Webpage Management
The Online Roster System provides student organizations with the ability to manage their own Baylor webpages.  Each student organization has a single webpage that is customizable.  Only the designated Web Master (see “Assign Roles” to find out how to designate a Web Master) can access the system to manage the webpage.  To access the webpage management, click on the “Webpage” tab on the Online Roster.
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Once you have accessed the Webpage management tab, you will see a box titled “Basic.”  This box asks for basic information about your organization’s webpage and its setup.

[image: ]

The “Generated URL” refers to the web address that will directly access your organization’s webpage.  This URL cannot be altered.  However, you do have the option of providing a different “redirect” that will allow users to type in a different address that will access your assigned URL.  For example, if your assigned URL is “www.baylor.edu/studentorgs/STO,” but you think users might remember “www.baylor.edu/studentorgs/steppinout,” simply enter your preferred URL redirect in the space provided.  This is purely optional.
	


If your organization has an external or third-party website (a website hosted by an entity other than Baylor, likely ending with “.com” or “.org”), you must enter that website in the “External Website” box.  Please be sure to include the website prefix (i.e. “http://www.baylor.edu”).  If your external website uses “Baylor” in its address, you must submit information to be licensed to use it.  Therefore, when you enter an external website, a new box for data collection will appear.  This data collection for license will only appear if you have an external website.
[image: ]






The next step is to identify what information you would like to appear on your organization’s webpage.  You can opt to have your organizations registered events, meeting times, and membership automatically displayed.  For the information you would like to appear on your webpage and be visible to the general public, click on the checkboxes indicated below.
If you opt to include your membership, you may choose to include specific groupings of members.  You can choose to include “Officers only” or the organization’s “Complete Membership.”  Please note when making this decision that this information will be open and available to the general public.











Next, please verify the categorization for your organization.  This will help users understand the type of organization you represent and ensure that Student Activities has accurate records.
You now are ready to move on to the next box on the page.  In the “About” box, you have the opportunity to help define your organization.  Please provide a brief description of your organization.  Again, keep in mind that this information will be open and available to the general public.  When providing a description, try not to use terms, phrases or sayings that are understood only by members of the Baylor community or your organization.  This will help prospective new members and the general public to develop a thorough understanding of your organization.
 (
Enter a description of your organization here…
Describe how to join your organization here…
)
In the following box, provide information about how prospective new members go about joining your organization.  The more detailed the information, the better!  Again, keep in mind that this information will be open and available to the general public, so avoid using terms that individuals unfamiliar with your organization or the University may not understand.
In the next box, you have the opportunity to add images unique to your organization.  Click on the link, “Upload New Image.”





Your organization’s code (which is assigned by Student Activities and cannot be changed) will automatically be provided.  You can determine the status (“On” or “Off”) with the drop-down menu.  Then, click on the “Browse” button to find the image you wish to upload.













Then, click on the “Add Image” button.  The image will automatically be added to the webpage. To return to the data collection or “content” portion of your webpage management, click on the “Content” link in the yellow navigation bar.














Now that you’ve added your images, you’re ready to move on to the next data collection box: Web Contact.  This information will be provided on the organization’s webpage as designated contact people for general public users.  While it is optional to provide this information, it is strongly recommended that you do so in order to better serve the public and your constituencies.
The next data collection box is designed to allow you to customize your organization’s web page.  Using the “Custom” boxes, develop content for your web page that is important to your organization.  You may choose to provide information about service your membership conducts throughout the year, recent awards received, etc.  This is the portion of the web page that can make your organization truly stand out among all the groups at Baylor!  Take advantage of this opportunity to provide outstanding information!


[image: ]Once you have completed the customizable section of your webpage management, you can preview your updated web page!  Click on the green “Preview Web Page” button.

















It’s important to remember that your Preview opens and displays in a separate window.  So, be sure to return to the original browsing window and click on “Submit” in order for the page to go live.  **IMPORTANT NOTE** When you click on “Preview Web Page,” your changes and additions are NOT saved!  You must click on “Submit” for your changes and additions to be saved and published to the Student Activities website.
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