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Adding your new executive members to Revolutionise 
 

At the end of each year Hockey NSW refreshes the data in Revolutionise (keep this in mind if you 

want to save anything prior to end-of-year refresh). The members of your previous executive that 

were listed as Administrators in Revolutionise will retain their access after the refresh. 

To add your new executive members to Revolutionise, a previous member will need to create a 

payment class for “Club Administrators” ($0). Each new member will Register via your website to 

become available for selection in Revolutionise. 

1. Go to Finance  payment classes 

 

 

 

2. Click ‘add payment class’ 

 

3. Select Registration Fee, and the Capitation Fee: “Club and Association Administrators ($0). 



 

 

 

4. Enter the name “Club Administrators”, and amount $0. 

5. Click ‘Add payment class’ 

 

6. This registration fee will now appear on your website Registration page. Ask your new 

executive members to register. 



 

 

 

 

7. Once the new executive has completed their registration, go to your revolutionise account 

(top right-hand corner), and go to the ‘admins’ section 

 

8. On the right-hand side select ‘add admin’ 

 



 

 

9. Start typing the name of the new member. If they have registered, they will appear in the 

drop-down list. 

 

10. Select the type of access that is required for the new member 

 

11. Save changes 

12. Go to Members 



 

 

 

13. Find the new member that you have given the administrator permissions to and click their 

name. 

14. On the right-hand side, select ‘Send Login Details’ 

Done! 

Please note: if you are unable to organise access via a previous executive member, the WWCHA 

Secretary will have access to your portal to organise your access (unless they have been removed 

by the previous executive). 

 

Add your new executive to your Committee Page on your website 
 

As an example, this is the WWCHA Committee Page. This allows for anyone to see who is on your 

executive and their roles, and contact information. This can be changed at any time. 

 

 

1. Go to Revolutionise  Site 



 

 

 

2. Under the ‘About’ section, there will be a page called ‘committee’ (or something similar). 



 

 

 

3. Select ‘Edit’ 

 

4. Ensure that ‘Include in Navigation’ is ticked. 

5. Add committee members using the + button. Enter the position name, and start typing the 

members name. As long as the member is registered (see previous section), they will appear 

in the drop-down. Select, and save. 

6. Set whether you wish to show home phone, mobile phone, and/or email address against the 

member on the website. 



 

 

 

 

 

Done! 
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