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Your Society Dashboard



What can you use the Dashboard for?

A Configure your group
A Assign administrators to your group
A View your groups members

A Add news articles (news stories) that appear
on your webpages

A Addgroupevents
A Send emails to your group members
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Logging In

1) hLI Sy UKS 5dzNKFY {! 2S5¢
button at the top of the screen

DU RHAM@M VOICE  GROUPS = EVENTS  SUPPORT = SPACES

T°t” = Y e L HS.d B W 7

i TOTUM CARDE &

EOR ACCESS TO OVER [T
200 DISCOUNTS INITHE tHet

DURHAMSU



Logging In

1) Once logged in click on your name at the top of the
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Your Dashboard
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Configuring Your Group
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Configuring Your Group

HO 2A0KAY GKS G9RAGE GFo @&2dz OFy O
correct and enter a description which will appear on the website

Summary m Group Logo Membership Types Questions Awards Social Media

This section is where you can setup the basic settings for a new group on your site. Once you have completed this page you can then edit other aspects, such as memberships, committee and
events, in the management page for your group.
For more information about how this works click here

Save & Approve

Name *
Demo Group

Enter a name for the group

Nominal code
990

Mominal codes are used for group finances. If applicable, select a code from the list. To setup new codes use the setup menu.

Description
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Configuring Your Group
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communications to your members will come from so it needs to be up to
date)

Configure email for outgoing mails for this group * Display name *

info@durhamsu.com info@durhamsu.com
Enter an email address that communications from this group will be delivered Enter a display name for this group communications.
from.
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Configuring Your Group
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appear on the website. You can either select agxisting image, or upload
your own.

Summary Edit Group Logo Membership Types Questions Awards Social Media

Here you can add a logo for your group. You can select from our default images in UnionCloud or upload a custom image.

Far more information about how this works click here

Image

() Select from predefined logo
() Upload Mew
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Assigning Administrators

MO { St S Ousergroaupgsy 0Bt ithe v
Usergrouptab.

Your Usergroups (?)

USERGROUPS AVAILABLE
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Assigning Administrators

2) This screen shows all of yawgergroups Click on the cog next
02 0KS &G! RYAYAAUNF 02NRE 3INRdz

@ Go to Website Claire Marshall Test Student

Demo Group

Setup User Groups Events Content Management Membership details Communications Committee

This section allows you to give edit permissions to users for this selected group. By default, you will see Administrators, Alumni and Current Members. You can edit these user groups or create new
ones by using the 'Add User Group' button.
For more information about how this works click here

Name Member Count p &®
Administrators [Show Count] q , Ee ]
Alumni [Show Count] E o)
Current Members [Show Count] e
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Assigning Administrators

3) This screen shows a list of your administrators. To add a new
FRYAYAAUNI 02N 4SSt SOG GKS a/ d
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Administrators

m Download Demographics

Downloads

Current Members (Group)

UPLOAD
- MEMBERS
Select Member * Membership Expiry Dat
Jon Dougherty{jon.dougherty@durham_ac_uk) | E
Type in a search term
Add Members
uID University ID Forename Surname DoB Email Membership Expiry Date -
12893523 ross.kitching@dur.ac.uk Ross Kitching TestStudent 18-07-1993 ross.kitching@dur.ac.uk 30-09-2020 o]
15658644 Claire Marshall Test Student 03-03-2001 claire.marshallz@dur.ac.uk 01-09-2022 fe3

1-2/2

DURHAMSU




Assigning Administrators

Important Note:

Administrators can view other member information and edit the
ANP dzLJd 9F OK 3INRAzLI gAff | aaAIy
carry out DatéProtection training), if administration access is
given to other members, and a data protection breach occurs,
the DP Lead will be responsible and accountable for this breach
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Viewing your group members

1) Lognto the website and on your dashboasédlect the
Galyll3S aSYOSNRE odziGz2y 2y Of

Your Members ©

APPROVED MEMBERS APPROVAL PENDING
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Viewing your group members

2) From this screen you can view all of your members, along wit

any memberships that are pending approval, and blocked or
rejected members

m Approval pending Blocked members Rejected members

Below you can see a list of all confirmed members in this group. Use the eye icon to search/ffilter this section.
For mare information about how this works click here

m Download Membership Details Download All Member photos

Bulk Photo Downloads

Forename Surname Membership Type
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Creating an article
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News & Articles tab

News & Articles (7]
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Creating an article

2) Whilst creating your article you can toggle the button to
GRN Fié¢ YR OKIFy3aS (2 a[ AOSE
this\%age to give your article a title and write the content.

Draft m Back

Title *

nter a title for your article.

Body *
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3) An image can also be added to go alongside the article.

] Display image on articles home page ] Display image in article detail page
E Choose file Mo file
Advised dimension : Z20px*220px. Supported image formats are [jpes. .pipeE. .PNE. .X-pPng,. .gif, .omp]
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Creating an article
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live otherwise), you can also assign the article to certain categories.

Advanced Options

Below are the advanced options, these are not mandatory and are not required to make your article live on your site. However, if you wish to edit the finer details you can do this below.

Show Advanced Options

Publish on Expires on
2] i
Use this to automatically publish your article at a set Use this to automatically unpublish your article at a
date and time. set date and time.
Categories Other Settings
Here you can select which categories this article relates to. If you need to create new ¥ Include in RSS feed
article types this can be done in Admin > Setup = CMS = Article Categories
Assign Category / Sub Category Enable this to include this article in your sites RSS (Rich Site Summary)
L] Academicinsights ] Show on articles index page
[ Assembly Enable this to display this article on the <<union-url=>/articles page
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Updating an article

MO ¢2 SRAGO | Llzof AaKSR |1
on the News & Articles tab

News & Articles (7]
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Updating an article

HO ¢KA&a AONBSY &akKk?2
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steps to make any changes.

Demo Group

Setup User Groups Events Content Management Membership details Communications Committee

Pages (Tree View) Search Pages Favourites m Resources Images

This is the summary page of your Articles within the Dashboard of your Union Cloud site, it shows you an overview of your most recent articles. From here you can add new articles and amend old
articles.

For more information about how this works click here

Title Created At Updated At Status Category Numms @
Welcome to our New Student Group Thursday 30-03-2017 - 13:42 Thursday 08-11-2018 - 08:21  Live | 0w QWO &
1171
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Creating an event

MO {StSO8y@mé RRY UGKStadal yl

Manage Events (2]

UPCOMING EVENTS EVENTS ON
PROMOTION
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Creating an event

2) Giveyour event a name (this will be displayed on the website), add the
start and end date & time, and the date and time you want the event to be
published on the website (if you want it to be published straight away then
leave this box blank) and then add a description to tell people what the event
iS.

Name: *

Start Date/Timing: * End Date/Timing: * Published Date/Timing:

L} 4

Tk
111

Deseription: *
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Creating an event

3) Select what type of event you almlding, youcan also add a
logo which will appear alongside the event on the website (you
YAIKG 6Fyd 02 |RR &2dzNJ 3 NP dzLX
where the event is happening.

Event type: *
1 Advic [] Campaigns [J Club nights ] Debate 7 Democracy or Student Voice

~] Festival or Fair [] Freshers [] Gigs

0 0

o O

] Performing Arts ] Socia [] Seciety

Add Logo Default Event Logo:

12

Venue: * : Yingdom
E Map Satellite

Isle of Man
Leeds
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Creating event tickets
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upcoming events that your group has and which can be
manage
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