
Gym Assistant Member Portal 2.0 

July 10, 2023 

We are excited to release a new version of the Gym Assistant Member 

Portal! 
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What Members Will See 
 

Note:  You must enable some of these new features in Gym Assistant.  Please see “New Gym Assistant 

Portal Settings” below to turn these features on.  

 

New Member Sign Up 
Step 1 of 5: Select a Membership Plan 

 



Step 2 of 5:  Demographic Information 

 

Step 3 of 5:  Sign Waiver (optional) 

 



Step 4 of 5:  Payment 

 

Step 5 of 5:  Upload Photo ID and Photo (optional) 

 

Final Step:  Message after signup 

 

  



Member Portal Page 

 

Make a Payment 

Pay current balance, including saving card info for future billing. 

Billing History 

View past charges and payments. 

Visit History 

View past visits to the club. 

Statements 

View past billing statements. 

Settings 

• Upload photo ID as proof of age 

• Update Emergency Contact info 

 

  



New Gym Assistant Portal Settings 

 

Online Payments / Signups 

Allow online payments 

Check this box to allow members to make payments online and signup for new memberships. 

TEST Mode 

Check this box to put your portal account in Test Mode.  Test Mode is useful when you first setup your 

portal account, as it will allow you to run test transactions. 

In Test Mode member credit cards will NOT be charged or stored.  The Test Mode indicator below will 

appear in all payment screens. 

 

Add Portal link to notifications 

Check this box to automatically add the Member Portal Link to all notifications sent to members.  This 

will allow members to quickly go to the portal to make payments on their membership. 



Display notification for processed payments 

Check this box to display a notification in the bottom right corner when portal payments are processed. 

Require Photo at signup 

Check this box to require that new members upload a photo during the signup process. 

Require Proof of ID at signup 

Check this box to require that new members upload a photo ID during the signup process.  You can use 

this photo ID to confirm proof of age when the signup is imported.  The Photo ID is not currently saved 

after it is reviewed. 

Require waiver at signup 

Check this box to require that new members electronically Sign a waiver during the signup process.  Click 

Select Waiver to select which waiver should be signed. 

eSignatures 

Wait for signature to be signed 

Check this box if you want to wait for a member to eSign a document before proceeding.  Checking this 

box assumes that the member is in-person to sign the document in real time. 



Automatic Portal Syncing 

 

Handle Automatic Portal syncing on this computer 

Check this box to automatically download from the Portal and upload to the Portal on this workstation.  

If you have multiple computers running Gym Assistant, then you should only check this box on one 

workstation. 

Note that Automatic Portal Syncing occurs in the BackOffice application. 

Upload Member Updates 

Check this box to automatically upload member updates.  This ensures that members will see their 

current info in the portal. 

Download eSignatures 

Check this box to automatically download signed documents and attach to the member record. 

Download Member Payments 

Check this box to automatically download and process membership payments.  Members will receive a 

notification (by SMS or email) when their payments are processed. 



Debug communications 

Check this box only if instructed to do so by Gym Assistant Technical Support. 

New Portal Admin Settings 
To login to Portal Admin go to: 

 https://portal.gymassistant.com/admin/login 

General Settings 

 

Most of these settings should be set in Gym Assistant only, as the Gym Assistant values will override 

what you set in the Portal.  

Message After Signup 

This the message that appears after a new member successfully finishes the signup process. 

• Click the Settings tab on the left. 

• Click the General tab in the center. 

• Edit the Message After Signup 

https://portal.gymassistant.com/admin/login


• Click Save Changes in the bottom right corner. 

Club Info Page 
The Club Info Page allows you to present general information about your club to members and potential 

members.  You should use this space to add business website, contact info and hours of operation. 

You can also include your Facebook, Instagram and Twitter pages. 

Terms of Service 
You can edit your Terms of Service to cover any legal terminology that you need to address. 

Payment Settings 
 Most of these settings should be set in Gym Assistant only, as the Gym Assistant values will override 

what you set in the Portal.  

Message After Payment 

Edit the message that will appear to member members after they make a payment. 

  



Notifications 

 

Specify when you would like to be notified of Portal updates. 

Enter one or more email addresses, separated by commas. 

Enter one or more mobile phone numbers, separated by commas. 


