How do | collect club contacts
through a club affiliation form?

03/06/2025 3:40 pm AEST

Overview

As an Association administrator collecting registrations for clubs affiliating to your organisation, you can choose to
add a Club Contacts section to your form, which displays a pre-determined set of fields for clubs to complete on the
registration form to nominate key contacts to be stored in the system. If you approve their affiliation registration,
this contact information will then display in their club database under My Organisation > Contacts, and can be
used to set up notification triggers to their email address.

Step-by-Step
Step 1: Go to your Registration Forms list

First, head to your registration form list by selectingRegistrations > REGISTRATION FORMS in the left-hand menu
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Step 2: Create/Edit a Club Affiliation Form

If you already have a Club to Associationform, click EDIT next to that form


https://support.mygameday.app/help/how-do-i-approve-or-reject-pending-clubs
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New Registration Form (#117750) Inactive  Member to Association Association No dates set View Edit
New Registration Form (#117856) Inactive  Member to Association Association No dates set View Edit
Team Registrations (#116968) Team to Association Association 1Feb 2025 - 310ct 2025 View Edit
t Silverwood Sports Team Registration (#117062) =T  ream tossociation Association No dates set View Edit
Team Player Registration Form (#116733) Member to Team Association No dates set View Edit

&4 - Club Affiliation Form (#118477) Club to Association Association 1May 2025 - 30 Sep 2026 View

Otherwise, click the ADD NEW FORM button at the top of the page, then choose Club Affiliating to an Association
as the Form Type

5 GAMEDAY 5 a o i O00an Q
Registration Forms » Add New Form » Settings

> Registration Form (New)

- Fields Form Name: New Registration Form

- Layout Type of Form: O Member registering to an Association
O Member registering to a Club

O Member registering to a Team

O Member registering to a Course

O Member registering to an Event

®
88
&
p= Products O Team registering to an Association
4
(=X

v Conditional Fields

O Association registering to Region/
- Conditional Products @ Club affiliating to an Association

Messages Form Status @ ‘ Active v ‘
Bz - Notifications Registration Date Range @ ‘ ‘
N Registration end date @ ‘ ‘
D
& @]

Payment is Compulsory @ o

Registration Options: ‘ Allow all registrations v ‘

IO

Primary colour @ P—

Step 3: Open the Fields list

Click the FIELDS tab in the left-hand menu to open the field list for this form
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Step 4: Enable the Club Contacts option

Find the CLUB CONTACTS option, then set the display status to either Editable (making it optional for clubs to
complete) or Compulsory (making it mandatory for clubs to complete)
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Step 5: Save the form

Finish creating the form, then click SAVE to finalise the form
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o Choose who should receive the automatic email notifications triggered by incoming registrations.

Please note, only email addresses added to the Organisation Contacts section with the relevant ‘Functional Responsibilities’ assigned will receive these notifications
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The Club Contacts option will then appear at the beginning of the form and allow clubs to nominate their contacts:
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The Club Contacts information will then appear in the club's Passport database under My Organisation > Contacts
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