
 
 

 

 

 
 

 

 

 

 

 

 

 

 

 
 

 

GMS 

Adding Contacts and relationships 

 

Individually and Bulk Upload 
 

 

 

 
 

 

 

 

 

 

 

 

 
 

 

 

 

 



 
 

 

 

Introduction 

 
To create a new contacts, the user must select People  

 

 
 

Here you are presented with a dashboard of the people in your club: 

 
 

 

 

There are two options to select, “Everyone” and “Membership List”  

 

Everyone – Is a combined list of ALL individuals that have ever been involved with the club. This is 

both old and new data, current and past members.  

Membership List – By default it displays a list of all individuals with a current (Active) membership at 

the club, however it is possible to change the view to include old memberships (inactive, pending or 

archived)  (NOTE: When a membership expires, the membership status changes from Active to 

Inactive, until such time that a new/renewal of membership is assigned to the individual) 

 

 

 

 



 
 

 

 

Entering Contacts individually 
 

To add contacts individually  

Click People > Everyone > Add Contact 

 

 
 

Here you can add the contacts details 

 
 

Once entered click ‘Next’ – then on the next page you will be presented with the details you have 

just entered; click ‘Confirm’ to save. 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

 

 

The contact page also gives you the option to add a family together – by adding additional members 

to ‘How many people are you registering?’ 

 

 
 

When you select to add more here you will be presenting with the following page after entering in 

the first contact. 

You can here enter the relationship of the additional contacts. (i.e. child) 

 

 
 

Once complete select next to additional contacts. 

Once complete enter skip and then you will be asked to confirm the contacts you have entered. 

 

When you add contacts whether individually or through the bulk upload they will now receive a 

welcome email with their login details where they can view their profile and purchase memberships 

etc. 

 

 

 

 

 

 

 

 
 



 
 

 

 

 

If you enter in a contact that already exists in the system (same Name, email and DOB) you will 

receive a notification that the user already exists. 

 

 

 

 

 

Entering Contacts by bulk upload 

 
The bulk upload tool is a facility that enables Clubs and Branches to upload a group of individuals at 

the organisation on mass. Via a template spreadsheet the club can choose to download and 

populate the document with the individuals they want to upload. (Please be aware that there are 

not currently restrictions on total numbers, but the greater the number, the longer it will take to 

upload.  As an example 1000 individuals could take up to 10 minutes to upload.)  

The spreadsheet that is populated and uploaded is a standard template. It is only ever possible to 

upload the data listed in that spreadsheet, if additional columns or data is included, this will be 

discarded and the upload will fail.  

 

Currently the data that can be uploaded is as follows: 

• Title  

• First Name 

• Last Name 

• Date of Birth  

• Number  

• Address 1 

• City 

• Post Code  

• Tel Home/mobile/Work/Fax/Preferred 

• Email  

 

Please bear in mind the individuals being uploaded will not hold any status at the club at that point 

of being uploaded, they will not have a membership, a role or be a registered player. If they are in 

fact one of the above, then these statuses will need to be associated to them after the upload. i.e. 

once uploaded the individual can then be registered as a player 

 

 

 

 

 



 
 

 

 

 

Select People > Everyone 

To complete an upload, via Everyone or the Membership List, select Bulk Upload

 
 

 
Download the upload template 

 

 
 
Populate the template 

 

 
 

 

 

 

 

 

 

 

 

 

 



 
 

 

 

 

Upload the template and select Import 

 

 
 

A list will appear informing the user of how many of the individuals have been uploaded. NOTE: If 

there are any duplicate records the in the system will not upload and they fall under the failed rows 

column. To see why they have failed, select Error Records. If complete, select Finished.  

 

 
 

The original Everyone grid will load, from here it is possible to filter to see if the individual was 

entered.  

 

 
 

It is important to bear in mind, upon Bulk Uploading those individuals, they are not currently 

members, therefore they are only viewable via the Everyone and Non Members grids.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

 

 

Adding relationships to existing contacts 
 

Click People > Everyone > Add Contact 

 

Click the checkbox beside the two names you wish to add the relationship for 

 

Then click on ‘More’ in the right hand corner and ‘Add relationship’ from the drop down 

 

 

 
Enter the relationship and click ‘Save’ 

 
 

 


