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Your very own project page!

Setting up a volunteer project with ARU Students’ Union means that you get your very own volunteer project page.
Here you can tell the world what your project does, who it helps and how to get involved. Your page is customisable
to how you want it to look and it also provides you with the functionality to help you manage your project
committee and members effectively.

1. Finding your project page

All volunteer projects are found at www.angliastudnt.com/volunteering/projects. This is where students will be able
to find out about your project, discover more information and hopefully sign up to your project!
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2. What will my project page look like?

Your project page will contain a number of different tools to make your project page visually striking, easy to use and
functional for your members:

@ Site Admin ~ # Page Admin ~ ™ Basket 0 ® Checkout o} THE SU SHOP LOG ouT

g oN 3 o NEWS REPRESENTATION VOLUNTEERING EVENTS SOCIETIES

Events  Committee =~ Membership List
Welcome to Your Volunteer Project! rU

6
Here is where you can add all the details and photos about your project. ST U D E N T S ’

UNION

e Join
0 People’s Patch - Cambridge £0.00
Add to Basket

Y www.angliastudent.com/voluntee

ring

e 4 c.pursell@angliastudent.com

¥ Find us on Twitter

3 Find us on Facebook

About

This is your front page that displays all your project information

Events
If you create any project events, these will be displayed on this tab

Committee
A list of your project committee members and contact details

Membership List

A list of all your student members

Page Content
This is where your project information will be displayed. This can be edited to your preferences.

Project Logo
If your project has a logo, add it here!

Join
This is where students interested in your project can become a member of your project

Project Details
Link to your external website, project email address and project social media accounts

00-00-00
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3. Admin tools

When your project is set up by the Volunteer Centre, your committee will be automatically uploaded with admin
rights to your project page. This allows you to edit your project page and access a number of other tools. To access
your ‘Admin Tools’, simply follow these simple steps:

1. Go to www.angliastudent.com/volunteering/projects and sign in.
Click on your project page.
3. Atthe top of the page, click on ‘Page Admin’:

N

é - O @ & https//www.angliastudent.com/organisation/21841/

@ Site Admin v # Page Admin ~ '™ Basket 0 W Checkout Q
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4. Then click ‘[your project name] admin tools’:

8 https://www.angliastudent.com/organisation/21841/

- # Page Admin ~ ™ Basket 0 W Checkout Q

UDE Edit template page
INI<
Edit Test events

5. You will then have access to your Admin Tools:

Admin tools

Go to home page

@ ¥ 5 8 & &

Edit Details Website pages News Events Messages Members Groups

Signups Polls Sales Reports Resources Edit Permissions Fundraising
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A
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3.1 Edit details

A

Edit Details

Edit details allows you edit the page content that appears on the ‘About’ tab. It also allows you to edit and upload
your project logo, project details and more. To do this, please follow these steps:

3.1.1 Webname

To change your URL, simply type in your project name and click ‘save’:

Webname

Project Name here X |

Url https://www.angliastudent.com/organisation/21841/

3.1.2 Uploading your project logo
To upload your project logo, please follow these steps:

1. Under the ‘Logo’ heading, click ‘Browse’:

‘ Browse... ‘

Update

2. Select your photo.
3. Click ‘Update’:

Browse...
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3.1.3 Details

Here you can add all of your project details including:

- A generic project email address (setting up a project email is optional)

- An external email address (if you have an external project website or link to a partnered organisation or
charity)

- Twitter address

- Facebook address

- Instagram address

Email address

[ c.pursell@angliastudent.com ] This is your public email address for general contact.

Web address

l http://www.angliastudent.com/volunteering ‘ If you have an external website, enter the URL here.

Twitter username

‘ VolunteerARUSU ] Enter your Twitter username here.

Facebook URL

’ https://www.facebook.com/AngliaRuskinSL ‘ If you have a Facebook page, enter the URL here.

Instagram username

l ‘ Enter your Instagram username here.

*Please ignore the ‘Listing description box’
3.1.4 Description

Under the ‘description’ heading, you will see a large text box. This is where you can input any information about
your volunteer project:

Description
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It is recommended that you input the following information to ensure students understand what your project is and

how they can get involved (use your development plan to help you):

- Project Description
- How is your project helping others?
- What are the aims of your project?

- Where and when does your project take place?

- What activities does your project do?

3.1.5 Uploading photos

To upload photos on your project page, follow these steps:

Please DO NOT use downloaded photos from the internet. Only use your own photos or photos you have

permission to use.

1. Click in the text box where you would like to upload your photo.

2. Click the image logo in the tool bar:

Description

‘ [ source <

mats e R T U0

3. Click ‘Browse Server’:

Image Properties x
image info || Link || Advanced
URL
(| srowse server
Aternative Text
Width Preview

[Lorem ipsum dolor sit amet, consectetuer adipiscing
@ C |eit. Maecenas feugiat consequat diam. Maecenas
[metus. Vivamus diam purus, Gursus a, commodo
non, tacillsis vitae, nulla. Aenean dictum lacinia
tortor. Nunc iaculls, nibh non iaculls aliquam, orc
Border felis euismod neque, sed omare massa mauris sed
velit. Nulia pretium mi et risus, Fusce mi pede,
tempor id, cursus ac, ullamcorper nec, enim. Sed
HSpace tortor. Curabitur molestie. Duis velit augue,
condimentum at, ultrices a, luctus ut, orci. Donec
pellentesque egestas eros. Integer cursus, augue in
VSpace cursus faucibus, eros pede bibendum sem, in
tempus tellus justo quis ligula. Etiam eget tortor.

Height

Alignment
<notset>

o

4, Onthe new window, click ‘Browse’:

@ @ Q I, e [ QE ) mHHeadingz .]
N

Organisation assets - Microsoft Edge

EI https://www.angliastudent.com/assetbrowserprovider/?filetype=i

Corowss.. Dsias

Test images

fUuNioN

www.angliastudent.com | info@angliastudent.com

&7

¢ Y INVESTORS
%_¢ IN PEOPLE

.\éﬂn

4
sy




5. Select your photo and click ‘open’.
6. Then click ‘upload’:

Organisation assets - Microsoft Edge

& https:/, “’www,angliastudent,com/n:«wothx(v\'u:ﬂpmwdm /*filetype=

g

Test images

I

7. Adjust the size of the photo by editing the width OR the height of the photo (editing one will automatically

change the other to ensure the photo remains properly formatted). For a full width photo use ‘600’ as the

Image Properties

width. Typically photo sizes will have a width of around ‘300-400’:

Link || Advanced

Jasset/Organisation/21841/ARUSU-Volunteering-061 | Browse Server

Alternative Text

Preview
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ipsum dolor sit amet, consectetuer adipiscing elit.
Maecenas feugiat consequat diam. Maecenas
metus. Vivamus diam purus, cursus a, commodo
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< | >

v

| |
ﬁ! Cancel | o

8. Click ‘OK’.

3.1.6 Adding hyperlinks

XD @@QL® < QO & M| Headng2 -

Hyperlinking part of your text allows you to link to websites, webpages or email addresses. To hyperlink part of your
text, please follow these steps:

Highlight the text you wish to hyperlink:

[Elz ==::=81u Q

Add a (IR
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2. Click the ‘link’ button:

Description

(Bsorce « » X B @ @ QL(=): M@ 0 & M| ooz -|[B]z 55 = =8 1 u 9

Add a [T

3. To hyperlink to a webpage, choose ‘URL’ in the ‘link type’, type in the URL address and click ‘OK’:

Link x

Link Info || Target || Advanced E

Link Type
URL v

Protocol URL
http:// www.angliastudent.com/volunteering

Browse Server

C:

4. To hyperlink to an email address, choose ‘Email’ in the ‘link type’, type in the email address and click ‘OK’:

Link X

Link Info || Advanced

LLE NS

Link Type
E-mail Vi

E-Mail Address
c.pursell@angliastudent.com

Message Subject

Message Body

ﬁ Cancel | 4

3.1.7 Headings

Adding ‘headings’ to your text enables you to highlight key pieces of text. Headings are also displayed in Union blue,
making your page look more vibrant. To add a heading to your page, please follow these steps:

1. Highlight the text you wish to create into a heading.
2. Click the following button to bring up a host of heading styles:
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Description

Bswce « » XD @ @QAL® - "mom@ Y= ==::=81u 0
POt ~
Add a heading Normal
Heading 1
Heading 2

Heading 3
Heading 4

3. Click on the heading you wish to use (the chosen heading will show the size of the heading but not the
colour. To see the finished look, save your work and view your project page.

3.1.8 Saving your details

Please do not forget to save your progress! To save, simply click ‘Save’ at the bottom of the page. Your details will
now show on your project page.

*If you would like any additional help formatting your project page, please speak with you Volunteer Coordinator.

4. Adding events

&

Events

Adding events to your project enables your members and other ARU students to see what events or activities you
have coming up. This could range from volunteering sessions, committee meetings, socials and more. Adding events
also enables you to add these to the Union events calendar, enabling you to reach a far wider student audience. To
add an event to your project, please follow these steps:

1. Click on the ‘Events’ icon.
2. Click ‘Add new event’:

Events

Back to admin tools

© There are no events for this date range and/or filter.

Search and Filter List
Name “

Dates* | 29/08/20 | —20/09120 | @

Find Events

3. Fill'in all relevant information.
4. If you wish only certain members of your project to view an event, please ensure you tick the correct boxes:

Ny,
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0 Only members may view this event

[J  Only admins may view this event

5. Click ‘Save’.
6. Your event will now show under the ‘events’ tab of your project page and on the union events page.

5. Sending messages to your members

Messages
Your project page also allows you to directly email your members or committee members. To do this, please follow
these steps:

1. Click on the ‘Messages’ icon.
2. Click ‘Send email’:

.
Messaging
Back to admin tools{l Send email | JAv Messaae Centre

Drafts

| [ Show my drafts only

© There are no draft messages.

3. Make sure that the email is being sent from your email address by selecting the correct option.
4. Click ‘Add Recipients’ and select who you want to message:

Send Email

From

O Test <c.pursell@angliastudent.com>

@ Chris Pursell <c.pursell@angliastudent.com>
Reply to

O Test <c.pursell@angliastudent.com>

@® Chris Pursell <c.pursell@angliastudent.com>

Add Recipients

& This message has no recipients
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5. Add your ‘Subject’ title.
6. Type your message.
Click ‘Send’

.

6. Project memberships

Every student who volunteers as part of your project must be a member of your project. This is to ensure that your
volunteers are insured and allows you to effectively manage your members.

All volunteer project memberships are free of charge. Students can ‘purchase’ their membership via the website,
app or at the SU reception desk.

Extra Support

If you require any additional help with your project, please contact your Volunteer Coordinator or visit them in the
SU office:

Cambridge — Peter Taylor House

Chelmsford — Tindal First Floor
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