
PLAYHQ SEASON SETUP CHECKLIST

TASK WHERE IN PLAYHQ? SUPPORT
CLICK VIDEO,  GUIDE OR WEBSITE ICON FOR SUPPORT COMPLETE

Invite other administrators to your Club My Organisation > Admins

Submit a Stripe Account to ensure your 
Club can accept payments My Organisation > Overview > Payments

Update your Club details My Organisation > Overview > Details

Add in your Club contacts My Organisation > Overview > Contacts

Check that your respective State 
Government Voucher is on Settings > General > Government Vouchers

Setup transfer and permit email 
notifications & auto-approvals Transfers and Permits > Settings

Setup Merchandise Products (if required) Merchandise > Products

Setup Family Discounts (if required) Competitions > My Competitions > Registration > 
Family Member Discount

Setup Registration Form and Fees Competitions > My Competitions > Registration > 
Configure ‘Participant to Club’ form

Configure Mailchimp for Communications 
(if required) Settings > General > Integrations

Consider the free / paid website options 
and setup accordingly (e.g. editing links 
to PlayHQ) to maximise promotion

No action required in PlayHQ – however, you should 
consider website options available and setup 
accordingly.

Email: clubhelp@afl.com.au  |  Call: 1800 PLAYAFL  | Visit: www.afl.com.au/clubhelp/playhq
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https://www.afl.com.au/video/679829/play-hq-invite-other-administrators?videoId=679829&modal=true&type=video&publishFrom=1612098000001
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https://www.afl.com.au/video/679838/play-hq-setup-a-stripe-account-to-accept-payments?videoId=679838&modal=true&type=video&publishFrom=1612098000001
https://support.playhq.com/hc/en-au/articles/900004716466-Set-Up-Payment-Details-Stripe-Onboarding-Form-
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https://support.playhq.com/hc/en-au/articles/900004240606-Updating-your-organisation-s-public-facing-details
https://resources.afl.com.au/afl/document/2021/07/29/63be5076-d069-478b-800c-1ba050d43b32/COMMUNITY-CLUB-USER-GUIDE.pdf#page=10
https://www.afl.com.au/video/679821/play-hq-add-organisation-contacts?videoId=679821&modal=true&type=video&publishFrom=1612098000001
https://support.playhq.com/hc/en-au/articles/900004240666-Managing-Contacts-for-your-organisation
https://resources.afl.com.au/afl/document/2021/07/29/63be5076-d069-478b-800c-1ba050d43b32/COMMUNITY-CLUB-USER-GUIDE.pdf#page=13
https://www.afl.com.au/video/679825/play-hq-state-government-vouchers?videoId=679825&modal=true&type=video&publishFrom=1612098000001
https://support.playhq.com/hc/en-au/articles/900003257866-Managing-Government-vouchers-for-your-organisation
https://resources.afl.com.au/afl/document/2021/07/29/63be5076-d069-478b-800c-1ba050d43b32/COMMUNITY-CLUB-USER-GUIDE.pdf#page=90
https://www.afl.com.au/video/679833/play-hq-setup-transfer-permit-notifications?videoId=679833&modal=true&type=video&publishFrom=1612098000001
https://support.playhq.com/hc/en-au/articles/900004342546-Overview-of-transfers
https://resources.afl.com.au/afl/document/2021/07/29/63be5076-d069-478b-800c-1ba050d43b32/COMMUNITY-CLUB-USER-GUIDE.pdf#page=14
https://support.playhq.com/hc/en-au/articles/900003187103-Create-and-manage-a-product
https://resources.afl.com.au/afl/document/2021/07/29/63be5076-d069-478b-800c-1ba050d43b32/COMMUNITY-CLUB-USER-GUIDE.pdf#page=32
https://support.playhq.com/hc/en-au/articles/900003187963-Configuring-a-family-member-discount-for-registering-players
https://resources.afl.com.au/afl/document/2021/07/29/63be5076-d069-478b-800c-1ba050d43b32/COMMUNITY-CLUB-USER-GUIDE.pdf#page=27
https://www.afl.com.au/video/658984/play-hq-registration-setup-for-clubs?videoId=658984&modal=true&type=video&publishFrom=1612139691001
https://support.playhq.com/hc/en-au/articles/900003258086-Configuring-a-Participant-to-Club-registration-form
https://resources.afl.com.au/afl/document/2021/07/29/63be5076-d069-478b-800c-1ba050d43b32/COMMUNITY-CLUB-USER-GUIDE.pdf#page=103
https://support.playhq.com/hc/en-au/articles/900004636683-Mailchimp-Overview
https://resources.afl.com.au/afl/document/2021/07/29/63be5076-d069-478b-800c-1ba050d43b32/COMMUNITY-CLUB-USER-GUIDE.pdf#page=109
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