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1. Role of a President/Club 
Board 
Admin VS Club Member
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👉👉 Welcome to our new platform : https://hsgalumni.ch/en/

For you as HSG Alumni Admin/President, the new platform offers possibilities to manage 
your members and events and to communicate with your community. The website is 
available in German and English. This manual will help you to find and use the most 
important functions. 

https://hsgalumni.ch/en/
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Titel

5

Subtitel
👉👉

As a president/admin, in 
addition to being a regular 
member, you can create, 
manage events and...

manage your community (club/chapter) 
and communicate with it.

👉👉 👈👈
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Before we get started, you 
can log in here with your 
user email:

👈👈

👉👉

If you have forgotten your password, 
you can request it here: 
https://hsgalumni.ch/en/authent/reque
st-password/

You also have the option to 
log in with your LinkedIn 
login.

https://hsgalumni.ch/en/authent/login/
https://hsgalumni.ch/en/authent/request-password/
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You can get an overview of 
all communities here.👉👉

Filter here according to 
your search criteria.

👉👉

https://hsgalumni.ch/en/communities/


2. How to manage my
community
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If you click on «Manage my 
communities», you will get 
to the administration view 
of your community.

Here you have several 
options:
1. Edit club page
2. Add/edit media
3. Manage members & send 
messages
4. Create a new event
5. Manage events

👉👉

👈👈
Take a look at the club site 
from a member's point of view.
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👉👉

👈👈

Adjust the contact 
details here.

1. Edit club page

👈👈 Upload a logo/background 
image here.

👉👉

👉👉

Adjust the description
before or after joining 
the club.

Start filling your club 
page with life to inform 
new or existing 
members about the 
activities and more.
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Choose whether it is a document (jpg, png, pdf or 
ppt) or video (link to YouTube, Vimeo).

2. Add/edit media

👈👈

Add a title to the document and upload your media 
file. You can add also a description. *FYI, only 1 file 
can be uploaded.

Add a title to the video and copy the video URL 
into the box.

Would you like to inform you club member about a 
past event with pictures or a video?

👈👈
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👈👈
Here you will find the members for whom 
the application (if closed community) is 
open.

3. Manage members & send messages

If you want to send a message to specific 
members, you can select your recipients by 
ticking «Add to Selection». Your selection is 
displayed on the left-hand side.

👉👉

👈👈

You can create and send a message by 
clicking on «Create a message» in the top 
left-hand corner (for more information, see 
Chapter 4).

👉👉



3. How to create and 
manage events
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Create a new event

Here you will find the step-by-step instructions for creating a new event. 
Jump here directly to the instructions for a on-site or virtual event in this manual.

https://hsgalumni.ch/en/events/manage-my-events/create/
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👈👈

Here you can customize the logo and background image.
*Our recommendation for the background image: choose one without text and 
most importantly a license-free picture with high resolution in landscape 
format, at best test it on your mobile phone to see how it looks in mobile view.

Create a new on-site event

👈👈

Here you can edit the basic information.
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Fill in the basic information
Fill in all *mandatory fields.

All those who wish to register must 
accept the conditions of participation 
by ticking a box.
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If the registration runs via the platform, you can activate participation fees and questions.

Select the payment method whether to pay 
on site or by credit card and add the fee 
selection.
*Optional means that this option can be 
added (e.g. optional dinner).

E.g. do you want to ask the participants if 
they eat vegetarian/vegan? Insert a 
(mandatory) question.

👉👉

Ex. for optional fees



19. Januar 2022 19

Customize further information

Is the event either only for your club members or 
can all alumni participate?

Here you can customize the description, location
and upload media.

👉👉

👉👉 Finally, accept the terms and conditions and 
create the event.
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👈👈

Here you can customize the logo and background image.
*Our recommendation for the background image: choose one without text and 
most importantly a license-free picture with high resolution in landscape format, 
at best test it on your mobile phone to see how it looks in mobile view.

👈👈

Here you can edit the basic information.

Create a new virtual Event
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Fill in the basic information
Fill in all *mandatory fields.

All those who wish to register must 
accept the conditions of participation 
by ticking a box.

Insert link for Zoom/ 
Teams/GotoMeeting here. 
It will be sent with the 
registration confirmation.
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If the registration runs via the platform, you can add questions.

E.g. do you want to ask the participants if 
they already have questions for the speaker? 
Add a (mandatory) question.

👉👉
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Customize further information

Is the event either only for your club members or 
can all alumni participate?

Here you can customize the description, location
and upload media.

👉👉

👉👉 Finally, accept the terms and conditions and 
create the event.
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Manage events & participants

Here you will find the function to manage your current/ 
future and past events and to send an invitation or 
reminder to your participants.

👈👈

Do you want to make 
any adjustments to 
the events you have 
entered?

👈👈
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Manage the partcipants

Keep track of the participants: how many places 
are still available, how many registrations and 
cancellations are there, who would still like to join 
(waiting list)?

Take a look at the participants 
in the overview here.

👈👈
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Manage the participants

Keep track of those who have registered, those 
who have cancelled, those for whom the invitation 
is open...

You have different management options:
1. Export a list of participants.
2. If you want to invite external participants (guest 
participants) (only possible if the event is free).
3. Send a message to (all) registered participants 
(more info in chapter 4).
4. If you have multiple ticket options, you can filter 
by them.

👈👈

👉👉

👉👉

👉👉

👉👉



4. Communication tools
Invitation, reminder, message to the club member, news…
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Send invitation

After you have created your 
event, you can make your club 
members aware of it by 
sending out an invitation to all 
your club members.

👈👈
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Send invitation
Tips & Tricks:
1. Paste the text with this symbol     so that 

it is formatted correctly. 
2. Add here a link.
3. You can embed a video or insert a video 

by copying a link. 
4. You can vary the size of the text between 

heading 2, heading 3 and normal. 
5. If you want to adjust the spacing between 

text passages, adjust the source code text 
<br/> for small spacing and <p>…</p> for
large spacing.
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Send invitation

Here you can see an example of an 
invitation as it was sent by the 
platform.

Event title, organizer, date and 
location are automatically inserted.

*FYI, soon there will only be the 
option «accept invitation».
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Send reminder You must have sent an invitation
before you can send a reminder.

You have the option of whether the 
reminder is directed at those who 
have registered (e.g. with additional 
information for the event) or those 
who have been invited (e.g. friendly 
reminder until when you can still 
register).

👈👈

👈👈

Here you can see an example of 
how the reminder is sent via the 
platform.
*Sender, event title, date and 
location are automatically added.
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Send a message to your club members

If you want to send a message to specific 
members, you can select your recipients by 
ticking «Add to Selection». Your 
selection/recipient list is displayed on the 
left-hand side.

👈👈

You can create and send a message by 
clicking on «Create a Message» in the top 
left-hand corner.

You can find the messaging function here
under «Managing my community».

👉👉

👉👉

https://hsgalumni.ch/en/communities/manage-my-communties/
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Send a message
You have two options, either you send the message to 
your selection or to all members.

👉👉

Insert the subject and message and click on 
«Send message now».

Tips & Tricks:
1. Paste the text with this symbol     so that 

it is formatted correctly. 
2. Add here a link.
3. You can embed a video or insert a video 

by copying a link. 
4. You can vary the size of the text between 

heading 2, heading 3 and normal. 
5. If you want to adjust the spacing between 

text passages, adjust the source code text 
<br/> for small spacing and <p>…</p> for
large spacing.
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Send a message

Here you can see an example of a 
message as it was sent through the 
platform.

*FYI, the subject is not displayed at 
the moment, we are in the process 
of changing this.
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News feed on club page

When a member visits the club 
page, the news feed is displayed 
first.

👉👉

Every member of this club has the 
possibility to «start a discussion», 
to like or to comment.

Furthermore, a job or an event can 
be recommended with a link to the 
corresponding website.

👉👉

👉👉



5. HSG Alumni Presidents
Club
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Recommendation: use the club 
newsfeed to share experiences and 
tips & tricks.

37

In the news feed, anyone can start a discussion and others can 
like, comment. Use this to...
 share your experiences with the platform
 share your ideas for events to get first feedback on them
 network with the presidents and organize an event 

together
 benefit from synergies: common members of nearby clubs 

or similar interests
 make the other club presidents aware of your events
 share questions with each other so that everyone can 

benefit from the answer
 …. Go to the Presidents' Club here👉👉

👉👉
Abonniere den Newsfeed hier.

https://hsgalumni.ch/en/communities/detail/?id=675348ba-d413-eb11-80f1-ff7d4a5cebdd
https://hsgalumni.ch/en/communities/detail/?id=675348ba-d413-eb11-80f1-ff7d4a5cebdd


6. FAQ



General questions

How can I change the slogan or address in my profile?
Click on the arrow pointing downwards at the top right next to your name 
«My profile». You can change your profile data here.

What can I do if I have forgotten my user email and can no longer log in?
Contact us here, we will be happy to help you.

I am a new president/board member. I can't manage Events & Community yet, 
because these two pages are not displayed for me. What do I do now? 
Get in touch with us here, you don't seem to have shared the role correctly. 
You must have administrator rights to use these two functions.

I would like to have a logo for our club. What do I have to consider?
We can create a logo for you free of charge (see for example the logo of the 
Seniors Chapter or Women's Chapter). Please let us know if you would like 
us to create one for you.

Who do I contact if I need more information about my members than is shown 
in the download excel?
Please let us know here which data you are missing. We will be happy to 
help you and compile such a list. 

I have sent a message to my club and I am not sure if it has reached all 
members. How can I check that it has arrived?
In the event administration you can see how many invitations have been 
sent. However, messages to club members or reminders cannot be 
tracked. If you suspect a problem with the message delivery, please contact 
us here. We will be happy to check whether the message was sent 
correctly.

mailto:alumnirelations@unisg.ch?subject=Forgotten%20user%20mailaddress%20
mailto:alumnirelations@unisg.ch?subject=I%20can't%20manage%20events%20or%20my%20community
mailto:alumnirelations@unisg.ch?subject=Request%20for%20a%20detailed%20list%20of%20my%20club%20members
mailto:alumnirelations@unisg.ch?subject=Messaging%20check


Events

How can a participant deregister before the deregistration deadline and 
claim their participation fee back?
When a participant deregisters, the link to the refund form is sent to the 
participant.

Why is the member shown that they are not eligible to participate in my 
event?
It may be that the member has not paid the membership fee yet. Only 
active alumni can register for events. If the member has paid the 
membership fee and still cannot register, please contact us here.

Why can't I find the newly registered event in the overview?
Something seems to have gone wrong with the assignment of the 
visibility role. Please contact us here. Don't forget, if you have selected 
the event to be visible only to your members, only they can register for 
the event.

What do I do if a member wants to participate in the event after the 
registration deadline?
Make sure that you select the registration deadline as late as possible. 
Late registrations will be recorded manually by us and an invoice will be 
issued manually. This extra work can easily be avoided and it is also 
easier for the member to register via the platform as they can pay 
directly by credit card.

What does the status provisional registration mean?
The registration of this member was not successful. There could be three 
reasons for this. Firstly, the member interrupted the registration process, 
the payment was not successful or there was a problem with the 
registration. This member will immediately receive an automatic mail that 
his registration was not successful and that he should contact us. You don't 
have to do anything, we'll take care of it. This member is also not taking 
away anyone else's place.

How can a member see the list of participants? 
When creating an event, you choose whether the registered participants, 
all alumni or nobody can see the list of participants. This is displayed at the 
bottom of an event page.

https://hsgalumni.ch/de/rueckerstattung/
mailto:alumnirelations@unisg.ch?subject=Participant%20can't%20register%20for%20our%20club%20event
mailto:alumnirelations@unisg.ch?subject=The%20event%20isn't%20visible%20in%20the%20overview


Questions?
Feedback?



Universität St.Gallen (HSG)
HSG Alumni 
Dufourstrasse 50 
9000 St.Gallen 

hsgalumni.ch

We are happy to answer your 
questions.
Head of Events und Communitys
+41 71 224 3016 
sascha.bianchi@unisg.ch

Sascha Bianchi
Event & Alumni Relations Manager
+41 71 224 3066
janalea.weise@unisg.ch

Jana Weise
Stud. Mitarbeiterin Alumni Relations
+41 71 224 30 28
alumnirelations@unisg.ch

Pauline Michael

mailto:sven.corus@unisg.ch
mailto:janalea.weise@unisg.ch
mailto:alumnirelations@unisg.ch
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