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ENTERING ANNUAL COACHING HOURS 

1 Getting Access 

Ctrl-Click or type the following link to take you to the Bowls SA Membership Database Management 
System: 

https://bowlssa.knack.com/membersdb#home/  

2 Adding Annual Hours 

Note: This task is only for Coaches and should be completed annually during the month of January, to 
submit the hours for the previous year.  This is vital for Bowls SA planning and compliance with 
government agencies like SASCOC and the Department of Sport. 

2.1 Click  in the access-bar.  Note: This function will only be activated from 01 
January until the deadline date specified in the email sent to coaches to submit their coaching 
hours. No Login is required. 

 

2.2 Click in the text-box under Member and type in your surname, name or your Bowls SA number 
and then click on your name in the list. 
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2.3 Click on the down-arrow next to the Member Credential text box and select your credential for 
which you are submitting hours. 

2.4 Click in the Coaching Hours textbox and enter the total number of hours you worked with 
players or coaches (coach-development) for the previous year – January to December. 

2.5 Click in the Admin Hours textbox and enter the total number of hours you did Admin – e.g. 
coach-related research, planning, squad admin, attended a coach-related meeting, etc. – for the 
previous year – January to December. 

2.6 Click in the Submitted Year textbox and select the year for which you are submitting coaching 
hours – e.g. 2020. 

  

2.7 For the National Academy coaches who work with our International players ONLY: repeat steps 
2.4 – 2.5 for the hours you spent with the international players / squad and the hours you spent 
on doing Admin for these players / squads.  Note: these International Hours should not be 
included in the hours entered in steps 2.4 – 2.5. 

2.8 Click  to upload your hours to the database OR click  to cancel this entry. 
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3 Confirming Annual Hours 

3.1 If you clicked , check that the Total Annual Hours is correct and change any of your 
entries if necessary – the total will be updated automatically. 

 

3.2 Check the Annual Hours  that you have submitted.  If you have entered coaching hours more 

than once for the same year, find the record that you do not want kept and click  next to 
the record you want to delete.  You will see a DBMS popup window asking you to confirm the 
deletion – click  to continue the delete function or click  to abort.  Please make sure that 
you have not already submitted hours for the submitted year – only one submission allowed per 
year. 

3.3 When you are satisfied that the entry is correct, click  OR, if you would like to 

cancel the entry, click . 
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4 Confirming Your Member Details 

4.1 If you clicked , your member details will be displayed automatically. 

4.2 Check all the entries in the boxes to ensure that all the details are correct – page down if 
necessary.  Click on any text box to remove an entry (e.g. Work Phone No. if you have retired) or 
update it. 

 

 

4.3 Once you have confirmed that your data is correct, click  at the 
bottom of the window. The page will close automatically and return you to the Home page. 

IMPORTANT: Please make sure that your email address is correct. If the E-mail address 
field is blank, please enter an email address as this used to send important information to 
you. 


