
Searching Function (Constituent Bodies) 
 

If you are a constituent body there is one major difference when it comes to 

searching, compared to the clubs. Constituent bodies can search across all clubs 

within that CB. Clubs can only search within their own club.  

 

To carry out a search, firstly ensure you are on your current CB. To do this go to 

“Organisations” and select your CB. 

 

 
 

Once you are on your selected CB, Select Membership and Membership List.  

 

 
 

 

 



This will bring you to the membership list. From the membership list, select “Click here 

to search for members” 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



This will open a search facility where you can begin to populate your search. 

 

The new window will display a number of pages (tabs) that help you filter your search 

to specific members, roles, awards or by clubs. You can also search across all the 

tabs, again to further break down the search.  

 

 
 

 

For the purposes of this exercise, we are going to search for all Coaching 

Coordinators at the various clubs within the CB. 

 

Select “Roles” from the tab menu. A new window will open allowing you search via 

roles.   

 

 
 

 



To begin your search, select the “Role” drop down box. This is where you can stipulate 

the specific role you are looking for. In our case we are looking for Coaching 

Coordinators. For this reason the role we must select is “Club Contact” 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Once you have selected the role the “Category” drop down box will become active. 

This is where you can specify the particular role you are searching for. “Coaching 

Coordinator” 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Once the category has been selected and if necessary the sub category will 

become active. This will only become active should you need to further break down 

the search, e.g. when searching for coaches it may be for a specific age range or 

group.  

 

In this instance there are no other details required and the “Sub Category” will remain 

as “Any Role Sub-Category”   

 

 
 

The first element of the search is now completed. You have specified the roles you 

want to find. Now the search must contain the clubs you wish to search.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



To do this, select “Constituents” from the Tab menu 

 

The constituents tab will list all those clubs within your CB. In the case of the example 

we want to search across all clubs. To do this select, “Select All” this will put a tick 

against every club listed and search them for Coaching Coordinators. Alternatively 

you can search via a specific club by ticking which club you want to search.  

 

Once you have ticked the Select All option, select Search.   

 
 

The search will return all the Coaching Coordinators within the clubs.  

 

The search will stipulate which club they are from, their name and contact details.  

 

It is also possible to perform a number of functions. You can choose to edit the 

member via the  button you can also email all of them of export the data into 

an excel file.  

 

To Email & Export please see the applicable user guides.  

 

 


