
Website 
Step by step guide to help you 
navigate the SU website



Welcome to our quick guide on
navigating the new website! 👋
As you know, we’ve recently launched a new website, so things may look
a little different. Don’t worry, we’ll be doing a lot of the work for you,
and this guide is just here to cover the main things you’ll need to know.

We’ve kept it simple and fuss-free, with quick steps on how to:

1.View your committee members
2.Email your committee
3.Update your website information
4.Update your logo
5.View your group memberships

Hopefully this makes managing your page nice and easy!



⏸️ Before you start... Before you start...
Step one: Sign in (Top right of the website)

Step two: Sign in using the
STUDENT LOGIN

Step three: Access the Dashboard 



How to: View your committee members



View
committee
member 

What is a committee? 👋
Your committee is the team of students who help run and
organise your club or society. They’re responsible for things
like planning activities, communicating with members,
organising events and helping your group stay active.

ℹ️ Your Committee will get decided
in your yearly group elections! 

ℹ️ These will vary across
societies and sports clubs. 
With sports clubs you might see -
Captain, Secretary, Treasurer!

Your Committee
member names
will sit here. 



How to: Email your committee



Step 1: Communications > Start New
Campaign.

Step 2: Give your email a name.
This is for your group only. 

Step 3: Search for ‘members’ in
User Groups. 

Step 4: Select ‘User is a member
of’, ‘Any’.

1.

2.

3.

4.

Next page...



Step 5: Show target audience. This will
show you how many members are
currenlty in your group. If you have 20
members, you should be able to email
20 students. 

Step 6: Fill out your email subject
and Email content!  

Step 7: Once you are happy with
the content, it’s time to send! 

Scroll back to the top of the page
and press SEND.

5.

6.

7.



How to: Update your website information



ℹ️ Editing your information

This year we have preped this section for you. Here you will
already find your group information, training times, club
photo, committee details and social media handles.

The next slide will show you how to edit that information if
necessary! 



🚨 It’s very important you don’t delete this
section. Deleting this will delete all of your group
information displayed on the website. 

Step 1: 
Select the EDIT tool in the ‘Group
information’ settings. 

Step 2: 
Edit your ‘Body’ text. 

Step 3:
Always remember to save your work.
Make sure that the tab is GREEN to
ensure your text is live on the site. 



How to: Update your logo



ℹ️ This part is super easy! Your logo is what students first see
about your group, so make it count. 

How it works: 
> Create your logo and save it as a PNG (preferred) 
> Upload new - Choose file - Add new logo 



How to: View your group memberships



Here you can view your group
Memberships. We have two sports
memberships available and one
societies pass. 

Silver Annual Pass
This membership allows you to
attend training sessions, take part
in club activities, and enjoy the
social side of sport at Bangor. 

Gold Annual Pass
The Gold Pass includes everything
within the Silver Pass, while also
giving students eligibility to
represent Bangor in official BUCS
(British Universities & Colleges
Sport) competitions and fixtures. 

Societies Pass
One off annual payment that gives
students access to join any of our
societies. 
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