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WELCOME TO MYDUSA

If you've ever bought an event ticket, voted in the
DUSA Elections, or bought anything on the online
store, you've used myDUSA. It's a simple to use
platform and keeps everything all under one roof -
easier for both us and youl!

This guide will hopefully give you all the information
you need on setting up and using myDUSA for your
society management, but if you have any questions,
please get in touch with the Societies Officer or
VPSA at societies@dusa.co.uk and VPSA@dusa.co.uk
respectively.

WHY DID WE LEAVE RUBRIC?

Honestly? We heard your complaints.

You told us that Rubric wasn't easy to use, it was a
pain going between all these different websites and
portals, and the forms were confusing. So, when
our contract ended, we opted not to renew It.

For those of you who are really used to Rubric, the
processes aren't all that different here. There's a
little bit of setup admin, but after that, it's all smooth
sailing - and it gives us capabilities we didn't have
before to make the societies experience even
better, so it's a win for everyone!
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SETTING UP YOUR SOCIETY PAGE

The first step to setting up your society page Is
ensuring you have admin access, meaning youre
registered as a committee member in the system. If
you're registered properly, you should see this when
you go On your society’'s page:

About Us

Contact Us

=

Products

Mambership £0.00

Add to Basket

g

|

If you don't have this pencil icon, you should email the
Societies Officer to have you added as an admin to
your society’'s page.

If you do, click on it to be taken to your admin page.




Your admin page should look something like this:

2% Tutorial Society (change)

Admin tools

Go to home page

a0a
=

Committee
Resources

1 Members

View members

Products

Create products and put
them on sale

Tickets

iy create and manage

tickets for avents

Edit Details

|I £dit loge, description and

contact details

Messages
Send amails to membars

Resources

Provide downloodoble
resources

Website pages
Add and edit website
pagee

Events

Craate and manage

events

News

Create and edit news

articles

Sales Reports
A oy membership,

products and ticket sales

Groups

Create and delete roles
and mailing lists

Polls

Create, edit, and view poll
results

Signups
Cregte and manoge
signups

Don't worry if you don't have all of these permission
buttons. The ones you should definitely have, and will
use, are:

Edit Details
Events
Members
Tickets

The first thing we want to do is ensure that your page
IS up to date with all of its information, and a picture
such as your society logo.

Click on the Edit Details button.
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On the Edit Details page, you will
following details to be publicly vie

e Webpage Name (enter your s

e | ogo (upload an image)

e Society email address
e Web address (for if your socie
website)

e Phone number

o X/Twitter username
e Facebook URL

e |nstagram username
e YouTube URL

e Society description

You do not need to fill in all of th
ones that are applicable to you.

Remember that the information
webpage is public, so don't put y:
number in unless you're open to
public calling you about your soc




SIGN-UPS & MEMBERSHIPS

New members of your society ce
your society’s page on MSL. On this
their membership fee, which will
your society’s bank account.

Note: unfortunately, the syste
committee members to make chan
pricing themselves. Please cont
Officer to set or change your memtk

A list of members will be available t
admin page. You can use this to crc
for finances, or see how many me

These details must be kept confide
no-one outside of your committes
Officer should have access to these
touch to ask!
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SOCIETY MEMBERS AREA

The Members Area will remain
continue to have:

e All society guides
o Societies Handbook
o Venue Handbook
o Liar Partnership Guide
o New Society Start Up G
e All society forms
o Venue booking form
o Banking request form
o Reaffiliation form
e All templates
o AGM minutes template
o Privacy Policy template
o Constitution template
o Risk Assessment templa




EVENTS & TICKETS

You can also use myDUSA to set up your events, and
this will automatically sync them to the DUSA website.

On the admin tools page, click Events, and you should
find yourself on this page:

dng Tutorial Society (cha nrga]

Events

4+ Add new event

@ There ore no events for this date range andor filter.

Search and Filter List

Name

@ Enter part of all of an event name to filter the list.
Dates *
09f09/2025 B - 0gfi0/2025 @

Search for events taking ploce in the selected date range.

Obviously, when you're first setting up, there won't be
any events on there. Click the green '+Add new event
button to set up a hew event, and you should see this:

dnh Tuterial Sockety

Add Event

Back to event list

Eventname *

Date and time *
ad/MMfyyy | HHmm | B ddfMMyyye | Hmm | 8

show on ali days
a If chacked, the event will be inciuded on lists ond colendoars for each day its  Applies to mulii-day events anty. By delaull the event will enly be included ance, on the first day of
! running. tho event.

Repwat Event
CRapeatfer 1w« Webks ~

Togline | short description




On this page, you'll be able to input all of your event
details, including if it's a repeating event (e.g. weekly,
monthly).

Once you've filled in all of your event's details, click
‘Save’ at the bottom.

Scroll back to the top of the back and click ‘Back to
event list.’

Tutorial Society

Event name *

Tutorial Event

Your event will now be visible on the main DUSA
website. If you have not input a picture for your event,
it will show the DUSA logo by default.

Gth Sep i 3aom |5th Septamber Tipm - 3am Hith Septambser 11pm - 3am
SKINT Mr Worldwide Party 2000's Frat Party
Borsar @ Bonar Hall @ Bonar Hal

13th Septerniber midnight = 20th
Ist September &30pm - 26th

Sephemiber B:30pm
Campus Pantry - Septermnber
9 College Shop

Saptembar midnbght
Freshers Pass

Bundoa Univarsity Student’s
9 Associotion




The next step will be to add tickets for your event.
Back on the admin tools page, click Tickets' and you
should see the following page:

4% Tutorial Society (change)

Tickets

Show events starting between®  09/03/2025 5 — 09fi0/2025

Tutorial Event (10 Sep 2025)

Add ticket

O Thare one no tekets lor this event.

Fill in the pop-up with details of the ticket. You might
just have one ticket type, or you might have multiple,
so fill out this pop-up as many times as you need to.

You can also enter a limit on numbers of tickets, and a
limit on how many tickets each person can buy.

Once you have added a ticket, you will be able to see
it here, including how many tickets of each type you
have sold.

&  Tuterial Society (change)

Tickets

Show events starting between®  08/08/2025 B — 09)10/2025

Tutorial Event (10 Sep 2025)

If you're having any trouble getting tickets set up in the
way that you need them, get in touch with the
Societies Officer who can add additional types for you.
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KEY CONTACTS

Dani McFawns (Societies Of
societies@dusa.co.uk / @du




