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Hello!

Welcome to your new union website,
www.LeicesterUnion.com

This is a short guide detailing how to use the new
website if you are a club, society or association
president or committee member.

The new website is going to be THE place to get
Union information, and the most successful clubs,
societies and associations this term will be those
who maximise its potential.

Over the next few pages you will learn how to
register on, use, and update YOUR section of the
website.

We will use the Football club as the example
society in this guide.
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2.Become a VIP!

Now to your university email inbox and click the
link to activate your account.

That's it, you're registered!

Now send an email to vip@leicesterunion.com to
let us know which club or society you want VIP
rights to and we will give you control of your club’s
page within 24 hours.

Being a VIP lets you get access to loads of special
features which will make your life so much easier
this term and help make your society even better!



3.Edit your Profile

Login and click your name to go to your profile.
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Profile picture Personal
Name First name Foothall Name changes require
How you'd like to be known authorisation
Second name President Name changes require
How you'd like to be known authorisation
Change picture
Communication Email address ryoooh@hotmail.com This is used to log into the
For primary use site and is where your mail

Mobile number

Only available to the SU and
clubs, societies and sports
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Profile Hometown Appears alongside your

Where you call home

Change your picture by clicking the link in the red
box and uploading a photo.

Update your mobile number in the blue box. This
will help your club members to get in touch with
you.

You can also add other info to your profile and
modify your communication preferences further
down the page.



4.Manage your club, society or association

To access your club page go to:
www.leicesterunion.com/clubs and select your club
from the lists.
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This is your club page. This is where you can do
anything and everything, using the options in the
red box.

1 Edit your club details to give info to new
members

1 Chat to existing members on the board

1 Create events to let everyone know what's
happening (these will also appear on the front
page of www.leicesterunion.com)

1 Message all your members



1 Print a list of your members
1 Send out club updates
| Edit club details

It's pretty self explanatory really, fill in the boxes to
let people know what you guys are all about.

When you've updated, click Save.
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About Details Finish
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Twitter username
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Club info
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In later editions of the site you will be able to fully
link the group into your Facebook group. You will
be told when this option is available.



'] Create events

1.Select ‘Add event’ in the left hand column

2.Fill in as much info as possible, upload a
thumbnail (can be your society logo, a picture
of a past event, etc) then click save.

3.Remember, this will appear on the homepage
so make sure all the details are right.

4.If you need to make a change click ‘Edit an
event’ in the left hand column.
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Where your event is being held
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Event description
Detailed description of your event

Event type Concert/Gig v

Where your event is being held

Event thumb No file chosen

A thumb image for your event

Save Save

Save your event

1 Message all your members

Select ‘Message/email members’
Type your message and send

Easy!
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Edit Title

Select ‘Edit my title’ to let members know your title
e.g. President, Social Sec, etc.
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That's it!

You have now mastered how to use all the main
aspects of www.LeicesterUnion.com




Now you can go out and promote the site to all
your members, the more members you get to sign
up the more effective the website will be for your
society!

If you have further queries or need assistance with
anything then email:

help@leicesterunion.com

We will respond as soon as possible and always
within 24 hours.

Enjoy the new website, and good luck in making
this term the most successful your society has
ever had!



