SPORTY

User Guide for Online Registrations

Instructions to help guide associations/clubs/schools through online registration.
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1. Introduction

Superforms are a special type of online registration form that includes key fields of data to be collected from
individuals (e.g. name, email, DoB). The form is shared by the parent organisation (e.g. netball centre, softball
association etc.) with their affiliated organisations (e.g. clubs and schools).

Clubs/schools can add their own fields onto their own local version of the form if they wish. Importantly this
information is not shared with the parent organisation but available locally to help administer sport at that
clubs/school. Clubs/schools can also display their online form for parents/players to register directly online.

After the first season using Superforms clubs/schools can easily invite their database back to register. A unique
‘magic link’ is emailed to each person in the database that simply requires the person to click on the link to update

their details and re-register for the new season. No login is required.

More comprehensive support articles are available through Sporty Online Support. Click here.

2. Registration of players

There are three options for the online registration of players:
e 2.1 Players complete the online registration form themselves, or
e 2.2 Club/school administrator completes the registration form for each player, or
e 2.3 Invite existing players to re-register for the new season (from the second season onwards only).

2.1 Players complete the online registration form themselves.

This is the recommended method to ensure the player data entered is accurate.
This step explains how to email a link to the registration form to players. Alternatively, you can display the

registration form on your Sporty website or if you do not use a Sporty website, you can display a link to the
registration form from your existing website or Facebook page.

2.1.1 Display a link to the registration form.

Each form has its own unique link. You can email or even text someone the link for them to complete the form.
For instructions on how to obtain a link to display or share, click here.

Paste this link onto your Facebook page. When people click on the link, they are taken directly to the registration
form.
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https://support.sportsground.com/hc/en-us
https://support.sportsground.com/hc/en-us/articles/214457728-Display-a-form

2.1.2 Display a registration form on your Sporty site.

Login to the web page for your club/school on Sporty.co.nz For instructions on how to login, see Section 7.1 at the
end of this guide.

You can then display your registration form on a page.

For help on how to unhide and rename a page on your Sporty website see the online support articles:
e How to hide and show pages, click here.
e How to rename pages, click here.

On the page you wish to display the form click the ‘ADD CONTENT’ button.

+ ADD CONTENT

This displays a list of content ‘widgets’ that you can display.

Click Online Form.
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https://support.sportsground.com/hc/en-us/articles/209465397-Hide-Show-and-Link-Pages
https://support.sportsground.com/hc/en-us/articles/215687387-Rename-Pages

Online Form
Select one of your web input forms. Let people register online,
with details automatically added to your online database.

Select the form from the drop-down list, then click the ‘Save’ button.

- Netball Registration (2024)
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Click View at the top of the page to see how the form appears to the public.

Netball Registration (2024)

Primary Person -

O Enter details manually @ Use a person's known details

Participant Details ~

You can now tell your players to go to your website on Sporty to complete this registration form. When they register,
they will automatically be emailed a copy of their completed form. The details of all people that register is
automatically recorded in the online database that is part of your site from Sporty.co.nz.

You can view and update your database and easily export to Excel if you wish. This is explained further in Section 6.
Viewing and managing your online database.
2.2 Club/school administrator completes the registration form for each person.

It is possible to manually register people yourself as the club/school administrator. As it is easy to email/display a link
to your form we do not recommend this. If your parent organisation has terms and conditions you need to ensure
that you have consent to agree to the terms and conditions on behalf of the person you are registering.

Login and go to your Dashboard.

Dashboard
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From the Dashboard, click the tile Online Registrations

©

Online Registrations

Click the name of the form/database that you wish to manage. This will display the database view of the
registration form.

To register a person, click the Add New button.

This will display a blank registration form. Enter your player’s details and click SUBMIT. Note that by doing this, if
there are terms and conditions that must be accepted, you will be accepting this on behalf of the player. Once
submitted, the player will now be visible to you in the database. Repeat this process for any other new players.
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2.3 Invite existing players to re-register for the new season (season 2 onwards).

When you have an existing database of players from the previous season, you can invite your players to re-register
for the new season. This sends each person who registered last season an email containing their own unique ‘magic
link’ to re-register. When they click on the link it opens the new seasons registration form pre-populated with their
details from last season. All that they are required to do is update any details then click Submit.

To invite your database, click the envelope (email) icon beside the form/database you want to invite. Ensure this
relates to the PREVIOUS season i.e. to invite people to register in 2020, click on the link against the 2019 database:

This displays the group email page. You can alter the text that is included with each email. For example, you may
wish to include information about your trial dates, season fees or contact information.

' Send email '

When you are ready, click Send email and each person from last season will receive the email, including their own
unique link to your online registration form for the new season, pre-filled with their last known details from last

season.
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When people click the link in their email, they can update their details, make a payment (if you have enabled this
option) and submit their registration online. They will automatically be emailed a copy of the details they submitted
and appear in your member database for the new season, awaiting your approval there. View them by clicking on

your database for the new season.

When you view your last season’s database you will see people that have re-registered will appear highlighted in

green.

Registration (2019)

Status Sort Order

+AddNew | MSavel  View

Reference Search

{ ALL v ‘ Name

| |

Name Date Registered Balance Paid

Bailey, Ethan
SP2880735

Black, John
SP2880733

Folks, Steven
SP2880736

Gillbert, Gavin
2019

SP2880734 20/12/2619 $0.00

Smith, Will

SP2880732 20/12/2019 $0.00

PersonID  Status Email

1655963
1655961
1655964

1655962 Active v
—

—

For further help see the support article ‘How to invite your database to re-register for the new season’ or click here.

3. Modifying your registration form

This is optional. The fields set by your parent organisation cannot be changed however there is the ability for you to
add your own fields to the bottom of the form. For example, “Do you want to volunteer?” Any information captured

in these fields will not be passed to your parent body.

3.1 How to modify your form.

To add fields, go to Online Registrations then click the edit pencil icon to edit the registration form.

!\

DS

S

s

m

If you are editing a Superform, the fields in the top section will be greyed out as you cannot edit these. Scroll to the
bottom of the form and click Add Section, then Add Question to start adding questions.
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https://support.sportsground.com/hc/en-us/articles/115001989687-Sending-Invitations-to-Re-Register-or-Complete-a-Form-using-the-Magic-Link-Method

You will be able to add as many additional questions as you wish. Any information that is entered by your members
on the fields that you have added to your form will not be submitted to your parent body. This information will stay
locally at your site.

You can set a reply email address on your registration form. Click here to find out how.
You can also set the form to email you a copy whenever someone registers. Click here.

Below is an example of what your view will look like when editing a form.
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https://support.sportsground.com/hc/en-us/articles/217749788-Set-a-reply-email-address-on-a-form
https://support.sportsground.com/hc/en-us/articles/115000708351-Receive-a-copy-of-a-registration-form
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3.2 Online Payments.

Sporty provides an online payment facility called SportSpay.
For more information about SportSspay, click here.

SportSpay lets you accept online payments where each payment is recorded automatically against the registration
record in your online database. To set this up please complete the online form at http://sportspay.co.nz/sportpay.
Once activated you will be able to add “products” to the bottom of the registration form. You can elect to make
payments mandatory or optional.

Automate Discount Account Tracking

Trigger (0) Rules (0) Tracking
(o)

Not Specified ¥ Not Spec v

If your organisation uses Xero or MYOB accounting software, you can integrate online payments with Xero/MYOB.
For further information on how this can be enabled see our support article Xero for Sporty or MYOB for Sporty.

e Click here for Xero.
e Click here for MYOB.
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https://support.sportsground.com/hc/en-us/articles/211469748-About-Online-Payments
http://sportspay.co.nz/sportpay-application-form
https://support.sportsground.com/hc/en-us/articles/115004750027-Xero-for-Sporty
https://support.sportsground.com/hc/en-us/articles/21521565490585-MYOB-for-Sporty

4. Enter your Teams

Your parent organisation may require your teams to be entered via TeamBuilder to submit your teams into the
competition. Even if they do not, TeamBuilder is a great tool to manage your players within teams.

When entering teams, you will have one of two views.

e View one: When you click the TeamBuilder tile you are presented with competitions to select from.
o View two: When you click the TeamBuilder tile you are presented with the registration form itself.

For detailed instructions on entering teams, please click here.

4.1 View one — enter against a competition.

Once you have entered the TeamBuilder home page, you will see a list of Competitions that are set by your Centre
or Association.

Competition: Inter-School Weekdays

For instructions on entering a team when your view is against a competition, click here.

4.2 View two — enter against a Registration form.

Once you have entered the TeamBuilder home page, you will see a list of Registration forms that you can also view
from Online Registrations.

Baseball Registration 2 teams v

For instructions on entering a team when your view is against a registration form, click here.
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https://support.sportsground.com/hc/en-us/articles/22558906130585-TeamBuilder-2-Blue-Creating-Editing-a-Team#h_01HPP53X88TRXYT5ASM08S8G1R
https://support.sportsground.com/hc/en-us/articles/22558906130585-TeamBuilder-2-Blue-Creating-Editing-a-Team#h_01HPP53X88TRXYT5ASM08S8G1R
https://support.sportsground.com/hc/en-us/articles/22558906130585-TeamBuilder-2-Blue-Creating-Editing-a-Team#h_01HR6A8EACKEAG9PNYG6SE9TC2

5. Assign players to teams

5.1 Assign players to teams.

Once your players have registered and teams have been entered into TeamBuilder you can assign people to teams.

Go into the Dashboard and click the TeamBuilder tile. Click on the name of the form to open the TeamBuilder view.
If you have a select group of people to move into a team, select all records by ticking the checkbox to the left of the
person’s name then click the Move X People to Team button below. You will then be able to select which team the

selected players are to be moved into.

Click and drag a single person from the list on the left and drop them into your teams on the right. This adds the
person to that team and updates the team’s name and grade set against that person.

To view your team, click the team icon to go into the ‘Edit team’ view. A team admin will have access to view only
their team. This is emailed to the admin when the role is set.

You can export individual team details by clicking the export link. This will export the team in a CSV (excel) format.
You can also export your entire database. For help, click here.

5.2 How to allocate a person to more than one team.

In TeamBuilder, it is possible to allocate a person to more than one team. For example, a person may be a player in A
team and a coach in B team. They will appear twice in your TeamBuilder database, and their name will be in italics.

Note there may be code specific requirements that prevent this for your code. Please check with your competition
organiser if for any reason this is not enabled for your sport.
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https://support.sportsground.com/hc/en-us/articles/22469929890585-TeamBuilder-2-Blue-Export-the-Database-from-TeamBuilder

Faith Rodgers Female 01/01/2000 Mixed Social Ray White Ravens PLAYER

Faith Rodgers Female 01/01/2000 Fast Five Proactive Huia PLAYER

For further information, click here.

5.3 Team Roles.

When a person registers, they select their Role(s).
e Player
e Assistant Coach/Manager
e Coach/Manager
[ )

Medical
e Star Helper
e Trainer

When the database is viewed in TeamBuilder the Roles appear as coloured icons. It is the easy to identify who is a
player, coach, manager etc. When you export your database from TeamBuilder you can sort by role.

PLAYER
PLAYER
PLAYER

PLAYER

ASSISTANT COACH MEDICAL

As the administrator you can assign Roles for a person. To do this, click the + beside a person’s name in the Roles
column.
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https://support.sportsground.com/hc/en-us/articles/22470425037977-TeamBuilder-2-Blue-Allocate-a-person-to-more-than-one-team-Superforms-only

This displays the Roles available. Tick the checkbox to select the appropriate Role(s) then Save.

PLAYER
ACH

<]

MANAGER
BISTANT COACH MEDICA

ASSISTANT MANAGER
COACH

ASSISTANT COACH

As the administrator of the site, you can set a Team Admin which you can do by clicking the + in the Access column
beside the person’s name. The team admin can then view and manage their team.

Tick the checkbox beside ADMIN and then click Give Access to send the person an email invitation for the team.
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ADMIN

O

Note: Admin is not a Role as the admin person may not be a player. They might be a parent helping administer the
team or a sports coordinator.

5.4 Minimum/Maximum Roles.

Your parent body may require min/max roles to be met per team e.g. a team has a maximum of 12 players, or a
team must have a minimum of one coach.

For information about minimum/maximum roles please visit Sporty Online Support or click here.
o Ateam will appear red if the minimum role requirements are not met, or there are required actions to be

taken to players in the team.
e When the team has met the correct Min/Max roles needed in a team, the team icon will turn green.

5.5 Team Admin ability to update a person’s details.

A team admin can update only specific person details.

From the team modal, click the edit pencil icon beside the record that you want to modify.
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https://support.sportsground.com/hc/en-us/articles/22469247100185-TeamBuilder-2-Blue-Minimum-Maximum-Roles-For-Clubs-and-Schools

The fields that are available for modification will unlock. These are Phone and Registration Email. All other fields will
remain locked. If a person has entered incorrect details that are locked, please contact support@sportsground.com.

Team Name Grade + Add T
Fresh Faced Fast Five
Link for people 1o add themselves Min// Max Roles E'nall Team Suuad Sheet E)(pon Edl[T am Dele1 Team
COPY LINK ()
Barb Dunkin " Female 14/08/2004 o212 bdunkin@gmail.com (=] PLAYER ADMIN +
Jeremy Cameron Vv Male 05/05/2005 02121212111 cameronj@gmail.com =] MAMAGER -+ + & @

For further information, click here.

6. Viewing and managing your online database

This is where you can view and manage all your players details. There is the ability to export your database(s) as a
CSV (excel) file.

SuperCRM is an area available to you to view and manage your database where you can view by individual as well as
viewing by season.

For a quick overview video of SuperCRM, click here.

In SuperCRM you can filter to display a subset of people, such as by year/season, age, grade, or other characteristics.
You can communicate with groups including inviting members back to re-register using the ‘magic link’ method as
explained in section 2.1 View previous season’s database of people and invite them to renew their membership
online.

Comprehensive online support for SuperCRM is available through Sporty Online Support, or click here.

If your login does not have SuperCRM enabled contact support@sportsground.com to have access granted.

6.1 View your full database of players and non-players.

Go to Dashboard and click the Online Registrations tile.

Click the name of the form/database that you wish to manage. This will display the database view.
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https://support.sportsground.com/hc/en-us/articles/22465730209945-TeamBuilder-2-Blue-Team-Management-Access-Control
https://www.youtube.com/watch?v=EW6cXE7az5Y&t=1s
https://support.sportsground.com/hc/en-us/categories/200404637-SuperCRM
mailto:support@sportsground.com

Netball Registration (2024)
ALL v Name hd “

Name Date Registered Payable Paid Balance Notes Person ID Status Email

Aimers, Jim

/02 : 5 ciive = o H i
ey 08/02/2024 14:27 $0.00 5000 $0.00 3854089 Acti N o Z s i
Amery, Rache! -

’ 08/02/2024 14:27 $0.00 0.00 0.00 3854090 Active m =
SP7516400 o » : ' d a
Antz, Howard 08/02/2024 14:27 $0.00 $0.00  $0.00 3854091 Active v EREEERE
SP7516401 ' . e
Benson, Charlotte 08/02/2024 14:27 $0.00 5000 $0.00 3854002 Active v m
SP7516402 ! ) o

The various functions available from the database view are described below:

AL v Neme v “

Status displays a dropdown list which filters the database to only show records with the selected Status.

Sort order lets you display your database ordered by Name or by Reference number. Tip: if you sort your database by
the reference numbers, it will display in date order with most recent records on top.

Name Search lets you search all records within database for an individual name.

Import this lets you import data from a CSV file.

Add New lets you register a new person to that database through a blank input Form. Note that this is similar to
when a person registers through the form displayed to the public, except that the person will not be emailed a copy
of the form if they are added here.

Save All saves any changes you have made to various fields in the summary view (i.e. changing the status of a record,
adding notes against a record). If you exit this page without clicking this button to save your changes, they will be
lost.

Export exports full details of the database to Excel or CSV file.

View displays the database onscreen for you to view.

Name Date Registered Payable Paid Balance Notes Person ID Status Email

19 Updated February 2024



Name is the first & last name of the person registered. Click the name to view their full details. Below the name is
their transaction reference. This is a unique transaction number for each registration record. It is generated
automatically.

Date Registered is the date the person registered or was rolled forward to that season. This cannot be amended.
Payable is the total amount which the person has recorded against their account.

Paid is the amount that has been recorded as paid by the person.

Balance is the outstanding amount owing on the person’s account. This is the difference between what is payable
and what has been paid. You can also record a payment manually (see ‘Record Payment’ below).

Notes lets you make notes against a record. Click the save icon to save changes.
Person ID the unique ID that is specific for that person, and that has all registration and record data attached to it.
Status /ets you set a status for a person, such as ‘Active’ or ‘Inactive’ for your admin purposes.

Email un-tick this to prevent the person being emailed. This means the person will not i) be emailed an invitation back
to re-register, or, ii) be a recipient of the eNewsletter (if this facility is being used).

Q = & §F A o

Magnifying glass icon lets you view and modify the full details of each person registered.

Envelope icon lets you send an individual email to the person that includes a unique link they can click to update their
details and re-register for the next season.

Roll-forward icon lets you roll a record forward to re-register them for the next season on their behalf.

$ (record payment icon) lets you record a manual payment. Enter the amount paid. The payment amount will be
added to the Balance Paid column for that person. Note that you can enter a negative amount (e.g. -15) to reduce the
‘Balance’ amount.

Save icon saves changes made to a record.

Trashcan icon permanently deletes a record (warning: you cannot recover a record after it is deleted).

To delete a registration record, simply click the trashcan button to the right of the persons record.

It is rare to need to delete a record, so please treat this with caution. Examples of occasions when you may wish to
delete a record are if someone is registered twice (e.g. a junior player is registered online separately both by their
mother and by their father, or if someone registers but changes their mind and does not actually join you). When

you click the delete button, you will be presented with a warning message.

If you are sure you wish to delete the registration record, click the ‘OK’ button to confirm. This will permanently
delete the record from your database.
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7. Login and Support

You will be provided with login details to the Sporty site for your club/school.
If you are unsure of your login details, in the first instance please contact your parent organisation personnel.

Click here for help.

7.1 How to login.

At the bottom of the page for your organisation on the right-hand side, there is a link Admin Login. Click this to
display the login screen.

Enter your Username and Password.

Log in

[ | Bemember Me Forgot Password?

Log in
f Log in with Facebook

By logging in, you agree to our Terms of Use
and Privacy Policy

No Account> Register Here

If you have forgotten your password, click the Forgot Password? link and a reset email will be emailed to you.

7.2 How to invite additional administrators.

There is the ability to have multiple administrators. Any administrator can invite an additional
administrator for their level of access or below. To find out how, click here.

7.3 Support.

Comprehensive online support is available at http://sportsground.support.com
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https://support.sportsground.com/hc/en-us/articles/218514247-Login-Logout-and-Updating-Password-User-Details
https://support.sportsground.com/hc/en-us/articles/216326007-Invite-Someone-to-Become-an-Administrator-User-Access-Control
http://sportsground.support.com/

Phone support is available for VIP customers at 0800 777 876.

Email support is available at support@sportsground.com.
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