
Using your admin tools – Edit Details (uea.su) 
 
This guide talks you through how to use the ‘Edit Details’ admin tools available to club and society 
committee members. The purpose of this admin tool button is to enable committee members to 
update their club or society webpage on the SU website.  
 
 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

Click ‘Edit 

Details’ 

button on 

your admin 

tools 

Click here to upload a logo for your 

group. This logo will be seen on the 

clubs or societies page on the SU 

website.  

Fill in links and usernames to your 

social media accounts here. Make 

sure to only link to accounts for your 

club or society, not personal 

accounts. These social media 

accounts will then be linked to the 

social media icons at the top of your 

club or society page.  

Do not put anything in this box. 

Anything you put in here will not be 

visible to people looking at your club 

or society page.  

You aren’t able to change these two 

boxes.   

This box controls the bulk of what people will see when 

they click on your club or society page.  

In this box, we recommend you include: 

>A description of what your club or society is and the sort 

of events or activities you run. If you have a schedule of 

events, e.g. film night every Thursday, you could include 

this on here too. 

>A list of committee members and a way for members or 

potential members to contact them. You could also 

include photos of committee members. 

>A statement regarding accessibility and inclusivity. 

Joining a club or society can make people feel anxious, so 

letting potential members know that anyone can join 

may be a reassurance to them.  

You can also use the buttons at the top of this box to 

format your text, for example bold or header certain 

words, and insert photos, hyperlinks, and YouTube 

videos.  

 


