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   Adding and EdiƟng a Ride on the BBTA Web Site 
 

There are two ways to add a ride to the Calendar 

1. QuickEvent – quick as in quick to add to the calendar. Any member can add a QuickEvent.  
 

2. Full Event – allows a lot more flexibility to the ride you set up. Full events let you record aƩendance and are 
great for regular weekly rides. You need extra permissions on the web site to set up a full event. Ride leaders 
are given this permission and anybody else who asks can get it too.  

 

Whichever way you add a ride you need to use a web browser. You cannot add a ride to the calendar using the 
phone app. You can use a web browser on your phone but it is much easier using a bigger screen on a PC or tablet. 

 

It is oŌen easier to set up a ride as a QuickEvent first then convert it to a full event. You can also ask the 
commiƩee to convert your QuickEvent to a full event for you.  Rides must ulƟmately be set up as a full event so we 
can turn on the aƩendance tracking features. Tracking aƩendance is required by our insurance to verify a rider 
was on a club ride should we ever need to make a claim. 

 

Quick Start 
 

Seƫng up a Ride as a QuickEvent 
1. Open up a web browser and login to the BBTA web site hƩps://bbta.org/  
2. Go to the Ride Calendar. 
3. Click on : 

 

4. Fill in the details, remember to set the Registrant Type to Everyone otherwise people will get lots of confusing 
errors if they try to register! (see below for explanaƟons on what to enter) then click :  

 

Adding a Ride as a Full Event 
1. Login to the BBTA web site hƩps://bbta.org/  
2. Click on Control Panel (top right of the screen) 
3. Under the Website tab click on Rides 
4. On the Rides Manager page Click Add then Event and fill in the details on the different tabs. 

If you want to set up a regular weekly ride don’t try to use the ride details pages to create mulƟple acƟviƟes or 
event repeats.  Instead use the create mulƟple copies feature in the Rides Manager page. See the Basic Info 
secƟon (page 7) and the part on creaƟng regular weekly rides at the end of this document for more details. 

  

If you don’t see this buƩon, it 
means you are not logged in. 
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QuickEvent Details 
 

 

 

 

 

Note : Seƫng the RegistraƟon to “Required” doesn’t prevent 
anybody just turning up for a ride. It does add the words 
RegistraƟon Required to the ride on the calendar and  
ensures everyone will have a buƩon to register for the ride.  

Name of your ride 

Include 
Distance 
Expected speed 
How hilly 
Road surface etc 

Red dots mean an entry is required 

So members and potenƟal members can see the ride 

Not applicable to us 
Your name will appear automaƟcally as 
the ride leader or select someone else 

Who can see contact details for the ride leader 

Tick if you want the ride leader to get an email when anybody registers 

It is easier if you click on the 
calendar and clock icons 

Click here for 
more help 

Recommended choice, see note below 

Set to Yes so people get a cancel registraƟon buƩon 

IMPORTANT – set to everyone, if 
you don’t make a choice people 
get lots of errors trying to register 

Who can see the list 
of people riding 

Set to Yes. The Quick Release is used by non 
members to agree to the riding at their own risk 
liability waiver / release. They can do this on you 
phone app or another riders phone app at the 
start of the ride or at a break. 
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Ride Grading System 

BBTA rides and tours are graded by the Ride Leader according to our grading system that classifies the pace and 
terrain encountered on the ride. Please include a pace and hill grading in the ride descripƟon using the following 
system: 

 

Pace grading 

L = Leisurely pace (speedo average up to 15kph) 
S = Steady pace (speedo average 15-17kph) 
M = Moderate pace (speedo average 18-20kph) 
B = Brisk pace (speedo average 21-23kph) 
MF = Moderately fast (speedo average 24-26kph) 
Q = Quick (speedo average 27-29kph) 
F = Fast pace (speedo average 30kph plus) 
 

Hill grading 

1 = Basically flat (uphill stretches are few and far between) 
2 = Some hills (more than 2/3 of the ride is on flat terrain; steep climbs are short, and few and far between) 
3 = Moderate hills (up to 1/3 of the ride is uphill; may include long or steep climbs, but not long and steep) 
4 = Serious hills (mostly hills AND/OR includes one or two climbs comparable to, but not more difficult than – Mt 
Coot-tha) 
5 = Challenging (contact ride leader for details) 

  

Click the dropdown to select 
from one of the commonly 
used start locaƟons or enter 
the details yourself. 

Tick so people get a link to see 
the start locaƟon on Google Maps 

Remember to click Save 
when you are done 
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To Change the Details of a Ride You Created as a QuickEvent 

1. Open up a web browser and login to the BBTA web site hƩps://bbta.org/  
2. Go to the Ride Calendar 
3. Click on the ride you want to modify. See the details below for how to use that screen to modify the ride 

 

 

 

  

Click here for 
more help 

Click here to 
modify the ride 

Hold your mouse here to see 
what each of the icons do 
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Seƫng up a Ride as a Full Event 
There are two ways of creaƟng a ride as a full event. 

1. Create the ride as a QuickEvent first then convert it to a full event. 
2. Create a full event from scratch on the Rides Manager screen. 

 

You need extra permissions on the web site to set up a full event. Ride leaders are given this permission and 
anybody else who asks can get it too. 

 

Changing a Ride from a QuickEvent to a Full Event 
1. Open up a web browser and login to the BBTA web site hƩps://bbta.org/  
2. Go to the Ride Calendar 
3. Click on the ride you want to modify. 
4. Click on the convert QuickEvent to Full Event magic wand icon – see below 

 

 
 
 
 
 
 
 

5. Your ride has now been turned into a full event. To edit it click Show admin opƟons 
 

 
 
 
 
 

6. See the secƟon about EdiƟng a Full Event using the Admin Panels (page 9) later in this document for more 
informaƟon about ediƟng a ride. 

 

 

 

  

Click here to convert 
a QuickEvent to a full 
event 

If your screen is wide enough these 
tools are displayed to the right of 
the ride descripƟon otherwise, 
they are at the boƩom 

If your screen is wide enough this 
tool is displayed to the right of the 
ride descripƟon otherwise, it is at 
the boƩom 

Click here to edit the ride 
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CreaƟng a Full Event from Scratch 
Open up a web browser and login to the BBTA web site hƩps://bbta.org/  
 

1. Click on Control Panel in the top right of the screen. 
 

 
 
 

2. Under the Website tab click on Rides. 
 

 
 
 

3. Click the Add dropdown then Event to add a new full event. 
 

 
 
  

Click the Website tab to see the 
web site opƟons you have access to 

Click Rides to open the 
Rides Manager page 

Click 
Add 

Then 
click 
Event 

More info about 
this page 

If you don’t see Control Panel you 
are either not logged in or don’t 
have the extra permissions you 
need. Contact the commiƩee and 
ask for those permissions 
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4. Complete the basic info about this ride. 

 

 

For more info 
click here 

Leave as Single 
even for regular 
repeaƟng rides. 
See Note 1 below. 

You have a choice of using a text only short descripƟon or using the 
formaƩed descripƟon discussed later. That lets you include links to route 
maps, longer descripƟons, pictures and other fancy layout opƟons. 

Red dots mean an entry is required 

So members and non members can see the ride 

Not applicable to us 

Leave unƟcked 
see Note 2 
below 

It is easier if you click on the 
calendar and clock icons 

These Ɵck boxes 
show and hide 
different panels 
used to set up 
the ride.  More 
details later in 
this document. 

Tick when you have entered all you 
want on this panel. Leave it unƟcked if 
you are not sure of some details. When 
Ɵcked the ride appears on the calendar. 

Click Save when you are done even if 
the panel is not Ɵcked as complete 

Tick here to enable a 
formaƩed descripƟon 
that overrides anything 
entered in the short 
descripƟon above 
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AŌer you click Save you are taken to the Admin Panels screen for the ride. 

 

Note 1 : Most of our rides will be a Single AcƟvity. A mulƟple acƟvity event lets people register for some of the 
acƟviƟes available but not others. It might be useful for regular weekly rides but you need to manually create each 
instance of the ride. There is an easier way to set up regular weekly rides described in the secƟon on using the 
Rides Manager Screen later in this document.  If we had an event over several days with a selecƟon of rides to 
choose from each day then we could make it a mulƟple acƟvity ride. 

 

Note 2 : Leave “This event repeats on mulƟple and/or non-consecuƟve dates” unƟcked for most of our rides / 
events. Ticking here lets you set up other dates for this ride / event but registraƟon implies aƩending all dates. It 
isn’t useful for regular weekly rides where people ride some weeks but not others. It could be useful for a bike 
maintenance course held some evenings over several weeks. An entry on the calendar appears for each evening 
and when people register, they register for all evenings at once. 

 

 

 

See later in this document for more help about how to use the rides manager page.  
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EdiƟng a Full Event using the Admin Panels 
However, you create a full event this is how you update a ride using the Admin Panels. 

 

 

 

Using the buƩons at the top 

 

 

 

 

  

Use this top row of buƩons to work with a ride once it is created 

Edit your ride in the lower part of this page 

Click on one of these panels 
to view or edit its details 

Click on the pencil icon to 
edit a panel 

When a panel is Ɵcked as complete 
the orange dot goes green 

See who is 
registered 
for the ride 

Record who 
aƩended the ride 

Compose an e-mail 
to people registered 
for the ride 

Send a noƟficaƟon 
to the phone app of 
people registered 
for the ride 

Notes about this 
ride just for you, 
they don’t appear 
on the calendar 
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Notes about each Panel 

 

Basic Info 

Refer to the previous secƟon (page 7) for details about this panel. 

 

FormaƩed DescripƟon 

This works much like a word processor with a toolbar full of icons for you to edit the ride descripƟon.  Some useful 
ones are: 

 

 

 

 

Ride Leader / Coordinators 

Rides can have more than one leader / coordinator. 

Once selected you must click the Add buƩon then the Save buƩon otherwise they won’t be added. 

Similarly, when you update a ride leader’s details you need to click both the Update buƩon and then the Save 
buƩon. 

 

 

 

LocaƟon 

Works just like the LocaƟon informaƟon described in Adding a QuickEvent earlier (page 3) in this document. 

 

  

This icon lets you insert a link to an external page 
e.g., a route map or to somewhere else on this site 

Insert a photo from a photo 
album already on the site 

Insert a picture, you can upload a new 
one or use one already on this site 

Select who you want to 
be the ride leader 

Tick so they can edit the ride 

Who can see contact 
details for the ride leader 

What emails does the ride leader 
get when people register or cancel 

Click both Add 
then Save or they 
won’t be added 
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RegistraƟon & Fees 

Recommend seƫng at least the following 

 RegistraƟon : Required 
 Avoid Duplicate RegistraƟons : Yes 
 Track AƩendance : Yes  (so we can confirm who was on a ride in the unlikely event of an insurance claim) 

 

Who Can Register 

 

 

Emails 

You can have the system automaƟcally send reminders about this ride to either all members or just registered 
riders on specified dates. 

 

Policy 

The following seƫngs are recommended 

 

  

Normally choose Everyone 

These words work 
best for most rides 

Everyone can see who is registered 
Click both Add then Save or nobody can register 

Let people cancel 

These 3 seƫngs are 
required for our insurance 
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About the Rides Manager Screen 
You use the Rides Manager screen to search for Rides entered in the system.  Once you have found the ride you 
are interested in you can edit its details or copy it to future instances of the same ride. 

 

You need extra permissions on the web site to get to the Rides Manager page. Ride leaders are given this 
permission and anybody else who asks can get it too. The commiƩee wants as many people as possible adding 
rides to the calendar. 

 

 

 

 

 

  

Type the start of the ride name you want 

Then click Search 

Click here to 
add a new ride 

Click the pencil to 
edit ride details 

Click here to create mulƟple 
instances of a ride in the future 

Click here for 
more info 
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Regular Weekly Rides 

To set up a regular weekly ride: 

1. Create the first instance of the ride following the instrucƟons above. 
2. Find the ride on the Rides Manager page then click the copy ride icon that looks like a clipboard  
3. Use the screen that pops up to set up the future instances you want. 

 

To extend a regular weekly ride further into the future: 

1. Find the last instance of ride on the Rides Manager page. 
2. If you need to change anything like start Ɵme edit that instance to the new values. 
3. Click on the copy ride icon that looks like a clipboard. 
4. Use the screen that pops up to set up the future instances you want. 

 


