Parents user guide
Overview
The School Sport ACT website helps streamline all the steps and provide all the information
you need to complete to take your student from registration for a trial through to
processing all payments required to compete in state championship events.

If you have any questions throughout the process. Please refer to this guide, or contact
your team official or info@schoolsportact.org.au if you have any additional questions.
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Creating an account
The first step to signing your students up to a trial is:

1. Open the SSACT website at h
 ttps://schoolsportact.org.au/
2. Click the Register link on the homepage

3. Click the Register as a Parent link.
4. Fill in all of your details.
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5. You will now receive an email to activate your account.
6. Once you have clicked the activation link in the email, you will be able log into the
website at https://schoolsportact.org.au/login/
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Adding your students
If you have already created an account, you're ready to start adding your students to the
system.
Please note that adding students does not register them to participate in team trials.
Instructions on how to do this is in the next section of this document.
To add a student to the system:
1. Log into your Parent Dashboard at h
 ttps://schoolsportact.org.au/login/
2. Click the Add a new Student button on the top right of the screen

3. Complete each page of the form. Ensure the correct school has been selected, and if
the student changes school ensure this is updated before registering for a new trial.
4. Once the form has been submitted, you will see the student appear on your
dashboard. If you have more students you want to register for trials, repeat this
process.
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Registering your students for trials
1. Log into your Parent Dashboard at h
 ttps://schoolsportact.org.au/login/.
2. Click the Register for Trial button beneath the student you would like to register.

3. Select the trial you want to register your student for and as you may have multiple
students in the system, select the correct student.
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4. Complete the remainder of the form.
5. The last step of registration is to pay a $10 registration fee. Enter your credit card
details and complete the registration process.
6. You will now be taken back to your dashboard where you can see your student has
been registered to participate in the trial.
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Tracking your students progress
From registering to participate in a trial, to paying team fees there are several necessary
steps required to ensure that a team is fully organised and ready for a championship event.
You will be notified of each update and required action by email, however you can also log
into the dashboard to find out.
On the dashboard, each registration will be listed and contain all the information you need
about the team.

Accepting a place in a team
After the trial events have finished, the team officials will select which students will be on
the team. If your student was selected, you will receive an email notifying you. To accept
the place in the team follow the below steps:
1. Log into your dashboard at h
 ttps://schoolsportact.org.au/dashboard/
2. Find the team you student has been selected in.
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3. Click the button Accept place in team.
4. You will be prompted to pay a deposit to confirm the students place in the team.
This deposit will be deducted from future uniform and fee payments.

5. You will receive an email confirming the payment and your acceptance of the place
in the team.
6. If you do not want to accept the place in the team, please contact
info@schoolsportact.org.au.
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Ordering uniform
After the uniform try-on date has passed, you will be able to place an order for a uniform.
Follow the below steps to order a uniform for your student:
1. Log into your dashboard at h
 ttps://schoolsportact.org.au/dashboard/
2. Find the team you student has been selected in.

3. Click the Order Uniform button.
4. You will be presented with the uniform order screen.
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5. Select the amount of each item and the sizes.
6. If you want to pay later, set the Pay Now field to $0 and click R
 eview & Place Order
button.
7. Confirm the items in your order are correct, then click Place Order.
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8. If you want to pay now, set the amount you want to pay and click the R
 eview Order
& Pay button.
9. Review the order and click either the pay via Credit Card or the Pay by Bank
Transfer.
!IMPORTANT! If you pay by Bank Transfer, please use the reference number
provided to ensure we can track the payment back to your account.
10. Follow the payment instructions on the page to complete your order and payment.
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Selecting team fees
1. Log into your dashboard at h
 ttps://schoolsportact.org.au/dashboard/
2. Find the team you student has been selected in.

3. Click the Select Team Fees button.
4. You will be presented with the Select Team Fees screen.

5.
6.
7.
8.

Select which Team fees you would like.
If you want to pay later, set the Pay Now field to $0 and click the Next Step button.
Confirm the items in your order are correct, then click Place Order.
Review the order and click either the pay via Credit Card or the Pay by Bank
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Transfer.
!IMPORTANT! If you pay by Bank Transfer, please use the reference number
provided to ensure we can track the payment back to your account.
9. Follow the payment instructions on the page to complete your order and payment.

Making additional payments
If you chose to not pay for the team uniform or fees up front you are able to make
additional payments.
1. Log into your dashboard at h
 ttps://schoolsportact.org.au/dashboard/
2. Find the team you student has been selected in.

3. Click the Pay Additional Fees button.
Note: If this button is not visible, you have paid all outstanding fees.
4. You will be presented with the Pay additional fees screen. This screen shows all
items you have ordered, past payments, and the amount of money still outstanding.
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5. Review the order and click either the pay via Credit Card or the Pay by Bank
Transfer.
!IMPORTANT! If you pay by Bank Transfer, please use the reference number
provided to ensure we can track the payment back to your account.
6. Follow the payment instructions on the page to complete your order and payment.
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