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Introduction   

About the group walks and events manager 

The group walks and events manager is the Ramblers’ online system for managing group 

walks. The system is designed to help promote your group walks.  

This toolkit will cover how to:   

 Add a walk (s.1) 

 Edit and cancel walks (s.2) 

 

You can also upload walks in bulk. Please see the Editors Manual for more information 

about this and other features of the system. 

Becoming a contributor 

Your editor will usually ask if you’d like to be a contributor, or you could put yourself 

forward. First, you’ll need to be registered on the Ramblers main website: 

 

Your editor now needs to add you as a contributor using a form on the system. The editor 

will need to know your title, name, the area or group you want to edit walks for, your 

membership number (if you have one) and the email address you’ve used for your account 

on the main website. 

Once the editor has submitted the form, you will get an email confirming you now have 

access as a contributor. Most contributors only add and edit walks on behalf of a single 

group or area, but you can be registered as a contributor for any number of areas and 

groups if you like, so long as the editors of all the groups you contribute to have nominated 

you. 

 

There are three guides to help you to use the features of the group walks and events 

manager: 

Getting Started Guide for Contributors: A quick start guide to getting set up on the 

system, adding a walk and editing walk details. 

Contributors Manual: A comprehensive manual covering the key features of group walks 

and events manager, including printed programmes, contacts and adding bulk walks using 

the spreadsheet. 

Additional Features Guide: Covers some of the more advanced features of the system, 

including feeds, viewing reports and linking to a walk. 
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Finding the group walks and events manager 

Step 1: Login to www.ramblers.org.uk with your usual email address and password 

Step 2: Go to My Account on the top menu bar: 

 

Step 3: Click the green button Group walks and events manager: 

 

 

 

 

Step 4: You will see the main Walks & Events screen. From here you can manage all 

aspects of your walks: 

 

 

 

 

Help and 

support 

All the 

guidance for using the system can be found on the website www.ramblers.org.uk. Go to 

Volunteer Zone > Volunteer toolkits > Group walks and events manager.  

 

 

 

 

 

 

 

You can also hover on the question mark icons to get help. 

If this doesn’t answer your question, email volunteersupport@ramblers.zendesk.com.   

file://///FILESERVER/teams/Delivery%20and%20Development/GB%20delivery/Online/Group%20walks%20and%20events%20manager/Support%20resources/Toolkit/Development/Latest%20updates%20not%20live%20on%20web/Contributor%20docs/www.ramblers.org.uk
http://www.ramblers.org.uk/
http://www.ramblers.org.uk/volunteer-zone/support-and-development/volunteer-toolkits/group-walks-and-events-manager.aspx
mailto:volunteersupport@ramblers.zendesk.com
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1. Add a walk 

The process for a contributor to add a walk is outlined below: 
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This section will take you through the step-by-step process of adding a walk. There are two 

screens you will use – 1 – Essentials and 2 – Further details. You have to go through both 

screens to submit your walk for approval. Make sure you save your work regularly using the 

Save button at the bottom of the screen.  

If you want to upload multiple walks, you can do this using the spreadsheet option – see 

the Contributors Manual. 

From the Walks & Events screen select Add a walk under Other actions: 

 

This will take you to the Essentials screen: 

 

1.1 Essentials 

Make sure you fill in at least the fields marked with an asterisk (*) – these are mandatory 

fields and the system won’t store your walk without them.  

Description*:  

Remember that a potential walker will see the title and description of the walk first and so 

this is your chance to grab their attention! You may want to use the description to 

emphasise the highlights of the walk.  
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Starting point* 

You need to add a starting point for your walk. Add a postcode or Ordnance Survey grid 

reference (if you are unsure about grid references see http://gridreferencefinder.com/) in the 

Location search box. Once you have added your location, check that the marker on the 

map is showing the correct place. 

To view the location on different map layers, e.g. Ordnance Survey or Open Streetmap, 

hover over the icon in the top right hand corner: 

 

Take care with postcodes as they aren’t always accurate, especially in rural areas. If the 

starting point is wrong, View on larger map will allow you to click and drag the marker to a 

new location. Then click Save position and Return. In Location details you can add 

information to help walkers find the starting point, e.g. nearest bus stop or car park name. 

 

 

If you untick Show exact starting point, the walk will appear as a shaded box rather than a 

specific point. We recommend you leave this box ticked unless you have a specific reason 

not to, e.g. the walk is challenging so you want to speak to any potential new walkers 

before the day. 
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Add a meeting point 

You may want to Add a meeting point, e.g. where walkers meet to take a coach, public 

transport or car share to a starting point further away. Click the + sign for more options. If 

you add a meeting point and start point, both locations will be shown with a marker on the 

map.  

 

Providing either a start time or meeting time is essential and we encourage editors to 

always provide a start time, to give walkers as much information as possible. If you’ve 

selected a linear walk the option to add a finishing point will appear.   

Key details* 

Choose in Restriction who has access to see your walk. The categories are:  

Public: By default, walks are set to public, so anyone can see the walk on searches.  

Members only: Only people who are logged in as members will be able to see the walk. 

Print only: Only logged in editors and contributors from your group (and Ramblers 

administrators) will be able to see the walk, so you can include it in printed programmes 

without displaying it online. 

 

Use the Difficulty drop down to select the level of difficulty for your walk. Our walks are 

graded for difficulty as follows: 

Easy Access - walks for everyone, including people with conventional wheelchairs and 

pushchairs, using easy access paths. Comfortable shoes or trainers can be worn. 

Assistance may be needed to push wheelchairs on some sections, please contact the 

group running the walk for details. 

Easy - walks for anyone who does not have a mobility difficulty, a specific health problem 

or is seriously unfit. Suitable for pushchairs if they can be lifted over occasional 

obstructions. Comfortable shoes or trainers can be worn. 

Leisurely - walks for reasonably fit people with at least a little country walking experience. 

May include unsurfaced rural paths. Walking boots and warm, waterproof clothing are 

recommended. 
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Moderate - walks for people with country walking experience and a good level of fitness. 

May include some steep paths and open country, and may be at a brisk pace. Walking 

boots and warm, waterproof clothing are essential. 

Strenuous - walks for experienced country walkers with an above average fitness level. 

May include hills and rough country, and may be at a brisk pace. Walking boots and 

warm, waterproof clothing are essential. People in doubt about their fitness should 

contact the organiser or leader in advance. 

Technical - walks for experienced and very fit walkers with additional technical skills. May 

require scrambling and use of ropes, ice axes or crampons. You must contact the 

organiser or leader in advance for further details. 

Enter either miles or kilometres into the appropriate Distance box and the system will 

automatically convert to show the distance in both boxes. Be careful as it’s possible to 

enter a 0 mile walk! Providing a distance helps a walker decide if the walk is suitable for 

them. If you are entering details of a social or AGM, this should be added as an event (see 

the Contributors Manual). 

The Estimated finish time is automatically calculated based on a pace of 3 km per hour. 

This calculation isn’t appropriate for every walk so you can change it if you wish. We 

recommend your walks have an estimated finish time but, if you don’t feel comfortable 

showing one, delete it by scrolling to the top of the list on the Hour dropdown and select 

Hours, then similarly for Minutes.  

If you change the start time or distance of your walk, make sure you click on Recalculate 

to adjust the finish time. 

Contact details (see the Contributors Manual) 

The system keeps a separate list of contact details so you can easily repeat details without 

retyping, for example, for several different walks with the same leader.  

Start typing the leader name in the Look up contact box. If the system recognises the first 

few letters of the name, a dropdown of names appears. Select the correct contact and their 

details will be added automatically.  

Alternatively, click on the down arrow to the right of the Look up contact box and a list of 

all Contact display names for your group will be displayed: 
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If the contact you’re looking for isn’t listed you can add them to the contacts database. For 

details on how to do this, see the Contributors Manual, S2, “Adding a contact”.  

The contact email address doesn’t appear on the public walk listing – users are directed to 

a contact form to enter a message that’s forwarded to the email address provided. 

Festivals and strands  

If your editor has set up any festivals and/or strands, you can link your walk to one by 

selecting the name. If you select a festival by mistake, unselect it using Ctrl+Click. Ask your 

editor if you are unsure whether a walk you are adding is part of a strand or festival. Only 

editors can set up strands. 

Save and next step 

Once you’ve entered essential details, Save and next step takes you to the Further details 

screen. You can also: 

 

Preview opens another tab or window showing a preview of your walk as it would appear. 

To get back to the walk details after viewing, close the preview tab. You won’t be able to 

preview until you’ve saved your work for the first time. 

 

Save moves your walk into Draft status. It won’t be submitted to editors for approval until 

you click Save and submit on the Further details screen. 
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1.2 Further details 

All the fields on this page are optional, but they give you an opportunity to add further 

information, images and classify your walk so people looking for a particular type of walk 

will find it more easily. If you don’t want to enter further details you can scroll to the bottom 

of the page and click Save and submit. 

Additional details:  

You may want to enter extra useful information here, e.g. details of lunch stops, interesting 

landmarks or transport.  

 

Images 

Add images will open a new window so you can select a photo to upload. Images that are 

485 pixels high and 650 wide are ideal and the maximum file size is 250 kB. To get your 

photo the correct size you can use free online tools like www.resizeyourimage.com.  

Use photos that you’ve taken yourself or ones that a photographer has given you written 

permission to use; the photographer will probably want to be credited. Don’t copy images 

from Google or other websites on the internet without permission. 

The image will appear on the find a walk page as a thumbnail and on the walk detail page. 

Walk classification 

We’ve developed a standard system of classifications to help people search for walks that 

best suit them. Use the scroll bars to view all the classifications. Select multiple 

classifications by holding down the control key while clicking with the mouse (Ctrl+Click). 

Deselect a classification in the same way (Ctrl+Click). 

http://www.resizeyourimage.com/
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Even if you don’t use other classifications, please try to classify your walk by Suitability, as 

this helps people decide whether a walk is right for them: 

 

Associations 

The Associations section lets you link your walk with other information on the main 

website:  

 

Invite another group 

This feature helps you avoid duplicating entries when you run joint walks with another 

group. One group should list the walk and then invite the other group by selecting from the 

dropdown list and clicking on Invite group. 

An email will be sent to the other group’s editors asking them to accept the invitation. If 

they do, the walk will be identified as a joint walk and will show up in walk lists and 

searches for both groups.  

Save and submit 

You now have similar choices to those on the Essentials page. This is a good time to 

preview your work. If you’re happy, click on Save and submit: 

 

This will change the status of your walk to Awaiting approval and move you to the final 

Review screen: 
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When you submit a walk, the editor(s) for your group will receive an email.  

Your walk won’t be available to the public until an editor has reviewed and approved it. An 

editor has the option of rejecting your walk and should give a reason for the rejection – 

you’ll be notified of this by email. Your walk will then return to Draft status so you can make 

any necessary changes and resubmit it. You can also edit your walk after it’s been 

submitted.  

2. Editing and cancelling a walk 

From the main Walks & Events screen, you can manage all aspects of your walks: 

 

 

Edit a walk 

Search by 

date range 

Click title to 

preview 

Search by status, 

e.g. awaiting 

approval 
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As a contributor, this section will tell you how to Edit details of your own walks (but not 

publish the edited version), Cancel your walk or Delete a walk that is not published.  

 

When you edit and submit a walk, the editor(s) for your group will receive an email. If you 

need to edit details of a published walk, it may be best to let an editor know you are doing 

this, especially if the changes need to be published quickly. Alternatively an editor could 

make changes on your behalf and publish them immediately. 

2.1 Editing a walk 

From the main Walks & events screen use the search functions to find the walk you want 

to edit. Now select Edit on the dropdown action menu to the right of the walk listing.  

 

This takes you to the Essentials screen: 

 

The Walk detail pages work in a similar way for editing a walk as they do for adding a walk. 

You’ll need to Save and submit your changes. 

Take care when editing published walks, especially if changing key details. People may 

already have made a note of these and may not spot changes. If you need to change key 

details like the date it’s better to cancel the walk and create a new one. 

2.2 Cancelling a walk 

Contributors are able to cancel their own walks, in case someone has to cancel a walk at 

short notice and is unable to contact the editor in time. Cancelling keeps the walk visible 

but adds a message that it’s been cancelled.  

Select Cancel from the drop-down menu, which will take you to the Review screen. We 

recommend you provide a cancellation reason, then click Cancel walk: 
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The walk will be set to ‘cancelled’ and a notice will appear on the public walk details: 

 

2.3 Deleting a walk 

As a contributor you can delete your own walks in Draft status, but not other people’s. Find 

the walk you want to delete and select Delete from the dropdown menu. This will delete the 

walk details completely. 

Use great care when deleting a walk as you will lose all record of it. If you think you might 

want to access the walk details again, for example, to list the walk for a different date, leave 

it in Draft status so it’s not shown on public searches but could still be edited and 

published in future. 

Occasionally, a published walk may need to be deleted, for example, when someone else 

has inadvertently created a duplicate. Ask an editor to do this. 

Past unpublished walks can be deleted, but a published walk, once past, can’t be, as it’s 

important to retain a record of the walks. If you have a good reason for wanting to delete 

past published walks, ask your editor to contact us.  

 


