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16 Steps

STEP 1

Create a membership or event then select Products
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https://test-admin.assemblesports.xyz/memberships/302739

STEP 2
Click on Add New Product
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STEP 3

To allow bulk registrations to be made in Portal set toggle to Yes

New Product
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STEP 4
Click on Submit

NSV 1 IuUuLL
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STEP 5

When the product is selected confirm that you would like to do a bulk regis-
tration
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https://test-portal.assemblesports.xyz/finder

STEP 6

Click on Add Members to access the bulk add options for members outside
your own group.

Bulk Registration
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STEP 7

Click on Import Members

Add Member

+ Add Single Member | @ Import Members

First Name * Lost Neme

STEP 8

Click on Download Template

Add Member
+ Add Single Member & Import Members

o T T R e T
O o e et 0

d. Dote fisld must be entered DO/MMPYYYY.(Z Download Template

Drop file here or click to uplaad
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STEP 9

Fill out the template. Note D.O.B must be in DD/MM/YYYY format to be
accepted.

/A
A

NAssemble

First Name Last Name Date Of Birth Gender
Member One 01/04/2003 | Male
Member Two 02/05/2002 | Female
Member Three 02/06/2001 | Male
Member Four 03/07/2000 | Female
Member Five 04/08/1999 |Male
Member Six 04/09/1998 |Female
Member Seven 05/10/1997 | Male
Member Eight 05/11/1996 | Female
Member Nine 07/12/1995 |Male
Member Ten 07/01/1995 |Female
Member Eleven 07/02/1994 |Male
Member Twelve 10/03/1993 | Female
Member Thirteen 10/04/1992 |Male
Member Fourteen 12/05/1991 |Female
Member Fifteen 12/06/1990 |Male
Member Sixteen 13/07/1989 |Female
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STEP 10

Add the file by dragging into browser or click to select from Files.

Add Member

+ Add Single Member @ Import Members

Dowr
DD/MMTYYY. & Download Template

Drop file here or click to upload

Uploed Demo.xlsx

STEP 11
Click on Submit

Add Member

+ Add Single Member @ Import Members

O e o5 oot el

Drop file here or click to uplaad

Upload Demo xisx
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STEP 12

When processed the members contained in the template will be displayed.
Any which are ineligible for the product will have that marked in Status.

K\
A

Nssemble

[ o Dewnlogd the template and uplaad it to import members.
Note: Only .afsx files ore supported. Date field must be entered DO/MM/YYYY. 3 Dawnload Template

First Name Last Name Dateof Birth  Gender Status

Member One 2003-04-01 Male Eligible
Member Two 2002-05-02 Fernale Eiigible
Member Three 2001-06-02 Male Eiigible
Member Four 2000-07-03 Fernale Eiigible
Member Five 1999-08-04 Male Eligible
Member Six 1998-09-04 Fernale Bligible
Member Seven 1997-10-05. Male Eligible
Member Eight 1996-11-08 Ferale Eligible
Member Nine 1995-12-07 Male Eiigible
Member Ten 1995-01-07 Fernale Eligible
Member Eleven 1994-02-07 Male Eligible
Member Twelve 1993-03-10 Female Bligible
Member Thirteen 1992-04-10 Male Eligible
Member Fourteen 1991-05-12 Female Eligible
Member Fifteen 1990-06-12 Male Eligible
Member Sixteen 1989-07-13 Female Eligible

\
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STEP 13

Click on Add Members
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STEP 14

The added members will be selected in the Register panel. Additional
members can be selected or continue by selecting Register.

Bulk Registration
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STEP 15
Additional Questions and Saleable Items will be presented if they exist for the

Event or Membership

Additional Questions

Additional Questions
iy requires the following oddit

dditional Information as part of your registration

Test (Optional)

Powere: d

by
Assemble

STEP 16
All bulk added members to be registered will be displayed in the checkout
panel. Click Register to complete the bulk registration.

Mermbe: 1995-01-07 Female [0 |
Payment Detail o
Product ary
Regist
B
o 4 payms
ucher
Discount Total $0.00
Py —
Biscount Total: $0.00
Cart Total: $0.00
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https://test-portal.assemblesports.xyz/membership/register-individual
https://test-portal.assemblesports.xyz/payment
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