
GHIN Digital Profile Setup
Step by Step Guide for Clubs & Courses



STEP 1 – Log into the GHIN Admin Portal

HERE:

https://adminportal.usga.org/auth/login


STEP 2 – Export Roster to Excel



STEP 3 - Submit



STEP 4 – Download & Open Excel File



If the Excel file does not download:
Go to “Reports” tab

“Templates” tab

Go to “Roster Report”

Click on ‘View”

Click on “Submit”

Click on the Export icon in the top left

Export to Excel

Proceed to STEP 5 



STEP 5 – Open spreadsheet and sort by 
“Digital Profile” column:

Golfer Name H.I. Status Status Date GHIN# Local# Gender Membership Code Date Of Birth Digital Profile  Email
Cora 3.3 Active 2018-03-01 00:00:00 UTC 957367 57 F R 8/20/1995 No abc@gmail.com
Bill 13 Active 2019-01-10 00:00:00 UTC 7625041 96 F R 5/11/1987 No abc@hotmail.com
Sam 3 Active 2018-03-01 00:00:00 UTC 7769757 593 M R Yes abc@yahoo.com
Nick 22 Active 2020-06-01 00:00:00 UTC 10443939 M R 9/11/1998 No def@gmail.com
David NH Active 2018-03-01 00:00:00 UTC 1204459 22 M R No def@hotmail.com
Paul 4.8 Active 2018-03-01 00:00:00 UTC 1728367 36 M R No def@yahoo.com
Tim 9.4 Active 2018-03-01 00:00:00 UTC 1412159 33 M R No ghi@gmail.com
Kevin 6 Active 2021-01-25 21:23:37 UTC 7820799 1115 M R 10/28/1987 No ghi@hotmail.com
Matt 10.8 Active 2020-06-11 00:00:00 UTC 10478590 M R Yes ghi@yahoo.com

Click on Sort & Filter and select “filter” from drop down menu:



STEP 6 – Open spreadsheet and sort by 
“Digital Profile” column:

Click on Sort & Filter and select “filter” from 
drop down menu in “Digital Profile” column:

Golfer Name H.I. Status Status Date GHIN# Local# Gender Membership Code Date Of Birth Digital Profile  Email
Cora 3.3 Active 2018-03-01 00:00:00 UTC 957367 57 F R 8/20/1995 No abc@gmail.com
Bill 13 Active 2019-01-10 00:00:00 UTC 7625041 96 F R 5/11/1987 No abc@hotmail.com
Nick 22 Active 2020-06-01 00:00:00 UTC 10443939 M R 9/11/1998 No
David NH Active 2018-03-01 00:00:00 UTC 1204459 22 M R No def@hotmail.com
Paul 4.8 Active 2018-03-01 00:00:00 UTC 1728367 36 M R No
Tim 9.4 Active 2018-03-01 00:00:00 UTC 1412159 33 M R No ghi@gmail.com
Kevin 6 Active 2021-01-25 21:23:37 UTC 7820799 1115 M R 10/28/1987 No ghi@hotmail.com

“No” = Golfers who need to setup a GHIN digital profile



STEP 7 – Verify email addresses

Golfer Name H.I. Status Status Date GHIN# Local# Gender Membership Code Date Of Birth Digital Profile  Email
Cora 3.3 Active 2018-03-01 00:00:00 UTC 957367 57 F R 8/20/1995 No abc@gmail.com
Bill 13 Active 2019-01-10 00:00:00 UTC 7625041 96 F R 5/11/1987 No abc@hotmail.com
Nick 22 Active 2020-06-01 00:00:00 UTC 10443939 M R 9/11/1998 No
David NH Active 2018-03-01 00:00:00 UTC 1204459 22 M R No def@hotmail.com
Paul 4.8 Active 2018-03-01 00:00:00 UTC 1728367 36 M R No
Tim 9.4 Active 2018-03-01 00:00:00 UTC 1412159 33 M R No ghi@gmail.com
Kevin 6 Active 2021-01-25 21:23:37 UTC 7820799 1115 M R 10/28/1987 No ghi@hotmail.com

7a - Verify the address in the “Email” column is current and correct

7b - Locate the correct email for golfers with no address “Email” column

See how to update and add email addresses in Step 8: 



STEP 8 – Update and add email addresses

Click on Golfer name



STEP 8 – Update and add email addresses
8a - Click on “Account” tab

8b – Click “Edit”



STEP 8 – Update and add email addresses

8c – Update email address

8d – Click “Save”



STEP 9 – Now that the correct email address in 
the GHIN system, contact your golfers who 

need to create a GHIN digital profile:
9a – “Resend Invitation to Create a Digital Profile”

This will auto send an email to the golfer 
reminding them to setup a GHIN Digital Profile:



STEP 9 – Now that the correct email address in 
the GHIN system, contact your golfers who 

need to create a GHIN digital profile:
OR you can “Generate ‘Digital Profile Creation’ Link”

This will generate a golfer specific link that you 
can email to the golfer and will take them to the 
Digital Profile Setup:

test@gmail.com



Please Note:

Golfers who have not setup a GHIN 
Digital Profile will not able to post 

scores to the GHIN app and 
GHIN.com

Thank you for your assistance!

Questions?  Contact Mike Wice: mwice@massgolf.org
774-430-9072

mailto:mwice@massgolf.org
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