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The Dojo Getting Started

GETTING STARTED

How to join British Judo as a Member
1. Head over to www.bjadojo.co.uk - This will take to the landing page of “The Dojo” - British Judo’s new online
membership management system.
2. Click on “Sign Up” in the top right hand corner.

3. This will open up a box requesting you to enter some personal details to get you started. Fill out the requirements
and click submit.

4. You will then receive a verification email to confirm your account.
TIP: Ensure that you add “info@thedojo.co.uk” to your email contacts/safe senders list. If you do not, there is a
risk that the email may be blocked by your email provider and store in your Junk/Spam/Clutter folder

GETTING STARTED

How to login if you are already a British
Judo Member
1. Head over to www.bjadojo.co.uk/auth/password/create or select the “Renew Your British Judo Memberships”
button on the British Judo homepage.
2. This will open the following page in which it will ask you to enter your British Judo Membership number and
Surname. The system will ask you to verify your email address. if your email address is incorrect, please enter the
correct email address.

3. You will then be sent an email for you to set up your login password.
TIP: If you do not receive your password setup email, please ensure that you have added info@bjadojo.co.uk to
your Safe Senders list and Contacts. Some email providers may initially block the emails entirely or send the
emails to your Junk or Spam folders.

GETTING STARTED

Creating a NEW Family Membership
If you are creating a profile for your child/children who is under 18 years old, you must first create yourself a Parent/
Guardian account. To do this, please follow the steps below:
1. Complete Steps 1-4 as detailed under “How to join British Judo as a NEW Member”.
2. Upon selecting the “Membership Type”, select “Parent/Guardian” (This is free of charge if you are not a participating
adult in the sport. If you wish to register for a membership for yourself as well, select “Full Membership - Adult”

3. Complete the payment processes (If you register as a Parent/Guardian, you will not be charged).
To add additional child members to your account:
1. Look at the black drop-down menu on the left-hand side of your screen.
2. Click on “Memberships”, “Additional Memberships” and then “Add Member”.
3. Add the details of the child that you would like to combine into your account and complete the payment at the
bottom of the page.

If you have another child to add, repeat steps 1-3 above.
Following this, you will now be able to manage all accounts through your single log in.
TIP: Head over to “Memberships”, “Additional Memberships” and “List Members” to see all members associated
to your account. Click on Renew Memberships to renew each of the memberships when you need to.
If there is a child account not linked to yours that should be, please contact thedojo@britishjudo.org.uk

GETTING STARTED

Exploring your Member Profile
TIP: Don’t forget to change your profile picture

Your personal information.
This is only available to your
club and your BJA area

Relevant qualifications - When the box
is green, your qualification is valid. When
your qualification is invalid, the box will
turn red.
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How to renew your British Judo Membership
1. Click on “Memberships” down the left hand side. “Renew Membership” should be under the menu. If you are more
than three months away from your expiry, you will not be able to renew yet. If your children’s accounts are linked to
your account, they will also appear here. Tick the box of the member you would like to renew.

2. Click on checkout, which will take you to a final confirmation page with the price of your membership. If you have
a voucher code or discount to be applied, the deduction will show on this page. Simply click “Pay” and enter your
card details, and you have successfully renewed your British Judo membership.
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How to change your Password
1. Head over to your profile page and click on “Account” down the left hand side of the screen.
2.Under the “Account” sub menu, you should see a “Change Password” menu. This will then take you to a page
where you can type in your new password details.
3. Once you have entered your current password and new password details, you will need to press the “Change
Password” button to ensure that the changes take effect immediately.

How to change your Personal Details
If you would like to change of your personal information on your account, please follow the steps below:
1. Log into your profile on “The Dojo”
2. Head over to the menus down the left hand side and select “Account”, followed by “Edit Profile”.
3. This will allow you to amend any personal information that is associated with your British Judo membership.
4. Once you have finished editing your information, please scroll to the bottom of the page, and press the “Update
Profile” button.

GETTING STARTED

How to transfer to another club
If you wish to change clubs and need your membership transferring to a different British Judo club in The Dojo,
please follow these steps:
1. Head over to “Edit Profile” as detailed on the previous page.
2. Scroll down the page until you come to “Club Information” section.
3. Simply click on the “X” of the club you do not want to attend anymore, and type in the club that you would like to
attend. You can add multiple clubs to your account if you wish.
4. Click “Update Profile” for these changes to take effect.

If you experience any issues using “The Dojo”, please email
thedojo@britishjudo.org.uk and we will try and assist where we can.

The Dojo Clubs

CLUBS

How to view your club information
If you are a registered member of staff at at British Judo registered club, you will be able to see what information the
BJA currently hold about your club.
1. Login into your area at www.bjadojo.co.uk
2. Down the left hand side, select “Clubs” and “List”. This will display all of the clubs that you are currently registered
as a member of staff.
3. Select the club that you would like to view.

Example Club

3. This will then display your club profile page along with the details in which the BJA currently holds for that club.
The members of staff will be displayed down the right hand side and contact information down the left hand side.
TIP: Don’t forget to change the display picture of the club to a photo of your choice i.e. Club logo

Example Club

CLUBS
TIP: To view a snapshot of your club’s information, click on the “+” symbol circled in red below.

Example Club

This will display a simple list of information about your club and members of staff:
- Each member of staff will have a red cross or a green tick next to their name. If they have a green tick, they possess
all of the necessary qualifications to be valid for that specific role. If there is a red cross, then (at least) one of their
qualifications is out of date.

CLUBS

How to edit your club information
Clubs now have the ability to amend all information that the BJA holds about them including:
- Club address and contact information,
- Club staff,
- Club sessions
1. Head over to the “Clubs” menu down the left hand side. Select the “List” menu. This will show you the clubs that
you are currently associated with. Click on the “Edit” button on the right hand side.

Example Club

1234

2. The following screen should appear which will display all of the editable information that you can change for your
club. If you do make changes, remember to scroll to the bottom of the page and click “Submit”

CLUBS

How to change your club staff
1. Follow steps 1 & 2 from the previous page to access the edit club information page.
2. Scroll down the page until you arrive at the “Club Roles” section. This will display all of the club roles that the BJA
have on record for your club.

3. To remove any member of staff that is no longer associated with your club, click on the Recycle Bin icon on the
right hand side of the line.
4. If any member of staff has a red “X” in their Role Requirements, then they will have (at least) one of their
qualifications will have expired (i.e BJA membership/DBS/First Aid/Safeguarding has lapsed).
5. To add a member of staff, select the drop box box under “Select Contact”. This will display all members currently
assigned to your club. To register any member as a club representative, they must be registered to your respective
club.
6. Select the “Role Type” that they will be undertaking within your club, and to complete the process, click “Add” and
don’t forget to click “Submit” for the changes to be completed. If the role is rejected then the member of staff you
are trying to add to the role does not hold the necessary qualifications to do so.
TIP: To add a member of staff to your club, they must hold the relevant qualifications.

CLUBS

How to add sessions to your club
1. Follow steps 1 & 2 from the previous page to access the edit club information page.
2. Scroll down the page until you arrive at the “Club Session Times” section. You will find that this information has
not been populated due to a lot of out of date information from our previous system so this will need to be
completed by club representatives.
3. To add a session, type the name of the Session in the “Custom Session Name”, along with the day that the session
will run, the category of the session along with the start and end time. Click on the “Add” button.
4. The session should now appear in the table below. To remove any sessions, simply click on the “Recycle Bin”
symbol under the Remove column.
5. You can add as many sessions as you wish. Click “Submit” to confirm the changes

UPDATE: We will be launching a new Club Finder tool within the next 2-3 months and this will use the
information stored in The Dojo, so please ensure that your sessions are kept up-to-date.

CLUBS

Dashboards
1. There are a number of Dashboards available to club representatives to display their data in a visual way.
2. There are currently two programmed with each club: Membership and Gradings. Each dashboard will display a
range of charts depending on the data currently in the system.
3. Simply select the “Dashboards” menu down the right hand side of the screen, and they will auto-populate
depending on the data currently in the system.
4. You can export the individual charts into a range of file types including PDF and JPEG using the
right hand side of the chart.

Member Dashboard:

Grading Dashboard:

button on the

The Dojo Gradings

GRADINGS

How to process a grading
Moving forward, The Dojo will be the one-stop shop for all grading submissions.
To process a grading online:
1. Select the “Gradings” menu down the left hand side of the screen. This will display the below screen. Here is where
you set up the background information for the grading sheet. This can be set up in advance of the day or after the
grading has taken place.

2. Enter the following details into the fields:
- Grading Sheet Name: This is where you enter the name of the grading event taking place - Enter the name of your
club and the date of your grading i.e. “Redditch Judokwai Grading - 12/02/2019” - remember what you called your
grading event as you will need to search for it later on.
- Grade type: Select the type of grading that you are submitting
- Sheet Start Date: Insert date of grading
- Sheet End Date: Insert date of grading
- Date of grading: Select the date of the grading
- Official: Type in the name of the official who has completed the grading. PLEASE NOTE: The official must be a
registered Grading Assessor. If they are not, their name will not appear and you will not be able to complete the
form.
3. Click “Submit” to complete the Grading Sheet and “Yes” to confirm. There will be a small green box appear in the
top right hand corner of the screen to tell you that the grading sheet has been successful.
4. Upon submission, this will direct you to the “Attendance List” screen, shown below.

GRADINGS
5. Type in the names or BJA membership numbers of each of the members that you are looking to grade. Their
name should appear in the drop down menu. Simply select the name (make sure you select the correct member
if there are several members with the same name - identify the member by their BJA membership number). Click
on the name that you would like to add, and then continue to add names depending on how many members you
would like to add to the list.
6. Once you are satisfied that you have added all members, click the green “Add” button. This will add all of the
members into the list below. The grade displayed in the column will be their new grade along with the cost of each
specific grading. If the grade that the members is progressing to is incorrect, click on the “Edit” button at the end of
the row to amend it to the correct grade.

7. Click on the row of each member - this should turn the row grey.
Making Payment
8. Click “Proceed to Checkout”
9. Check the amount and click “Accept” along with clicking “Yes” to confirm.

10. The card details box will now appear.

GRADINGS
11. Upon completing the Card details, all members will have a tick in the “Paid” column. If you paid by cheque, to
complete the process, click on “Bulk Actions” followed by “Mark all cheque payments as paid”

12. Upon payment completion, simply highlight all of the rows again and select the “Bulk Actions” button and select
“Mark all attendances as passed”. This will complete the grading process with all rows now displaying a green tick.
13. The process has now been completed and the individual profiles will now have been updated with their new
grades, and their gradings will be processed by our Membership team who will send out the relevant certificates
and grading packs.

The Dojo Searching for Members

1. Head over to www.bjadojo.co.uk and log into your Member profile

2. You should see a series of menus down the left hand side. Select “Members”, “Current List”. This will display the
current members within your Club/Area/within the BJA (depending on your level of access.) Clubs will only have
access to data about their own members, Areas will have full access to their members data within their Area, and
Competition volunteers (i.e. Competition Controllers) will be able to qualification histories of all members across the
BJA.

3. Click on the “Columns” button on the right hand side of the screen. This will open a drop down box which will
provide you with a range of filters for you to customise the view of your members. So for example, if you only want
to see a members name and grade, you untick all of the boxes apart from member and grade. If you wanted to see
Competition Officials in your Area, untick all boxes apart from “Name” and “Officiating Role”.
TIP: Use the search boxes at the bottom of the column(s) to search for a specific terms i.e Under Officiating
role, search for Timekeeper, Senior Recorder etc, or under Grading, search for “5th Mon” to filter down further.
TIP: All lapsed members will appear under the “Lapsed List”, which is accessible down the left hand side
menu.

