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1. Introduction

Welcome to the Mountaineering Scotland Club Membership Guide.

This guide has been designed to help Club Officials manage their club membership and member records
through the Mountaineering Scotland Members Portal, JustGo. Whether you are updating club information,
adding new members or managing committee roles, this document will provide step-by-step guidance to
support you through the process.

As a Club Official, you have access to:

e Your club's details and information
e Membership records for your club members

e Club administration and membership management tools

This guide will help you:

e Administer your club members and memberships

By the end, you will be able to:
e Update your club details
e Add new and existing members to Mountaineering Scotland
e Remove old members
e Raise invoices
e Add and remove Committee Members

e Filter and download views

We're here to help and support you:

If you have any questions or require assistance with managing your club membership, please contact
Charmaine, Membership & Administration Officer:

e Phone: 01738 493 943

¢ Email: membership@mountaineering.scot



mailto:membership@mountaineering.scot

2. Committee Member Roles

Committee Member Roles

As a new Committee Member, your current or outgoing Club Secretary, Membership Secretary or Treasurer can
add and remove you to a Committee Role.

Until you are added, you will not be able to administer the club members and membership, nor will you receive
club circulars and invitations to club meetings.

These roles can be administered by going to My Club area, selecting Members

My Club
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Club Profiles Team Profiles Data Import
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Club Affiliation Club Credentials Credentials

¢ s
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Club Reports Members

All Members will appear. To add the role to a new member, select their name:

Filters

Basic Details




Their profile will open. Select Club Role

Back To Members

| sasic o All available role types will appear. Select as appropriate. Be

Helen Test1000

aware that any circulars sent by Mountaineering Scotland

helen1000@mountaineering.scot

—
Female . .
IE— - updating Clubs are sent to the following roles: Secretary,
 — 01/06/1987
o Membership Secretary, Treasurer, President and Chair.
asfd
Club Role Perth
PH1 5QP
o United Kingdom
. 01738943943
Credentials helen1000@mountaineering.scot

Once selected, save. You will see all members with a role listed under the Clubs Members section within their

Club Role profile information.
Please select role for member
I( Cancel jl
Member | President
O Coach ] Promoter
O safeguarding officer Volunteer

Secr
Treasurer

O Chair

Membership Secretary
COVID officer

Hut manager

ary
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[] Members E Family Governing Body Membership(s) Club H Club Role(s)

Test 11 Test 1

O MET03042 + No Active Membership 'RS' MS5cot Staff Club Member | | Secretary | | Membership Secr...

It's important to update this information when a member:

e |eaves the role or club

e takes on a committee role

Members

You can also filter and save views to collectively see all members with Club

Select a view

Committee Roles by going to Filters on the left-hand side of the Members

Filters ) Reset

section.
Basic Details
Additional Details

Memberships

Organisations

Roles

Status

Pending Approval




Select Roles and the appropriate committee roles and save the view (see Section 11 for further information).

[ Members =1 Family Governing Body Membership(s) - Club - Club Role(s)

Date of Birth =7
o at;;r:z;r;e Tester + No Active Membership “T\i. MScot Staff Club 01 January 1905
o ;ZS;;;UZZS“ + No Active Membership -"&5' MScot Staff Club Wember | | Secretary | | Membership Secr 01 January 1905
o) I/IEE?;;EQZ + No Active Membership uﬂ' MScot Staff Club 01 January 1909

3. Viewing and Updating Club Profile

Maintaining your Club Profile

The Club Profile is where you will find and maintain your club's basic contact details:

Basic Details

Social Media
Review and update club’s basic details

Review and update social media details

\/ Cancel \n
h ~

(" cancel )
\ J

Club Name Club Type Facebook:

(Glasgow Walking and t Club

Address

Line 1

. Instagram
Line 2

Town County Linkedin

Postcode Country Pinterest:

United Kingdom

Email address

Social Media:

S A list of the social media platforms used by your club,
wwwyourclub.com including links to your club's social media pages and
Geo Location .

— profiles.

Basic Detail:
| Club Artachments

Club contact details eg address, email,
phone number and webpage.

Attachment

File Name

Club Attachments:

Where you upload your constitution etc



4. Adding members to your Club

It's important to check before adding a member to your Club

If a member has previously been registered with Mountaineering Scotland, including those whose membership
has expired, they will already have a unique membership number (MID). The member should provide this
number when joining your club.

To prevent duplicate records, JustGo will not allow Club Officials to create a new member profile for someone
who has been registered with Mountaineering Scotland before.

If the member cannot remember their MID or registration details, please contact Mountaineering Scotland, and
we will help locate their existing record.

If you attempt to add a member and JustGo prevents you from doing so, it is likely that the individual already
has an existing profile on the system. In this situation, please contact the office for assistance, and we will help
you link the member to your club.

Checking for an existing record before adding a member helps maintain accurate membership data and
avoids duplicate accounts.

NEW

To Mountaineering
Scotland never had a
membership or set up

a profile?

EXISTING

EXISTING

Ex Member of
Mountaineering Previously set up a

Scotland? profile on JustGo?




5. Adding a NEW member to your Club

To add the member, go to Add Member and drop down the arrow, selecting Add

£ Add Existing Member EXIStIng Member.

B Import Member

You will now be required to complete all the following fields:

e First Name

e Last Name

e Contact Number

e Date of Birth (if the member does not wish to provide this or
the club chooses not to gather this data, select 01.01.1905 as
an alternative)

e Username (this automates)

e Address

¢ Additional Information, which includes:

Event or courss you sttended
Facshoak ar Twitler
Instagram

Google search or adwert

T, radio or news article
Mewspaper Magazine advert
Flyers paster at climbing wa
Flyerf paster at ather venue
Ward af mauth

Club rmemiber

e Select the permissions box

Complete the process by selecting Continue.

As with adding an existing member, an email will be sent to the
new member asking them to validate their association with the
club. Until they validate their association, they won't appear in the
club, and no membership can be applied.

Once they appear, No Active Membership is an indicator that you
need to apply their Club Membership

|:| Members =1 Family Governing Body Membership(s) - Club

Charmaine Tester
O ME703079

gy - MScot Staff Club
#,

.-'r-\"ﬁ
HTUNTA INE ER R
SCOTLAND
CLIMB
SCOTLAKD
Add member
Cuay = Month = Year =
GTE ] Fernals Identify anotber way
Prefer nat 1o say
Address
EI8 United Kingdom w

Select County =

Additional Information

declare that | have permission to add, vpdate and
mamtain thiz persoa's mformation on JustGo.

- i Club Role(s)

Member



6. Adding a NEW Club Member Membership

New Club Membership

To add a Club Membership, select the Members Profile and the following will appear:

o N
I\ Back To Members /I

Basic Details

Review and update your persona details

Charmaine Tester

l l membership@moutaineering.scot
Prefer not to say
Go To Mernberahi > E

01/01/1905

Basic Details

1 Address Line

Emergency Contacdi

Club Role Test
TT11TT

United Kingdom

optin 1234 456 891

Credentials CTester

I Additional Details

Select Go to Membership, you will be presented with the following, select as appropriate for your club:

\‘/ Back To Members \
.

24

Categories > Club Member

Benefits Benefits
« £20m liability insurance « £20m combined liability
for all your mountaineering insurance for your
activities mountaineering and club
activities

« Personal accident
insurance up to £10k « Great value mountain skills
including courses & expert advice
physio/osteopathy
« Monthly e-newsletter &

« Digital membership card to digital editions of Scottish
add to your Google or Mountaineer magazine
Apple wallet... (optional)...

Read more Read more



You will be presented with the following Communication Preferences. Select as appropriate and as indicated by

your member on application to your club in accordance with UK GDPR guidelines:

Your communications preferences

Please select the member communications you would like to receive:

would like Mountaineering Scotland members news by email: @

00

would like Scottish Mountaineer Magazine (digital version) by email:

O

would like Scottish Mountaineer Magazine (printed version) by post:

would like ClimbScotland News by email- @

0o

would like special offers for Mountaineering Scotland members by

ernail: €

If only processing the one membership selected Checkout. If processing multiple new memberships, select

Save and Continue. You are then taken to the Checkout and Payment section.

If you are processing only one membership, only the one member will appear, processing several, all members

should appear:

"™ Checkout & Payment

o order Review confirm Payment

Below is s summary of your order, please review and then select a payment option.

Order Summary Pay with Card

! visa % 82 55
a
atal
Total (GBP) E£28.75
0 Remave A1l
ITEM SUMMARY oty NETTOTAL Tax TOTAL
#,
Sk el 1 £2875 £0.00 £28.75
& saveforlater || X Remove
Give 2 lirtie extra to support the work of Mountaineering Scotland to protect Scorland's mountains and champion sustsinabie sccess 1o the hills
ITEMS SAVED FOR LATER (0) Hide saved items

If you have discount code, please enter it here.

discount code Apply
Order Summary
otal itens

1
tem saved for later 0

Total (GBP) £28.75

vea == &



You now have the option to:

e Request Invoice
e Pay via Bank (BACS)
e Pay with Card

wsa = €0

If you select Request Invoice you must first search for your club in the Organisation Name field and select for

it to populate:

Organisation Mame =

Organisation Name
Q, Type here to search for a club and press enter... | \ - : -
f your erganisation or club is not listed please tick the option below to enter a name manually | Q Type here to search for g

MEcot Staff Club

b Ecot Test School Club

Next you are requested to complete several fields:

Invoice Name — eg Treasurer/Membership Secretary name and email are compulsory

Invoicee Name % Contact Number The other fields are not compulsory but can be
[ meicee Name || comtect Number populated if the club wishes
Email %
[ Ema | An email will then be sent with the invoice attached. Al
The email address where the invoice should be sent
Address invoices should be paid within 1 month of being raised.
Line
Line 2 Line 3
Town County
Town County
Postcode Country
Postcode United Kingdom +
PO Number

PO Murmber

Mote



Pay via Bank presents the following:

Select the user you are paying on behalf of, the mandate
will be linked to this member for future payments

Q, Search by Mame or MID...

Email Address

Pay via Card presents the following:

Payment

Charmaine Duthie

| membership@mountaineering.scot

O Merchant Initiated Transaction?

&= Credit or debit card

Al Tiedds are reguired unless marked otherwise.

Card number

£ ew

Expiry date Security code

Front of card in MBMPYY Tormat 3 digits on back of card

Name on card

¢ Pay £28.75

10



7. Adding an EXISTING Mountaineering Scotland
Member to your Club

Add an existing Mountaineering Scotland member to your Club

Go to the Club Members Grid and select the down arrow beside Add Member, select Add Existing Member:

2 Add Existing Member

B Import Member

he following box will pop up:

Add Existing Member

Step 1
Enter the email address of member you wish to
add

Email Address
Email Address

Use Membership Number instead

Step 2
Enter the date of birth of the member you wish to
add or their member number

Date of Birth
Day v Month v Year ~
OR

Membership Number
Membership Number

Send Verification Email

Add the existing member’s email address and membership number (if they don’t know this contact us to

assist). Once you have input this information the following box will pop up confirming the following:

Information

An email has been sent to the following address: ****12@mountaineering.scot Please
ask the member to follow the instructions in the email.

11



The following email will be sent to the member asking them to validate their association with your club. We

advise you to make members aware so that they can activate the email:

Dear Test1

This email is sent on behalf of MScot Staff Club, who have added you as a new memb
er to the Mountaineering Scotland membership system.

Please click click here to confirm that you are a member of MScot Staff Club an
d allow the club administrators to manage your membership.

If you didn’t request this link or do not wish to join this club, please ignore this email a
nd we will not cannect your profile.

If the link above does not work, copy and paste the following URL into your browser: h
ttps:/fmountaineeringscotland.justgo.com/ActionToken.mvc/invoke?token=CAS10D8A
1D3073A49D9092CD55125495

Kind regards,

The Mountaineering Scotland Membership Team

Once they validate this, they will appear in your club, and you can administer their membership (as above).

8. Removing a Member from your Club

When removing an existing Mountaineering Scotland member from your Club
Go to the Club Members Grid and select the member you wish to remove, and go to the three dots at the

right-hand side:

Testl Test2
O ME703038 + No Active Membership _ﬂj. MScot Staff Club omber 01 January 1909 esti2@nm W'n

The following box will pop up, select Remove from Club: View Details

Transfer

Remove From Club

The following box will pop up, provide the reason for removal &) Rarnove From Club X

Please provide a reason for removing this member from MScot Staff Club. *

eg member has left, etc and confirm. The member will be :

removed from the club. They can be reassigned at any time, if

requested.

12



9. Processing Bulk Renewals for existing members

Bulk renewal is where you collectively renew all existing members' memberships.

Go to the Club Members Grid and select the arrow next to the cog beneath the clubs name:

mc) MScot Staff Club »

:-j RE‘IEEh e

The Bulk Renew option will appear, select this:

) Refresh 17 of7 o -

£ Bulk Renew

You will be presented with all the members of your club, primary and non-primary, club and non-club
membership. You should select only those who are Primary, Club Members and have expressed a wish to
renew their membership:

IMPORTANT

[ Back 1o Members o Renew (0)

Only select where the member is Primary Yes

i — Membership Club Adult - and there is a
' 259 ] 5 2 5 tick box available to select
IS

— - e — Once all members have been selected for

membership renewal (the tick box indicates
green once selected, and the tally at the top
will confirm how many members you have

selected for renewal). Select Renew. Proceed

to card and select appropriate payment type

eg Invoice, Bank or Card.

-
/ Cart Updated

You have successfully added 4 License(s) to your cart. Do you want to
proceed straight to checkout?




10. Using the Sort Functionality

This allows you to sort club members by Membership Number (MID), Name or Registered Date fields:

Go to the Club Members Grid, select the three lines and arrow symbol. You can arrange as you require in

ascending or descending order. Thi

e you can also search for individuals in your club:

] Members

! SortBy

Q

[] Members MID

Charmaine Tester Full Name

O First Name
Test 11 Test 1 LastName

O ME703042 Registered Date
Test] Test2 () Ascending

O ME703038

(® Descending

11. Custom Views with the Filter Functionality

This functionality allows you to sort club members by Membership Type, Committee Roles etc:

You can find this function at the top of the Club Members Grid:

wembers Select the appropriate view to filter eg Roles (Committee Members), and it will filter all

those in the specific roles select eg Membership Secretary etc.

B an
[ chair
[ child Wellbeing Protection Officer

[ Goach

[ covip officer

D Members =g Family ~ Governing Body Membership(s) - Club v i Club Role(s)

O Hut manager

Test 11 Test 1
) Member O ME703042

+ No Active Membership RX MScot Staff Club Member | | Secretary | | Membership Secr...
*

B Membership Secretary Helen Gestwicki Non-Paying Contact

“§) | MScot Staff Club Member | Membership Secr.
Expires on 07 Feb 2027 *

O President

[0 eromoter

Members

Save View

View Name *

‘ Committee Members.
View

rin @D } committee Members

Default

R committee Member Roles

Create View



