MyClubhouse Event Member Guide
Before you can sign up for any event, you need to have:
1. Registered on MyClubhouse and paid your annual membership. Details on how to do this
are on our website https://windrushtri.co.uk/how-to-join/
2. Have sufficient training tokens to sign up for a training event.
How to buy training tokens
1. Make sure you are signed into MyClubhouse

2. Click on the “Shop” tab at the top and click on “Browse Club Shop”.

Or if you are on a mobile device press the three horizontal lines up the top right-hand corner
of your phone to find the shop menu, then select browse shop
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3. Click on the shop item that corresponds to the number of tokens you want to buy

4. Add the item to your basket

And you will receive confirmation that you have added an item to your basket. Your basket total
will also be updated.
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5. Click on “View Basket” to go to your basket to pay for your items.

6. Once you’ve paid for tokens, this will be updated on your profile

How to sign up for training:
Event sign-up for a training session will open the day after a training session ends and remain open
for people to sign up until the training session starts. For example, on a Tuesday, swim is in the
morning and velodrome is in the evening. Both swim and velodrome for the following week would
be available to sign up to from early morning on the Wednesday. This should give everyone ample
time to sign up for any training session. Please make sure you sign up and receive the confirmation
email in advance of turning up to the session. Do not rely on the coach to be able to sign you in.
Please note: If you have any issues with signing up for a training session, please email
info@windrushtri.co.uk who will pass on your issue. However, in the first instance please check: that
you have: signed into MyClubhouse, paid for your membership, sufficient tokens for the training
session you are trying to sign up for.
1. Make sure you are signed into MyClubhouse

2. Click on the “Events” tab at the top and click on “Events Calendar”.
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3. You will then be presented with all the events that have been listed. Note: even though you
can see all the events, you may not be able to sign up to all of the events. This is because we
are still implementing a sign-up window for training so everyone has a chance to sign up to
training each week.

4a. One way to sign up to an event is by clicking on the event. This will take you to the event
description which will have information on what you should bring, wear, what to expect, as
well as when the session sign-up opens and closes. Click on the green “Sign-up” button and
then click “Me”. Note: for all training, you will only have the option to sign yourself up.

4

4b. If you are happy you know the details of the event you are signing up for, you can also sign
up for an event directly from the calendar view of step 3. Click on the green “Sign-up” box
and click on “Me”.
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5. After clicking on “Me”, you will have signed up for the session and you will receive a
confirmation message. Note: you will also receive an email confirming the details of your
sign up

6. You have now signed up for an event!

How to withdraw once you’ve signed up
1. Go to the events calendar or click on the “Events” tab and “My Events”.
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2. Click on the individual event that you want to withdraw from.

3. Scroll down to the “Attendees” section and click the red “Withdraw” button next to your
name to cancel your attendance at the specific session.
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4. Confirm you want to withdraw from the specific session

5. After clicking “Yes” you will be withdrawn from the session. You will also receive an email
confirming this and, where applicable, you will be refunded the tokens you spent on that
session. PLEASE NOTE: We are implementing a new cut-off time after which you will NOT
get a refund on any used tokens.
• For training sessions that start in the evening, there will be a cut-off time of 4pm on
the day of the training session starts.
• For training sessions that start in the morning, there will be a cut-off time of 9pm
the evening before the training session starts.
We consider these cut-offs to be a fair balance between giving people enough time to work
out if they are realistically going to make a session and to withdraw if not, so that others
may work out if and how they will be able to attend. If you don’t think you will be able to
make a training session, please withdraw your place so someone else can attend.

Troubleshooting why you may not be able to sign up for an event:
There may be a number of reasons why when you look at an event, there is a grey box beside it
saying ‘Can’t Sign Up’. If this is an event you want to sign up to, start by hovering your mouse over
the ‘Can’t Sign-Up’ button to get an idea why you can’t.
1. You don’t have enough training tokens
Pop into the shop, buy some tokens and this button will change and let you sign up

2. Sign-up has not yet opened
Sign ups for all weekly training sessions are permitted the morning after the session runs. So
for a Tuesday Velodrome session, sign up is permitted Wednesday morning.

A trick for knowing if an event is open for sign up is to look a green clock next to the number
of people who have signed up. If there is a clock, it is open, no clock, not open yet, but you
can go inside the event and the box on the right states what date and time the event opens.
Event Open:

Event not open yet:
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3.

Event does not accept sign-ups for individual instances
MyClubhouse has the ability for you to sign up for individual events at a time, or a collection
of events together, depending on how the organiser configured it. The swim course for
example, if you want to attent that course, you are purchasing training over a number of
weeks.
If you get this message, it is a group of events and you need to dig a little further to find out
why you cannot sign up.
Click ‘View Series’, then hover over the ‘Can’t Sign-up’ box in the series and it will tell you
why.

4. Event is full and there is no waiting list
Pretty self explanitory, if you want to attend this session you need to keep an eye on it and
see if anyone drops out.
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5. Not eligible to sign up
MyClubhouse manages events for both the Junior and Adult sections of the club. Juniors are
not permitted to sign up to adult events and vice verca. Or maybe you have not renewed
your membership and the event requires an up to date membership to permit sign up.
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