INTRAMURAL
UPLOAD / REGISTRATION
INSTRUCTIONS




Intramural Instructions for Clubs that use GotSport for

Registration

From your Dashboard, either select the Players tab or click the Club Management
on the left-hand side and then select Players.
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Use the filters at the top of the players page to select the Program you are
registering players from, then click search.

Select the check box on the left of name and press Register, make sure all players
are selected before you bulk register them. (See below for example)
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Set the seasonal year (ex. 23/24), Send to LIJSL, and level Recreational - In-House.



Intramural Instructions for Clubs that use a 3" party
system and Upload Players into GotSport

e From your Dashboard, either select the Players tab or click the Club Management
on the left-hand side and then select Players.
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e Archive old players with the level of Intramural (Recreational - In-House)-

o Add afilter for “Player Competitive Level” and choose “Recreational- In —

House.”

= (Note: only do this if ALL your players are NOT listed as the level

Recreational - In-House) Filter by the levels your recreational
players may have on their profile so we can change them (example:
LIJSL Recreational, Recreational, etc.) Once you have all your players
that should be recreational on the screen, press the left box next to
name, select “Comp/level affiliation”, then Recreational - In-House
and all your players should now be listed as Recreational - In-House
players.

o After this, you can filter out your travel/tournament/premier players by
adding a filter for “Player Event” then selecting the event (example:
LIJSL/ENYYSA Travel) If you have players appear for this event, that means
they are registered as travel players, and we must change their competitive
level to prevent the removal of any of these travel players.

o You can select the check box on the left to select all the players you need
to change and select “Comp level/Affiliation” then select their level to the
corresponding event (Example. LIJSL/ENY Travel event should be “Travel”
players; then LIJSL/ENY Tournament event should be “Tournament”



players; etc.) You can repeat this process for any events these players may
be registered to so we can prevent any unwanted removal of players.

o Once this is done, you should only have recreational players remaining.
You can go back to club management = players - filter by “Competitive
level” then select “Recreational - In-House.”

o Then, click on the left check box, make sure all players are selected and
press archive. Refresh the page to confirm the number of players is now at
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Now, you can upload your players. Select “upload players” on the top bar. For
Affiliation, select “USYS” then select download template with only required
columns and copy all your information into the columns. For competitive level,
we suggest copying “Recreational- In — House” straight from GotSport into the file
as the formatting has been an issue in the past. (Note: these players do NOT have
to be on a team)
[Of€To]Nielolgill = import Players B 4 = 2 & §

. Manage Players [EUSIECEZEWSS  Parents/Guardians
Play Import
Schyler Ackerman
Import Into Club Instructions

Dashboard

Select Affiliation Download template with only required columns '

Users
Download template

Venues If you re-import players already in your account, the system will match on name, gender, and date of birth to update existing accounts

Upload a txt or cov data fle with newly provided contact information. This also means you can upload the same data twice without creating duplicates.
‘Communications

« Rows must be on separate lines.
« Each row should have the same number of columns.
Club Management - « Do not use punctation or symbols in column names.
Golumn Delimiter « Dates need to be in a mm/dd/yyyy, yyyy/mm/dd, or yyyy-mm-dd format

« Required fields are listed below:

First row contains column headings

Scheduling Comma
Programs
Team Upload
Archives
File

Features Ghooss File o file selected Cit

Billing Open Selected File

Forms




You are now able to upload your file. Make sure the file is in a CSV format, and
after you press open selected file, make sure all column field names match to the
GotSport fields. Once you have checked to make sure it matches, you can press
“Import Data.”

After the upload goes through, you will get an email notification to see if your
data successfully imported. If it did, you can go to the next steps. If not, please
check what the results said and go back through your excel file to check what you
are missing or formatted wrong. If you need any help with this, do not hesitate to
reach out to the LIJSL office.

Once you have your players uploaded, you can go back to Club Management on
the left-hand side of your screen and select Players. Add a filter for “Player
Competitive Level”, choose “Recreational — In — House”, and click search.

Select the check box on the left of name and press Register, make sure all players
are selected before you bulk register them. (See below for example)

Set the seasonal year (ex. 23/24), Send to LIJSL, and level Recreational - In-House.
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