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Log-in

You will have been asked to set up a new log-in account and password (if you haven't 
received an email from mail@clubbuzz.co.uk asking you to do this already, please check 
your spam or junk mail accounts – delivered on 5th May 2021).
 
When you are logged in, the site looks quite different:
 
You will initially see your own profile.
 
You can navigate around the site using the drop downs across the top of the page, the most 
useful for team management purposes being MY PLAYER, ADMIN and REPORTS
 
From the MY PLAYER drop-down box, you can see your player profile, your match 
selections and the teams you are assigned to manage or captain
 

To manage your teams use the ‘ADMIN' drop-down menu:
 
ADMIN - CLUB - TEAMS / MATCHES / TRAINING are useful places to start.
 

To send emails 
 
ADMIN - COMMUNICATE - EMAIL (see the notes on email communications below and also 
the help video entitled ‘Sending an email’)

mailto:mail@clubbuzz.co.uk


To manage the result of a match
 
ADMIN - CLUB - MATCHES
 
Select the match you want and press MANAGE (see the video entitled ‘Editing a match 
result’).
 
From here, you can update the result and delete players e.g. if a confirmed player couldn't 
make the match. Always press ‘Update’ at the bottom of the screen to confirm any changes 
made.
 
 
The current ClubBuzz help videos can be found here: https://help.clubbuzz2.co.uk/
You don't need to watch all of them: we would suggest you start with the following:
 
1. ‘View your team members as a manager or a captain’
 
2. 'Editing a match result’
 
3. ‘Assigning players to a match’
 
4. 'Sending an email’
 
These can also be found in ClubBuzz via ACCOUNT – HELP

https://help.clubbuzz2.co.uk/


Blue header

Any blue header can be filtered by clicking on one of the header entries; e.g. clicking on 
‘Date’ will initially sort the data in chronological order, clicking a second time will reverse the 
order to display the latest date first. 

Shirt numbers

We have asked ClubBuzz to look at including these on the match record longer term for 
easy reference. Meanwhile, should shirt number details be required, please go to:

REPORTS – MATCH REPORTS – MATCH SELECTION REPORTS

Put the date of your fixture in the ‘FIXTURE DATE’ field and fill in the ‘HOME TEAM’ field, in 
this case ‘Ladies 6s’ (note this has to be entered exactly as it appears on the match 
selection report list, so for example ‘Lady’s 6s’ wouldn’t work). We have requested that 
ClubBuzz insert a drop-down list here for ease.

This brings up all attendees for that fixture on that date, including players’ shirt numbers:

 



Team data (e.g. dates of birth for EH Cup matches)

To check player data, go to:

REPORTS – MEMBER REPORTS – MEMBER LIST

Enter the name of the player you are looking for (longer term, we have requested that 
ClubBuzz add a team filter so that a group of people can be looked up more quickly). 

Use the horizontal scroll bar at the bottom of the screen to navigate sideways, e.g. to the 
date of birth column:

REPORTS – MEMBER REPORTS – MEMBER LIST WITH CUSTOM FIELDS

is the same report, but it also includes shirt numbers and confirmation of who has completed 
an EH Declaration.

Email communications

Go to:

ADMIN – COMMUNICATE – EMAIL, clicking on ‘Email’ to create a new email (please note 
that the SMS function is not available)

Compose your message, taking care to include your email address in the ‘Reply Address’ 
field, then press ‘Next’ to access the subsequent screen.



You will now be presented with the following filter options, one of which needs to be 
selected:

‘Send to All’
‘No Filter’ (a window will open to allow you to select specific names)
‘Advanced Filter’
‘Custom Mailing Lists’ (these are no longer a feature in ClubBuzz2 but were reinstated at our 
request)

On selecting Advanced Filter/Team, an alphabetical list of groups (these are either playing 
teams or other groups, e.g. all Sunday Morning Juniors) will appear, allowing you to select 
multiple groups as recipients of your message. Once your selection is complete, press 
‘Submit’ at the bottom. Please note that if a message is initially saved as a draft, the 
recipient information will no longer be available when the draft is reopened (ClubBuzz have 
advised that this cannot currently be changed); therefore, the recipient selection should only 
be added when the message is ready for sending. 

Rather than your message being sent straightaway, a filter option will open, allowing you to 
deselect individuals from your specific email. Uncheck any names that do now need to be 
included on your email before pressing ‘Send’. Again, if the message is saved as a draft at 
this point, the recipient information will no longer be available when the draft is reopened 
and names should therefore only be selected when the message is ready for sending.



Our old ‘Custom Mailing Lists’ can also be chosen to communicate with groups of people, 
but it is currently not possible to filter names out prior to a message being sent. We are in 
the process of looking at this aspect with ClubBuzz and will be rethinking our approach to 
mailing lists (versus the use of the ‘Teams’ concepts in a wider sense) for the future.

To permanently edit a ‘Team’, go to:

ADMIN – CLUB – TEAMS, selecting ‘Assign’ on the required list

To permanently edit a ‘Custom Mailing List’, use:

ADMIN – COMMUNICATE – EMAIL – CUSTOM MAILING LISTS



It may be useful to have a second tab of the Bowdon ClubBuzz website open in your 
browser whilst working on emails in case a recipient needs to be added to a team or other 
list whist composing an email or completing a training/match report (being able to do this in a 
duplicate tab means that the email or report template can stay active at the same time as 
adding names to groups).


