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option 1
Permission given to Chairs, Secretaries, Treasurers, Members Reps and Directors

To Access your Membership list and
payments for any products/tickets :

1
Login to www.worcsu.com 2

Head to your society page

3
Then click the mixing 
desk icon at the top 

of the left page

8
Click ‘purchasers report’

5
Then you have a choice 

to either click ‘members’

4
In the drop down menu, select 
‘*your society* admin tools’

6
or To see which member-

ships/products have 
been purchased, click 

‘sales reports’

9
If you wish to download 

a copy, click the save 
icon and choose the 

preferred file format 

7
Put the first date to 
the 1st of September 



option 2
P e r m i s s i o n  g i v e n  t o  C h a i r s  a n d  S e c r e ta r i e s  o n ly

To EDIT YOUR WEBPAGE INFORMATION: (blurb, email, FB/Twitter account links etc) 

1
Repeat steps 1-4 

in option 1

2
Click ‘Edit Details’ 

3
Update any information 

appropriately

4
Repeat steps 1-4 

in option 1



option 3
    A n y  p a i d  m e m b e r  c a n  s u b m i t  n e w s ,  

but ONLY Chairs and Secretaries  can approve news and upload events

To add news/events:

1

2

3

4

5

Repeat steps 1-4 
in option 1

Click ‘News’ or 
‘Events’

Click ‘Add new article’ 
or ‘Add new event’

Complete the form, 
and click save

To test, go to your 
page and click the 

‘Events’ or ‘News’ tab


