
Event Management in JustGo 
 
This document contains instructions for managing Whitehorse Canoe Club paddling events 
on the Paddle Australia JustGo platform. 
 
Login to https://paddleaustralia.justgo.com/ using the credentials you use to renew your 
WHCC membership annually. 
 

 

https://paddleaustralia.justgo.com/


Creating an Event in JustGo 
Expand the Menu in the top left area of the site and click Event Management. 

 →  
 
If you cannot find Event Management, contact the WHCC Committee so that someone can 
enable this functionality for you. 
 
You will see a list of all WHCC events. This includes all past events and upcoming events.  
 

 
 
Actions: 

Edit event details - navigates to the event details screen 

Manage Booking - navigates to the Manage Booking screen where you can see a list 
of attendees, export the attendee list, etc 

More actions - context menu with more actions including Copy, Publish, Return to 
Draft, set Closed for Bookings, Cancel trip etc. 
 
The easiest way to create a new event is to copy an existing event. You can copy any 
existing event, however it is preferable to copy a TEMPLATE event as these have a 
purchasing rule applied to them that enforces participants to be current Paddle Australia 
members. If you copy another event be sure to apply the purchasing rule restrictions 
described later in this document. 
Use the Any Status filter and choose Template. Please be careful to Copy the Template 
event - don’t edit the Template - these need to remain unaltered so others can copy them. 
 
Select the TEMPLATE trip closest to the trip you are planning, click the More Actions drop 

down button  and choose Copy from the drop down menu. 
 
This will navigate to the edit details page for your new copied event - the title will be e.g. 
Copy of TEMPLATE Yarra River - MONTH Social Paddle. 



 
Edit the following details to suit your trip: 
 
Event Name: Be sure to remove “Copy of” and “TEMPLATE” 
 
Event location and Address: Update these before trying to change the map - updating the 
address will cause the map to update. 
 
Map: If the map doesn't look correct after updating the address, you can click Not the right 
location on this map? and set Location Reference (Latitude & Longitude) - just use 
google maps to obtain this value (right click anywhere on google maps and copy the value). 
 
When: Update the dates and times for your trip. 
NOTE: when you change the date/time, you will see a popup dialog asking Do you want to 
apply these new dates to your ticket availability dates? - select Yes. 
 
Event Image: you can use the existing image - but if you would like to update the image, 
hover the mouse pointer over the lower portion of the existing image until Upload Photo 
appears and click that. 
 
Event Details: Use as much or as little of the existing text in this area as you like. If you use 
the existing text just make sure you update dates, locations and other details to match your 
trip. 
 
Event Contacts: You must add the trip leader here. Click the Add Contacts button and 
search for yourself (or the desired trip leader) name and select it. Select Event Registration 
Manager as the Role and click Done. 

Event Tickets: Use the Pencil button to edit the ticket title and quantity. It's probably 
best to match (paste) the main Event Name as the ticket title and set the quantity to 30. 

Make sure to click the accept  button once you are happy with the title and quantity 
otherwise your changes will not take effect. 
NOTE: Do not delete the tickets using the trash button and re-add. The existing template 
ticket contains a ticket restriction (purchase rule) which only allows current up-to-date 

members of Paddle Australia to purchase tickets. If you are unsure, click the cog icon  
to show the Edit Ticket dialog, and scroll down to section 4 Ticket Restrictions, Discounts 
& Surcharges. This should contain the purchase rule titled Active paddling membership 
with Paddle Australia. If this is not present, there are instructions below showing how to 
add this rule, or just start again from a fresh event template. 
 
Event Settings: You don’t need to change anything here. The item Publicly publish 
attendee bookings means that people who purchase a ticket will be shown on the public 
event page (name and town), however they have the ability to opt out of this if they like. We 
usually have the listing privacy set to Public so people can find our events on the public 
JustGo pages. 
 



At any time use the Save as Draft button to save your progress. Or if you feel that 
everything is correct, use the Save and Publish button. If the event has been saved as draft 

you can change it to published state using the drop down menu  from the main event 
list. 
 
Once the event is published, edit the event and scroll down to the Event Settings section to 
copy the link for the event it looks like this:​
https://paddleaustralia.justgo.com/workbench/public/events?ref=2B57131E60DCCB17A0A7A77B391AE4D770D
43C35 
 
Use this link in email/Facebook communications to allow people to sign up to the event. If 
you want this link added to the WHCC website events page, email a member of the 
committee. 
 

 

https://paddleaustralia.justgo.com/workbench/public/events?ref=2B57131E60DCCB17A0A7A77B391AE4D770D43C35
https://paddleaustralia.justgo.com/workbench/public/events?ref=2B57131E60DCCB17A0A7A77B391AE4D770D43C35


Managing event bookings (participants) 
Once participants purchase tickets, they will appear in the event bookings section. 

Click the Manage Booking button  in your event row. This will show a list of all 
participants who have booked. 

If someone wishes to cancel, use the Cancel button  on their row.  
NOTE: the participant will not be removed from the list, just have their status changed to 
cancelled. This is a bit confusing but we can see no way to remove someone from the list 
once they have booked. 

You can use the Create Booking button  to create a booking on behalf of 
someone if they cannot sign up themselves for some reason. 
 
It is not recommended to use the Send Email functionality to send emails to participants 
because receiving replies etc will be tricky. Instead export the list and use the contact details 
in the export. 
 
Export the list as an Excel spreadsheet (or simpler CSV file) by using one of the Export 
Attendees buttons. This will download the full list of attendees and includes contact details, 
age, cancelled status, etc. Use this list to coordinate your trip. 
 
In the exported list, check the membership type (LicenseName field). Trial members are only 
allowed on beginner type trips on the Yarra or Goulburn. If an experienced paddler is 
wanting to join a trip then they must take out financial membership. 
 
Also check the club membership for each participant (Organisation field) - i.e. whether they 
are members of Whitehorse Canoe Club or a different club. NOTE: they can be members of 
more than one club. 
The number of non Whitehorse members are limited to 25% of the paddlers. Paddle Victoria 
requires the risk assessment process to be sent to them for approval, if a multi-club event is 
being organised. A trip with more than 25% non Whitehorse members is likely to be a 
multi-club event, and require the additional risk assessment process. 
 
 
 
 

 



Closing the event 
After the event has finished, or if you want to stop new participants from booking leading up 
to the event, you need to close the event for bookings. 
 

In the main events list, click the More Actions button  on the row for your event and 
select Closed for Bookings. 

 



Instructions to set restrictions on event tickets 
If you have created an event without using a template, you should apply restrictions to the 
ticket to ensure only current paid-up members of Paddle Australia can purchase tickets. 
 
NOTE: copying a template event is the easiest way to create an event - there is a blank 
template which contains event tickets with restrictions set. 
 

Restrict registration to individuals who hold active paddling 
membership with Paddle Australia. 
Edit the event and scroll down to the Event Tickets section. If no tickets exist, add them. 

Once tickets exist, click the cog icon  to edit the ticket details. 
 
Scroll down to Ticket Restrictions, Discounts & Surcharges. 
Stay on the Restrictions tab and select Add new purchase rule. 

 
A new rule box will appear to create the restriction. 
Set the Purchase Rule Description to Active paddling membership with Paddle Australia. 
 
Click on Add New Rule to launch a pop-up which will present you with all the rule options 
available to you. 

 
 



Scroll down to rules under the Membership/Affiliation Rules and select Member has any 
of the following memberships of the specified Classification Type. 

 
 
The rule will appear in the rule box with a drop down to select the classifications you want to 
allow. 
By using classifications, you're allowing anyone across the network who holds an active 
membership which uses that classification to register. 
 
From that list, select the following classification types under the NGB heading: 
Senior 
Junior 
Trial 
Direct (Senior) 
Direct (Junior) 
Direct Commercial 
Senior (Tasmania) 
Junior (Tasmania) 

 
 
Click Save to finalise the rule and then click the orange Done button when all changes to the 
ticket have been finalised. 



 

Restrict registration to individuals who hold active paddling 
membership specifically with the Whitehorse Canoe Club. 
NOTE: there is probably no need to restrict event tickets to Whitehorse members only, but if 
there is these are the instructions. 
 
Edit the event and scroll down to the Event Tickets section. If no tickets exist, add them. 

Once tickets exist, click the cog icon  to edit the ticket details. 
 
Scroll down to Ticket Restrictions, Discounts & Surcharges. 
Stay on the Restrictions tab and select Add new purchase rule. 

 
A new rule box will appear to create the restriction. 
Set the Purchase Rule Description to Active paddling membership with Whitehorse 
Canoe Club. 
 
Click on Add New Rule to launch a pop-up which will present you with all the rule options 
available to you. 



 
 
 
 
Scroll down to rules under the Membership/Affiliation Rules and select Member has any 
of the following memberships. 

 
 
When the rule appears, select the names of your club memberships permitted to register for 
the trip - most likely Adult, Junior and 4 Week Trialist Membership. 

 
 
Click Save to finalise the rule and then click the orange Done button when all changes to the 
ticket have been finalised. 



 
 

 



Assign Event Management permission to a user 
The following are instructions to give permission to a user to be able to create and edit 
events in JustGo. Someone with administrator privileges in JustGo needs to do this. 
 
Expand the Menu in the top left area of the site and click Club Members. 

 →  
 
Search for the user. Once you find them click on the View Profile button. 

 
 
Switch to the Club Role tab, then click Update Roles. 
 
Select Event Administrator and Save. 
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