CREATING A MANNUAL PARTICIPANT LIST ON OUR WEBSITE
Step 1: log onto thestudentsunion.co.uk (you should have admin access for your club/society)
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Step 2: from the “Opportunities” tab select “Sports” or “Societies” and select your club
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Step 3: once on your club page click the grey cog in the top right corner and under the control panel section click “(club name) admin tools”
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Step 4: select “Groups”
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Step 5: click create new group, type in the date and “TRIP” into the name box and make sure to write the trip name in the following format: YEAR-MONTH-DAY e.g. 2021-11-07 Then select the type as “trip”
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Step 6: select the group you have made from the list below 
[image: ]

Step 7: select members then add them to list
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CREATE AND MANAGE TEAM SHEETS AND EMAIL LISTS

Use this area to create trips and team sheets for specific events and group members into them

TO CREATE A TEAM SHEET OR TRIP

1. Type in the date and TEAMSHEET or TRIP'into the ‘Name' box.
2. Name must be in the following format:

'YEAR-MONTH-DAY TEAMSHEET - Fixture Name
&g 2011-06-07 TEAMSHEET Bath vs Bristol

3 Then select type trip!

TO CREATE AN EMAIL LIST

e it a name e g First Team'
o Then select type list.
« You can then add people into your teamsheet or list

IMPORTANT: PAID FOR TRIPS: To Create a paid for trip
1. Create an Event for the Trip (See your Admin Tools)
2. Then email suopportunities@uwe ac. uk with the name and date of the event and the price. They will then add a ticket to the event which can then be purchased via your clubs webpage.
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Jobs Admin

Places available: Unlimited LiveFeed Admin

This sign up closes at 9am on the 04/11/21. You must be logged in to sign up. Please do not sign Marketplace Admin
‘Yyour own transport. If you sign up and change your mind pleass cancel your sign up as we nesd tc Messaging Adrmin

attendance numbers. Thank you
News Admin

On the 7th of November we will be heading to Wales for a hike around the Wye Valley (the locatic
of popular Netfix show Sex Education)!

Poll Admin

Profile Admin
We will set off from Chepstow Castle Dell car park (33 Bridge St, Chepstow, NP16 5GA) at 11:3
of around 24km and 750m of elevation gain. We will get to see some beautiful views of the valley

Referenda Admin

through a small cave! This is one of our longer and more difficult hikes so please do not sign up if Shop Admin

‘completing the whole distance in any weather conditions. Be prepared for uneven trails, mud and Signup Admin

strongly advise that you wear walking boots or walking trainers for this hike. Including snack break Surveys

take around 6 hours. We will aim to be back at the Castle Dell car park for around 5:30. If we finf Survey Admin (All Current)

than predicted we will head over to the Chepstow Wetherspoons (The Bell Hanger) so don't forget Website Admin

Transport
Hiking
If you are driving to this walk and feel comfortable doing so please offer any free space in your car to other people by Membership £20.00

putting a post on our Facebook page. Don't forget to bring change s the car park at Chepstow Castle operates a pay and
display policy. If you are driving and would like to reclaim fuel money please register your vehicle with the Students

Union. The relevarnt form to do so can be found here: [ uwehikingsociety@gmail.com

hitps://www thestudentsunion.co.ukjopportunities/howto/downloads/
[ Find us on Facebook

There is space to lock bikes at the car park and we encourage cyclingthe use of public transport s it is better for the
environment. If you live on Frenchay campus and cannot secure a lift we would advise you get the 9:57 train from




