
Welcome to TidyHQ 101 Help Guide



New to Tidy?

Watch the 101 Webinar
on-demand
https://youtu.be/0plLGxjJ9HE?featur
e=shared

TidyHQ Quick Overview

https://youtu.be/qXVEuZ3Rjis

https://youtu.be/0plLGxjJ9HE?feature=shared
https://youtu.be/0plLGxjJ9HE?feature=shared
https://youtu.be/qXVEuZ3Rjis


Our mission is make administration simpler and run better, now 
and for future generations.

Purpose built for volunteer administrators

It’s the back office for your organisation

Stay in sync from anywhere

TidyHQ is your administration platform  

Built for 
volunteer 
admins to 

simplify and 
future-proof 

your 
organisation’s 

back office



What does my TidyHQ account include?

● Automatic access to the basic apps of TidyHQ (Contacts, Communicate, Finances, Tasks, Web 
Pages)

● Access to the Projects app to allow you to communicate with your League
● 200 emails per month able to be sent via the Communicate app (if you choose to use it)
● Ability to restrict permissions for administrators to various parts of the platform - this feature 

is typically only available on the full Pro plan
● Access to any TWO of the additional apps listed in the “Apps” section of TidyHQ (eg Shop, 

Meetings, Events, Storage)

*If you want access to more apps, contact us directly for upgrade options



How Tidy… Connects

Your organisation is part of a cohesive network, making collaboration with your peak body simpler 
and more efficient than ever.

Peak
Body

 Organisation #2
Tidy Licence

 Organisation #1
Tidy Licence

 Organisation #3
Tidy Licence



What does QRL have access too?

The only things that the league can see are: 
● The name and email address of people you have allocated to a role within your TidyHQ 

account
● The answers to project tasks that you submit to them
● Comments within the Discussions tab of a Project Task that you have selected to send to 

“project organisers and my club”

The QRL State level licence cannot see anything at all of your account, with the exception of 
Referee’s Associations which are also connected to the QRL State licence - in which case, the 
above applies.



Did you know Tidy can….
Keep track of all your members details

Email and SMS 

Sell tickets to your events

Manage your club income & expenses

Streamline your meeting agendas and 
minutes

Provide a consistent member 
experience across your club

Sell your clubs merchandise 

Be a central spot for all your 
important documents

Track all the things your club needs to 
get done

Be your Club’s website host



Step 1.
Basic Organisation Settings



First thing is to Log into your account and ensure your organisation details are correct. 
Please head to the left side of your screen and go to the Organisation Settings
From here ensure the following details are correct

● Organisation name
● Mailing address
● Time

Organisation Settings : The Basics

Once all done, click save and mark this task as done. 
For more information, please check out the support guide on TidyHQ Help Centre
Here is a quick short video guide 

https://support.tidyhq.com/en/articles/76416-tidy-set-up-step-2-complete-your-basic-organisation-contact-details
https://youtu.be/6pHaS6Gmu44?si=3VLYh7gDVQDkSQsL


Step 2.
Give your team access to Tidy



Admins and Roles

● TidyHQ is designed as a tool for ALL the 
committee to use. Every person on your 
committee should have administrator access.

● You can control the permission for each section of 
Tidy, so not all admins have to see everything.

● Each admin should be given a Role in Tidy - helps 
with handover, assignment of Tasks and keeping 
QRL in the loop with who is running your club



Action 1: Invit e your Administrators

Admins need 
to be already 

added as 
contacts 

before you 
can invite 

them

Learn more: 
https://support.tidyhq.com/en/articles/76542-tidy-set-up-step-3-add-
administrators-to-your-organisation

Invite contacts to be administrators by sending email invitations

https://support.tidyhq.com/en/articles/76542-tidy-set-up-step-3-add-administrators-to-your-organisation
https://support.tidyhq.com/en/articles/76542-tidy-set-up-step-3-add-administrators-to-your-organisation


Action 2: Creat e Roles  and assign admins

Create a ready-made succession plan where assigned tasks stay with the role, not the person 

Learn more: 
https://support.tidyhq.com/en/articles/76528-tidy-set-up-step-4-add-r
oles-to-your-organisation

https://support.tidyhq.com/en/articles/76528-tidy-set-up-step-4-add-roles-to-your-organisation
https://support.tidyhq.com/en/articles/76528-tidy-set-up-step-4-add-roles-to-your-organisation


Action 2: Creat e Roles  and assign admins

Roles make handover a breeze!



Hint: Print out  the Roles for your AGM

Print out or share the generated PDF



Step 3.
Projects and Tasks



Working with your peak body: Projects and tasks

Projects are set by your peak body for your club to complete

1. Accept the project invitation (Please do this even if it’s not your individual project to work on)
2. Review the overview description, due date and tasks
3. Assign each tasks to a role within your club (who is responsible for what)
4. Send messages to your peak body about the tasks if unsure
5. Mark each task completed when it’s done 

(some tasks may need to be approved by your peak body, click Submit to Project Organisers once 
completed)
6. Create internal notes for your club



Working with your peak body: Projects and tasks

Projects are set by your peak body for your club to complete

Step 1.  Accept the project invitation. Please do this even if it’s not your individual project to work on



Working with your peak body: Projects and tasks

Step 2.  Review the overview description, due date and tasks. 



Working with your peak body: Projects and tasks

Step 2.  Review the overview description, due date and tasks. 



Working with your peak body: Projects and tasks

Step 3. Assign roles to specific tasks.

● Click the task and select ‘edit task’
● Navigate to the Assigned to and search the role
● Select the Role
● Click Update Task
● The role is now responsible for this task

If you leave tasks unassigned, then all admins will 
receive notifications learn more about it on our guides

https://youtu.be/4HBaiusN928

https://youtu.be/4HBaiusN928


Working with your peak body: Projects and tasks

Step 4. Send messages to your peak body about specific tasks and/or leave internal 
notes for your club members.

● Click the task and select the discussion tab
● Navigate to message button (should highlight blue colour)
● Type your message
● Click add message
● The message will be sent to the Peak Body



Working with your peak body: Projects and tasks

Step 5. Mark each task completed once it’s done.



Working with your peak body: Projects and tasks

Tasks App allows you to track all tasks in one location. Relevant to projects or not. 

● Keep on top of project tasks and individual tasks from this view. You can assign volunteers to 
any tasks that they need to complete

● Reminder notices will be sent leading up to the task’s due date
● Use the filters to see all clubs tasks, or just your own tasks

It's a great way to break up bigger ‘Project Tasks’ that may have been sent to you from your peak 
body, particularly if there’s several administrators who all need to action something as part of that 

large project.



Use the apps for internal responsibilities: Projects and  
tasks

Internal and Templates are also available for use in Projects app

Connected organisations can utilise the projects app to its full capacity for their own internal club use.

For Example:

Club Event Preparations 
Onboarding/Offboarding Committee Members



Step 4.
Make the most of your Free TidyHQ 
account



Navigating all the Tidy apps: Snapshot

Click into the Apps and install the apps that will benefit your club 

Popular apps include - Web Pages, Meetings, Finances, Shop, Storage
● Webpages is automatically added to your TidyHQ account
● Simply install the app and it will be added to your TidyHQ account 
● Use integrations to make life easier 



Navigating all the Tidy apps: Events  

● Sell tickets to both members and the public. Set 
different prices for each ticket type.

● Collect information for each order, or each ticket 
holder eg dietary requirements.

● Purchasers automatically added to a contact 
Group so you can get in touch with them quickly.

● Ticket purchase also tracked on member’s profile - 
so you can see how engaged they are (or not!) with 
your club.

Tip:
Post Events on 
your Webpage 

too!



Navigating all the Tidy apps: Meetings  

● When you’re ready to meet, click “Start Meeting” 
and your agenda will turn into minutes!

● Use the “Decision” section for each agenda item to 
clearly show where motions were raised and voted 
on.

● Assign Tasks to Roles on your committee from 
within the minutes - no need to track separately 
and the Role that’s assigned will receive an email 
notification to let them know they have work to do.



Navigating all the Tidy apps: Finance & Shop Apps

Track income, expenses, P&L on the Finance app dashboard
● Breakdown of transactions 
● Issue invoices directly from TidyHQ platform
● Cash flow reports and share with the team
● Use integrations to make life easier 

TidyHQ offers 
a cash book 
accounting. 
For more in 

depth 
integrate with 

Xero

Set up your merchandise in the Shop app
Sell club merchandise
Show live stock feeds

Track the status of each processing order
Set up shipping options to suit your needs

Reporting options



Step 5.
Success Stories



West Arana Hills RLFC
“We find it very easy to use. We are looking 
into giving some training to all our 
committee members to start using it more.”



Magpies Mackay Senior Rugby 
League Club
“Great to have a working platform to do the 
majority of everything, store and share 
information instead of spreadsheets and 
onedrive. We love using the website and 
meetings, once we click published it’s all 
there. It saves us so much time”



Step 6.
Resources 



Let’s Make It a Habit

Log in regularly (like email) / Bookmark us!

Tick off tasks when they’re done and assign to roles

Use ‘discussion’ messages to talk to QRL (instead of email)

Ask us for help - anytime

1       

2       

3       

4       



We’re here to help

Find relevant articles via TidyHQ HelpCentre 

Talk to Fin our AI Agent

support.tidyhq.com

Email our support team directly 

support@tidyhq.com (include screenshots or screen recording)

Checkout our Youtube Channel + Join our Community on Facebook

Toolkit for Clubs

1       

2       

3       

http://support.tidyhq.com
mailto:info@tidyhq.com
https://www.youtube.com/playlist?list=PLaIZr


We’re here to help

Checklist for New Committees

Quick Guide

What Is Tidy

Quick Guide

4       

5       
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