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SETTING UP YOUR CLUBSPARK ACCOUNT 
USER HELP GUIDE 

 
 
1. Visit OTC club’s website or use this link: 
 
     https://play.tennis.com.au/officertennisclub 
 
2. Select Register (Person icon, top right hand corner of screen). 
 

 
 
3. Register a Clubspark account, parent/guardian of juniors (under 18 years) must set up the  
    account in parent/guardian name. Each adult even if from the same family must set up their    
    own account if planning to book a court or book into a program or purchase membership. You  
    have 3 options to register: 
    1. Already have an account? Select Sign in... 
    2. Register with an email address and password and complete the details... 
    3. Register with your social account e.g. Facebook or Google... 
 

 

https://play.tennis.com.au/officertennisclub
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4. Select drop down arrow top right hand corner to select account settings 
 

 
 
4.1 This is where you can view your account settings and edit changes to your account. 
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5. To purchase membership online, select Membership from menu on website. 
     Read the Club Information and OTC Membership Terms and Conditions prior to purchasing  
     membership. 
     To view all available membership packages scroll down the page. 
     Select JOIN NOW on the membership package you wish to purchase. 
 

 
 
6. Example for purchasing Junior Membership (for Bobby) provided below. 
     Complete member details (child’s details). 
     Tick checkbox to confirm the person completing the member details is the parent/guardian, ensure  
     parent/guardian details are correct. 
     Read and tick checkbox to confirm you agree to the venue Terms and Conditions and the    
     Membership Terms of the Court Provider (OTC).  
     Select NEXT. 
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7. Process Payment. 
    Select payment option. 
    Process payment. 
    Select PAY NOW. 

     
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8. Membership Confirmation. 
    Email confirmation sent to your email account.     
    Select BACK TO HOME PAGE. 
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9. To select to update USER profile. 
     To see your details or your child’s details go to the drop down arrow top right hand corner of     
     screen and select drop down arrow. 
     Select user. 
 

 
      
9.1 Select on User to view Profile (example shown below for Bobby Officer). 
       Select EDIT PROFILE. 
       Update details including emergency contacts. 
       Select SAVE. 
       This section you can also Book a Court or manage your Court Bookings. 
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10. To Book a Program online. 
       Go to the Programs menu above on website. 
 

 
11. Scroll down to see all the available programs or apply filters e.g. search by program, day  
       and/or time. 
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12. Example: Booking Bobby Officer into a Teens Program. 
       Search for Teens Program e.g. Teens Casual Hitting – Wed 04 Nov, 17:00-17:45  
       Click on the program. 
 

 
 
13. Choose session/s by selecting the checkbox. 
       Select CONTINUE BOOKING. 
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14. Add details of the players/participants for this Program. 
       If you have more than one (1) user set up under your account they will be listed (e.g. below you     
       can see You (Test Officer) and Bobby Officer. If no other users assigned to account you can add  
       any new players by selecting +Add a player. 
       Read the Terms and Conditions, then tick the checkbox. 
       Select BOOK NOW. 
       If there is a fee attached to participate in session, you will then be prompted to make payment. 
 

 
15. Program booking is confirmed. 
       Program booking confirmation sent to your email account. 
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16. To cancel a Program Booking. 
       Contact the name and number that is on your email booking confirmation to cancel a  
       session/booking. 
       At the time of developing this guide, the option to cancel from your user profile was not  
       available, but this feature will be available soon. So check in your user profile or your child’s user                  
       profile as this feature will appear in the near future. 
 
17. STILL NEED HELP? 
       Who to contact if experiencing issues with Clubspark account registration, court and program  
       bookings or purchasing memberships: 
 
       Clubspark Account Set Up 
       Email: officertennisclub@gmail.com 
       Club Treasurer/ Clubspark Administrator – Jacque Rice - 0458 080 376. 
        
       Clubspark Programs and Court Bookings 
       Email: officertennisclub@gmail.com 
       Club Secretary/ Clubspark Administrator – Karina Clark – 0422 409 791. 
 
       Clubspark Memberships  
       Email: officertennisclub@gmail.com 
       Club Treasurer/ Clubspark Administrator – Jacque Rice - 0458 080 376. 


