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STUDENTS' UNION WWW.Worcsu.com

Guide to your Webpage and Memberships

Throughout the year, once elected to your roles, all committee members have access to
edit your SU website page, including contact details, pictures & content, along with
submitting news and adding events.

Once you have completed all your online training modules and paid for your
membership, your permissions will be updated to include the ability see your
member lists, view sales reports, and send messages to your members.
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Sending Messages
To contact your members:

1. Log into www.worcsu.com

2. Go to your society/club/network page
3. Click the pencil icon (desktop) or gear (mobile) at the top right of the page

4. Inthe drop-down menu, select “*Club/Soc/Network* admin tools” (e.g. American
Football admin tools)

v #aa= \f =

Edit template page

STLDENTS UNION
American Football Edit template page
admin tools

3 Your Union+ Your Voicew~ Advices Sports & Societies+~ Networks « American Football admin
Edit American tools
Football resources

] Partner Students + S e
Edit American resources
Football events
Admin Edit American Football

1 a events

Adverts Admin

Blog Admin
Directory Admin
Elections Admin
Events Admin
Ferum Admin

Ideas Admin

Home / America
Jobs Admin

Ame r LiveFeed Admin
Football

5. Inadmin tools, go to “Messages”

Admin tools

Americon Football > Organisation Admin

a2 American Football (change) Go to home page

Admin tools

= Edit Details 0 Edit Permissions Events
Go to home page e o ca

=4 Edit Details
E.e *0 0 ]
q:qp:p Groups ! Members 9 Messages

o n Edit Permissions
[
D Events
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6. Once in messaging, click on send email (you will also be able to view any drafts or
sent items)

American Footiall > Crganisati M e S SG g i n g

2 American Football (change)

(show all) My Message Centre

Messaging
(-] oretts
My Message Centre
Drafts Show my drafts only

Show my drafts only
There are no draft messages.

There are no draft messages.

Sent items
Showmessages sent Show messages sent Last 7 days ~ [ Show previews Apply Filter
Last 7 days <
() Show previews There are no sent itemns for this period.

7. You must click on ‘Add recipients’ under the ‘To’ heading to choose who you want
to send the email to (tick the boxes next to your membership types)

American Football Sen d Email
Send Email
From
From
®A Football
o merican Footbal
American Football
Reply to
@American Football
Reply to
o

American Football
To

SAdd recipients

This message has no recipients

To

This message has no recipients
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Recipients Recipients
Back to message Back to message

L= (5 =T Filter by name
() Only show opted-in recipients
Search | Clear

(J Only show opted-in recipients The list includes all recipients. People who have opted out will not receive an email but will still see the message in the Message Centre.

[ All Committee Members (5 people)
[ All Members (33 people)

The list includes all recipients. People who
have opted out will not receive an email but
will still see the message in the Message
Centre.

Lists ABCDEEGHIJKLMNOPQR
J All Committee Members (5 people)
All Members (33 people)

8. After this, add your Subject, add any attachments, and write your email in the
Message Text box. Once you are finished, press send.
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Updating Webpage

To edit your webpage information (description, contact email, social media account links,
logo, etc.):

1. Repeat steps 1-4 from Sending Messages

2. Click "Edit Details"
American Football > Grganisation Adrmin Ad m i n to O | S

I American Football (change)

. Go to home page
Admin tools

Go to home page

_: Edit Details o Edit Permissions U Events
E 8

E‘o Edit Details

1.:1.P:.P Groups @i Members g Messages

o) Edit Permissions
il

c Events

3. Update your information (logo, contact details, social media links)

Logo togo

Choose file | No file chosen
Choose File  no file selected
Update Delete
= - =

Email address

Details

Email address This is your public email address for general contact.

Web address
This is your public email address for general
contact. If you have an external website, enter the URL here.
Web address Phone number

If you have @ phone number, enter it here.

X (formerly Twitter) username

Enter your X {formerly Twitter) username here.
Facebook URL

https://www.facebook.com/groups/2:
If you have a Facebook page, enter the URL here.

Instagram username

worcesterroyalsafc
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4. Update your webpage content (introduction to your Student Group, weekly
schedule, committee members, photos, activities/events)
Description Description
= B I UQ

[ Source B&Q L B Source @@ QL= = WEO @M Ffomx -|z==
= o ML OED

Founded in 2007, the Royals currantly play in the BUCS American Football South West Division 2. The club entered the division following the 2018-20 season. The Royals were conferance
champions in their 2018-18 season and are currently reigning varsity champions.

Format =

SRS s r ROl

Our mission is to offer 3 new opportunity to students, 3l 2 part of a compatitue. sparting and active experence. We have 2 sirong and dedicated coaching staff. including former GB players and
cosches. 2nd = solid group of players wha are alweys esger fo acoept people with 2n enthusizsm to leam something new or build upon exsting skills. We ofier every new player 2 chance fo meet
Founded in 2007, the Royals currently play in the new people and are a growing community 35 we sesk i recruit new members all the time! As well a5 this, we pride ourselves on having a family environment that can help you adapt whist being
BUCS American Football South West Division 2 awsy from home.

The club entered the division following the 2013-20
season. The Royals were canference champions in

We are = hard-working team, that is compettive in our BUCS division.

their 2018-19 seasan and are currently reigning If you are a student at the University of Worcester and are interesied, then why not come and join us? The ciub is always welcoming new players. with previous experience or if you just want to try

varsity champions. something new, with the aim to develop them into becoming the best they can be on and off the field. Please get in contact with the club if you think you could be the newest member of one of most
welcoming and fastest growing sociefies at the University of Worcester or if you have any questions. Please contact us on Instagram @worcesteroyalsafe or Facebook through the Worcester

‘Our mission is to offer a new opportunity to FRoyals Facebook page.

students, all as part of a competitive, sporting and

aclive experience. We have a strong and dedicated

coaching staff, including former GE players and - .
- Training times:

coaches, and a solid graup of players wha are

always eager to accept people with an enthusiasm

10 learn samething new or build upon existing skils.

Tuesday: 10:00-20:00 classroom & 20:00-21:30 on the 3G astroturf.
We offer every new player a chance to meet new

people and are a growing community as we seek o

recruit new members all the time! As well as this. m
we pride ourselves on having a family environment
that can help you adapt whilst being away from

Make sure you hit save after editing
so you don't lose your changes!

5. Check your page afterwards to make sure it is laid out as you would like it,
repeat steps to edit content to ensure all up to date and well formatted
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Accessing Members List

1. Repeat steps 1-4 from Sending Messages

2. Click "Members"

Americen Football » Orgonisation Admin Ad m i n to o I S
a2 American Football (change)
Go to home page
Admin tools
oo toheme peee El Edit Details O Edit Permissions
;) —f

E‘o Edit Details

1.:1.?5 Groups @i Members
O Edit Permissions
="

G Events

WWW.Worcsu.com

G Events
9 Messages

3. To view by membership type, click “List Members by Group” - this will show you

which members hold which membership types

Arnerican Fgotbal > Organisation Member List

Members

28 American Football (change)
List Members by Group |

Members

Search Members

Showing all members
Search Members

Showing all members

Clear

Be aware that Committee Members will appear in your membership list without having

purchased membership.
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Accessing Sales Reports
To access your paid members and payments for any products/tickets:

1. Repeat steps 1-4 from Sending Messages

2. Click “Sales Reports” to see which memberships/products/tickets have been
purchased

American Foctball > ©rganisation Admin Q d m i n t IS

a2 American Football (change)

. Go to home page
Admin tools pag

Go to home page
Events

-= Edit Details 0 Edit Permissions
EO ! *

= Edit Details

Ee

Messages

q.:q.Pj Groups @i Members

O Edit Permissions
—h

G Events News @ Polls E’?JF Resources

| AA Sales Reports

Surveys

l Sales Reports E Signups

Create surveys and
view responses

3. Update the date range options to filter to the purchase that you wish to check
(e.g., purchases during September 2023)

SalesR t
el S0les Reports

organisation’s memberships and products.

Daterange * View sales and purchase information for your organisation’s memberships and products.
03/06/2025 00:00 @

11/06/2025 00:00 & Date range *

Choose report 03/06/2025 00:00 @ — 1/06/2025 @ 00:00 @]

Purchasers Report

Sales Report

Customisations

Choose report

Sales Report Purchasers Report
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products or the number of refunded payments

Purchasers Report

Customisations

Choose report
Sales Report Purchasers Report

Product Sales Report

Report generated Tue 10 Jun 2025 16:31

4. Click "Sales Report” to view the number of purchases of memberships, tickets, and

Be aware that E——
the reports dO Product # MName Organisation From Date  To Date
. ALL ALL American Football Sun 01 Sep Wed 11 Jun 2025
not d ISp | ay 2024 00:00  00:00
effectively on a —
. . Transaction type Qty Total
mobile device! Sale 106 5,563.00
Refund 3 -260.00
Net total 103 5,303.00
5. You can also select “Purchasers Report” to break this down further and view who
made the purchases and when the payment was made
Choose report Choose report
Sales Report Purchasers Report
Customisations
Product Purchasers Report
Report generated Tue 10 Jun 2025 16:34
Be aware that E———
the reports dO Product # Name Organisation  From Date To Date Product Type Txn Type
AL ALL American Football Sun 01 Sep 2024  Wed 11 Jun 2025 *ALL™* ®ALL*
not dlsplay 00:00 00:00
. Trans # Name Under 18  Card # Shop Qty Purchase Date
eﬂ:e Ct|Ve |y ona [10000690] American Football Standard Membership (Kitted)
mobile device! 0092679 N webste 1 Sat 12 Oct 2024 19:16
so001492 [ I Vebsite 1 Tue 01 Oct 2024 17:54

6. If any tickets have customisations such as Emergency Contact Details, Medical
Conditions or Meal Choices, you can view these by selecting “Customisations”

Choose report

Choose report

Sales Report Purchasers Report

Product Customisations Report

Sales Report Purchasers Report

[ Customisations ]

Report generated Tue 10 Jun 2025 16:38
Be aware that
h d Report details
the reports o Product # Product Organisation From date  To date
not d ISplay AL ALL American Football 015ep 2024 11 Jun 2025
effe Ctively on a Txn # Purchase date Customer name Card number
mobile device! [10028540] American Football - BUCS Contribution Fee
30090212 17 Sep 2024 12:42 I [
‘Wou only need to pay the BUCS Confribution once. If you play Worcester Royals
for another club in BUCS Leagues, please state the club
name below.
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7. If you wish to download a copy of any of the reports (Sales Report, Purchasers
Report or Customisations), click the save icon and choose your preferred file

format:
1< < h of1 > gl O © 100% v & o =)
Find | Mext Word
Product Sales Report Excel
Report generated Tue 10 Jun 2025 16:40 }
PowerPoint

Report Details

Product # Name Organisation FromD: PDOF
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Adding News & Events

Any paid member can submit news, but only Committee Members can approve news
and upload events.

1. Repeat steps 1-4 from Sending Messages

2. Click "News" or "Events”

Admin tools Admin tools

Go to home page
Go to home page

E‘o Edit Details
E‘ Edit Details 0 a Edit Permissions G Events
(i ] c

o) Edit Permissicns
=)

L. X K] (]
co} Groups @: Members g Messages
News ‘!. Polls D Resources
g Messages PDF

3. Click "Add new article” or “"Add new event”

News

Back to admin tools N ew S
View current news

Back to admin tools View current news Add new article
Events

Events

@ There are no events for this dote range
endfor it + Add new event

4. Fill out the article information or event details, then click Save

5. To make sure this has worked, go to your webpage then click the "Events" or
"News" tab

Please note: Tickets for events can be added to the event if tickets are requested
within your Event/Trip Request Form.
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