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How to Update or Add Custom Questions 
 
This document will show the process of how to create and edit custom questions on the 
registration form. 
 

1. Go to the Customization folder on the left side of the screen. 
 

 
 

2. Click QUESTIONS tab. 
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3. This page displays the list of default questions that appears on all registration forms.  

They are mandatory for all participants to answer in order to register. 
 

 
 
4. To create a new question click CREATE NEW QUESTION located near the top of the 

page. 
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5. A pop-up box Wizard will appear, the first page provides basic instructions on creating a 
question.  Once this is read, click NEXT. 
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6. This page provides the answer style options to choose from, where to display the 

question, and the layout of the question.   
The answer style options available are the following: 

A. Short Answer – participant fills in the blank 
B. Long Answer – participant fills in the blank 
C. Cost Answer – participant enters in a dollar amount 
D. Date Answer – display in date format 
E. Time Answer – display in time format 
F. Single Choice Pull-down Menu Answer – participant selects one of the answer 

options available in the pull-down menu 
G. Single Choice Radio Buttons Answer – participant selects one of the answer 

options displayed 
H. Multiple Choice Answer – participant selects all that apply 

 

 
 

7. For this example create a question to collect T-shirt sizes from participants, using single 
choice radio buttons; click NEXT. 
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8. This next page is where the following things are entered and selected: 

A. What is the question? 
B. Hint (helps registrants answer the question) it is displayed italicized in 

parenthesis.  Including a hint is optional. 
C. Additional help text (optional) 
D. Select if it is mandatory to answer. 

 

 

 

9. Click NEXT. 
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10. This page is to specify quantity.  This is used if merchandise is for sale and participants 
can purchase one or more items.  If so, then select the check mark box. 

 

  
 
11. Click NEXT. 
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12. This page is where the answer options will be entered.  Enter in the answer option 

available in the ‘Answer Option’ text box.  Click ADD after each answer is entered.  The 
answer options will appear to the right in the ‘Answer Options’ box. 
Note: If items are for sale, enter the price in the answer price box for each answer. 

 

 
 
13. Once all the answer options are entered, click NEXT. 
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14. This page provides the opportunity to change the export values that appear in a 
spreadsheet when downloading reports.  This page is optional to edit. 

 

 
 
15. Click NEXT. 
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16. This final page of the pop-up wizard is associating this question to specific categories.  If 

the question is asked to all registrants select ‘ALL CATEGORIES’ if not then select which 
categories to associate. 

 

 
 
13. Click FINISH. 
14. This question has been created.  Click OK. 
 

 
 
15. Scroll to the bottom of the page, and this question that was just created will appear here. 
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16. To view how this question will appear on the registration form; scroll to the top of the 

page and under ‘Preview Registration Forms’ select a category from the drop down 
menu. 

 

  
 
17. The order of how the questions will appear can be changed.  Click ORDER 

QUESTIONS AND DIVIDERS button and arrange the questions accordingly. 
18. To edit a question, click EDIT right next to the question. 
 

 
 
19. A pop-up wizard will appear to walk through the process of editing the question selected.  

Edit the question as necessary. 
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20. To delete a question, click DELETE right next to the question. 
 

 
 
21. Click OK to delete. 
 

 
 
 
 
 
 


