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This Module

In this module, we will cover how to successfully
administer your club management via the SU
website known as MSL, including:

 About MSL

« Club committee access & permissions
. Uploading club resources

. Editing club pages

 Administering and managing events

. Corresponding with your members

. Utilising sigh ups for sessions

. Sales reports

 Administering club finances

. Applying for additional funding




All sports clubs have their own webpage, not only to promote your club, but to administer your
club management. Committee members in the following roles will gain admin access to your
sports clubs webpage once the club is fully affiliated:

« Captain/President
« Vice Captain/President
« Secretary
e Treasurer
« Wellbeing Officer
(also known as ‘CSTW’)

Admin access will mean you can edit your details, view and contact your members, manage club
finances, submit funding forms, and store club specific resources.



How to Access your Sports Webpage

. Step 1: Log in to the webpage using your standard Students’ Union username and
password. We apply the permissions to your existing account
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. Step 2: Once logged in, click the cogicon
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. Step 3: The following dropdown will show. Click your sports club name to access your webpage
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The following admin tools are accessible to the club. Those circled in green are the most commonly
used features. Those with a red cross are not functions the Sports Union utilises, so can be ignored.

Admin tools

Go to home page

. Q Activities @ Edit Details Q Events
Committee — D

Resources Create and submit .-o Edit logo, description and Create and manage
activities for approval contact details events

202
[

Members

— . © D ... o
[ FiInance Requests EJ Grant Applications q:@:' Create and delete roles

and mailing lists

(2]

View members

O 0 &

News Polls Resources

Messages h
Q _ E Create and edit news Create, edit, and view poll Provide downloadable
Send emails to members . PDF
articles results resources
Sales Reports O Signups " surveys Website pages
|M View membership, E Create and manage Create surveys and view | '| ® Add and edit website

products and ticket sales signups responses pages



Committee Resources

This is where you will be taken to a central webpage of wider Sports Union resources for the club committees
to access. The following page will appear - click on the ‘Club Resources’ button for sports clubs:

Everything you need to know about

running your society.
Can't find Part of a Sports
something? Club?
f you can't find what you're View all Sport Club resources
looking for please do not available for sports club
hesitate to get in touch. comittee members.

Club resources include room bookings form, trip/tour registration form, event registration form,
accident/incident reporting form, finance committee applications, and zettle (card machine) training.




Edit Details

This is where the club can edit the content of your

_w - Description
webpage within the ‘About Us’ blurb via the
‘ ] ] : [&) Source B B QI = ™ ] @ & M| Format
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We are an inclusive club and welcome anyone who wants to shoot at any level, from competing at

We Would aSk that you do thiS Sparingly if details are University level competitions to purely recreational — whatever suits you best.

. We welcome new members of any skill level, ability and bow type: all beginners must be supervised by a
OUt Of d ate O r InCO rreCt. Senior who will help you with coaching required for new members to learn the basics and ensure you are

safe to shoot. Archery is one of the only sports in which Novices can compete in a separate category,
which means anyone new to the sport has the opportunity to represent the University at inter-student
competitions.

All clubs are requested to provide the Sports Union
with an update prior to the start of each academic
Any questions? Ask away, contact details to reach student committee members can be found on the email

year link on this page or find us on our social media channels to message us direcily.
[ |

Experienced Archers are also welcome join our vibrant club sessions in the University’s £31m Strathclyde
Sport facility alongside fellow experienced competitors.

Email: ussa.archery@strath.ac.uk

Club images need to be of a high spec to avoid looking
grainy on the website - contact the Sports Union if you
are interested in updating your webpage image.



We utilise Native for administering and promoting any events.

Once clubs have submitted their club reaffiliations, the CSTW will be given admin permissions
for you to be able to add and edit events for your club. Get in touch with the SU office if you
require any assistance accessing your account.

To understand how to administer your events and ticketing, you can get a guide from Native
here: https://knowledge.native.fm/kb/en/events-ticketing-227940

native.



https://promoters.native.fm/
https://knowledge.native.fm/kb/en/events-ticketing-227940

Events added to Native will synchronise with MSL and show up in a few places including your
admin tools, when clicking the ‘Events’ button:
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Back to admin tools Add new event

Event Date

Search and Filter List

Name
® Enter part or all of an event name to filter the
list,
Dates *
18/09/2023 2 18/10/2023 d

@ Search for events taking place in the
selected date range.

Find Events



The event will also display on the Union ‘Events’ webpage:
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AboutUs * Events *  Advice *  Sporis & Sociefies *  Volce * Opportunities *  Food & Drink *  Shop »

We run events year-round where you can let
loose, let go, just throw a couple shapes and put
your skills on show,

Slrathclvde’s
uot Talent

Strath Volleyball
Prosents
Strathclyde’s Got

T



‘And on the club’s own webpage:

CLUB SPORT SOCIAL & REC SPORT COACH & VOLUNTEER HUB MEMBERSHIP EVENTS ESSENTIALS ABOUT

EVENTS

StrathVB Presents

Strathclyde’s
Got Talent

“SANW

Strath Volleyball Presents Strathclyde's Got
Talent



Messages

Clubs can use this functionality to message all members associated to your club.
Access a help video on how to utilise this feature below:



https://www.youtube.com/watch?v=3qIeGoc-vfY&t=38s

Any individuals that purchase a
membership for your club will show in < >
Back to admin tools List Members by Group

D-_': Nnee

the ‘Member’ section of your
dashboard.

Search Membe m

On initial viewing, the page will show a
full list of your members, however you
can use the button at the top ‘List m
Members by Group’ to view members
based on the membership category
they have purchased (e.g. particularly
helpful if you have ‘team’ and
‘recreational’ membership products). members per page




Your page will list the committee members as a
membership product within themselves.

This is due to the back-end setup of the
committee roles and adding individuals to a
particular role to allow the relevant
permissions.

It does not entitle committee members to a
free Sports Union/Club membership
unfortunately, so please still purchase your
membership as normal!

Wellbeing Officer

T member

Captain/President

T member

Secretary

T member

Treasurer

T member

Card
Number
N
Card
Number
B
Card
Number
B

Card
Number
N

Joined

21/07/2023

Il‘-‘ 1 Il‘-‘
0Q:00

Joined

/0772023

OOV
00:00

Joined

21/07/2023

00:00

Joined

21/07/2028
0C:00

Membership expires

30/05/2024

Membership expires

30/05/2024
00:00

Membership expires

30/05/2024

Yo e s
LW, CI L)

Membership expires

30/05/2024

el als
00C:00



This feature could be used to populate session
signups, and should not be confused with the
functionality of Native for events.

It’s most common as a replacement from the Club
Management Portal’s ‘Track & Trace’ function. We
would recommend use of this to manage numbers
for any sessions that have a capacity limit, and it
can be used as a first come first served function.

Here is an example of the Dance Club using it for
their auditions. This is the view within the admin

tools which only the CSTW will be able to
view/edit:

Dance

Back to

Show

admin tools Add new signup

current signups only
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The ability for members to sign up will only show on the
front facing club page to members that are logged in.

As soon as a member clicks the ‘Sign Up’ button they are
added to the list. There is no need for the member to
enter any details, as they are logged into their account
which has all of their data stored.

Once signed up, a ‘Cancel Sign Up’ button will appear
which is then available to members who may choose to
remove themselves from the session if they can no
longer make it/change their mind.

Depending on the settings you have for the sign ups,
MSL will automatically manage sighups closing if they
reach capacity, disappearing/appearing on the front
facing club page in line with session dates/times.

SIGNUPS

YEdit Signups

Tap Audition

Date & time: Mon 26 Sep 2023, 5:30pm - 6:30pi
Places available: 50

Wildcard Audition

MNate £ tine: Man D6 Carn NOIN2 Th 0
Date & time: Mon 25 Sep 2023, /om - 8om

D are Zilable: 50
Fa e L = L ma P
—laces avalianie,! o



Surveys & Polls

A couple of optional features your club might want to utilise are the survey and polls widgets.



https://support.ukmsl.com/support/solutions/articles/77000546790-survey-admin
https://support.ukmsl.com/support/solutions/articles/77000547188-poll-admin

S al e S R e p 0 rt S Rugby (M)

Back to admin tools

View sales and purchase information for your organisation's memberships and
J =
products.

Use this function to view a record of sales from T
membership and product purchases. Dloo/z0%s  00:00 R

26/04/2024 00:00

Choose report

Product sales can be set up by the USSU office,
an example of product sales is Men’s Rugby

players buying their own Macron shorts and PR E S

socks. The club bought in bulk from Macron, M

and have set up the opportunity for individual “L"“L —— e Toe
players to make their purchase. The funds then ..., : .
go straight into the clubs savings account. e B ?-

[10042560] Match Kit Shorts [Large) £ Sale



Sales seports can also be used to ate range

look at membership sales in more 01/09/2024  00:00  © - 02/11/2024  00:00
detail - such as specific choosereport

membership products bought

and date of purchase.

4] <y ot > > (v (v = . 2~
Sales reports can be filtered by Product Purchasers Report

specific date ranges. The report

Report Details

Wi I I a e a r O n t h e W e b a e b u t Product # MName Organisation From Date To Date Product Type Txn Type
p p p g , ALL ALL Sun 01 Sep 2024  Sat 02 Nov 2024  *AlLL = *AlLL*

Cheerleading
00:00 00:00

Can be exported in to Various file Trans # Name Under 18 Card # Shop Oty Purchase Date

[10040570] Cheerleading Membership - Full Year (Competition Team)

types such as Word, PDF, Excel e

30156207 *7E Website

on 07 Oct 2024 16:19
on 07 Oct 2024 14:26
30156028 . : *RE Website

et C B 30156002 . *7* Website

on 07 Oct 2024 03:02

o
n = = =

un 06 Oct 2024 23:30



Club Resources

This is where all of the club specific resources should
be stored and is most comparable to the ‘Club Files’

section we used to have on the ‘Club Management
Portal’.

Resources clubs should be storing are files linked to
your re-affiliation such as Club Constitution, Risk
Assessments, AGM minutes, Equipment Inventory
etc., with the freedom to store any resources the club
committee would like to share access on with staff.
It’s also a good way to keep files stored for club access
as the years go on and committees change.

Uploading is simple, we would recommend you set
permissions as ‘Only members of this group can see
this resource’.

Title *
@ The title of the resource. Titles must be unique for rescurces owned by a group.
The title is used for the resource URL, and can contain only letters, numbers and
spaces.
Summary *
&
FaN = o
LI L
@ The summary of the resource content. The title and the summary are used when
searching for resources.
Tags

@ Commaseparated list of tags. These can be used to filter the resource lists.

\

< Choose file | No file chosen

Only members of this group can see this resource’




Finance (SGF)

The finance widget is called ‘SGF’ (Student Group tewPoment st | v Rees
Finance) - an integrated system linked to the & 8o EY——— F—
website. Finance requests can only be submitted by & Recent Requets

the ‘CSTW’. When clicking on this widget, you will

be taken to the screen shown on the right ->

Active Accounts Combined Accounts Dormant Accounts

Savings (2110-737)

While there is a breakdown of your funds listed per I _ | ~ —
account - Grant (club budget), Savings, and M | |
Ringfenced (alumni funds); at the top of the page it —_— —
will display a combined total as ‘Available’ and — — )
‘Balance’.
. ‘Balance’ is linked to regular exports made with o
Xero to display your up to date balance of your — n .
account, it will be mostly accurate...
. ‘Available’ will reflect any pending payments
submitted on SGF, deducted from the balance.

Grant (2112-737)

Alumni (2114-737)



Finance (SGF)

All club finances should be processed through SGF. When making payments, there are two
options:

- New Payment Request (money going out - such as paying for vehicle hire or reimbursing
members)

- New Invoice Request (money coming in - such as sponsorship funds)

While payment requests can be submitted by any of the CSTW, the club captain and club
treasurer are the roles which hold permission to be the second approver of a payment request.
Following these two actions, the USSU office can then proceed with your payment request.

Full detail on the functionality of SGF and how to manage your finances can be found within
the Finance Module on the committee training platform.
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https://www.strathunion.com/sports-union/about/about-us/

