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How to Update Club Details on the BAB Website
www.bab.org.uk

There are 2 ways to update club details:

As an Association administrator
An Association administrator can access the details of all of the clubs within his association and has a
special Association login and password. This can only be used from the Association Update menu and
its use is covered in a separate guide. Note that the login and password will not work for an individual
club update from within the Club Search menu

As a Club administrator
Every club can and is encouraged to, access their own details by using their individual club login and
password. If you don’t know what the password is but do know the club email address, you can request
that the password be re sent automatically to that email address.
If you don’t have any login details, you should contact your Association administrator, or, if your Head
of Association doesn’t know who that is, the BAB Webmaster, who can set up the login details for you.
Any problems you may experience should in the first instance, be reported to your Association
administrator in order to allow our (very busy) Webmaster to continue his upgrade and maintenance
work with minimal interruption.
Note: A Club administrator can set up a new club from scratch provided they already have a login and
password. This is really useful for a club who is planning to commence training at an additional venue.
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This guide is to show a Club administrator how to change their details
From your computer, the first step is to access you club details by typing www.bab.org.uk/ into your
browser. From the Home page,

Select club directory then club search then search for bab clubs .
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Make your selections and you should then see a screen with at least one club listed like this

This is the “Top” screen of your club listing and you can see more by clicking on the
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In the lowest part of the screen on the left, there is a Login to Edit your Club Details button. Click on this
to get to the login page.

When you login to your own club, the display will show your own Association name at the top. The
email address and password have to match the ones already set up though once you have logged in, you
can change both. Your Association administrator can access and change these details for all the clubs
within his association at any time.
If the email address is set up but the password has been forgotten, you can request the details to be sent
automatically by clicking on the link.
The concept here is that you are presented with a page of data (with some sub pages), which you may
fill in or change. None of those changes will take effect until the Update button at the bottom of the
page has been clicked. If you fill in all your data and go back without clicking on Update , None of
those changes will be saved.
Once you have successfully logged in, you will see a Club Edit page, similar to the one below
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The very first entry is on the right hand side in blue and is “Add a new club”. This gives you a
completely blank form to create another club. This would be used for example if your club has decided
to run another class at a different venue or one of your coaches has obtained permission to start a new
club within your association. Since the data to be entered is identical in format, I won’t expand on this
option but will continue with the current page.
Please Note. Not all fields are available straight away. If you want to add data but the field isn’t there,
click Update , and then return to editing. You will find the fields become available.

Club Name
Put in the name you want your club to be known by.
Please note that your Club will be listed in the “Club Search” under the “Town Name”. If there is more
than one club in that Town, they will be sorted into ascending Club name order. For this reason and for
respect to other existing clubs, please ensure that you choose a unique club name.

Address
Put in the club Address

Town
Put in the Town the club is in. You must fill in this field as it is used to display the “Clubs by Town”
selection in the “Club Search”.

County
Put in the County the club is in

Post Code
Put in the club Post Code. This is a very important field to fill in. If it remains blank you will not get a
map showing the club location. You will be able to set the position of the pointer on the map, so if you
aren’t sure of the exact Post Code, it’s better to put a nearby one in, than have none at all.
Remember. Not all fields are available straight away. If you want to add or change data but the field
isn’t there, click Update , and then return to editing. You will find the fields become available.

Google Map
This is the usual type of Google Map display, so you can move around it by ‘grabbing’ a bit of the map,
holding the left mouse button down and dragging a new bit of the map into view, or by using the
direction arrows in the top left. You can also enlarge or reduce the scale using the + or - buttons in
the top left.
The new “Search for Clubs using Google Maps” feature from the main menu has meant that the
application interface with Google is unfortunately less accurate than using Google Maps directly. The
marker peg, which displays the Post Code location, may be out of place by up to half a mile. The good
news is that you can move the peg into the correct position merely by dragging it there and of course
making sure that you click Update , before leaving the ‘Club Edit’ page.

Version 1

Page 6 of 12

10/03/2010

Website
If you have one, enter the full url for your website. (include http://)

Additional Information
If you don’t have a website, you can use this text box to give additional information you think is
important, maybe for newcomers or visitors.

Association
If you should change your association, you can change how it displays here. You should also, of course,
as a minimum, notify the heads of both old and new associations and also the BAB registrar.

Contact Name
To the right of the Contact Name, there is a Grey down arrow button like this 
When you click on it, a drop down list will appear of names in surname order. Select your club contact
from this list.

If some of the details of the Club Contact have changed, click on the blue “Edit Contact Person” button,
amend the details and then click Update to save the changes.
The “Edit Club Contact” screen is the same as that for adding a New Contact Person, referred to in the
following section and you can see a screen shot of the Update Form below that.

If the Contact Name isn’t displayed in the drop down list at all, you can add a new name to the list by
creating a new record. Click on the blue button “Add a New Contact Person” situated on the ‘Address’
line, to access the “Update Contact Record” screen.
Fill in the details of your Contact person and click the click Update to save the record
After you have created and saved your new contact, you may find that they don’t then appear in the drop
down list.
In this event, you must click Update to save the entire Club Record and then go back into it. You will
then find the newly created club contact is in the drop down list.
A screenshot of the ‘Create a New Contact’ is shown below
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Address
This displays the Address that is currently in the “Contact Name” details. If it is incorrect, you can
update it by clicking on the blue “Edit Contact Person” button, amending the details and then clicking on
the Update button to save the changes.

Telephone, email
This displays the Telephone and email address that is currently in the “Contact Name” details. If they
are incorrect, you can update them by clicking on the blue “Edit Contact Person” button, amending the
details and then clicking Update to save the changes.

Training Times
Click on the blue “Add / Edit Training Times” button and select your training times and days.
To add new times from scratch, or to add an additional Training Time, you will get to the following
screen.
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If you already have a training time set and want to amend it, just click on edit (to the right of your class
ending time), which will bring you to the screen above.

If you have more than one time or more than one training day at your club just add another record by
clicking on the Add a New Club Training Time . button
Note: The Icons that display about your club are controlled partly by the selection of the club Training
Times Type. If you select a type that includes:Weapons this
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Instructors
You can Add, Edit or Remove club instructors. You can only add an instructor who is already listed in
the BAB Qualifications Database. This is done after passing a coaching award so it means that all listed
instructors are qualified to teach.
Click on the blue “Add/Edit/Remove Instructors” Button and you will see this
screen

The instructors for your association should already be linked to your association providing their details
are correct. Click the Add Association Instructor . button

Select the instructor from the drop down list , put your name in the ‘added by’ field and click Add .
Version 1

Page 10 of 12

10/03/2010

If the instructor you are looking for does not display on your association list, you can try clicking on the
Add Non Association Instructor . button
This lists all of the instructors from all the associations. If the instructor is BAB qualified but still cannot
be found you should contact the BAB Coaching team to check it out.
If you have found your instructor and clicked Add ., his details will be transferred to your own
association.
Sort Sequence.
The instructors are listed in a pre-determined order, which cannot be changed by trying to alter their
position within the edit table. The sequence is firstly by descending rank and secondly in ascending
alphabetical order by surname. This isn’t a perfect solution in all cases and an upgrade may well be
implemented at a later date.

Login Username (email address)
Put your own or your clubs email address in here. This serves two purposes;
1. It is your user login name
2. Whenever a change is made to the club record, a notification email will be sent to that address.

Password & Repeat Password
You can reset your password here. Please type the repeat password, rather than using cut and paste, as if
you made a spelling mistake, you will find you have locked yourself out of the system and will then
need to contact your Association administrator to reset it for you. (contact the Webmaster if the
administrator can’t help).

Last Updated
Displays the date and time of when the Update button was last clicked

Last Updated by
Put your name in here so that the Webmaster knows who to contact if there are problems with the last
update.
Update

Button

Saves any amendments you have made to the Club record.
Cancel

Button

Discards any amendments you have made since the last time you clicked on the Update button.
Delete this Club

Button

Care should be used with this option. When you delete a club, it doesn’t actually disappear altogether as
this would potentially cause computer problems with members still associated with that club. Although
it appears to be deleted, it is actually stored in a “recycle bin”. None of this is of any concern unless the
club “re-activates” for some reason. For example, there may have been venue issues or the instructor has
quit but later a new one is found.
In these cases, the obvious move would be to re-create the club and all of it’s details, however, if the
club name and town remain the same, it will appear to the computer to be a duplicate in the system and
because of the problems that can cause, “this is not a good situation!”.
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If you should delete a club by accident or need to resurrect one for any reason, please contact the
Webmaster who will ‘restore’ it from the ‘recycle bin’ for you.
Return to Club List

Button

This takes you back to the club listing, that is to say, the screen of your club details before you logged in
to make your changes.

Troubleshooting & Miscellaneous
¾ Session Timeout.
Once you have logged in, you are allowed to stay in as long as you are actively doing something.
After a period of inactivity, you will be denied access and have to log in again.
¾ Strange Computer Code appears when I try to update my details.
This indicates that there is a problem at that time. Go back to the main screen of the Club record
and click Update to save any other details you have already entered. Logout and then try
again, if you still have problems, leave it for a while (a couple of hours maybe) before trying
again. If you still have a problem, notify the webmaster, letting him know what the error
message said and what you were trying to do when it happened, so he can check it out and fix it.
¾ Automatic notification of changes to club details by email.
These are automatically sent both to the Club administrator using the club login email address
and also to the Association administrator regardless of who actually changes the records.
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