
How to Create a Family Membership 

Step 1: Create your full 
price membership via 
Finance >  
Payment Classes >  
Add Payment Class

Creating a Family Membership will allow Parents/Guardians with more than one child 
playing hockey to register their second, third or fourth child at a discounted rate. 

The following instructions will provide parents with this option once they have paid the 
full membership fee for ‘Child 1’, via the welcome email they receive once they have 
successfully registered.

1a

1b

e.g. ‘Child 1’ paying the full 
price of $100. 

Ensure the type of 
payment class is set as a 
Registration fee and that 
the capitation fee is set 
accordingly. Enter the full 
price of the membership 
next to Amount.

Click ‘Add Payment 
Class’ once all required 
information is entered.  

Step 2: Create another 
payment class at a 
discounted price via 
Finance >  
Payment Classes >  
Add Payment Class

2a

2b
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Step 2 continued:  
E.g. ‘Child 2’ at a 
discounted price of $80. 

Ensure the type of 
payment class is set as a 
Registration fee and that 
the capitation fee is set 
accordingly. Enter  
the discounted price of  
the membership next  
to Amount.

Step 3: Scroll down and 
hide the discounted 
membership from the 
registration page by 
unticking the option to 
display at registration 
when adding or editing the 
payment class. 

Click ‘Add Payment Class’

Step 4: Via the ‘Edit’ button 
on the discounted payment 
class go to the Edit 
Payment Class page. 

Retrieve the registration 
link of the discounted 
membership by clicking 
‘registration link’ on  
the right-hand side of  
the editing payment  
class page. 

Copy the URL of this page 
by highlighting it and 
pressing CTRL + C
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Step 5: Return to Finance > 
Payment classes. Edit the 
full membership payment 
class created in Step 1. 

Paste the copied URL 
into the welcome email 
by pressing CTRL + V. 
Accompany this with 
some text such as ‘to 
register a second child at a 
discounted rate click here’. 

Ensure you save all  
added information.  


