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OVERVIEW 
 

Active Carrot is the Web Class Portal used by MWPC for family accounts and class bookings and payments. 

All bookings for FlippaBall & Saturday Juniors are entered into Active Carrot. 

Use of Active Carrot Family Accounts 
 

Any student who has previously played FlippaBall or Saturday Juniors will have a Family Account set up by 

their Responsible Parent in Active Carrot. Additional siblings will need to be added as a NEW STUDENT. 

Please check your account before adding new students to avoid duplicates.  

**********ONLY STUDENTS IN THE RESPONSIBLE PERSONS IMMEDIATE FAMILY CAN BE ADDED TO YOUR 

FAMILY ACCOUNT.  Your active carrot bookings are made under your family account. Any non-immediate 

family members will be deleted from your account and applicable classes if booked into the incorrect 

family. In-correct student bookings in families will result in children being added to a waitlist. Audits of 

family accounts take place during the registration period for insurance compliance*********** 

The Club recommends where possible, the use of a desktop or laptop when logging in to Active Carrot. 

Please ensure both cookies and pop ups are enabled on your desktop or laptop computers. If a mobile 

phone or tablet is to be used for logging in to Active Carrot, please ensure that you select “VIEW FULL 

SITE” along with enabling cookies and pop-ups.  

 

Below are detailed instructions to follow when logging in to Active Carrot for both EXISTING MEMBERS & 

NEW MEMBERS. Please ensure accurate details regarding families and students is provided as this 

information is required for insurance purposes.  
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IT Issues 
 

Please be mindful that at times, IT issues occur. MWPC Utilises third party software and therefore if an IT 

issue was to occur whether for an individual account or for Active Carrot as a whole, the Club is required to 

log a call with our system provider. IT issues can take time to be rectified and the Club will always aim to 

solve the problem as soon as possible however in some circumstances longer delays may occur.  

Please be mindful of this will emailing accounts@melvillewaterpolo.com.au. Rude and abusive emails will 

not be tolerated. Please email your issue only once, repeated follow up emails clog up the email accounts 

resulting in delays with responding to issues/queries.  

The Club aims to solve any IT issues on a priority basis. For troubleshooting, please make sure you have 

read this document as your problem may be able to be solved by following the below instructions.  

  

mailto:accounts@melvillewaterpolo.com.au
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Instructions for Existing Members 
 

Those that have an Active Carrot account. For NEW MEMBERS, please go to STEP 1C 

STEP 1 On your web browser go to www.melvillewaterpolo.com.au. Click on MEMBER LOGIN 

 

 

You will now see the Active Carrot log in page 

 

 

 

http://www.melvillewaterpolo.com.au/


                                                                                                                                                

5 
 

 

STEP 2 Enter your username and password. Your username is your email address used when booking 

classes in the prior season or the email address provided to the Club for any manual bookings. Enter your 

password and press the login button. If you have forgotten your password, please follow procedures in 

STEP 3. If no, please go straight to STEP 7.  

Please ensure that if you have more than one email address, that you troubleshoot by checking which 

email address you have used to make class bookings in Active Carrot.  

STEP 3 FORGOTTON USERNAME / PASSWORDS 

If you have forgotten your password, please click on “FORGOT USERNAME/PASSWORD”. Your username is 

your email address.  

Please ensure that if you have more than one email address, that you troubleshoot by checking which 

email address you have used to make class bookings in Active Carrot.  
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STEP 4 Enter your email address to retrieve your password.  

 

STEP 5 CHECK YOUR EMAIL ADDRESS for your password retrieval code: XXXXXXXX 

Copy and paste your PASSWORD RETREIVE CODE into Active Carrot as per below. If you have forgotten 

your email address please email accounts@melvilewaterpolo.com.au and we will respond as soon as 

possible. 

Please note, our offices are not staffed full time so therefore there will be a time delay in responding. 

When requesting confirmation of email address, please provide your full first name and surname 

along with your phone number and child’s names.  

mailto:accounts@melvilewaterpolo.com.au
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STEP 6 Type and re-type new password and read and agree to terms of use. Press CONTINUE. Continue 

as below to log into the appropriate LOCATION.  

 

STEP 7 Select the appropriate location/responsible person and press CONTINUE LOGIN 
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You will then be brought to your Account  

 

STEP 8 If you have an amount outstanding on your account, please click on HERE to pay 
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STEP 8 cont. Your current class bookings for children in your Family Account will be able to be viewed, 

along with any Registration Fees ie. 2019-20 MWPC JUNIORS ASSOCIATE REGISTRATION FEES. Any relevant 

sibling discounts will be automatically applied.  

Any FAMILY CREDITS available for use, will be available to be used. Any old outstanding balances will also 

show and will also require payment at the same time. 

If you disagree with any old outstanding balances or suspect an error on your old outstanding balances, 

please email accounts@melvillewaterpolo.com.au with details of your issue, quoting your responsible 

person ID number and an investigation will be performed by Accounts. 

Note that the Club expects members to ensure that their accounts remain fully paid at all times and that 

members have the opportunity to review their account balances throughout the year, not just the day of 

paying their registration.  

mailto:accounts@melvillewaterpolo.com.au
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STEP 9 Enter your credit card details as appropriate and click on CONFIRM AND PAY. Only full payment is 

accepted.  

For returning players, if you have sent in a KidSport Voucher code to accounts@melvillewaterpolo.com.au 

and you cannot see a value of credit for the voucher in your Account, please email accounts@.  

Note that the Club does not take responsibility for failure to email in KidSport Voucher Codes, nor for 

delays in applying for a KidSport Voucher. This is the responsibility of the parent to organise prior to the 

registration period.  

 

mailto:accounts@melvillewaterpolo.com.au
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Updating your Profile or Account Details 
 

STEP 1A Click on the header MY PROFILE 
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STEP 2A Select the relevant changes you wish to do.  

 

 

STEP 3A For EDITING YOUR PROFILE, click on EDIT PROFILE.  Edit details as appropriate and click on 

SAVE PROFILE 
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For Changing your USERNAME, click on CHANGE USERNAME. Your username is your email address. This is 

the username you will need to use when logging into active carrot and for paying your account or adding 

classes. Please keep a record of your username for future use.  

 

 

 

For changing your PASSWORD, click on CHANGE PASSWORD. Type in your new password and click on 

CHANGE PASSWORD. Please keep a record of your password for future use.  
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Reviewing of students in family account.  
To review your students in your family, please click on STUDENT PROFILES under CLASSES. If required, EDIT 

your students on our family account as appropriate by clicking on the EDIT button on right and side of 

screen. Click on SAVE STUDENT when completed.  
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FlippaBall Web Bookings (Yr 2 & New Yr 3 Players only) / 
Holiday Program / Polo Swim / Polo Skills / Swim Squad 
Bookings  
 

STEP 1B Select CLASSES / BROWSE CLASSES from the tab at top of screen.  

 

 

STEP 2B Click on the class you are interested in and click SHOW CLASSES 

 



                                                                                                                                                

17 
 

STEP 3B Select the class you want to book and click on BOOK. Once you have clicked on BOOK, your 

student data will load.  

 

STEP 4B If a current student, click on the relevant student that you would like to add to the class. If a 

new student (For NEW MEMBERS that have recently created their new Active Carrot Account) or new 

sibling in an existing member family, please click on NEW STUDENT  
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STEP 5B Fill in the appropriate details for the new student including any applicable health issues or 

comments. Click on SAVE STUDENT. Please ensure all information provided is correct. Failure to provide 

correct details may result in your child’s booking being cancelled.  

**********ONLY STUDENTS IN THE RESPONSIBLE PERSONS FAMILY CAN BE ADDED TO YOUR FAMILY 

ACCOUNT. Your active carrot bookings are made under your family account. Any non-immediate family 

members will be deleted from your account and applicable classes if booked into the incorrect family. In-

correct student bookings in families will result in children being added to a waitlist. Audits of family 

accounts take place during the registration period for insurance compliance*********** 

 

 

STEP 6B The student details (New and existing) will be added to the Class selected. Click on Add to Cart.  
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STEP 7B Your classes will be added to your cart and available for payment. If applicable, you may use 

any family credits. Please review the Terms & Conditions before paying payment. Click on I AGREE to 

accept the Terms & Conditions 

 

 

STEP 8B Add in credit details for payment and click on CONFIRM AND PAY to process your payment. 

Please note that items in your cart are not secured until you Confirm & Pay. If you delay payment, your 

class booking may have already been sold. Please have your credit card details handy when making your 

booking and quickly proceed to entering your credit card details and securing payment.  
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To review current & future student bookings on your 
family account, click on Student Bookings under Classes.  
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New  Members Set-Up 
 

Those that have an EXISTING Active Carrot account please go back to STEP 1. Please DO NOT create a new 

member account if you have previously created an active carrot account for the MWPC. This results in 

duplicate members in our system.  

 

STEP 1C for NEW MEMBERS, on your web browser go to www.melvillewaterpolo.com.au. Click on NEW 

MEMBER LOGIN 

 

 

 

 

 

 

 

 

 

 

http://www.melvillewaterpolo.com.au/
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STEP 2C Please enter Parent or Responsible Person details. DO NOT ADD STUDENT DETAILS HERE. Active 

Requires the ADULT or RESPONSIBLE PERSON TO BE SET-UP FIRST. When you then go to book a class, you 

will be asked whether the booking is for a NEW Student (Refer Step 5B above) Please ensure these details 

are accurate. Click on CONFIRM REGISTRATION 

 

 

The following screen will appear. Click on OK. You will directed to the Active Carrot Login Page, please click 

LOGIN to proceed with opening your Active Carrot account. You can now proceed with reviewing your 

classes, class bookings or account payments. Refer to STEP 1B to 8B above for instructions on browsing, 

booking and making an online payment for a class.  

 


