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How do | import members to GoMembership?

Once you have logged in, in the Club Area click the Data Import tile from either your Home page or
from the Menu
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The Data Import pages is displayed and shows where to drag in the import file and an instruction box
with guidance on how to import your data.

= MENU MY PROFILE MEMBERSHIP EVENTS & COURSES CLUB ADMIN {}~

GOl

J Import Members
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Upload File
Upload excel file for import

Glasgow Club

1 0'Connell St, Glasgow, G14 1AA

Import Instructions ¥

Only excel file formats are supported
for import.

Members

All dates must be in format (dd/MM
/YYYY.eg: 31/12/2001).
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! Excel file must have a sheet named
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Fields marked with (*) on the sample
file are mandatory.

Download a sample file from

< >

Data Import
It is recommended that you download the sample file to ensure that you are using the latest format in
case from one year to the next your Governing Body’s data requirement has changed.

Click the download link.

= MENU MY PROFILE MEMBERSHIP EVENTS & COURSES CLUB ADMIN &~
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% Import Members

~

Glasgow Club

1 0'Connell St, Glasgow, G14 1AA

Import Instructions ¢

Only excel file formats are supported
for import.

Excel file must have a sheet named
Members

All dates must be in format (dd/MM
/YYYY. eg: 31/12/2001).

Fields marked with (+) on the sample
file are mandatory.

Download a sample file from

< >

Data Import
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A standard download will be initiated — this can vary from browser to browser, this example is using
Firefox. Choose whether to Open or Save the file, ultimately you will have to save it with the member
data prior to import. Note that you will not see this box if you have previously used “Do this
automatically for files like this from now on.” when doing a previous Excel download from your
browser.

Opening GoMembership_Member_lmport.ads: *

You have chosen to open:

B’ GoMembership_Member_Import.adsx

which is: Microsoft Excel Worksheet (14.9 kB)
from: http://test.azolve.com

What should Firefox do with this file?

Microsoft Excel (default) ~

()] Save File

[] Do this automatically for files like this from now on.

Cancel

Opening Dialog Box

The Excel file will open in Protected View, you need to click Enable Editing.

H = GoMembership_ Member_Import.xisx [Protected View] - Excel 7T E - 8 X
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Sign in I
o PROTECTED VIEW  Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing x
A2 e fe John v
A B c D E F G H 1 J -
1 |Firstname* Lastname* EmailAddress* DOB* Username* Gender _Title Address1 Address2 Town _ County
2 |iohn Smith john.smith@azolve.com 21/05/1991 john.smith@azalve.com  Male Mr 1 Lonmay Road Glasgow
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Members Dropdown Lists 4 >

COUNT: 17 3] m

Excel — Download
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When you have clicked Enable Editing you are now able to update the spreadsheet named Members.
The first row is an example and should be removed. It has been provided to give you guidance on the
format required for the data you enter.

Mandatory fields are marked with an asterisk in the header for that column — if you leave any of these
blank in your data the data import will fail.

Note that the mandatory fields in this file are the core system mandatory fields and this import is
intended to get the minimum system data populated. Your Governing Body may have additional
information they require as mandatory and this will be validated when you work with the member
records within your club.

H G o= GoMembership_Member_Import.xisx [Read-Only] - Excel T E - x
FILE HOME  INSERT ~ PAGELAVOUT ~ FORMULAS ~ DATA  REVEW  VIEW Sign in I
o X Cut . | = = E Tim B =2 3 AutoSum - A,
Calibri S - AN T == ®- BPWeapTet General - F 4 iy tm = @ A d H
P R Copy - [¢ a I Forma [‘u |EEI §E|| F Wi~ SZ&F d &
aste BT U- - H-A- === é=i= ElMegeacenter - - % » i M Conditional Formatas Ce nsert Delete Format ort & Fin
- ¥ Format Painter - < E *" Formatting+ Tsbler Stylesw - - - £ Clear~ Filter - Select -
Clipboard 5 Font ) Alignment N Mumber ) Styles Cells Editing -~
RS2 - fe v
B C D E F G H | J -
' Lastname* EmailAddress® DOB* Username” Gender Title Address1 Address2 Town County
2 [John smith john.smith@azolve.com 21/05/1991 john.smith@azolve.com Male Mr 1Lonmay Road Glasgow
5
6
8
9
12
15
16
13
19
20
2
22
23
Members | Dropdown Lists @ < v

Excel — Editable

When you have completed your member list save the Excel file. The name of the file does not matter,
but the sheet must be named Members so do not edit the sheet name.
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Locate the file in your file explorer and drag and drop it into the area shown.

= MENU MY PROFILE MEMBERSHIP
“
Glasgow Club

1 0'Connell St, Glasgow, G14 1AA

<

Data Import

EVENTS & COURSES

Y Import Members

I Upload File
Up el file for import

Drag file here or click to upload &,

% Data Import

I [4] || = | Member Import File X
_____________________ Home Share  View (7]
» L-l oh cut troEDe | SiEtEne Lr:d @ open - E setectanl
W= Copy path 1- Edit Select nane

PintoQuick Copy Paste G tename | New Properties

s ' [2] Paste shortcut Sertc omn || PEMES @ History | B invert selection

Clipboard Organize Hey Open Select

<« “ 4 » ThisPC > Desktop » MemberImport File v O | SearchMemberimportFile @
Name Type Size

B GoMembership_Member_Importxlsx

1 item

Microsoft Excel W...

Page 6
GM-FAQ-0100129

CLUB ADMIN £+

-

Import Instructions

Only excel file formats are supported
for import.

Excel file must have a sheet named
Members.

All dates must be in format (dd/MM
/YYYY. eg: 31/12/2001).

File Explorer

When you have let the file drop in place you will see it displayed as an icon within the container and a
progress bar will show progress of the import. If it is a short list of members this may be very quick to

import.
= MENU MY PROFILE MEMBERSHIP

Glasgow Club

1 0'Connell St, Glasgow, G14 TAA

<

Data Import

' -
n\embership

I Upload File
ol | f

EVENTS & COURSES

Y Import Members

15.3KB

GoMembers.

Remove file
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Import Instructions ¥

Only excel file formats are supported
for import.

Excel file must have a sheet named
Members.

All dates must be in format (dd/MM
/YYYY. eg: 31/12/2001).

Fields marked with (*) on the sample
file are mandatory.

Download a sample file from
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If your import is successful you will see a confirmation message.

Data Import — Successful

The file remains displayed in the import area, on refresh this will disappear. You do not have to
manually remove it.

If your import has failed you will see a message that advises it has failed

Data Import — Successful

You will receive an email with the details of the failure. No data from this file has been imported, and
the whole file needs to be resubmitted once the errors have been resolved.

v2016.05.3.UK

GO} 0000

© Copyright 2002-2016 Azolve. All Rights Reserved

www.gomembership.com




