GLOUCESTERSHIRE FA – WHOLE GAME SYSTEM DISCIPLINE GUIDANCE

HOW TO PROCESS INVOICES AND MAKE PAYMENTS
It is important to understand that in discipline cases the payment and case response are separate.
You are required to respond to the case as explained in the guidance ‘How to Acknowledging a Caution or Dismissal’.
Weekly Invoices are generally produced every Wednesday and include fees and fines relating to cases issued or
revised over the previous 7 days. Once the invoice is created, the club has 14 days to pay the invoice.
If an invoice is not paid within 14 days of issue, your club will face a £20 late fee per case.
Below is the process for Discipline Invoices. Guidance for other aspects of WGS can be found in other user guides;
managing notifications, entering a suspension, acknowledging cautions and dismissals and acknowledging a
misconduct case.
Access to discipline functions on Whole Game is initially limited to the Club Secretary. However, the Club Secretary
can designate other members of the club as ‘Discipline Officer’ within the ‘Club Officials’ area so that the
responsibility can be shared.
When a new invoice has been issued you will receive a new notification on FA Whole Game:-

If you open the notification, it may inform you that a new invoice has been created as shown below:-

You can then view this invoice by clicking your ‘Club Secretary’ tab:-

Then selecting ‘Club Invoices’ tab on the options on the left:-

In this menu you can see any outstanding invoices and also any paid invoices. These invoices are never removed and
you will be able to see all invoices since the start of 2014/15 season:

Any invoices within the outstanding invoices require payment. You can see the payment due date for the invoice on
the menu bar:-

To make payment, tick the ‘Tick to Pay’ box next to the invoice and select the blue ‘Pay’ box:-

If you wish to make a part payment you can deselect certain cases/products by unticking their line item. This will
amend the total payment being made:-

Once payment is made the invoice will move into the ‘Paid Invoices’ section.
You can also download an invoice before payment or after payment as a receipt. This is done by clicking the invoice
number which will download the PDF for you.

When viewing an invoice either before payment or after payment you can see the cases/product for which payment
is required:-

You can make payment in various ways; either online by credit or debit card, by cheque sent and made payable to
the ‘Gloucestershire Football Association’, by cash paid in person at the office (do not send cash in the post) or by
BACS transfer. Bank account details for Gloucestershire FA can be found on the invoice. To ensure BACS payments
are processed promptly please remember to include your club’s name and the Invoice Number as the transaction
reference.
If you have any questions relating to Whole Game Discipline, contact us on 01454 615888 (option 4) or email
info@gloucestershirefa.com. Our offices are open from 8.30am to 5.30pm, Monday to Friday.

