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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: 

• Your club's details and information 

• Membership records for your club members 

• Club administration and membership management tools 

 

This guide will help you: 

• Administer your club members and memberships 

 

By the end, you will be able to: 

• Update your club details 

• Add new and existing members to Mountaineering Scotland 

• Remove old members 

• Raise invoices 

• Add and remove Committee Members 

• 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: 

• Phone: 01738 493 943 

• Email:  membership@mountaineering.scot 

 

 

mailto:membership@mountaineering.scot
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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 

 

 

All Members will appear. To add the role to a new member, select their name: 
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Their profile will open. Select Club Role  

All available role types will appear. Select as appropriate. Be 

aware that any circulars sent by Mountaineering Scotland 

updating Clubs are sent to the following roles: Secretary, 

Membership Secretary, Treasurer, President and Chair.  

 

 

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

profile information.   

 

 

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

• leaves the role or club  

• takes on a committee role 

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

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

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

 

 

 

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 Detail: 

Club contact details eg address, email, 

phone number and webpage. 

Club Attachments: 

Where you upload your constitution etc 

Social Media: 

A list of the social media platforms used by your club, 

including links to your club's social media pages and 

profiles. 
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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. 
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5. Adding a NEW member to your Club  

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

Existing Member.  

 

 

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

• First Name 

• Last Name 

• Contact Number 

• 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) 

• Username (this automates) 

• Address 

• Additional Information, which includes: 

 

 

 

 

 

 

 

 

 

• 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 
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6. Adding a NEW Club Member Membership 

New Club Membership 

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

 

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

 

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: 
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You now have the option to: 

• Request Invoice 

• Pay via Bank (BACS) 

• Pay with Card 

 

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

it to populate: 

 

 

 

Next you are requested to complete several fields: 

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

The other fields are not compulsory but can be 

populated if the club wishes 

An email will then be sent with the invoice attached. All 

invoices should be paid within 1 month of being raised.  
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Pay via Bank presents the following: 

 

 

 

 

 

 

 

Pay via Card presents the following: 
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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: 

 

The following box will pop up: 

 

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: 
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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: 

 

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: 

 

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

 

 

The following box will pop up, provide the reason for removal     

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

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

requested.  
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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:

 

The Bulk Renew option will appear, select this: 

 

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 

Only select where the member is Primary Yes 

– Membership Club Adult – and there is a 

tick box available to select

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.  
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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. This is where you can also search for individuals in your club: 

 

 

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: 

 

 

 

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.  

You then have the option to export this data as a CSV file.  

You can also save this view for quick future access: 

  


