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Working Groups
Portal Manual

A how-to guide to your new
members area




We're excited to launch a
new area of our member
portal, just for Special Interest
Groups and Working Groups.

We hope you will find the portal useful to see what groups you're part of,
upcoming dates, relevant documents & easily apply to other groups.
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If you require any assistance with using the new SIG & WG portal, please contact our team at
eventsteam@besa.org.uk.
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Logging in

To access the members area, please click login at the top of any of our website pages.

1 7y Search [} Joinus Login
oesal v

British Educational . .
suppliers Association About us For educatorsv For suppliersv | News Events Insightsv

If you've logged into the portal before, just login using your email and password.

Not logged into the portal before?

If you had an account on our previous website If you didn’t have a login to our
just click “forgot password?” and follow the website before, you will need to
instructions emailed to your address. choose ‘create an account’.

If you have any difficulties logging in following these steps, please contact our membership
team on members@besa.org.uk or call the BESA office on 020 7537 4997.

89 My dashboard
Once you've logged in, you can click through to the SIG / WG o9

area directly from the dashboard, on the left, or click ‘"Member
portal’ and then ‘My groups’.
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All groups dashboard

Here you can see:

e The groups you are a member of
e The other groups that are available for you to join
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All groups

This is the new hub for all SIG and WG groups and meetings.

At the top of the dashboard, you will see a table that displays your current groups:

My Groups

Once you join a group, any of your colleagues can be added without needing to apply again. To add other contacts to a group, please reach
out to eventsteam@besa.org.uk.

Group Role Member since MNext meeting date

Monday, 30 June 2025 11:00 am-1:00

Export Special Interest Group Member 22/04/2025 o
Early Years Special Interest Group ianadar 13/01/2025 Thursday, 05 June 2025 11:00 am-
1:00 pm
Here you can:
e See the upcoming meeting date * See your pending applications
e See your group member status e Click through to see the group page
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Viewing your groups

If you click on any of your groups from the table on the dashboard, you will be taken to
that groups’ portal page:

Group Role Member since Next meeting date
(Engn Special Interest Group ) Member 22/04/2025 :::"d“’ BUNmE Z0ES 100 am-1:00

Thursday, 05 June 2025 11:00 am-

Years Special Interest Grou,
Early. R Member 13/01/2025 —.

Export Special Interest Group
ThiS is your new go_to plqce for Chalr: Sven Hubar, Founder & CEQ, Fiction Express Education Litd

all information about the group. P ———
I

Maating Date Start time Lecation Maating link
Here you can view: Gien o | B o0 _—
e Group information
¢ All documents:
Group documents

o Agendas

Ie) M | n ute S Document nama Upleaded date Actions

I} G UeSt Spea ker S|IdeS Meeting Minutes 13th February 1025 OF/05,/ 2025 Download
e Upcom in g meeti ng details cun Gugsine s prsnlont

e Group members

Group members

Company name Member name

Leaving a group

If you would like to leave a group and to no longer receive
meeting invites, opportunities and communications then scroll Leave group
down to the bottom of group page and click ‘Leave group’.

If you have a colleague you would like to take your place, make sure to provide their details.

Please note that many of our groups are open to BESA members only. If your company decides not to renew then you will
be removed from the group.

SIG & WG Portal Manual




Joining a new group

On the group dashboard you will see the list of all groups:

All groups

To explore group details, terms of reference, and application letter templates please visit: Special interest and working_ groups - BESA

Curriculum Special Interest Group Early Years Special Interest Group
Join group Join group
Educational Furniture, Fixtures and Equipment Educational Technology Special Interest Group
Special Interest Group -
Joln group
Export Special Interest Group Science, Technology, Engineering, and
Mathematics Special Interest Group
Join group
Join group
Special Needs Working Group Women's Educational Suppliers Network
Joln group Join group

Simply click “Join group’ and type your application letter in the text box.

You can see application letter templates and the terms of reference for each group on the
website here.

Key information to note: Salgraup
e Your application must agree to the
groups’ terms Write your letter of application:
e Applications take 7 days to process
e |f your company is already a member you
will be added automatically when clicking
‘Join group’ “
e Only the WESN group is open to non 0./2000
BESA members

Close
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