NAVIGATE

WEBPAGE = MEMBERSHIPS

' “‘“ WORCESTER




0 PTI 0 N T0 ACCESS YOUR MEMBERSHIP LIST AND
PAYMENTS FOR ANY PRODUCTS/TICKETS

PERMISSION GIVEN TO CHAIRS, SECRETARIES, TREASURERS, MEMBERS REPS AND DIRECTORS

LOGIN TO WWW.WORCSU.COM

2]

HEAD TO YOUR SOCIETY PAGE

THEN CLICK THE MIXING
DESK ICON AT THE TOP
OF THE LEFT PAGE G

IN THE DROP DOWN MENU, SELECT
“*YOUR SOCIETY* ADMIN TOOLS’

THEN YOU HAVE A CHOICE
TO EITHER CLICK ‘MEMBERS' G
OR T0 SEE WHICH MEMBER-
SHIPS/PRODUCTS HAVE

BEEN PURCHASED, CLICK
"SALES REPORTS'

PUT THE FIRST DATE T0
THE 15 OF SEPTEMBER

O

CLICK ‘PURCHASERS REPORT’

O

IF YOU WISH TO DOWNLOAD
A COPY, CLICK THE SAVE
ICON AND CHOOSE THE
PREFERRED FILE FORMAT




UPTIUN T0 EDIT YOUR WEBPAGE INFORMATION
(BLURB, EMAIL, FB/TWITTER ACCOUNT LINKS ETC)

PERMISSION GIVEN TO CHAIRS AND SECRETARIES ONLY

REPEAT STEPS 1-4
IN OPTION 1

CLICK “EDIT DETAILS’
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UPDATE ANY INFORMATION
APPROPRIATELY
REPEAT STEPS 1-4
IN OPTION 1




OPTION  TOADD NEWS/EVENTS

ANY PAID MEMBER C/-\N SUBMIT NEWS,
BUT []NLY CHAIRS AND SECRETARIES CAN APPROVE NEWS AND UPLOAD EVENTS

rREPEAT STEPS 1-4

IN UPTIUN 1

CLICK ‘NEWS' OR
‘EVENTS’

CLICK I-\I][l NEW ARTICLE’
OR 'ADD NEW EVENT'

4

COMPLETE THE FORM,
AND CLICK SAVE

\-

.5

TOTEST, GO TO YOUR
PAGE AND CLICK THE
‘EVENTS" OR ‘NEWS’ TAB




