
Stage 1 - Getting Your Club Setup with Tahdah 

 
1) Claiming your account 

The first step to getting access to the tahdah system is to claim your account. Every new person (club 

admin or member) needs to follow this process. A guide to claiming accounts is found here. 

  

IMPORTANT NOTE 

Member details need to match the details saved in the tahdah system. For most people this doesn’t 

cause a problem but for others they had the incorrect details (misspelled names, wrong DOB etc.) in 

the old MIS and these have been imported in. Therefore, they will need to have these details 

amended before the claiming process will work. For club admins please email 

membership@slsawales.org.uk all other members clubs will need to edit account details inhouse 

using this guide. 

 

 

2) Setting up your club admins 

Please contact memberships@slsawales,org.uk to get the initial admin account set up for your club. 

Once set up you will then need to assign the following permissions for other admin roles within your 

club using this guide. 

 

Role System Access 

Chair Membership Management, Finance, Create & 

Manage courses 

Club Captain Membership Management, Create & Manage 

courses, Competiton Entry 

Membership Secretary Membership Management, Create & Manage 

courses, Competiton Entry 

Secretary Membership Management, Create & Manage 

courses, Competiton Entry 

Treasurer Membership Management, Finance, Create & 

Manage courses, Competiton Entry 

Club Coordinator Membership Management, Create & Manage 

courses, Competiton Entry 

Trainer Assessor (SLSA Wales manage this) Create & Manage courses 

 

3) Setting up Stripe 

 

To accept online payments SLSA Wales are moving away from PayPal onto stripe. Each club will need 

to create a new stripe account. Details on the stripe account, fees etc can be found here. 

 To set up your stripe or link an existing stripe account to tahdah follow these steps: 

https://scribehow.com/shared/How_to_Link_or_Create_a_Stripe_Account_for_Financial_Managem

ent__SLSA_Test_ID__Club_Rest_Bay__nBwtgn6GTqygEQOPHMJb7w 

 

4) Setting up your club profile 

https://scribehow.com/shared/SLSA__How_to_claim_your_account__YAThdRM9T3OcHSWMFe05fg
mailto:membership@slsawales.org.uk
https://scribehow.com/shared/How_to_view_and_edit_club_memberships__16JWgcWeTzasr2UWJeAlDA
mailto:memberships@slsawales,org.uk
https://scribehow.com/shared/How_to_Edit_staff_roles_in_SLSA_Wales__w1pouAHAQ5Wyj2xiZaaTzg
https://slsawales-my.sharepoint.com/:w:/g/personal/sport_slsawales_org_uk/EZMjpxH73EdDqfcDurwxhcQBWAsB5H0vBX2vnNkYiGM0Nw?e=mZyiyH
https://scribehow.com/shared/How_to_Link_or_Create_a_Stripe_Account_for_Financial_Management__SLSA_Test_ID__Club_Rest_Bay__nBwtgn6GTqygEQOPHMJb7w
https://scribehow.com/shared/How_to_Link_or_Create_a_Stripe_Account_for_Financial_Management__SLSA_Test_ID__Club_Rest_Bay__nBwtgn6GTqygEQOPHMJb7w


 

Once you have claimed your club admin account you now need to set up your club page. This will 

include things such as public details, club logo, website, club location, membership conditions etc. 

 

A set-by-set guide of this can be found here: 

https://scribehow.com/shared/How_to_Edit_and_Customize_Legal_Entity_Information__s5bnniwE

QvmAozDXsRJHeQ 

 

NOTE: You can also add in any club membership rules / 

terms & conditions during Step 7. You need to upload 

these online then add in a link to the relevant box. This 

will then become a tick box for any new and renewing 

members. They will have to agree to these when renewing 

membership. 

 

5) Setting membership categories & fees 

 

SLSA Wales is setup to 4 membership categories Nipper, 

Junior, Senior and Master. However, your club can set up 

as many different memberships categories as needed each 

with different age rules, prices etc. 

 

The membership area is a large section of the system with several components so we advise you to 

read the following sections below, decide your approach and then set up the membership categories 

using the following guide: 

https://scribehow.com/shared/Creating_and_Customising_Membership_Categories__m5Fm73RqTi

yoMmzwmC7pRg 

 

PAYMENTS & FEES 

Membership fees can be taken in three ways on tahdah 

- Pay by card (via stripe – fees apply) 

- Pay by direct debit (via GoCardless – Fees apply)  

- Offline Payments (Cash / Cheque / BACS) 

 

The first two options are the way the system is designed (easier for the clubs to manage with the 

user completing more tasks themselves) however club admins can still allow members to pay offline 

and then they will be required to manual update each membership. 

 

Before you edit the membership categories you need to ensure you have allowed direct debit and 

card payments via: Club Page -> Financial -> Finance Admin ->  

https://scribehow.com/shared/How_to_Edit_and_Customize_Legal_Entity_Information__s5bnniwEQvmAozDXsRJHeQ
https://scribehow.com/shared/How_to_Edit_and_Customize_Legal_Entity_Information__s5bnniwEQvmAozDXsRJHeQ
https://scribehow.com/shared/Creating_and_Customising_Membership_Categories__m5Fm73RqTiyoMmzwmC7pRg
https://scribehow.com/shared/Creating_and_Customising_Membership_Categories__m5Fm73RqTiyoMmzwmC7pRg


 
 

GIFT AID 

If you club collects gift aid on donations, then Tahdah will keep an easy record of the members that 

allow you to process gift aid on their behalf. 

 

Setting up gift aid 

Go to: CLub admin page -> Membership tab-> Settings 

Here you need to click details, then gift aid. You need to click enable then add in a link to a 

document explaining how you will use the gift aid (this is normally a copy of the existing gift aid 

process your clubs uses). 

Members will then have the option to tick gift aid during the membership journey. 



 
 

 

WAITING LIST 

If you are concerned that anyone will just join and pay membership for your club waiting lists are for 

you! You can add a waiting list to all, any or no membership category. Once activated new members 

(not renewals) will need to be approved by a club admin before they become a Full member and 

payment is taken. 

 

How it works: 

1. New member creates a tahdah account and attempts to join club and fill in membership 

details. 

 
2. Club admin goes into the membership tab, approves or declines membership. 

If approved:  

 Email sent to member to inform approval, next time they login they will then be 

 required to pay membership.  

 Member logs in and then follows links to pay membership. MIS number will not be 

assigned and become active until payment has been taken. 

 
 



If declined: Payment details deleted, Member gets and email to say declined and to contact 

 club if needed. 

 

Setting up Waiting lists Guide 

Managing Waiting List Guide 

 

https://scribehow.com/shared/Tahdah_Workflow__Il5CYrbtQ_GLDd84DfUPXA
https://scribehow.com/shared/Tahdah_Workflow__Il5CYrbtQ_GLDd84DfUPXA

