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# Admin 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

STEP 3

To allow bulk registrations to be made in Portal set toggle to Yes
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STEP 4

Click on Submit
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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.
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STEP 7

Click on Import Members

STEP 8

Click on Download Template
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STEP 9

Fill out the template.  Note D.O.B must be in DD/MM/YYYY format to be
 accepted.
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STEP 10

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

STEP 11

Click on Submit
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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.
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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.
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STEP 15

Additional Questions and Saleable Items will be presented if they exist for the 
Event or Membership

STEP 16

All bulk added members to be registered will be displayed in the checkout 
panel. Click Register to complete the bulk registration.
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https://test-portal.assemblesports.xyz/membership/register-individual
https://test-portal.assemblesports.xyz/payment
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