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How to Upload Documents for Membership Requirements 
 
Some memberships require a document upload, if that is a condition of your membership 
purchase please follow the steps below. 
 
To fully activate the membership, and fully process payment, you will need to upload the 
required documents within 2 days of the membership purchase.  
An email reminder will be sent within the first 24 hours to the Account Holder if this action 
has not been completed.   
If the document is not uploaded and approved within 6 days including the purchase date, 
the membership purchase is void and you will be required to step through the purchase and 
upload process again.   
 
STEP 1. 

After payment has been processed the below screen will display 

 
 
STEP 2. 
Select the yellow button next to the member’s name 
A pop-up screen will display to upload the document required 
Please fill in all required information then select ‘Upload’.   
If you have trouble uploading your document, please contact your club administrator. 
 
Once your document is uploaded, you will see the confirmation page refresh to no longer 
show the yellow document upload option.   
 
STEP 3. 
Select Go to Purchases  
For memberships requiring a document upload you will see the transaction in an  
‘Approval Pending’ state and an email notification will be sent to the Account Holder.  
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STEP 4. 
Your club will be emailed advising that a ‘Document Approval is Pending’.  
Once the registrar has approved your document, the payment will process in full and the 
membership purchase will switch to a ‘Complete’ status and an email confirmation will be 
sent. 
 
 


