
 

 

 

 

 

Dear Club Secretary 

 

The 2018/2019 Prawn Sandwich Administration Site is now live and ready for 

configuration.   

 

Due to the new GDPR legislation, it has been necessary to delete all Staff Members 

from the system and issue updated Usernames & Passwords for all Club Secretaries.  

Unfortunately, this means that all Staff Members at your Club will have to be re-

inputted and new Usernames & Passwords issued to them. 

 

The basic changes that need to be made are shown below.  If you need a complete 

refresher on how to use the system, please refer to the instructions for New Clubs 

that accompanied this e-mail. 

 

Please click on the link below to access the Log In Page:- 

 

https://admin.prawnsandwich.com 

 

Username : All Usernames & Passwords have been reset & will be provided to each Club 

Secretary by separate e-mail Password  : 

 
 

The first time you log-in this season, you will see a message regarding Data Protection.  

Please read through the statement and, if you are happy to proceed, click on "I Accept" 

to continue to the Welcome Screen. 

 

 

 

https://admin.prawnsandwich.com/


Club Set Up 

 

 
 

Please check this screen for accuracy. On this page you can enter/amend:- 

 

 Charter Standard; 

 FA Affiliation Number; 

 When the Club was formed; 

 Strip Information; 

 Fine E-Mails – You MUST insert the e-mail address of the person to whom fine 

notifications will be sent;   

 Club Website. 

 

Click on “Save Changes” 
 



Staff 

 

Click on “Staff” 
Click on “Staff List” 
 

In previous seasons, you were able to amend existing staff in this area.  However, the 

GDPR legislation means that we have had to delete all Staff Members so I am afraid you 

will have to re-input all staff on the system.   

 

Most of you will remember how to enter new staff but, if you need a reminder of how to 

do this, please refer to the instructions for New Clubs. 

 

When entering new staff, input the requested information and ensure that you assign 

the correct role for that person from the dropdown box.  The Results Secretary is a 

person that can input results on behalf of other Club Staff during the season.  DO NOT 

use the Fixture Secretary role, this is a League Administration function. 

 

The following is the most common error:- 

If a person carries out two roles, i.e. is the Club Secretary & a Team Manager, that 

person must be entered twice with two clear and separate logins and roles that are 

different.  

 

Teams 

 

Click on “Teams” 
Click on “Team List” 
 

Your teams should already be listed.  DO NOT ADD ANY TEAMS.  If the correct 

teams are not listed or if there are more teams than you expected, please e-mail me 

urgently. Assign a Manager and Assistant to every team.  Again, if you need a reminder, 

please refer to the instructions for New Clubs. 

 

Similarly, select your Home Ground from the dropdown list.  If your Home Ground does 

not appear on the dropdown list please e-mail me with the name, address & post code 

and I will add it to the system.  Club Secretaries cannot add Grounds.  Again, if there 

are any errors in the Strip Information, feel free to edit.  Please remember to click on 

“Save Changes” when you are finished. 

 



Players 

 

For most of you, it is the 10th season you will have done this, so it should be a piece of 

cake! 

 

Existing Players that have stayed at the same Club:- 

 

1. Click on “Players” 
2. Click on “Free Agents” 
3. A screen similar to below will appear.  This lists EVERY Player in your Club from 

last season. 

 
4. If any of the Players listed have left your Club, it is important that you “Release” 

them on this screen.  Failing to do so does not prevent them from signing for 

another Club. 

5. Click “Edit” beside each Player that is staying at your Club:- 

(a) Check that Player’s details are correct, editing where necessary if a Player 

has moved; 

(b) Scroll to the foot of the screen 

 
(c) In the “Team Association” box, select the correct Team from the dropdown 

box.  There may be more than one option available where Clubs have more 



than one team at an Age Group or in certain Age Groups where players can 

play "up" or "down". 

(d) Tick the “Request Registration” box 

(e) Click on “Save Changes” 
 

New Players that have joined your Club need to be entered via the “Add New Player” 
screen as per last season.  If you need a reminder of how to do this, please refer to the 

instructions for New Clubs. 

 

You need to make a note of the Player’s PS Registration No for insertion on the Player 

Registration Form. 

 

 

 

 

Queries 

 

If you have any problems whatsoever please let me know straight away by e-mail 

 

 karen.bailey@scwgl.org.uk  

 

 

Regards 

Karen Bailey 

 

 

mailto:karen.bailey@scwgl.org.uk

