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New features

Custom registration forms

To collect participant’s information when registering for a lesson, agency users (with the account owner, limited staff
or system manager role) can now Create and customize registration forms in the Setup > Registration forms tab:

A Reserve Sattvic Retreats ® e Hi, -
® Finance Registration forms
E] Reports -

Folders Active (2) Archived (1)

Q} Setup a

Availability schedules

(8] Copy B Archive Q
Complexes
Discounts Form name Applied to Created by Date created -
Coupons

Form1002 Qil painting Anila Green 11/8/2022

Reservation types

Style & appearance English Lessons Anila Green 11/3/2022

Registration forms I

Waivers
Organization settings

User administration

Create a registration form

To create a new registration form, in the Registration forms tab:

1. Click the Create button.
2. Enter a unique Form name and click Next:

Create form

Form name * 0/255

3. Inthe Digital Form Builder > FORM DESIGN step, drag-and-drop fields as required from the Fields tab to the
form:

Note: You do NOT need to create questions to collect mandatory information, e.g., participants’
name or date of birth. For a list of mandatory information that will be collected in registration steps
prior to this Registration form, see Appendix: Mandatory information in the registration flow.




Digital Form Builder  Formi002 #  Version Updated on Nov 9, 2022 1342 .

FORM DESIGN PREVIEW & TEST @ swovsid “

The following fields will be included on every registration form and do ot require creation on this page: Participant Name, Date of Birth, Email. and Phone Number. More details

Fields Properties
Q
Short answe

Generic fields -

B Short answer &) Long answer "

= Multiple selection ® single selection

& o ® e

“

= Tem N~ Signatre

@ Adaress e

4. To edit a question’s properties, click the question field and then configure its properties in the Properties

tab:

Digital Form Builder  Fomi002 s Version Updated on Nov 9, 2022 1342 «

FORM DESIGN PREVIEW & TEST @ sovond “

The following fields will be included on every registration form and do not require creation on this page: Participant Name, Date of Birth, Email, and Phone Number. More details

Fields Properties
Long answer Du
Short answer
General ~
/01
Question/ Label
Long answer
Long answer
Help text
%
Required field

5. After configuring all the questions, click Next.
6. Inthe PREVIEW & TEST step, preview the form in desktop (=), tablet () or mobile phone (B) modes and

test the form by clicking Submit:



Digital Form Builder Form1002 »#  Version:1Updated on Nov 9, 2022 13:42

FORM DESIGN PREVIEW & TEST

Short answer

Long answer

Date

Time

00:00:0000

iew
Viewas | admin

®o0o

7. To save the form, click Publish.

Agency users can also create a registration form by selecting an existing form and clicking Copy.

Apply a registration form to a lesson

To apply a registration form to a lesson, on the Lessons > Create a lesson or edit (/.) a lesson page, search for a
form by clicking the Registration form > © icon and then select a form (only published forms can be selected to

collect the consumer’s information):

Lessons > Create a lesson

Create a lesson

Lesson name *

W\\\‘\“f\\“‘“M\ \H‘*“\\f\ R

Registration form @)
Display status * Online
Description
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Welcome to ACTIVE Reservel Click he:

Registration form

Description

Registration close date *

Display status *

Select form
Current time zone: US/Pacific
Q, Search by form
MM/DDIYYYY
FORM NAME

Registration will close at 11:.59 |
) English Lessons

© No restrictions .
) Form1002

Age on the selected lessc

Online

To change the registration form, click Edit.

Registration close date * MM/DDYYYY

Reglstration will close at 11:59 PM on this day

Age” o Mo restrictions
to

Age on the selected lesson date

Registration form Reqistration form1 x /" Edit

Display status * Online

Consumers complete a registration form

For a lesson configured with a registration form, on the registration page, consumers can complete the form:

Registration information

Complete the following information to register

o ®

Accountinformation  Who is attending? Registration forms

Student information

Short answer

Long answer

Multiple selection

[] choiceA
] cnoice B

[ 1 choicec




View registration form answers

Agency users can view/edit the registration form answers for a lesson registration by clicking the Calendar > Lesson

view > a registration > B icon:

Today < > October, 2022 v Month ~ Select lessons
2023 Dancing Club
Sun Mon Tue Wed Thu Fri Sat
Oct 1
2 3 4 5 6 - -
10/14/2022 - 10/14/2022 i
2:00 PM - 4:00 PM
Lesson name 2023 Dancing Club
Participant
Phone number 0000000000
9 10 1 12 13
Email
instructor Jane Doe
Complex  Community Center
Order ID D-0001CC5X
To edit the form answer, click Edit.
Welcome to ACTIVE Reserve! Click he

Sun Mon Tue
Nov 1
6 7 8
13 14 15

20 21 22

Short answer

Test

Long answer

Test

Date

11/15/2022

Time

20:00:0000




Archive/unarchive forms

In the Active folder, to move active forms to the Archived folder (archiving a form will cease to display it in

subsequent registrations), select the forms and click Archive:

Registration forms

Folders Active (2) Archived (1)

LD Copy ﬁ Archive

Form name

Form1002

English Lessons

Applied to

Oil painting

Q
Created by Date created .
Anila Green 1/8/2022
Anila Green 1/3/2022

In the Archived folder, to move archived forms back to the Active folder, select the forms and click Unarchive (you

must re-select these forms in any lessons which previously used them to display the forms again during registration).

Registration forms

Folders Active (2) Archived (1)

B unarchive

Form name

Form1001

Applied to

Created by Date created -

Anila Green 1/7/2022

Appendix: Mandatory information in the registration flow

In the registration flow, the following personal information will be collected in the steps prior to the Registration

form, so you do NOT need to create questions to collect the following mandatory information:

(Required fields are marked *)

AUI CUI
Adult (self-sign up)
*Name *Name
Date of Birth *Date of Birth
Gender

Phone number

*Participant's phone number

*Email *Email
Kid (Less than 18 yrs. old)
*Name *Name
Date of birth *Date of birth
Gender

Phone number

Email

*Guardian's name

*Guardian's name




Guardian's DOB

Guardian's gender

Guardian's Phone number

*Guardian's Phone number

*Guardian's Email

*Guardian's Email

Other Adult
*Name *Name
DOB *DOB
Gender
Phone number *Phone number
*Email *Email

*Guardian's Name

*Guardian's Name

*Guardian's DOB

*Guardian's gender

*Guardian's phone number

*Guardian's phone number

*Guardian's email

*Guardian's email




