
Searching

Introduction

Quick Answer
Login to your Club Control Panel.
Click Membership.
Select Membership Database from the left-hand menu.
Use the Search Bar or Filters to search for a members.

In this guide, you will learn how to search for members by name, search using filters, and choose which fields are
visible in your database.

Searching by Name

The easiest way to search for a member in your database is by first or last name.

Login to your Club Control Panel, click the 'Membership' tab, then select ‘Membership Database’ from the left-hand
menu.

The search bar is located at the top of the page directly above the database.



Start typing the name of the member you want to search for and the database table below will update automatically
with the matching results.

To see the entire database again, simply delete what you have typed in the search bar.

Using Filters

The filter options allow you to search your database for members that meet certain criteria.

The filter criteria can be simple (e.g. 1st Team Players) or fairly advanced (e.g. registered players that have paid for a
payment product).

These different searches can all be applied using the filters available in the Membership Database.

Two quick filters next to the search bar at the top of the page allow you to filter by team name or role. Simply click the
‘All teams’ or ‘All roles’ drop-down list, untick ‘[All]’, then tick the team(s) or role(s) you wish to filter by.



To add a more complex filter, click the grey ‘Filters’ button on the right-hand side of the page. Click the ‘Select filter
type’ drop-down menu underneath ‘Add a filter’.

Select the filter you want to use from the drop-down list. This list contains the standard membership fields, custom
fields, and any payment products you have set up.

After you have selected a field, the drop-down will change to show this field as a new filter. You can then specify what
data you want to filter this field for. The following options appear in the drop-down:

Contains: Search your chosen field for a string of text or numbers (e.g. filtering an address field
with ‘Contains: “Leeds” ’ would return all users with the word ‘Leeds’ in their address).
Equal to: Enter the exact word, phrase or number you want to search your chosen field for (e.g.
filtering a dietary requirements field for the word 'vegetarian').
Empty: Search for members who have not provided data for your chosen field (e.g. filtering for
members who haven’t provided a contact number).
Not Empty: Search for members who have provided data for your chosen field. (e.g. filtering for
members that have provided you with an alternative phone number).

If the field only has a limited number of possible values (e.g. a Yes/No), these values will also appear in the drop-
down list for you to select.



You can make your searches even more detailed by adding multiple filters. Each time you add a filter, a new ‘Add a
filter’ drop-down list will appear.

When you have finished adding your filters, click the green ‘Filter’ button to see the results.

Using Fields

Fields are the columns that you see in your Membership Database (e.g. name, address, shirt size and any other
additional data that you collect from members).

After filtering, you may need to edit the fields that are shown in the database view to (easily) see the data you want.

You can add/remove fields from the database view at any point. Just go to the Membership Database and hover over
the ‘Fields’ button in the top-right of the page.



In the drop-down that appears, use the tick boxes to add/remove the fields you wish to view in your search result.


