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How to Set Up and Manage 
FIELDS & FORMS 

 
This guide has been designed to assist you in the process for seAng up FIELDS & FORMS on 
the CRNZ Club Membership & Paddler Portal.  
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There is further informaCon how to manage each of the following features and funcCons in 
the Club Administrator Support Guide or on the Support Page on CRNZ website. 
 
If unsure, if you have any quesCons or if you require assistance, please contact us at 
membership@crnz.org  
 
 
 
 
 
 
 
 
  

mailto:membership@crnz.org
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Fields Management & Forms 

 
CRNZ Club Membership & Paddler Portal provides the funcConality to ask quesCons and 
capture addiConal informaCon and data from your members either as part of purchasing a 
membership, entering an event or simply as an extra form on their profile that they can 
complete at any Cme. 
 
The first step is to create a ‘Form’. Within this form you will create ‘Fields’.  These fields are 
the quesCons you will ask or the extra data you want from your members.  
 
These ‘Fields’ can be added to specific memberships, specific events and products. This 
means that when someone selects to purchase that membership from your club, they will 
be asked to complete the fields prior to conCnuing with the purchase. 
 
You can set these fields to mandatory or opConal as you see fit. You can also set them so 
they are hidden from the member, can be seen but not edited by the member or so that 
they are both seen and can be edited by the member. 
  
Different instances where you might use these seAngs is where you have Life Members and 
you want your members to see that they have been listed as a Life Member but not be able 
to change that themselves. 
 
You might also have a requirement that all of your members complete a parCcular task or 
demonstrate a level of proficiency etc before they are accepted in parCcular events, in which 
case you might make fields that are hidden from their view, that will enable you to update 
their profile and even restrict their purchase to an event or membership based on the 
answer to this quesCon (i.e. a Purchase RestricCon rule that is “Member Field <200m swim> 
is equal to <yes>” this means that any member with a “no” in this area can neither see nor 
purchase that membership). 
 
While there is no limit to the number of forms nor fields (quesCons) that you can set up for 
your Club, it is always a good idea to be mindful of the end user experience; what it will be 
like for your members when they click in their profile or when they complete their 
Membership Purchase. 
 
If you have club Terms and CondiCons that members need to agree to at the Cme they 
purchase their membership, you can uClise this funcConality to create these and have a 
mandatory Cckbox they must check Cck to be able to progress with purchasing the 
membership. While there is no limit to the number of forms nor fields (quesCons) that you 
can set up for your club, it is always a good idea to be mindful of the end user experience; 
what it will be like for your members when they click in their profile or when they complete 
their membership purchase. 
 
If your club has the pro version clubs can add fields and forms into the membership journey. 
If your club has the essenCal package, clubs will only be able add the fields and forms into 
the member profile secCon 
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MEMBERSHIP JOURNEY VS EVENT TICKET JOURNEY 

 
It is important to ensure you set your forms up in the correct area 
based on where you want these fields to be used. For all 
forms/fields that you want on the member profile and available 
for selecCon as part of the Membership purchase Journey, ensure 
that you select the Member Overview area of field management 
to create/edit your forms.  
 
If you want your forms to be available to add onto the event Ccket purchase journey, ensure 
that you create/edit your forms under the Event 
Booking Overview area of field management. 
 
Event Master Overview is for forms that are that will show up in the event.  
 
SET UP 
From the menu, locate and click on the ‘Field Management Club’ Tile.  
 
The first thing is to select ‘Add New Form’ from the top lec of the screen. 

 
For Member Overview forms - You will then need to give your form a name. This form will 
appear on the member profile when they click on ‘Member Details’ from within the ‘My 
Profile’ are so keep this in mind when considering the naming. 
 
For each club/organisaCon that an individual is a part of, 
they will see all forms that have been set up by them on 
their personal profile. As noted above, to access these 
forms, they will click on ‘Member Details’ within their 
‘Member Profile’. They simply click on the club name to 
see the forms they have. If you choose not to add the 
fields to the membership purchase journey, this is the 
only area that the forms and their fields will appear. 
 
Add fields to your form. This is the data you are wanCng to collect from members or enter 
into their profile for the clubs informaCon. Click on ‘Add Field’. You will see that ‘Label Text’ 
is already highlighted. This is the quesCon field. The answer type will also be pre-set to 
‘Short Answer’. It is important not to type your quesCon/field in unCl you have selected your 
answer type as changing the answer type will result in the removal of any text in this area. 
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There are nine (9) possible answer types: 
 
Short Answer  

• This is a free text field that allows the member to enter anything they like in a small 
space. 

Paragraph 
• This is the same as the short answer however it provides larger area for longer 

answers. 
Numeric Answer  

• This provides the member with a field that they can only answer numbers into. 
Checkboxes  

• Your club defines the answers available and the member chooses as many as they 
want. 

MulCple Choice  
• Your club defines the answers available and the member can choose only one of 

these. 
Dropdown 

• Similar to the mulCple choice in that the club defines the available answers however 
the member will select their choice from a dropdown box (max 1 answer per 
dropdown).  

Date  
• Presents the user with a date picker tool (calendar). Only a date can be entered in 

here. 
Tickbox 

• This is a single Cckbox that is presented to the member. Ideal for Terms and 
CondiCons (i.e. I have read and agree to the club Terms of Membership as provided 
for on the club website. 

Yes/No 
• This is the same as the dropdown, however it is prepopulated with Yes and No. 

 
All answer types provide you with the ability to enter informaCon into a 
‘Tool Tips’ space. This informaCon will appear when a member clicks on the 
small speech bubble next to the field. 
  
All answer types provide you with the ability to enter informaCon into a ‘Tool 
Tips’ space. This informaCon will appear when a member clicks on the small 
speech bubble  next to the field. 
 
To add available answers on the quesCons types that 
allow it, click on ‘Add OpCon’ and type in the answer. 
ConCnue this unCl you have entered all answers to be 
made available on that parCcular field. To make a field 
mandatory as part of the form, click on the toggle switch to the right of ‘Required’.  
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CONDITIONAL LOGIC 

 
CondiConal logic is the ability to set condiCons on the fields so that they only appear if the 
answer to a previous quesCon meets a condiCon i.e. If member answers YES to “do you have 
a medical condiCon” then SHOW “please provide details”. This way only fields that are 
relevant will be displayed. You can add condiConal logic to exisCng forms and fields as well 
as new ones. 
 
Click on the SeAngs Cog for any field and a side panel 
will open up. Click on the “Rules” tab. 
 
To enable the selecCon of fields for the logic, you will have to save 
the form if you have added any new fields. Only acer saving will the 
fields be available in the logic area. Click on the “+” bumon and select 
+ Add CondiCon. You will then see a select a field box. Click on this to 
see quesCons in your form. Select the relevant quesCon. 
 
The opCons that you see will depend on the quesCon type for 
the field you have selected. If it a mulC selecCon, you will be able to select 
from; Equal, Not Equal, Begins, Ends, Contains. In the next field you will be 
able to select from the answers that you have available for that quesCon. 
 
Make you selecCon and click DONE at the top right of the panel to save this condiCon. 
 
When you have condiCons on a field, a small icon will appear in the upper right 
corner of that field on the form. 
 
If you have condiConal logic set up on fields that you want to use 
in the membership journey, you will need to ensure that you add 
all of the possible fields that will need to be answered as part of 
the journey.  
 
You can also set “Tool Tip” and “Watermark Text” on your fields. Tool Tip is what will appear 
if a member clicks the limle blue speech bubble. This should be used to provide them with 
informaCon on what this field is, is used for or where they can find the informaCon they 
need to complete the field. Watermark Text is for fields that are free text and is used as a 
form of prompt for example in a Medical CondiCons field that is free text, you might enter 
“Diabetes, Epilepsy, Sickle cell disease, Asthma etc.” so that members know to type what 
they have in this area. 
 
PRE-SET “ADDITIONAL REQUIREMENTS”: There are some AddiConal Requirements that are 
already being pushed down to members as part of the Journey. To view these visit the 
membership profile in Membership Management.  
The fields collected are; Paddling Disciplines, AcCviCes and Interests, Member InformaCon, 
Coaching InformaCon, OfficiaCng and Volunteering InformaCon, Para Canoe and Emergency 
Contact. There is a DeclaraCon for members to agree to.  
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DISPLAY 

 
To understand the display of the forms and fields you have set up, below is an image 
showing what the Clubs forms look like when a member is in their profile, under “Member 
Details”. 
 
Where you do not elect to have the fields as part of the Membership Purchase Journey (Pro 
version Only), the image below on the lec is the only place that the Forms will appear.  
 
Members will need to be directed to this area to complete the fields. 
 
Where you have selected certain fields to form part of the Membership Purchase Journey by 
adding them into the AddiConal Requirements as part of the Membership Setup process, 
they will appear as shown in the image below to the right, acer the member selects the 
parCcular membership with those fields amached. 
 
Contact membership@crnz.org for informaCon on how to add fields to the Membership 
Purchase Journey. 
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VIEWING/UPDATING FIELDS 

 
To view and/or update the fields on any of your members pro- files, 
from the menu, locate and click on the ‘Club Members’ Tile. When the 
page loads you will be presented with all of your club members. You 
can click on any of the infographic circles to filter your members or use 
the search funcCon. 
 
When you have located the 
Member you are acer, click on 
their Cle. 
 
From the tabs on the lec-hand 
side, select ‘More About Me’ 
then select your club from the 
Cles at the top of the new page. 
 
You will then see all forms that 
you have setup at your club. Click 
on the relevant form to view the 
details. 
 
From here you can edit any of the fields that you have set up. You cannot change the 
seAngs of the fields though. For example, if you wanted to make the Life Member field 
hidden to members, you would need to go back through the steps outlined in the above 
setup to view the form and edit the seAngs. 
 
Be sure to click ‘Save’ when you have finished making your change 
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EVENT FORMS 

 
Fields and forms can be added to the Event RegistraCon Journey in the same way they are 
added for the membership profile. 
 
If you have the event as an Open event - Any person can register for that event (not just club 
members). This means you will most likely need to collect addiConal informaCon about the 
parCcipants.  
 
If you want to collect addiConal informaCon about the parCcipant such as medical, disability, 
consent informaCon etc you will need to add it to the forms.  
 
Create a form and add fields that you 
want to ask and save the form.  
 
You can add the form in two places in 
the event.  

1) To the event set up – This 
informaCon will be for the 
person who is adding the event 
(ie an event manager)  

2) To the event Ccket – Event 
ParCcipants will have to 
complete the fields when they 
add the Ccket.  

 
Below is an example of a form that is amached to the event Ccket. 

 


