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It sounds a bit scary and a lot of work but it really isn’t. The 
system uses ‘WYSIWYG’ which stands for ‘what you see is 
what you get’. This means that when you’re editing your pages, 
it just looks like a word document! 

We want you to make the most of the website and it is here to 
make running your club even easier!  If you have any more 
questions, please email your Marketing Assistant, Lauren, 
at lauren.kirk1@stir.ac.uk or pop in to the Union Offices. 

Every club has its own page where you can manage every aspect 
of your clubs membership. From committee lists to membership 
lists, messaging all members to uploading useful files for your 
members.

The new Students’ Union website isn’t just a front-facing website 
of news stories, pictures and links to social media. It’s a whole 
backstage system which manages every student’s data.
 
All purchases of memberships for Clubs & Societies 
and Sports Clubs (whether that’s your card or your individual 
club membership) are now done through the Union website. club membership) are now done through the Union website. 

Welcome to your 
‘How To’ guide for your Club’s pages 
on the Students’ Union website.



Your Clubs Page
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Go to www.stirlingstudentsunion.com
and click ‘log in’. You are automatically
 logged in using your student ID 
(i.e. lak00004) through a fancy bit 
of internet magic. No need to register. 

As a club president, treasurer or secretary, you have admin access to your Club page. 
Find your club in the lists of clubs & socs or sports teams and click on it. 



Click on the name of your club to open 
up the options shown on the next page.
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This is what your club page looks like. The ‘you can join through your portal’ text will be 
replaced by the  time you access the site with a ‘buy membership’ button as all club 
memberships are now bought through the Union website. 
To edit your page, click ‘Admin’ at the top left corner. 



URL

.



Here is where you edit the content for the ‘about’ 
tab on your page, fill this with training times, 
information about the club and any links to 
social media etc. 

Write a short bio in here.

Now you have your club details in, let’s move on 
to adding more content such as news, events, 
resources and more!
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Adding & Editing News

Make sure you display the article from the day 
you write it until the date you want it to disappear. 
If you don’t want it to disappear, make it last a 
year then select ‘show item in the archive’
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Call your story something short and snappy. 

Put in one or two words 
to explain what it’s about. 
Keep it to one sentence.

 Click ‘news’ in your admin tools screen. Then click ‘add new article’.



Always upload an image to keep your story 
interesting and give it an icon. 

Write your news story in here.

If you want to create a draft, don’t click approved.

News stories are a great way to promote your club. Use them to shout
about what you have achieved!
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What about adding some events? It’s a great way for your members to keep up with 
what is happening in the club and allows you to have a static page to link to when 
you are promoting your event. See the Union ‘What’s On’ section on the website 
for inspiration. Click ‘events’ in your admin tools.Click ‘add new event’

Search and Filter allows
you to look through
past events/filter to 
events in a certain time
bracket.

This bit is pretty important, don’t forget it!

Tip: time must be 00:00 format
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Adding & Editing Events



Select ‘clubs & societies’ 
or ‘sports union’

Selecting ‘only members’ means only people who 
are members of your club will see this when they 
log in. 

Adding events to your club’s pages will keep them fresh and up to date, 
it’s a great way to advertise your club in showing that you are active and
working. It’s also a great way to keep your members informed of meetings
and trips. 

Put as much info in as possible!
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Creating & Managing Groups
Groups are where you create your committee list. Only President, Secretary and Treasurer 
will have website admin privileges, however it is very useful to add in the rest of your 
committee. You can also create and populate mailing lists of your members here, such as 
‘Fresher Members’ and ‘Committee’.

These three positions
are already put in by
us. These three people
are the only ones who 
have admin access to
the website pages.
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Creating Polls
Polls are a great way to get your member’s feedback on something. Maybe you are 
having a themed social and you can’t decide? Click ‘Polls’ in your admin tools

10

Click ‘add new poll’

Add some answer options!

Make sure you decide if this is a poll
for members or anyone to answer.



Sending messages to all your members is really easy through your admin
tools. Click ‘messages’ in your admin tools.

Remember: you
know how annoying
it can be to get
loads of spam
in your inbox.
Message your 
members aboutmembers about
important things, 
don’t abuse the
system.

Make sure the
email address
that you use for
the page is the
correct club email.

To add recipients click on ‘To’, which 
will give you a list of all your members 
and any groups that have been set up.

Messaging Members
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You can create signups for things such a trips or events where your 
committee/members will be helping out. Click ‘sign ups’ in your admin tools.

Creating Sign Ups
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Click ‘add new signup’

Capacity is a great tool,
especially if it’s for a trip!

All places you can put in text
have this same ‘WYSIWYG’ set up.
(What you see is what you get)



Uploading Resources
You can upload resources to your pages. These can be downloads for training 
times, programmes, etc. Click ‘resources’ on your admin tools.

There are currently none here, but this is where the 
list of all the files you’ve uploaded will sit.

Selecting ‘only members’ means only 
people who are members of your club 
will see this when they log in. Everyone 
means the general public, logged in or not. 

As with all content on the website, remember to stay sensible with uploads
and don’t put sensitive information available as a download.
These pages are your responsibility but are monitored by the Union to make
sure they adhere to all Constitutions/charters and our Equal Opportunities 
Policy. You can read these on the governance pages of the website. 
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