the Active Kids Voucher
By this step in the process the member should have already received their Active Kids
Voucher from Service NSW, uploaded a screenshot of it as a document in Swim Central, and
purchased the Active Kids Voucher product with your club.
The club must now approve their document, process the voucher in Service NSW and
finalise their membership.
Approval of the Document & New Membership
Once your member has completed the purchase for their membership product, this will not
be finalized until your club approves the document in Swim Central (as above).
Access your club’s entity in Swim Central and click the Approvals tile.

And then Purchases

The name of the purchaser and the date of purchase will appear. Note: if the new member
is under 18, the name that appears here will be their guardian/parent member.

Click Documents.

A list of all documents uploaded by the participant & their status will appear. Click on the
correct document.

Click Verify

The green tick indicates the document is now verified.

When the member accesses their purchases, the purchase should now be completed.
Processing & Redeeming the Active Kids Voucher in Service NSW
The club must redeem the voucher for the member in Service NSW, using the details
provided in the document the member uploaded, and the members DOB. Vouchers are
redeemed in your clubs Service NSW Active Kids Dashboard, by following these steps.
The voucher can only be redeemed for up to $100. If your fees are over $100, please read
the information about this below.
Your club should receive the funds from Service NSW with 10 working days.
If you are unsure how to access your clubs service NSW account, please email
admin@nsw.swimming.org.au.
Finalising the Membership
If the membership product was over $100, the member must pay the club the difference
of the fee outside of Swim Central. E.g. if the product total was $160, the member
arranges with the club to pay the outstanding $60.
Swimming NSW recommends clubs follow up the remainder of the fees prior to processing
the offline payment. This ensures the club has received all funds (providing AK Voucher is
processed in service NSW), prior to the member being placed in their correct membership
category and therefore being able to enter meets.
The final step of the process is to place the member into their correct membership type
within your club.
Club will contact Swimming NSW and request ‘Offline Payments’ to be switched on.

Once Offline Payments are switched on, an additional tile will appear on your Entity Home,
as seen below. Access Offline Payments

Click Offline Payment +

A list of all members will appear. Search the members name, and select the correct
membership product they should be in. NOTE: this will not be the $0 Active Kids Product- it
will be the full cost product- e.g. Swimmer.
Click Next

The transaction refence must include the following:
Active Kids Offline Payment- <members name>

Confirm the payment.

The member now has a full membership product in the correct member type attached to
their profile.

The member (or the club) must make this product their primary membership by
impersonating the member and clicking the ‘Memberships’ icon.
Click on the correct new membership i.e. ‘Swimmer’ (this will not be the Active Kids
Membership product) and click ‘Make Primary’.

Ensuring All Funds are payed up for each entity
Initially the club will hold the full payment for membership fee, as they will receive the $100
from service NSW as well as the remaining amount that the member pays directly.
Therefore, the club will be invoiced by Swimming NSW for fees that are not the club
portion- i.e. Swimming Aust, NSW, Region Fees.
If you have any questions about any of the above steps, please contact Swimming NSW
directly- admin@nsw.swimming.org.au

