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Supplemental Forms 

Automatic Email Reminders 
Previously, agency users could only set a single date on which to automatically send email reminders 
to participants who failed to submit the required forms (if additional reminders were required, then 
agency users had to manually change the date for each reminder). 

Now, agency users can schedule reminders to be sent on multiple dates by checking the Admin Site 
> Home > a season > Setup > Registration forms > Participant photo and supplemental forms 
section > Automatic email reminders checkbox and then selecting up to three additional dates: 
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Note:  

• Duplicate dates are allowed. 
• Users can set the dates in a random order, but the reminder emails will be sent in 

chronological order, for example, setting:  
 Required: 03/30/2020 
 Optional: 04/22/2020 
 Optional: 03/23/2020 



 Submission & Response Process 1.0 
 

 

 

Page 5 
 
 

 

 Optional: 05/30/2020 
will send reminders on 3/23, 3/30, 4/22 and 5/30. 

Once the dates are set, a reminder email will be sent on each scheduled date to the most recent 
recipient list (if duplicated dates are set, then only a single email reminder will be sent on the 
duplicated date). 

Submission After Due Date 
Previously, consumers could upload a supplemental form even after its due date via the Customer 
Online Account Page (but could not submit an overdue follow-up form).  

Now, agency users can control whether to allow late submissions by setting the Admin Site > Home 
> a season > Setup > Registration forms > Participant photo and supplemental forms section > 
Supplemental forms > Add a new form/Edit an existing form > Allow participants to submit this 
item after the due date checkbox (unchecked by default): 

 

When this checkbox is unchecked, the Customer Online Account > UPLOAD FORM (or FILL OUT 
FORM) button for the form will be disabled after the due date so that consumers can no longer 
submit the form: 
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If agency users check the Admin Site > Allow participants to submit this item after the due date 
checkbox, then consumers can upload (or submit) the form after its due date by clicking the 
Customer Online Account Page > required form > UPLOAD FORM (or FILL OUT FORM) button. 

Note: for existing seasons that already have supplemental forms set up, if the agency wishes to 
allow their consumers to submit the forms after the due date, then they must go to the season 
setup and check this checkbox for each form: 



 Submission & Response Process 1.0 
 

 

 

Page 7 
 
 

 

 



 Submission & Response Process 1.0 
 

 

 

Page 8 
 
 

 

 

Automated Group Assignment 
The following enhancements to the automated group assignment feature (Admin Site > Home > a 
season > Group assignment tab) have been implemented: 

• Previously, agency users could only export a group type’s group assignment report by group 
(required group type > Export button > by group). Now, they can also export the report by 
sub-group: 
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• Previously, if group-level Gender, Age restriction or Grade restriction were configured 
(required group > Setup link), then these restrictions applied to all sub-groups (required 
group > Edit link) and could not be overridden. Also, if the Gender, Grade or Age restrictions 
were configured at the sub-group level, then they were disabled and could not be edited at 
the group level. Now, agency users can edit sub-group restrictions regardless of the group-
level restrictions, and vice versa. 
 Editing group-level or sub-group restrictions will remove all previously assigned 

participants from their assigned groups/sub-groups. 
 Changes to group-level restrictions apply to both the Online Registration Site group 

selection and Admin Site group assignment workflows. 
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 Changes to sub-group restrictions do not affect the Online Registration Site group 
selection workflow, but only apply to the Admin Site group assignment workflow. 

Indirect Sales Tax 
For agencies that are not tax exempt and have configured their processing fees to be absorbed by 
their customers, an indirect sales tax is charged on orders that have processing fees. In the following 
Admin Site workflows, fields that include processing fees now correctly include indirect sales taxes 
passed on to customers: 

• Session overview: 
 Session dashboard > Revenue section > Total 
 Session dashboard > Registrations section > Balance 
 Session dashboard > Registrations section > a registrant > Season balance 
 Session dashboard > Registrations section > a registrant > Registrations and 

attendance section > Balance 
• Family view: 

 Order history section > Total/Amount paid/Balance 
 Order history section > an order > Balance/Remaining balance/Processing fee/Amount 

paid/Total 
 Order history section > an order > View transactions > Processing fee/Additional 

processing fee/Total 
 Order history section > an order > View transactions > Adjust payment popup 

• Front-Desk-Registration (FDR) workflow: 
 Review order and check out page > Total/Custom amount alert message 
 Order details page > Balance/Remaining balance/Processing fee/Amount paid/Total 
 Make a payment page > Processing fee/Recommended payment amount 
 Make a payment page > Manage allocation popup > Total price/Balance 
 Edit purchase Change registration page > Amount paid/Remaining balance/Total 
 Edit purchase Pending changes page > Processing fee credit/Original order 

balance/Pending changes/Additional Processing fee/Updated order balance/Total 
amount due 

 Edit purchase Pending changes page > View order popup 
 Edit purchase order details page > Balance/Remaining balance/Processing fee/Amount 

paid/Total 
• Membership purchase workflow: 
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 Membership purchase Order summary page > View order popup 
 Cancel membership page 
 Order of a membership purchase > Current state of this order > Total 
 Membership order payment workflow 
 Membership auto-renewal workflow 

• Canceling order workflow 
 Cancel registration page > Total / Amount paid / Remaining balance 
 Cancel registration Pending changes page > Original order balance / Updated order 

balance 
 Cancel registration Pending changes page > View order popup 
 Canceled-order details page > Total/Amount paid 

• Transferring order workflow: 
 Transfer to another session page > Total/Amount paid/Remaining balance 
 Transfer registration Pending changes page > Processing fee credit/Original order 

balance/Pending changes/Additional Processing fee/Updated order balance/Total 
amount due  

 Transfer registration Pending changes page > View order popup > Processing 
fee/Total/Balance 

 Order details page > Balance/Remaining balance/Processing fee/Amount paid/Total 
• Applying (or removing) discount/coupon workflow: 

 Apply (or remove) discount/coupon Pending changes page > Original order 
balance/Updated order balance/Total amount due 

 Apply (or remove) discount/coupon Pending changes page > View order popup 
 Apply (or remove) discount/coupon order details page > Balance/Remaining 

balance/Processing fee/Amount paid/Total 
• Email workflow: 

 Email Subject/Design phase > {Family balance}/{Registration balance}/{Season 
balance} merge fields 

• Season-level reports: 
 Check-In report > Reg Balance/Total 
 Registration form report > Balance 
 Participant attendance report > Balance 
 Custom reports > Balance/Paid/Sold/Active fee paid by registrant 
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Miscellaneous Enhancements 
 
In the Admin Site, when agency users process a refund (such as canceling an order, refunding a 
credit balance, transferring a registration or canceling a membership package), if the agency has 
exceeded their refund limit, then an error message is displayed with a link to the new Refund Limit 
help article: 

 

Now, when agency users add a payment plan to an existing FDR order (by clicking the order details 
page > Add payment plan link), if the Do not enroll this customer in automatic payments checkbox 
is checked, then the Payment information and Payer information sections are hidden so that the 
order can be completed without entering credit card or other payment information: 
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© 2016 ACTIVE Network, LLC, and/or its affiliates and licensors. All rights reserved. No part of this publication 
may be reproduced, transmitted, transcribed, stored in a retrieval system, or translated into any computer 
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otherwise, without prior written permission. You have limited permission to make hard copy or other 
reproductions of any machine-readable documentation for your own use, provided that each such reproduction 
shall carry this copyright notice. No other rights under copyright are granted without prior written permission. 
The document is not intended for production and is furnished “as is” without warranty of any kind. All warranties 
on this document are hereby disclaimed including the warranties of merchantability and fitness for a particular 
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About ACTIVE Network, LLC 
ACTIVE Network, LLC is a technology and media company that helps millions of people find and register for 
things to do and helps organizations increase participation in their activities and events.  
 
For more information about ACTIVE Network, LLC products and services, please visit ACTIVEnetwork.com.  
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717 North Harwood Street 
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