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Special Olympics Clubs | Getting Started with Sporty SuperCRM 

Introduction 

This Guide aims to support Clubs to get started with the basic Sporty SuperCRM functionality that 
will support their operations.  

As you grow your use of Sporty, there will be other functionality that you may wish to utilise. There 
are comprehensive guides & instructions within the Sporty platform to support this. In addition 
and as we increase the use of Sporty within and across Special Olympics, we will continue to 
share and guide on how you can be best utilise its different features. 
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1. SONZ Summary 
• Sporty holds all our information on athletes and volunteers. Sporty shares the athlete 

information with GMS, so it is important that Sporty has the most up to date information. 
• All athlete and volunteer information is stored within each Club’s SuperCRM in Sporty 

(i.e. Southland, Mid-Canterbury, Kapiti etc).  
• SONZ has visibility of the national database; Clubs have visibility of their respective 

athlete/volunteer databases. 
• All athlete and volunteer information has been transferred from GMS. If there is 

information missing, we want to work together to fill in this information. Clubs are able 
to update and edit most of this information directly in Sporty.  

• Athletes’ medical expiry dates are visible, but the PDF of the Medical Certificates were 
unable to be transferred out of GMS. 

• Clubs can choose to upload medical certificates to their athletes’ profiles or wait until a 
renewal is needed. 

• Any athletes who have renewed their Medical through the new Sporty registrations has 
the PDF of their Medical Certificate visible to Clubs in the CRM. 

https://support.sportsground.com/hc/en-us
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2. CRM Access - Logging in  
• Clubs are each entitled to 2 x logins to utilise the CRM functionality of Sporty 
• (Note – Clubs are able to allocate other users with fewer permissions which we can 

support with in due course) 
• To login, you will be provided the URL to their Sporty site and your login details 
• Note: this site can be created into a club website in the future, if this is something clubs 

wish to pursue 
• The login button is on the bottom right corner of the page 

 

First To-Dos 

• Bookmark the Sporty site for easy future access 
• Give login access to your second CRM user if needed, by following these instructions 
• Set the ‘From’ email address to a club contact (e.g. otago@specialolympics.org.nz), so 

that when a form is completed by an athlete/volunteer, the confirmation email appears 
to come from this address, by following these instructions 

 
3. Where Information Lives 

• This Dashboard is like your home screen. The key component you will utilise in the first 
instance is the SuperCRM 

 

  

https://support.sportsground.com/hc/en-us/articles/216326007-Invite-a-new-user-to-have-access-to-your-Sporty-site
https://support.sportsground.com/hc/en-us/articles/217749788-Set-a-reply-email-address-on-a-form
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• When you first click on SuperCRM, a full list of all your members (athletes & volunteers) 
will display  

 

• Click on an individual profile to view that person’s detailed information 

 
• Within each profile is a record of that person’s registrations with SONZ, and over time, 

any communications the Club sends out of Sporty 
• The information gathered via the Registration Form is stored in the ‘Registrations’ tab. 

Click on the green magnifying glass to open up a copy of the form. 

 

 

• Once opened, you can see all the data entered into the Registration Form under the 
various headings. 
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• A volunteer’s Police Vetting expiry date is located here: 
 

 
 

• An Athlete’s Medical expiry date is located here: 

                 

  

4. Editing Details 
• Clubs can add information or edit most athlete/volunteer profile details that need 

updating or are incorrect. 
• The details that clubs cannot edit in a person's profile are first/last names, DoB and 

expiry dates. If changes need to be made to these, please contact your RSC. 
 

5. Filtering 
• Filtering is a key tool within Sporty and is used to bring up specific subsets of 

information. 
• You can filter by a registration form itself (i.e. Athlete Registration Form to bring up your 

athletes) and any piece of information that is gathered within the registration form – i.e. 
gender, participating sport, expiry date etc.  

• Filters can be saved for easy future use – e.g. if you make a filter to bring up all athletes 
who are participating in basketball, you can save and label this ‘Basketball Athletes’ so 
that in future you can just click this filter, rather than create it again. 
 

https://support.sportsground.com/hc/en-us/articles/13066743264025-SuperCRM-Person-Profile#h_01GKEFAZ2AWMMS8BWFP26MP1F0
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Below is an example of ‘How to Filter by Athletes’ which will bring up just your Athletes (not 
Volunteers). To filter by ‘Volunteer,’ follow the same process but select the Volunteer 
Registration Form. 

1. Click on ‘Filters’ in the top left, then select ‘Create New Filter’ when the ‘Add Filter’ box 
appears 

 

 
2. Select the year and the Athlete Registration Form from the Organisation Form drop-

down box.  
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3. Once these are selected, you can either click “Apply” to immediately bring up this data 
set, or first tick ‘Save Filter’ if you want the data set to be saved for future use, under a 
saved name – e.g. “Athletes” 

                                 

 

4. If you click ‘Save,’ the filter will now be visible in your “Saved Filters” and the selected 
filter will be indicated by the green dot. You can then scroll down the screen to the 
‘Apply’ button to bring up the data set again, without having to recreate the filter. 

                          

 

Below is an example of ‘How to Filter Athletes by Sport’ 

1. Click on Filters and select ‘Create New Filter’ 
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2. Select the year and ‘Athlete Registration Form’ from the Organisation Forms drop down 
 

 

 

3. Scroll down to the bottom of the ‘Create New Filter’ box and select ‘Advanced Filter’ 
 

 
 

4. In the Advanced Filter box, select the question ‘Participating Sports’ and then the sport 
you want to filter by 
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5. If this is a filter you want to save for regular use, select ‘Save Filter’ and then Apply. This 
will mean you don’t need to set the parameters each time and can click straight to 
Basketball Athletes (or whatever you choose to name it). 
 

 

 

6. This will bring up all athletes who have ‘Basketball’ listed as a Participating Sport onto 
your Dashboard. 
 

7. You can export this information onto an Excel spreadsheet by clicking ’Export’ at the top 
of the screen. Or you can select ‘Contact’ to email this group. 
 

 
 

6. Display Settings & Exporting Information 
• You can edit what information you want displayed for quick access on the “home 

screen” of your CRM – so that you don’t have to go into each registration to see this 
detail.  For example, you may want to display medical/police vetting expiry dates to be 
able to check these at a glance.  

 

• What you choose to display can be easily changed to see different details as needed. 
• The generic pieces of information (e.g name/email/DoB) are there to be selected 

directly.  
• You can also make custom fields for other pieces of information you may want to display 

(i.e. medical or police vetting expiry date, or participating sport). 
• Information that is displayed on the ‘home screen’ can be exported into an Excel file. For 

example, you may want to filter by ‘Basketball Athletes’ to bring up all your Basketball 
Athletes and then export a file that shows their name and emergency contact details to 
give to the Basketball coach. 
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How to modify your Display Settings & set up custom fields within your Display Settings 

1. Click on Settings in the top right corner 

 

2. Click on Display 

 

This will open the various pieces of information you can choose to display – by ticking or 
unticking on the righthand column under the heading ‘show.’ Under the heading 'order,’ you can 
adjust the order in which the information displays on your home screen. 

 

 

3. To create a custom field, click on one of the Custom Field headings – this allows you to 
display other data that has been provided through a Registration Form. You will need to 
do this form Medical Expiry, Police Vetting Expiry & Sport, for example. 
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4. To create the ‘Medical Expiry’ custom field, select the following and click ‘Apply’. This will 
now be a field you can choose to display. 

 

 

5. To create the ‘Police Vetting Expiry’ custom field, select the following and click ‘Apply.’ 
This will now be a field you can choose to display. 
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6. To create a ‘Sport’ custom field, select the following and click ‘Apply.’ This will now be a 
field you can choose to display. 

 

 

7. Ensure the ‘Show’ box is ticked against your new Custom Field, so that it shows on your 
screen. You can also rearrange the order in which these data fields display. 

 

 

8. Exporting Information 
If you want to Export the information shown on your Display screen (into an Excel file), 
you click on the Export button noted below.  
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7. Police Vetting Processes – Verifying ID 

For a volunteer’s Police Vetting Application to be processed by SONZ, their ID must first be 
sighted by a Club Administrator.   

To identify the volunteers that have submitted a new Police Vetting Application but have not yet 
had their ID verified on the Police Vetting Application, use a SuperCRM filter.  

To Use the Shared Filter  

1. Click ‘Filters’ 
2. Click ‘Find Shared Filter’ then select ‘Requires ID verification’ 
3. Click ‘Apply’ 

 

Or to create a new filter 

1. Select the ‘N/A’ season 
2. Select the form ‘Police Vetting’ 
3. Click ‘Advanced Filter’ 
4. Select ‘ID Verified’ and then click ‘Set’ 
5. Click ‘Save Filter’ and name your filter e.g. ‘Requires ID verification’ 
6. Click ‘Apply’ 

The list of participants that require ID verification will be displayed.   
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To verify a volunteer's ID 

Click on each registrant’s name to open their record, then navigate to the ‘Registrations’ tab to 
view their Police Vetting Application.  

 

Click the ‘view’ icon, displayed by a magnifying glass, to open the registration record. Verify the 
details entered are consistent with the physical ID that has been provided, then check the ‘ID 
verified’ option to confirm the verification. 

 

Then click ‘Submit’ to complete the ID verification process. This will result in the person 
disappearing from your filtered list of people that require ID verification. 

SONZ will monitor volunteers that have their ID verified and are ready for their application to be 
processed by NZ Police and will update the Police Vetting Declaration when the application has 
been submitted.  Upon receiving police vetting approval, SONZ will update the Police Vetting 
Expiry Date on the volunteer’s registration form. When the expiry date has been updated on the 
registration form, the person will be removed from the filtered results. 

8. Communicating out of Sporty 
• Clubs can easily communicate out of Sporty – to individuals or groups. All 

communications sent out of Sporty are recorded in each recipient’s profile, so can be 
helpful for future reference. 

• You can set an email signature that will appear on all emails you send from the 
SuperCRM – instructions here 

https://support.sportsground.com/hc/en-us/articles/4406339301133-Creating-an-Email-Signature-SuperCRM
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• You can communicate to your whole membership at once, or filter by a certain group to 
communicate just to them – e.g. all volunteers, or all basketballers, or all NSG 2025 
participants.  

• Once you have applied your filter to bring up the group you want to contact, click on the 
“Contact” button in the top right corner  
 

 
• This will offer a range of communication options that will be sent to everyone in the 

selected group. 
 

 
 
 

• Sporty has detailed how to instructions on this here  

8.a. Contact Athletes with an empty or soon expiring Medical  

Filtering to Monitor Athlete Medicals 

Clubs can run a filter in SuperCRM to monitor athletes that have a medical expiry that has 
expired, is soon to expire, or has not been set. Clubs can then send an invitation to the 
athlete/caregiver to complete a new medical declaration.   

To identify the athletes that need to complete a medical declaration in SuperCRM you can 
create a new filter, or modify an existing saved filter. Some filters have been set up as shared 
filters for you to save and modify. 

To generate a filter: 

1. Click Filters 
2. Create a new filter or edit your existing saved filter 
3. Select the Current Season 
4. Select the Athlete Registration Form 
5. Click Advanced Filter 

https://support.sportsground.com/hc/en-us/articles/9671082848921-Sending-an-email-or-eNewsletter-SuperCRM
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6. Select Medical Expiration Date 
7. Set the period you want to report on e.g.: FROM: 1 January TO: 1 July.  Tick on No Date 
8. Click Save Filter and name/re-name your filter e.g.: “Medical Expired, not set or expiring 

in March 2025”.   
9. Click Apply 

A list of the people that meet your filter settings will appear.  

 

After filtering your list as detailed above, Select Contact then Send Invitation to Register, 
select the Medical Declaration form and click Send.    
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8.b. Contact Volunteers with empty or soon expiring Police Vetting  

Filtering to Monitor Police Vetting Expiries 

Clubs can run a filter in SuperCRM to monitor volunteers that have a Police Vetting date that has 
expired, is soon to expire or that has not been set.  Clubs can then send an invitation to the 
volunteer to complete a new Police Vetting Application.  

1. Click Filters 
2. Create a new filter or edit your existing saved filter 
3. Select the Current Season 
4. Select the Volunteer and Unified Partner Registration form 
5. Click Advanced Filter 
6. Select Police Vetting Expiration Date 
7. Set the period you want to report on e.g.: FROM: 1 January TO: 1 July.  Tick No Date 
8. Click Save Filter and name/re-name your filter e.g.: “Police Vetting Expired, not set or 

expiring in March 2025”.   
9. Click Apply 

A list of the people that meet your filter settings will appear.  

After filtering your list as detailed above, Select Contact, then Send Invitation to Register, 
select the Police Vetting Application and then click Send.    

 

9. Adding a medical to an athlete’s profile directly  

As described above, Clubs can send an Athlete/their caregiver a link to upload their medical 
certificate.  

Where this is not possible and Clubs receive the medical certificate directly, they can add this 
to the athlete’s profile following the instructions below. 
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1. Click on the athlete’s profile and then onto the Registrations Tab  

 

 

2. Click on the “Add Registration” button  

 
 

3. Select the Medical Declaration form and then click Add  

 
This will pre-populate the Athlete’s details into the form; you then need to upload the medical 
certificate and select Submit. This will add the Medical to the Athlete’s profile. SONZ will review 
and approve the medical declaration or seek further information. When approved, SONZ will 
update the Athlete Registration form to reflect their new medical declaration expiry date. If 
further information is required, SONZ will follow up with the Club/athlete. 

10.  Adding a Tag 

Adding a Tag can be a helpful way to group people by information that is not recorded on their 
Registration Form. For example, you could create an NSG 2025 Tag and add this to everyone 
participating in NSG 2025. This would allow you to filter by this Tag – i.e. just bring up the people 
who the Tag applies to.  

To create and use Tags, follow these instructions. 

https://support.sportsground.com/hc/en-us/articles/18276798861209-SuperCRM-Tags
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11.  Metrics 

By clicking on this button at the top of your screen, you will get a summary of the statistics and 
demographics of your membership – numbers, age/gender/ethnicity breakdowns etc. 

 

 

12. Getting Started Checklist 

To get started, it is recommended that your work through this Checklist (with support from your 
RSC as needed) to get yourselves set up for efficient use of your CRM and familiar with where 
key information is accessed. 

Action Done 
1. Set up your Club’s second CRM User if applicable  
2. Add email signature  
3. Update “From” email address  
4. Set up an Athletes filter  
5. Set up a Volunteers filter  
6. Set up a Custom Display Field – Medical Expiry Date  
7. Set up a Custom Display Field – Police Vetting Expiry Date  
8. Set up a Custom Display Field – Sport  
9. Familiarise with modifying Display Settings to present the information you 

want on your ‘home screen’ 
 

10. Set up sport-specific filters as appropriate  
11. Familiarise with location to “verify ID” within the Police Vetting Registration  
 

 

 

 


