
Your Society Dashboard 



• Configure your group 

• Assign administrators to your group 

• View your groups members 

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

• Add group events 

• Send emails to your group members 

 

What can you use the Dashboard for? 



Logging In 

1) Open the Durham SU Website and click on “Sign In” 
button at the top of the screen 

 



Logging In 

1) Once logged in click on your name at the top of the 
screen and select “Your Dashboard” 

 

 



Your Dashboard 



 

How to…Configure Your 

Group 



Configuring Your Group 

1) Select the “Edit” button on the dashboard  

 

  

 
 

 

 



Configuring Your Group 

2) Within the “Edit” tab you can check that your student group number is 

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

 

  

 
 

 

 



Configuring Your Group 

3) You can also update your group’s email address (this is the address any 
communications to your members will come from so it needs to be up to 
date) 

 

  

 
 

 

 



Configuring Your Group 

4) Within the “Group Logo” tab you can update your logo, again this will 
appear on the website. You can either select a pre-existing image, or upload 
your own. 

 

 

  

 
 

 

 



 

How to…Assign 

Administrators To Your 

Group 



Assigning Administrators  

1) Select “Manage Usergroups” button on the 
Usergroup tab. 

 
 

 

 



Assigning Administrators 

2) This screen shows all of your usergroups. Click on the cog next 
to the “Administrators” group and “Show User Group” 

 
 

 

 



Assigning Administrators 

3) This screen shows a list of your administrators. To add a new 
administrator select the “Current Members” option and find the 
person name and membership expiry date, click “Add Members”. 

 
 

 

 



Assigning Administrators 

Important Note: 
 

Administrators can view other member information and edit the 
group. Each group will assign a “Data Protection” lead (who will 
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 to…View Your 

Group Members 



Viewing your group members 

1) Log into the website and on your dashboard select the 
“Manage Members” button on the “Your Members” tab 

 
 

 

 



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 to…Create & Edit 

Articles 



Creating an article 

1) To create a new article select “Create Article” on the 
News & Articles tab 

 
 

 

 



Creating an article 

2) Whilst creating your article you can toggle the button to 
“draft” and change to “Live” once it’s ready to be published. Use 
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 

4) Under the “Advanced Options” you can also select dates for the article to 
be published and expire (it will go live as soon as you click save and it’s set to 
live otherwise), you can also assign the article to certain categories. 

 
 

 

 



Updating an article 

1) To edit a published article, select “Manage Articles” 
on the News & Articles tab 

 
 

 

 



Updating an article 

2) This screen shows all of the articles, select the “Edit 
article” button next to the article and follow the above 
steps to make any changes. 
 

 

 



 

How to…Create An  

Event 



Creating an event 

1) Select “Add Event” on the “Manage Events” 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 
might want to add your group’s logo) and then add the details of 
where the event is happening.  

 
 

 

 



 

How to…Create  

Event Tickets 



Creating event tickets 

1) Select “Manage Events” button on the “Manage Events” tab. 
You’ll notice that the orange banner also shows the number of 
upcoming events that your group has and which can be 
managed.  

 

 
 

 

 



Creating event tickets 

2) To add tickets to your event, click the cog icon next to the 
event, then select the “Edit” (the pencil) button.  

 
 

 

 



Creating event tickets 

3)  Select the “Event Ticket Types” button and “Add Event Ticket 
Type”.   

 
 

 

 



Creating event tickets 

4)  You can create numerous ticket types (member / non-member tickets for 
example). Give your ticket type a name and select whether you want them to 
be available online / offline / both, and set the ticket price. The nominal code 
is your student group code, and select how many of that ticket type you want 
to sell. Finally give your ticket a description. 

 

 
 

 

 



Creating event tickets 

Important Note 
 

If you are selling tickets that include alcohol, you must also sell a non-
alcoholic ticket type.   

 

Any groups that use the University name are not permitted to include 
more than 3 units of alcohol in the ticket price. These groups can 
however provide more than 3 units, but this must be done as a 
separate transaction to the ticket (e.g. purchasing a drink voucher).  

 

For more information about events with alcohol please see the FAQ 
page on our website: https://www.durhamsu.com/societies/health-
and-safety 
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Creating event tickets 

5) Once all of the fields are complete, click on “Show Advanced Options”, here 
you can select a date and time for your tickets to go on sale and for sales to 
stop. You can also limit the number of tickets that users can buy.  

 

 

 
 

 

 



Creating event tickets 

6) If the specific ticket type is only available to selected people (e.g. 
your members) use the “Usergroup” box to select your group (the 
format will be “Current Members--followed by your student group 
name). If you would like the ticket to be open to all students enter 
“Activated Students—Union—Union”. If the ticket is open to anyone 
then leave this blank. Once you have entered the details click on the 
“Save Event Ticket Type” box at the top of the screen and repeat the 
process if you want to add other ticket types.  

 

 
 

 

 



Creating event tickets 

7) You can also add questions to your tickets that users will have 
to answer when purchasing a ticket; this can be used to ask for 
allergy information if you are serving food at your event for 
example. To set the questions you need to be in your event and 
then select “Event Questionnaire” 

 

 

 
 

 

 



Creating event tickets 

8) Select the “Add Question” button and select whether you 
want the question to be a dropdown box / text box / checkbox 
and then add the question you want answering in the 
“Question” box and click save. To add more questions repeat this 
process.  

 

 

 
 

 

 



Creating event tickets 

Only the Opportunities team have access to view the 
responses to the questions so please email 
dsu.engagement@durham.ac.uk and one of the team 
can download and send the responses to you.  
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How to… Send E-mails To 

Your Group Members 



Sending emails to your group members 

1) Select the “Manage Group Communications” button on the 
“Group Communications” tab 

 
 

 

 



Sending emails to your group members 

2) Select the “New Campaign” button 

 
 

 

 



Sending emails to your group members 

3) Give your campaign a name (this has to be unique and not the 
same as any other previous campaigns), you can also give it a 
purpose / description. 

 

 
 

 

 



Sending emails to your group members 

4) Select the “campaign type” as Communication. Next you need to specify 
which user group the communication is going to, e.g. if it is for all members 
select “Current Members” in the “Include criteria” box. Once you have 
entered the user group you can click “Show target audience” and this tells 
you how many people the email will go to.  

 

 

 

 
 

 

 



Sending emails to your group members 

5) Make sure that the email address for your group is in the “From” box, give 
the email a subject, you can then start writing the content. 

 

 

 

 
 

 

 



Sending emails to your group members 

6) Once the content is added, if you are ready to send the email straight away 
click “send” 

 

 

 
 
 

7) If you want the email to be saved and sent another day click “Save as 
Draft” and the email will be kept on the “Campaigns” page of the dashboard 
until you are ready to send it out.  

 

 

 



 

Over To You… 



Your Turn! 

Log in to your group and: 

 

• Set up a test event  

• Set up tickets for your test event to include an 
alcohol and non-alcohol option 

• Set up a new test communication to go out to your 
group 
 

 

 
 
 

 

 

 


