
Your Society Dashboard 



ÅConfigure your group 

ÅAssign administrators to your group 

ÅView your groups members 

ÅAdd news articles (news stories) that appear 
on your webpages 

ÅAdd group events 

ÅSend emails to your group members 

 

What can you use the Dashboard for? 



Logging In 

1) hǇŜƴ ǘƘŜ 5ǳǊƘŀƳ {¦ ²ŜōǎƛǘŜ ŀƴŘ ŎƭƛŎƪ ƻƴ ά{ƛƎƴ Lƴέ 
button at the top of the screen 

 



Logging In 

1) Once logged in click on your name at the top of the 
ǎŎǊŜŜƴ ŀƴŘ ǎŜƭŜŎǘ ά¸ƻǳǊ 5ŀǎƘōƻŀǊŘέ 

 

 



Your Dashboard 



 

How toéConfigure Your 

Group 



Configuring Your Group 

мύ {ŜƭŜŎǘ ǘƘŜ ά9Řƛǘέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ŘŀǎƘōƻŀǊŘ  

 

  

 
 

 

 



Configuring Your Group 

нύ ²ƛǘƘƛƴ ǘƘŜ ά9Řƛǘέ ǘŀō ȅƻǳ Ŏŀƴ ŎƘŜŎƪ ǘƘŀǘ ȅƻǳǊ ǎǘǳŘŜƴǘ ƎǊƻǳǇ ƴǳƳōŜǊ ƛǎ 

correct and enter a description which will appear on the website. 

 

  

 
 

 

 



Configuring Your Group 

3ύ ¸ƻǳ Ŏŀƴ ŀƭǎƻ ǳǇŘŀǘŜ ȅƻǳǊ ƎǊƻǳǇΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎ όǘƘƛǎ ƛǎ ǘƘŜ ŀŘŘǊŜǎǎ ŀƴȅ 
communications to your members will come from so it needs to be up to 
date) 

 

  

 
 

 

 



Configuring Your Group 

пύ ²ƛǘƘƛƴ ǘƘŜ άDǊƻǳǇ [ƻƎƻέ ǘŀō ȅƻǳ Ŏŀƴ ǳǇŘŀǘŜ ȅƻǳǊ ƭƻƎƻΣ ŀƎŀƛƴ ǘƘƛǎ ǿƛƭƭ 
appear on the website. You can either select a pre-existing image, or upload 
your own. 

 

 

  

 
 

 

 



 

How toéAssign 

Administrators To Your 

Group 



Assigning Administrators  

мύ {ŜƭŜŎǘ άaŀƴŀƎŜ Usergroupsέ ōǳǘǘƻƴ on the 
Usergroup tab. 

 
 

 

 



Assigning Administrators 

2) This screen shows all of your usergroups. Click on the cog next 
ǘƻ ǘƘŜ ά!ŘƳƛƴƛǎǘǊŀǘƻǊǎέ ƎǊƻǳǇ ŀƴŘ ά{Ƙƻǿ ¦ǎŜǊ DǊƻǳǇέ 

 
 

 

 



Assigning Administrators 

3) This screen shows a list of your administrators. To add a new 
ŀŘƳƛƴƛǎǘǊŀǘƻǊ ǎŜƭŜŎǘ ǘƘŜ ά/ǳǊǊŜƴǘ aŜƳōŜǊǎέ ƻǇǘƛƻƴ ŀƴŘ ŦƛƴŘ ǘƘŜ 
ǇŜǊǎƻƴ ƴŀƳŜ ŀƴŘ ƳŜƳōŜǊǎƘƛǇ ŜȄǇƛǊȅ ŘŀǘŜΣ ŎƭƛŎƪ ά!ŘŘ aŜƳōŜǊǎέΦ 

 
 

 

 



Assigning Administrators 

Important Note: 
 

Administrators can view other member information and edit the 
ƎǊƻǳǇΦ 9ŀŎƘ ƎǊƻǳǇ ǿƛƭƭ ŀǎǎƛƎƴ ŀ ά5ŀǘŀ tǊƻǘŜŎǘƛƻƴέ ƭŜŀŘ όǿƘƻ ǿƛƭƭ 
carry out Data Protection 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.  

 
 

 

 



 

How toéView Your 

Group Members 



Viewing your group members 

1) Log into the website and on your dashboard select the 
άaŀƴŀƎŜ aŜƳōŜǊǎέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ά¸ƻǳǊ aŜƳōŜǊǎέ ǘŀō 

 
 

 

 



Viewing your group members 

2) From this screen you can view all of your members, along with 
any memberships that are pending approval, and blocked or 
rejected members 
 

 

 



 

How toéCreate & Edit 

Articles 



Creating an article 

мύ ¢ƻ ŎǊŜŀǘŜ ŀ ƴŜǿ ŀǊǘƛŎƭŜ ǎŜƭŜŎǘ ά/ǊŜŀǘŜ !ǊǘƛŎƭŜέ ƻƴ ǘƘŜ 
News & Articles tab 

 
 

 

 



Creating an article 

2) Whilst creating your article you can toggle the button to 
άŘǊŀŦǘέ ŀƴŘ ŎƘŀƴƎŜ ǘƻ ά[ƛǾŜέ ƻƴŎŜ ƛǘΩǎ ǊŜŀŘȅ ǘƻ ōŜ ǇǳōƭƛǎƘŜŘΦ ¦ǎŜ 
this page to give your article a title and write the content. 

 

 

 

 
 

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

 
 

 

 



Creating an article 

пύ ¦ƴŘŜǊ ǘƘŜ ά!ŘǾŀƴŎŜŘ hǇǘƛƻƴǎέ ȅƻǳ Ŏŀƴ ŀƭǎƻ ǎŜƭŜŎǘ ŘŀǘŜǎ ŦƻǊ ǘƘŜ ŀǊǘƛŎƭŜ ǘƻ 
ōŜ ǇǳōƭƛǎƘŜŘ ŀƴŘ ŜȄǇƛǊŜ όƛǘ ǿƛƭƭ Ǝƻ ƭƛǾŜ ŀǎ ǎƻƻƴ ŀǎ ȅƻǳ ŎƭƛŎƪ ǎŀǾŜ ŀƴŘ ƛǘΩǎ ǎŜǘ ǘƻ 
live otherwise), you can also assign the article to certain categories. 

 
 

 

 



Updating an article 

мύ ¢ƻ ŜŘƛǘ ŀ ǇǳōƭƛǎƘŜŘ ŀǊǘƛŎƭŜΣ ǎŜƭŜŎǘ άaŀƴŀƎŜ !ǊǘƛŎƭŜǎέ 
on the News & Articles tab 

 
 

 

 



Updating an article 

нύ ¢Ƙƛǎ ǎŎǊŜŜƴ ǎƘƻǿǎ ŀƭƭ ƻŦ ǘƘŜ ŀǊǘƛŎƭŜǎΣ ǎŜƭŜŎǘ ǘƘŜ ά9Řƛǘ 
ŀǊǘƛŎƭŜέ ōǳǘǘƻƴ ƴŜȄǘ ǘƻ ǘƘŜ ŀǊǘƛŎƭŜ ŀƴŘ Ŧƻƭƭƻǿ ǘƘŜ ŀōƻǾŜ 
steps to make any changes. 
 

 

 



 

How toéCreate An  

Event 



Creating an event 

мύ {ŜƭŜŎǘ ά!ŘŘ 9ǾŜƴǘέ ƻƴ ǘƘŜ άaŀƴŀƎŜ 9ǾŜƴǘǎέ tab. 

 
 

 

 



Creating an event 

2) Give your 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.  

 
 

 

 



Creating an event 

3)  Select what type of event you are holding, you can also add a 
logo which will appear alongside the event on the website (you 
ƳƛƎƘǘ ǿŀƴǘ ǘƻ ŀŘŘ ȅƻǳǊ ƎǊƻǳǇΩǎ ƭƻƎƻύ ŀƴŘ ǘƘŜƴ ŀŘŘ ǘƘŜ ŘŜǘŀƛƭǎ ƻŦ 
where the event is happening.  

 
 

 

 



 

How toéCreate  

Event Tickets 



Creating event tickets 

мύ {ŜƭŜŎǘ άaŀƴŀƎŜ 9ǾŜƴǘǎέ button on ǘƘŜ άaŀƴŀƎŜ 9ǾŜƴǘǎέ ǘŀōΦ 
¸ƻǳΩƭƭ ƴƻǘƛŎŜ ǘƘŀǘ ǘƘŜ ƻǊŀƴƎŜ ōŀƴƴŜǊ ŀƭǎƻ ǎƘƻǿǎ ǘƘŜ ƴǳƳōŜǊ ƻŦ 
upcoming events that your group has and which can be 
managed.  

 

 
 

 

 


