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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)




How to reset password in JustGo for members
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If you cannot remember your JustGo password, you can reset it
directly from the login screen.

Login °
Steps: e 0

* Open the JustGo login page.
email you may have used a different username to register or the
o Select Forgot Password. : ' email address you provided is not unique
. . . If you have forgotten your username or are having problems logging
e Enter the email address linked to your profile. s contc Membershpst
Join Pany Club Australia today support@ponyclubaustralia.com.au
* 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.

e Select the Reset Password link in the email. ‘ Q \ Reset Password
Password Reset New Password
* Create a new password and select Save.

Hi nathaiia

* In the confirmation pop-up window, select OK. e e
* Return to the login page and log in using your username and . ‘
hew password.

It you have not authorised this password reset request, pleass ignore this
emal,
If you have any questions please contact

( Cancel )

Thank you



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.

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.

Monil Shah ¥
support@ponyclubaustralia.com

oBEeo

9100382
® Club Membership

Open Rider

® Region Membership
Senior Riding Member

@ Pony Club Australia Membership

Senior/Associate Member (...

R

PONY CLUB

Monil Shah
support@ponyclubaustralia.com.au
Male

16/02/2000

PCA

PCA
PCA
Victoria

Australia
123456789

support@ponyclubaustralia.com.au

AUSTRALIA
First Name Last Name
Monil * Shah *
Email Address
support@ponyclubaustralia.com.au *
Date of Birth Gender:
16/02/2000 1% Male *
Address
PCA *
Line 2
Suburb State
PCA * Victoria
Post Code Country
PCA * Australia *
Contact Number
123456789
User Name
support@ponyclubaustralia.com.au * @




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.

e Click on Add, Renew or Upgrade your
Membership.
e 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 Oe
membership to adults. =

 Complete all required information.
* Select Finish. g

[ More Info More Info ]

Benefits

* Not available

jon Riding Second Family Member

1 Year Membership




How to renew/purchase a membership Q
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* In the confirmation pop-up window, == - o |
select Proceed to Cart. L ' m
* Review the payment summary. ® - x
o The summary will show the
amounts allocated to PCA, the @
1=}

PONY CLUS e 0

State, the Zone, and the Club. Total(AUD) $200,00
* Select Pay with Card to complete the =
purchase. e P




How to check if my membership is active

Members can check whether their membership is active through the Membership section.

Steps:

Open My Profile.

Navigate to Membership.

Select the active membership.

Review the membership details to check the Membership type and expiry date.

MEMBER DETAILS

Berry

Next Renewal in 11 month(s)

MORE INFO »

2 MY PROFILE

MEMBERSHIP

Club Membership (nathalia Schwab)

These are your availabie categories, click on the relevant category to add or review membership

L

ACTIVE

I 2 MY PROFILE

PROFILE MEMBER DETAILS

Club Membership > Berry

Active

These are your active membership(s)

Member

MEMBERSHIP

Renew or Add your Membership @

Adult Riding '

Valid till: 31/12/2022

PONY CLUB

AUSTRALIA



How to approve new club members

New club members must be approved before they can purchase club memberships.

Steps:
* Open the Club Members tile.
* Select Approve.

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.

Summary By Club Member Status

Summary by Membership
Summary by Club Membership
Summary by Renewal Status
Summary by Club Renewal Status

Summary by Member Role

Summary By Club Member Status l

Summary By Member Status

FONy GO0 AOSTrang WIemoer STy

All Members JPending Approval ] Registered

e 2

Summary By Club Member Status

106

@ Monil Shah % E'
Support@ponyciubaustraliz.con

Club Membership

Never held a membership

Region Membership
J

Never held a membership

® Pony Club Australia Membership

Senior/Associate Member ...31/12/2022

PONY CLUB

AUSTRALIA



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

Transfer Request
You are requesting a transfer from your club, ‘Berry’.
Please select a new club below:

Current Club:

Berry - *

New Club

Steps:

* Open My Profile. e

* Locate the current club on the right side of the page. 1‘

» Select the three dots next to the club’s name. e chanes

* 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 (cancet ) %
the club.

* Enter the reason for the transfer request.

* Select Save.

What Happens Next?

Important information:
* Both clubs must approve the transfer request.

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



How to approve transfer requests
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AUSTRALIA
Club Administrators can approve or reject transfer requests through the Club Members area.
Steps:

* Open the Club Members tile.
* Open the Membership drop-down menu.

R Summary By Member Transfer
* Select Transfer Requests.
* Locate the transfer request. Lol sl

* Select the three dots next to the request. ' Bulk Renew

- Requesting transfer 10 Adaminaby
* Select either - Approve, or Reject. £ Transfer Requests(1)

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.

10



How to update roles/admin access in the system

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.

e Select Club Roles.

* Select Update Roles. Tick the appropriate role checkboxes.

PONY CLUB

AUSTRALIA

e Select Save.

Test Dummy : (Beck To Members )
admin@decoy.com.au

Test Dummy
0 admin@decoy.com.au
Club Membership el
. Male
Mever held a membership <

g 28/02/1959

Basic

Region Membership State Equestrian Centre

Mever held a mem bership Emergency Contact 303 Cathedral A
alhedral Avenue

L ﬂ | oonee Brigadoon
Pony Club Australia Membership

Details
. 6069
Mever held a membership SRR [ Western Australia

Credentials Australia

0892961500
\ ‘ 123456

11




How to update roles/admin access in the system?
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Administrator Access:
* Tick the Club Administrator checkbox to grant

administrator access.
 Untick the Club Administrator checkbox to )

remove administrator access. — 5 coa o

N 0's o e

Important Information: sasic Dt -
* Committee roles such as President, Treasurer, s G o
and Secretary can be assigned through the same Club ole N .
process. S e : o

* The Club Administrator role is the only role that edentals o e

grants system administrator access.

* |f a committee member requires admin access,
both their committee role and the Club
Administrator role must be selected.

12



How to add credentials

PONY CLUB
AUSTRALIA
Members can upload credentials and supporting documents to their profile.
= MENU MY PROFILE =~ MEMBERSHIP  EVENTS, COURSES & SHOP

Steps: & MY PROFILE
* Open My Profile. e
* Select Credentials.
e Select Add Credentials.
* Choose the credential type. —
* Upload the required information and documents. | ki i
i Credential Category Child Safeguarding in Sport Induction

Select Save. — :

First Aid

Al Active PendingApproval Expired  Awaiting Referral  Awaiting Response  Inactive Pending Conditions Horss Registration

- Insurance - Certificate of Currency

Examples of Credentials:
Members can upload credentials such as Working with

Member Documentation

Children Checks, Insurance Certificates of Currency,
Horse Registrations, etc.

13



How to create a family in JustGo
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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

e Update profile information in one place

e Access linked family profiles from a single login

14



How to create a family in JustGo
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= MENU MY PROFILE MEMBERSHIP EVENTS & COURSES SHOP

Creating a Family

Add New or Existing Member

Step 1 — Open the Family Section: Create Family

* Open My Profile. S s "
e Scroll to Create Family. Add Family Member
* Select Add Family Member.

Add Existing Member

Step 2 — Add a Family Member: Step

Enter the email address of member you wish
to add

Email Address

Select one of the following options - retele sehasenalcon <
Use Membership Number instea ami oin Reques
* Existing Member — If the member already -

Enter the date of birth of the member you

h a S a p rOfI I e I n t h e Syste m . wish to add or their member number has requested that you join their family

Joining the family will allow other family members to manage your

Hi

profile and renew your membership

* NeW Member - If the member iS new to 19 ¥ |03 V|| 1987 ~ * Pleass click on the link below to approve joining this family
Pony Club and does not yet have a profile. o

|'v1em3er3'1'|3 Number If the above link does not work, please copy and paste the following
into your browser.
http://baseline azolve. com/GMbase

If this email has come to you in error, please ignore it
Send Verification Email
Thanks,

Membership Number

15



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.

PONY CLUB

AUSTRALIA

&

PONY CLUB
AUSTRALIA
Add member
First Name Last Name
Nathalia &8  schwab

Email Address (optional)
nathalia.schwab@email.com
Contact Number (optional)

0141459 0105

Do you suffer from any illness or allergy?

No

Do you speak a language other than English at home?

No

Add this family member to the same clubs as me.

| declare that | have permission to add, update
and maintain this person's information on JustGo.

@ Success!

You have sccessfully added Nathalia Schwab to
your family.

What Next?

Add another member

‘ Close

16



How to search for members outside your Club or Zone Q
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Administrators can search for members outside their own club or zone using the Member
Search Report.

Ste os: Report Paramaters

* Open Club Reports.
* Navigate to Customer Report > Members >Member Search Report.
* Enter at least two search parameters for accurate results.

Output ~
EXCEL
Format:

First Mame: All

Surname: All

Email Address: All

Recommended Search Combinations iD: u
 Use combinations such as: First Name and Surname or First Name and
Member ID (MID)

State-

17



How to hide and unhide members

Administrators can hide inactive or unnecessary profiles from the dashboard to maintain a cleaner

member view.

Hiding a Member:

* Open the Club Members tile.

e Search for the member.

* Select the three dots next to the member’s name.
e 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

PONY CLUB

AUSTRALIA

Test Dummy ¥
admin@decoy.com.au

9102009
Lapsed
Club Membersk ~ Remove from Club

Never held a men Transfer

Region Membe} Hide
Never held a me

Pony Club Australia Membership
Never held a membership

All Members No Membership

OO

Summary by Club Membership v

18



How to add life members
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Life members must be marked as Life Members in the system for them to see and purchase life

memberships (riding and non-riding).
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.

|/ Back To Members \I
. A

West Plantagenet Pon Club WA Direct
Pony Club Q) Pony Club Australia Q Mems;a
e

Pony Club Australia Profile

: MAILING EQUALITY EENEITEsTIRY
ADDRESS

Life member?

Basic Details
Emergency Contact Yes

Club Role

Additional Details

Credentials

19



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.

20
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Thank youl!

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

21
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