
How do I upload a Sports 
Credential?



This guide will cover:
• How to log in
• How to upload a Sports Credential



Log into your JustGo account using your 
membership id/username and password



Once logged in, click on the 
‘Profile’ tab



Click on the ‘Credentials’ tab 
and select ‘Add Credentials’



A window appears on the right-
hand side

Choose ‘Sports Qualification’   
in ‘Credential Category’

Click the name of the Sports 
Qualification you are uploading



Add the ‘Start date’ that is when 
you started the course.

The ‘Completed Date’ will be 
the date shown on your 
certificate.



• Use the scroll bar to the right of 
the page to move down the page 
to add the ‘Certifying Body’

• You can add the ‘Certificate 
Number’, ‘Expiry’ if applicable 
and ‘Instructor’  if you know 
them

• To upload your Sports Credential, 
drag the file or click to upload  



Once you have completed the 
details and uploaded the file

Select ‘Save’ in the top right of 
the page



The Sports Qualification will be 
added to your ‘Credentials’ 
pending approval

This will be reviewed by the 
Regional Development Officer –
Sport

Once approved, the credential 
will show as ‘Active’
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