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Registration forms can be set up and sent to  existing as well as new members to  allow them to  'self-register' fo r a season.
Products can be added to  registration forms so payments can be taken online.

NOT E: Yo u must  Edit  t he Nat io nal Regist rat io n f o rm T emplat e  t o  creat e regist rat io n f o rms f o r all Club and
Class Asso ciat io n Regist rat io ns.
 

T o  set  up a Membership Regist rat io n Fo rm, co mplet e  t he f o llo wing st eps:
 

 1. Click on ‘Regist rat io ns'  and then 'Regist rat io n Fo rms’ in the menu along the top on the page.

2. You will then come to  the Registration Forms menu. You will need to  Edit  the "Member to  Association" Nat io nal
Regist rat io n Fo rm t emplat e  f o r Clubs/Class Asso ciat io ns. Click on Edit  to  configure the form.

No t e: Do  No t  Add a New Fo rm



3. You will be presented with the screen where you can configure the National Registration Form for your Organisation.
The 'Set t ings'  tab will be selected. Fill in all fields where necessary on the Settings tab and click Save .

Fo rm Name: The name of the Registration form - this will be locked for the National Registration form Template.

T ype o f  Fo rm: 'Member to  Association' indicates that the form will be registering members to  the Club or Class
Association setting up the form.

Fo rm Enabled: This option will activate or inactivate the online registration form. This is not editable using a National
Registration form template.

Payment  is Co mpulso ry: If you want to  make it compulsory for someone to  purchase a product in order to  complete
registration, tick this box.

Allo w Member t o  Regist er as: You can select the Member Record Types people can register as on this fo rm. If you do not
complete this step, you will no t be able to  activate the form.

Allo w mult iple  regist rat io n (f amily regist rat io n pro cess): If you want to  allow multiple people (Adults & Children) to
register on a single form, select these options.

Regist rat io n Opt io ns: Choose who you want to  allow to  register via the registration form. 

Allow all registrat ions: Anyone can register via this registrat ion form.

Allow new registrat ions if  not  in the nat ional system: Only members who aren't
current ly in the nat ional database can register.

Allow new registrat ions only if  in nat ional system: Only members who are current ly in



the nat ional database can register.

Allow exist ing members only: Only allows members who have their Username and
Password to register again.

Allow new registrat ions only: Doesn't  display the Username and Password login and if
Duplicates are found with this person then the member won't  be allowed to proceed.

Allow new only if  already in the associat ion: This will allow new members but only if
they are already entered into the associat ion database.

4. The next tab is the Fields tab: This tab will allow you to  set what fields or questions display on your registration form.

No t e: Fie lds set  at  St at e  Asso ciat io n level will impact  o n t he f ie lds t hat  are  available  f o r Regist rat io n Fo rms
in a Club level dat abase. Fo r example, if  First  Name is set  as Co mpulso ry in t he St at e  Asso ciat io n level
dat abase, a club will have t o  display t hat  f ie ld as co mpulso ry o n t heir Regist rat io n Fo rm.

 

Hidden: This means the f ield will not  display on the registrat ion form.

Read Only: This means that the f ield cannot be edited by the member but can be viewed.



Editable: Editable means that the f ield will display on the registrat ion form but it  will be an
opt ional f ield.

Compulsory: Compulsory means that the registrat ion form cannot be completed without
this f ield being completed. It  will be marked with a red star on the registrat ion form as a
compulsory f ield.

Add Only (Compulsory): Add Only Compulsory means a member will need to complete
the f ield, but once it  has been Added it  will not  be able to be changed. Generally this f ield is
used for date of  birth, where someone’s date of  birth won’t  change in the manner that
say surname, address, phone number may change over t ime.

5. Layo ut  T ab: The Layout menu will allow you to  configure the order in which your fields will display on your registration
form. To arrange where a field displays on the registration form, click and drag the field and drop it to  move it into  a position
on the form. It will save automatically.

The layout menu will also  allow you to  add a text or header block on your registration form. You will be able to :

Add Header Block: This enables you to add a label for a group of  f ields on the
registrat ion form.

Add Text  Block: This is where you can add a descript ion of  a group of  f ields on a
registrat ion form.

Edit  the Display Rules of  a Field: For any f ields that you have added to a registrat ion
form, you can set up rules determining who they display for. For example, you could set a
rule that would only allow the 'Parent/Guardian' f ield to display for people who are under
18 (based on the DOB they enter).

Edit ing Header/Text  Block: You can edit  the the details in a header/text  block that you
have added. 

The screen below is what the set up for a Heading Block or Text Block will look like. Enter in a label fo r the block and then
enter in the ‘Block Content’ fo r what you want to  display on your registration form.



6. Pro duct s T ab: The Products tab will allow you to  link previously set up products to  your registration form. Any products
that you tick in the ‘Active’ co lumn highlighted below will display on your registration form.

Making a Pro duct  Mandat o ry: On this screen, you can also  choose to  make a product mandatory on your registration
form. To make a product mandatory tick the box for the specific product that you’d like to  make mandatory.



 

Pro duct  Sequence: The Product Sequence co lumn will allow you to  order how your Products display on your registration
form. It will o rder your products numerically. If you don't wish to  sequence/order your products, simply leave them blank. 

7. Messages: The Messages section allows you to  add in Messaging on your Registration form. There is pre-set text on all
Sections o f the National Registration form. The Messaging the Clubs & Class Associations can configure is the Terms &
Conditions found under the Full Information tab. A Club or Class Association can insert their own Terms & Conditions and
include an "I agree to  the above Terms & Conditions" mandatory checkbox. Save the changes made to  the registration form
by clicking the green Save button at the top or bottom of the screen. 



8. View t he regist rat io n f o rm: Click on 'Regist rat io n Fo rms’. You will then be able to  view the registration form you
have edited. To make the registration form available to  your members, simply copy the URL and distribute/create links as
required.



Fo r f urt her assist ance please co nt act  Online Services:  

onlineservices@yachting.org.au  

02 8424 7400
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