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JustGo How-to User Guide

o How to reset password in JustGo (members)

o How can Clubs/Zones reset password in JustGo (admins).

o How to renew/purchase a membership (members)

o How to check your membership is active (members)

o How to approve new club members (admins)

o How to request a transfer (members)

o How to approve transfer requests (admins)

o How to update club roles (admins)

o How to add credentials (members)

o How to create a family in JustGo (members).

o How to search for members outside your club or zone (admins).

o How to hide and unhide members (admins). 

o How to add life members (admins)
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How to reset password in JustGo for members

If you cannot remember your JustGo password, you can reset it 
directly from the login screen.
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Steps: 

• Open the JustGo login page.

• Select Forgot Password.

• Enter the email address linked to your profile.

• Check your email inbox for a password reset email from 
support@ponyaustralia.com.au. If the email is not in your 
inbox, check your junk or spam folders. 

• Select the Reset Password link in the email.

• Create a new password and select Save.

• In the confirmation pop-up window, select OK.

• Return to the login page and log in using your username and 
new password.

mailto:support@ponyaustralia.com.au


How can Clubs/Zones reset password in JustGo for members

Club and Zone Administrators can send password reset 
links to members.
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Steps:
• Open the Club Members tile.
• Search for the member.
• Select the Profile icon.
• Select Update Details.
• Select Password Notification.
• Ask the member to check their inbox, junk, or spam 

folder for the password reset email.



How to renew/purchase a membership
Members can renew or purchase memberships through their JustGo profile.
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Steps:
• Open My Profile.
• Navigate to Membership.
• Select the relevant membership area:

o Club Membership for club memberships 
(in purple box).

o Centre Memberships for riding centre 
memberships.

• Click on Add, Renew or Upgrade your 
Membership. 

• Select the appropriate membership type.
o Only memberships relevant to the member 

will be available. For example, Junior riding 
membership to juniors and Adult riding 
membership to adults. 

• Complete all required information.
• Select Finish.



How to renew/purchase a membership
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• In the confirmation pop-up window, 
select Proceed to Cart.

• Review the payment summary.
o The summary will show the 

amounts allocated to PCA, the 
State, the Zone, and the Club.

• Select Pay with Card to complete the 
purchase.



How to check if my membership is active

Members can check whether their membership is active through the Membership section.
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Steps:
• Open My Profile.
• Navigate to Membership.
• Select the active membership.
• Review the membership details to check the Membership type and expiry date. 



How to approve new club members

New club members must be approved before they can purchase club memberships.
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Steps:
• Open the Club Members tile.
• Change the green drop-down menu to Summary by Club Members Status.
• Select the Pending Approval filter. If the filter is not visible, there are no pending approvals.
• Select the three dots next to the member’s name.
• Select Approve.



How to requests a transfer
Members can request a transfer from one club to another 
through their profile.

Steps:
• Open My Profile.
• Locate the current club on the right side of the page.
• Select the three dots next to the club’s name.
• Select Transfer (Note: Only complete this process for 

the club, not for the Zone or State).
• Confirm the current club displayed is correct.
• Select Club Finder to locate the new club or search for 

the club. 
• Enter the reason for the transfer request.
• Select Save.

Important information: 

• Both clubs must approve the transfer request.

• Members will receive an email notification once the 
transfer is approved. 9



How to approve transfer requests

Club Administrators can approve or reject transfer requests through the Club Members area.
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Steps:
• Open the Club Members tile.
• Open the Membership drop-down menu.
• Select Transfer Requests.
• Locate the transfer request.
• Select the three dots next to the request.
• Select either - Approve, or Reject.

Important Information: 
• The transfer request must be approved by the 

outgoing club before it becomes available for the new 
(incoming) club. 

• The options are not greyed out. It is the font used in 
the system. 



How to update roles/admin access in the system
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Club Administrators can update committee roles and administrator 
access for members.

Steps: 
• Open the Club Members tile.
• Search for the member profile.
• Select the Profile icon.
• Select Club Roles.
• Select Update Roles. Tick the appropriate role checkboxes.
• Select Save.



How to update roles/admin access in the system?

Administrator Access: 
• Tick the Club Administrator checkbox to grant 

administrator access.
• Untick the Club Administrator checkbox to 

remove administrator access.

Important Information:
• Committee roles such as President, Treasurer, 

and Secretary can be assigned through the same 
process.

• The Club Administrator role is the only role that 
grants system administrator access.

• If a committee member requires admin access, 
both their committee role and the Club 
Administrator role must be selected.
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How to add credentials

Members can upload credentials and supporting documents to their profile.
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Steps:
• Open My Profile.
• Select Credentials.
• Select Add Credentials.
• Choose the credential type.
• Upload the required information and documents.
• Select Save.

Examples of Credentials:
Members can upload credentials such as Working with 
Children Checks, Insurance Certificates of Currency, 
Horse Registrations, etc. 



How to create a family in JustGo

The Family feature allows multiple members to share the same email address and manage profiles through 
one login.

Benefits of Creating a Family - creating a Family profile allows members to:

• Use the same email address for multiple profiles
• Manage memberships for family members
• Register family members for events
• Update profile information in one place
• Access linked family profiles from a single login
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How to create a family in JustGo

Creating a Family

Step 1 – Open the Family Section:

• Open My Profile.
• Scroll to Create Family.
• Select Add Family Member.

Step 2 – Add a Family Member:

Select one of the following options - 
• Existing Member – If the member already 

has a profile in the system.
• New Member – If the member is new to 

Pony Club and does not yet have a profile.
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How to create a family in JustGo

Step 3 – Complete the Required Information:
• Enter the required member details.
• Save the information.

Repeat the process for additional family members if 
required.
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How to search for members outside your Club or Zone

Administrators can search for members outside their own club or zone using the Member 
Search Report.
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Steps:
• Open Club Reports.
• Navigate to Customer Report > Members >Member Search Report. 
• Enter at least two search parameters for accurate results.

Recommended Search Combinations
• Use combinations such as: First Name and Surname or First Name and 

Member ID (MID)



How to hide and unhide members
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Administrators can hide inactive or unnecessary profiles from the dashboard to maintain a cleaner 
member view.

Hiding a Member:

• Open the Club Members tile.
• Search for the member.
• Select the three dots next to the member’s name.
• Select Hide.

Unhiding a Member:

• Open the Club Members tile.
• Search for the member.
• Select the three dots next to the member’s name.
• Select Unhide.

Important information - Click on the “eye” icon to view all the 
hidden members



How to add life members
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Steps: 

• Click on the Club Members tile and search for the 
member. 

• Click on the “Profile” icon and select Additional 
details. 

• Under Additional details, click on Pony Club 
Australia and then on Admin only. 

• Select Life Members and change the dropdown to 
Yes. 

• Click on Save. 

Life members must be marked as Life Members in the system for them to see and purchase life 
memberships (riding and non-riding). 



JustGo resources
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A range of resources for the JustGo database system is available on the Pony Club Australia website. 
These resources can be accessed via the link below under the Club Tools section:

Link: https://ponyclubaustralia.com.au/resource-hub/club-support/

Available resources include user guides, checklists, and webinars designed to support administrators in 
using the system effectively. Existing materials are regularly updated, and new resources are 
developed as needed to help admins confidently navigate and make the most of the various JustGo 
features.

https://ponyclubaustralia.com.au/resource-hub/club-support/
https://ponyclubaustralia.com.au/resource-hub/club-support/
https://ponyclubaustralia.com.au/resource-hub/club-support/
https://ponyclubaustralia.com.au/resource-hub/club-support/
https://ponyclubaustralia.com.au/resource-hub/club-support/


Thank you!

21

Contact support@ponyclubaustralia.com.au for any questions. 

mailto:support@ponyclubaustralia.com.au
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