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Quick Introduction to the GK Unions website for 

Sports Club and Society Committee Members
Initial steps

· You will need to check that your sports club or society has a webpage.  If you do not, please contact activities@gkunions.co.uk to request to set one up.

· You will need to pay for membership of your society.  You can do this online an pay by debit / credit card or come into the Activities Centre with a cash payment.
· You will need to notify activities@gkunions.co.uk when you have paid your membership and your specific committee role title so that we can assign your account name with the role title to provide you with admin rights so that you can then edit the website
To edit your page

· Ensure you are logged in and go onto your society page.  At the top right, click My Account – Control Panel – Admin Tools

You will then see a screen similar to this:

Edit Details tab:

You can update your society name, description and contact details here.  Please make sure that you check that the contact email address is correct.  Ideally your club should have a generic email address as this looks more professional and can be used year on year – for example kayaking@hotmail.com rather than a personal account.
News tab:
You can upload news articles that are relevant to your society – this can be key achievements and successes, about upcoming events or just to raise awareness of your society.  Make sure you use this as this will feature on the front page of the GK Unions website and is free advertising for you!
Events tab:
You can add new events and search for existing events.  With new events you can set the event name, date and time, tagline, description location and add a picture.  Make sure you use this for all events as this will feature on the front page of the GK Unions website and again is free advertising for you and encourages better attendance at events.
Messages tab:
You can send emails to all of your members, individuals or just to committee members.  This is a brilliant way of ensuring that all paid up members receive your emails (not an old list you have compiled) and is a safe way of sending emails whilst looking after students’ data.
Members tab:

You can view all off your members here.  If you click list members by group, it then counts up your members and breaks them into standard membership and committee membership.
Groups tab:

You can view your committee roles and add extra committee members here using the create new group section.  You then just click on the titles and then you can allocate members to these positions.

Additional support:
The fundamental elements of editing the website will be covered in Sports Exec and Societies Exec training, but you can also find some helpful information at http://www.ukmsl.com/ourproduct/.
If you want to add additional Products that students can purchase on the website – e.g. Kits or Society Merchandise like T-shirts, please email activities@gkunions.co.uk.
