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Website — Admin functions

Every society associated with NTSU has their own area on our website
https://www.trentstudents.org/. This is where students can find out more about all our
societies, buy their memberships and find out upcoming events.

A full list of societies can be found at www.trentstudents.org/groups
A full list of events, including society events, can be found at
www.trentstudents.org/events

You will want to keep the information about your society up to date and looking good to
attract new members. This guide shows you how to manage the information about your
society that is listed on our website. Make sure that all society members responsible for
updating your website information read this document to familiarise themselves with the
website functions.

Dashboard access

To manage your society section of our website and keep it up to date, you will need to
access the dashboard.

1. First sign in using the link (highlighted in red).

4a
N Aboutus Student Voice Eat, Drink & Shop What’son Opportunities Support & advice Sport Freshers 2024

2. Select Dashboard in the drop down menu.

Accessibility Tools »

Dashboard

Account/Profile

portunities Support & advice Sport Logout
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Dashboard Options

When you log into your dashboard you will see a series of menu options which allow
you to edit different parts of your society section:
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Update logo

African Caribbean

Setup User Groups Events Content Management hMembership de

Summary Edit Group Logo Membership Types Questig

Here you can add a logo for your group. You can select from our default images in
For more information about how this works dick here

Select from predefined logo

#! Upload New

Upload New

Image

Supported image formats are [jpe
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If you update your logo, please use a square image — rectangular images will get
stretched out of proportion and look distorted. If you logo file is not square, use the Paint
app (PC) or Photos app (Mac) to crop it before uploading.

NOTE: You cannot have characters which are not letters or numbers in the file name, so
avoid using special characters like (1&%) etc.
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Edit group description

Here you can edit the description that appears on your society’s homepage.

Marme =

Mominal code *

[escription
B 7 U= =@ rems | Fom | s - -~ & & Qty B
Thiss i the Afican Caribbaan Socialy for NTU studants. A varssty of socal uvants will ba hold Smoughout tha yaar, &0 coma and have soma funl

e beleve 0 pieainess | empowenment snd the sbiley lor everyons o succeed And aice

CLICK HERE | CLICK HERE | CLICK HERE
TSEMUSAN | EAD B EAR IR

e Do not change the Nominal code

e Type in your chosen description of your society. There is a sample description
available on our website here. To edit, click 'Copy to Clipboard' and then (on your
societies edit page) paste (CTRL(Cmd on macOS) + V) to have access to the sample
complete with formatting.

« To update any of your social media links, click on the image, then click the link
icon (circled in blue). You can then paste the website address into the pop-up
menu to update the link.
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Create an article

You can post news articles on the website to update people on what your society is up
to. This is a great way to show the kind of things your society does, which can raise the
profile of your society and attract new members. The interface for creating articles is
fairly intuitive:

= ﬂ 11 et Wil Tt Siuhant =

Create Article

B -

Tithe *

Tithe here

Baely *
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Type article here

Advanced Options

i it ki i i o SR e Pk Sl T il

Show Advancod Options.

Pulisih &m Empires an
You can
= choose when

b past liere

You can choose when your articles are published and when they expire in the advanced
options. If you want the article to go live straight away, leave the Publish on box blank. If
you don’t want your article to expire, leave the Expires on box blank.
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Add Event

Make sure you add all of your society events to the website. This is the best way to make
your society visible and attract new members. Please don’t add products as an event
these will get deleted!

Event type

The website events module uses categories to help people find events they are
interested in. You can add an event to multiple categories. Please check event type as
Society and the campus it will be taking place on, e.g. City. You can also select other
categories if they are relevant.



NOTTINGHAM TRENT STUDENTS’ UNION

Start Date/Timing: * End Date/Tming: *
Dusiripian. *
Ggswcn | B T U = =G| rormmt || Fom oS - mam 3 & q .t B o

Contact details

e Add the date and time the event starts and ends. Any event over 48 hours will need approval
from the Opps team to be on our website. We will need to extend the timings for you, this is
due to events not being removed due to incorrect timings.

e Add a description that will attract people to your event, what would make you sign up to the
event?

Add Logo Default Event Logo:

gif, .bmp, svg E o

12

B Choose file

Default Event logo will get displayed if you do not add logo.

e Make sure to add an image! The image above is what people will see if you don’t. This looks
terrible and reflects poorly on your society and all the effort you put into your events.

o Please be aware that when you save the event, if you have missed a box to fill in or
something is wrong you will need to readd the image.
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Venue: * & Kingdom ;upnnTyne
,  Map Satellite Durhany ra
S Isle/of Man
s this event taking place? b
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Event Capacity: * Duglm fe®.0 3,
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Contact details: * Email: Phone number:

@ Help

e Add capacity and venue.
e Search for Location adds a google map to the listing. You don’t need to add this if you don’t
want too.
e For contact details, add your society contact email in the Contact details box.
Leave the following email field blank to avoid it showing twice.
[ Other Settings

i *
Neminal code E O Only over 18s can attend

elect the nominal for this event. min. n i in th 1 Au
[ Check this to create bespoke sub site
Event Code:
Include in RSS feed
This can be in any format you would like it to be and can help you cade your events at a later date.
Cost Centre Code:
Th be in any format you would like it ta be and can help you audit your events at a later date.
Event Tags
Enter useful keywards here to help users easily find this event on your site

Event Terms And Conditions

[] Add event specific terms & conditions:
e Under Advanced Options your nominal code enters automatically so don’t

worry about this, we normally leave the rest of this alone when we upload
events and just add some tags if we think it is necessary.

In Other Settings, select Include in RSS feed. Leave the bespoke site option
unchecked. You can also mark this event as over 18 only.

@ Help
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Ticketing/Advance Booking

Follow this step if you want to either sell tickets for your event or sign up for free places
in advance. Ignore it if you just want to create a free event that members can turn up to
without pre-booking. You will need to save your event first before you can access this
option.

Sample

Setup Booking Details User Groups Content Mana

Summary Edit Event Ticket Types Event C

Below you can see all of the ticket types available for this ever
For more information about ticket types, click here

Add Event Ticket Type

e Click on the Event Ticket Type tab.
e Click the Add Event Ticket Type button.

Note: you can add more than one tickets type to an event (e.g. you could add a ticket
type for society members and another ticket type for non-members. Or a ticket for
students and another ticket for non-students). You can use different prices or quantities
for each individual ticket type if appropriate.

11
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Ticket Name *

Availability * Price Feg Total

. @ e +

This determines whether this ticket type is
available for Sale via the website eshop
(Cnline) or Remote Sales (Offline) or both
of these.

Mominal code * Mawimum number allowed to sell

Ticker Description *

Beowes |B T U = 2|[E)| voma [ Fort -] see -|jm o M CHE by

@
:
D
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e Give each ticket type a name (e.g. Society member tickets, Student tickets etc.)
e Add the ticket price. The booking fee will be calculated automatically, so you do

not need to change this.
e Add your society’s nominal code if it is not already showing.
e Add a brief ticket description.

¢

12



NOTTINGHAM TRENT STUDENTS’ UNION
Recurring events

If your event repeats on a regular basis e.g. weekly or monthly, you can clone the event
to save you setting up each event from the beginning by using the Recurring Events
feature.

To use this feature, make sure you have set up the first event exactly as you would like
it to appear with complete information, including tickets, first. Once events are cloned
they are not linked and each instance of your event would have to be edited one by one
if you need to change something!

i currenthy live

Recurring Events

Event Name Photograph Competition

Frequency *

End after * occurrences or by

24/01/2020

Make sure you input the correct number of recurring events and end date.

13
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Selling Products On Our Website

We will be giving you access to sell products on our store this academic year! More information to
come at a later date as it is not currently available.

14
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Send a members email

Use this function to send emails to your society members. To keep your members

engaged and your society active, we recommend sending a newsletter to your members
on a monthly basis to keep them up to date with upcoming events or to ask for their input

and ideas regarding society activity.

Include criteria

Any members that meet the below criteria will be included in this campaign

User is between ages

@Jser i= member of Any T oof

User Groups

Current Members—African Caribbean-—-Group

search and add usergroups from your site. You can add more than one.

o

e Check the box highlighted in red, select “Any” in the dropdown menu next to it.

e Inthe User Groups field below, type the name of your society then select the
Current members—Your Society Name—Group option that comes up. This
ensures the email will be sent to all your society members.

MName *

[i#]
(]
[
m
[5¥]
o
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]
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-
o
=
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Give your email campaign a name that relates to its content. Nobody but society
administrators will see this name but it will make it easy to find in your admin panel.

Email Subject *

Enter the email subject here

Type the email subject line in the field shown above. This is what people will see in their

inboxes, so choose it carefully and make it short, interesting and easy to understand.

15
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Audience Reach

Once you have set your Include and Exclude criteria you can use this section to view how many people your
campaign will be delivered to.
Select one or more recipients.

Click the SHOW TARGET AUDIENCE button before sending your email. This will show you

how many people will receive your email.

NOTE: Only members who have opted into communication emails will receive them, so

they may not be sent to all your members. Encourage all your members to opt in to
receive emails. They can do this by going to their website profile and updating their
details:

Finally

Setup User Groups Events

Summary m Group

This section is where you can se
For mare information about hoy

Please remember to press Save & Approve to make changes to your group live. To do
this, go to Setup > Edit.

Any questions about using your society’s section of the website, email
opportunities@su.ntu.ac.uk
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