
Introduction Guide: Managing Your Societies Page

INTRODUCTION

All societies and clubs that are registered with Cambridge SU have a page on the
website, and those who are listed as committee member have admin access to some of
the website functions.

This guide is intended to give the basic information on how to use those. However,
given that the website has many functions, this guide only goes through the essentials
to get you started. Further guidance can be provided by contacting the Activities
Team at activities@cambridgesu.co.uk.
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Logging in

Before you can do any editing or admin, you need to login to the main Cambridge SU
website. Go to https://www.cambridgesu.co.uk/ and look in the top right corner, where
you will see a pink login button. Select this.

Step 1

When you have pressed this, you will be taken to a welcome page. You should click the
button entitled University Student (Raven) Login, above the Staff & Guest Login.

Step 2
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This will take you to the Raven login page. Log in with your CRSid here. You will be
redirected to the SU website, which will allow you admin access to the society/societies
that you are a committee member of.

Step 3

If you are a member of your societies committee but are not a current student, then
please contact us at activities@cambridgesu.co.uk.

4

mailto:activities@cambridgesu.co.uk


Finding your society page

All societies have a page on our website which committee members have editing
access of. You can find your society page on our website under the ‘opportunities’
section of the navigation bar. A drop-down menu will then appear, one of which is
Find a Society. You can also follow this link here for the page:
cambridgesu.co.uk/societies. From this page, you will be able to edit your society or
club’s information. If you are not on our society list, then please email us at
activities@cambridgesu.co.uk to register as a society.

Step 1

You can search for
your society in the
‘search bar’ here.

Step 2

You can also filter by categories by changing
the filter from ‘any’ to a specific category.
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Society details

When you visit your society or club’s listing, the top of it will look like this (with the
addition of a society logo instead of the second SU logo, if that has been updated by
your predecessors):

Step 1

At the top right of this page, there is a pencil button. Click on this and you will receive
the options for admin tools, edit resources, and edit events.

Step 2
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To edit the society listing, select admin tools. This will take you to a page with logos
for:

Step 3

Select the edit details button. This will take you to a page which allows you to;
❖ Edit the URL of your site;
❖ Amend your society logo;
❖ Edit the public email address for your society;
❖ Edit the links to your society’s website and/or social media accounts;
❖ Edit the society description.

It is important to keep this information up-to-date so that prospective students can
view the purpose of your society, and any key information, such as contact details.
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Step 4
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Events

The Cambridge SU website has a tab entitled What’s On Calendar, the purpose of
which is to keep Cambridge student events in one place. You can add your societies
events using the Events tab in the admin tools. You can list an unlimited amount of
events for free, therefore allowing you to reach students who may not follow your
social media channels.

Step 1

In order to add an event for your society, select events on the admin tools page. On
this page select: add new event.
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Step 2

You will be directed to a page to input the key information about the event, including
the event’s title, time, date, location, type of event and whether non-members can view
the event on the website.

Step 3
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When setting the times for your event, ensure that you use a colon instead of a full
stop between the numbers, otherwise the time will not be accepted as valid.
Once you have saved the event listing, it will automatically be published onto the
website, unless you have set restricted dates for when it will be visible.
All your events can be edited once they’ve been created. You just need to search for
them in your events section by clicking on the event, and then select edit event under
the pencil icon.
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Tickets

Once your event is set up, you can create tickets. To create a ticket, go to Tickets in
the admin options.

Step 1

The ticket tab will display a list of events that you can add tickets to. If you haven’t
created the event, then this will need to be done before adding the ticket function.
Click add ticket, which appears under the event title, to open a pop up window.

Step 2
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Select your ticket type: General, Students, Members, add the price, sales period and
sales limit. If needed, you can also add a per person limit. Click Save.

You will now be able to see your ticket from the tickets screen. You can also edit, take
it on/off sale and add customisation.

To check ticket sales, click on reports in the admin tab. Sales reports cover everything
your society sells from memberships, tickets and products. Sales reports are the
number of sales, how many individuals you have sold the ticket to, and if you’ve added
any additional information to your products e.g. dietary requirements.

Tip: be sure to check the date ranges as the report will only cover sales within this
date range.
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Member management

On the website, you can keep track of your memberships as members can sign up to
your society by buying a membership. If you’d like to charge for your memberships,
then please email activities@cambridgesu.co.uk to set you up with a finance account.

Step 1

To find a list of your members, select members from the admin tools section.

Step 2

The website allows you to keep a list of a society’s members, as the system uses
student logins. This means that there is no need to manually type out email lists
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collected at the Freshers Fair as you can just get students to sign up through the
website, for example using a QR code. Membership lists reset on 30th June each year,
and will also automatically deregister graduated students.
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Messaging

Select Messages from your admin tools, with the envelope icon:

Now you're on in the messaging admin tools which should look
like this:

To start sending a message, click send email which should take
you to a compose page. This is where you can create your
email and send it to the mail lists.

Step 1

There are a number of options:

From - this allows you to send the email from any email accounts you have set up on
the system.

Reply to - this allows you to set which email address will automatically receive
responses.
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To - click this to open the Message Recipients page, will display a list of all the
emails you have access to and all the students on that list. These can be selected by
clicking the box next to the list/name and clicking Add Recipients at the bottom of
the page.

Most individuals will be listed under Standard Membership.
Tip: remind existing members to join on the website, so that they are on these lists.

Step 2

Attachments - In the same manner as the “To” section, selecting attachments will
take you to a separate page..

Before you send out your email, send yourself a preview of it by clicking the Send
Preview button at the bottom of the page. You can check how the content you've
added displays across different platforms, such as phone and desktop. If you are
happy with the preview, then click the send button.
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Resources

Societies may wish to add files to their pages, such as constitutions. To add any
resources on your society listing, select the pink pencil in the top right corner, and
select edit [your society] resources from the admin tools.

On this page, you’ll find an upload section, where you can name, describe, tag, and
upload any resources you want. You can also set whether you want everyone, only
students who can log in or only members of your society to be able to view resources.
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Other features

There are other features on the societies and clubs platform that you are able to use.
Some of those, including surveys and polls, are things the Activities Team will be
happy to assist with, should you wish to use them.

For any further information, do not hesitate to get in touch with the Activities Team at
activities@cambridgesu.co.uk.
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