
BASA Members 
Website Training
Friday 4th October 2024



Quick 
reminder
• The new websites went live 

on 1st August 2024
• We have two websites: a 

public one and a members 
one

• The member's website is 
called the Info Hub

• Both can be accessed via 
www.basa.uk.com

• Either via the Members 
Only tab at the top, or

http://www.basa.uk.com/


Scroll 
down

You can also 
access via the Info 
Hub Login



Info Hub – via members only tab or the Info Hub Login
https://members.basa.uk.com/MIC/Login 

https://members.basa.uk.com/MIC/Login


This is a 
brand-new 
website, so 
your old 
account 
does not 
work!

• You need to set up a new account to be able to 
access the system.

• We have been sending regular reminders out but 
as of 2 October only 164 of the original 527 
website subscribers have set up their accounts! 

• For some this may be an email mis-match.
• For some they may have left the company and 

not advised us.
• We are asking all current subscribers to have a 

quick look at the related business contacts and 
email enquiries@basa.uk.com if any need to be 
deleted, or any that the wrong email address 
has been used

mailto:enquiries@basa.uk.com


If you were registered on the old website
You can create your own account – click on Create One



Simply enter the name and email address you think 
were used

The name and email must match our database



You will be sent an activation email
Check your spam mail, just in case



You will 
receive an 

email to 
create your 

account



Create your account
By default, your username is your email address.



What if you are not sure of your previous details?

Enter them ayway



If you get this message
Then your details do not match what we have on our database



Send James an email and we will sort it out for you

enquiries@basa.uk.com



So now you have a 
website account

You are in!



Once you have access what next?

Check your 
colleagues also 
have access

1
Joining Working 
Groups

2
Finding Information
•Resources
•Forum
•Events
•Other

3
Signing on to 
notifications

4



Log on to the 
Info Hub



Click on My 
Info



Click on 
Related 

Contacts 
(top tabs)



If they are current, 
click on the pencil 
and check that the 
email address we 

hold is correct



Amend the 
email if required 
and if the 
person has not 
yet set up their 
new account

Click on Send Login 
Information



Adding a 
new person 

to your 
company



Click on the Add 
Contact (orange) 
button

• You should be able to 
add a new person to your 
business

• Fill in their name and 
email address and tick 
the Send Login 
information box.

• Click Done



Joining a Working 
Group

• The new website allows you to join a 
working group yourself
• If you do self-join, then we would suggest 

that after you add yourself that you send a 
message to the group to say you have joined 
via the forum (or you can email the chair 
and consultant directly)
• Let's look at the process



Click on My 
Info



CLICK ON 
THE + 

UNDER 
LISTS/COMMITTEES



You will see 
a list of the 

committees



You will see 
that some of 
the options 
are greyed out
These committees are by 
invitation only



Let’s say I join 
the Sealants 

Working group



When you click 
done the My 
Info screen 

then shows the 
WG



Clicking on the 
orange square 
to the right of 
the working 

group lists all 
the members



Where do I find working 
group information?

• The new website is organised differently
• We don’t have lists of the WG posts 

organised on single pages
• To help with the functionality the posts are 

added as resources, which are searchable
• We then have a set of forums which are 

the tool by which we are sending the 
automatic notifications
• Let's start with the resources ….



Resources



In the Show 
only.. There 
are a list od 
drop-down 

options



So, you can 
select one of 

these



Search 
Function

News posts tagged to the topics will show 
up

Free search box will also pick up mostly 
the same – but may pick up additional 
news posts that contain the search term 
in the post itself

Let’s go back to PFAS



Type PFAS in 
the open 

search text 
box instead



The first page looks the same, scroll down …

We can find two results that don’t have the PFAS tag



Looking at one of 
the actual post, 
the words PFAS 
are found in the 

text.



Each Working 
Group has its 
own tag

To pull up the old-
style page for a 
working group, 
select that tag



Meeting Documents
Upcoming Meetings should be list on the home screen for everyone



Click on the event



The event post talks about the 
Forum

• Let's look at that next..



Forum

• This is an area reserved for interactive 
discussion with members

• Members can add their own information

• Members can watch posts of particular 
interest for updates

• Members can opt to receive regular updates 
by email



From the 
home 

screen, click 
on Forum



Choose the 
Forum of 
interest

If you are a member if a working 
group, we would recommend that 
you watch/follow that one



Watching 
all posts on 
a Working 
Group
Click on Working Groups



Click on the 
eye next to 
the WG you 
want to follow



You don’t need to be a WG 
member to follow that group
But you may not have access to the minutes if you are not



Watching topics in a Forum
There is an eye on the top right of the Forum Screen – this is the topics you are watching



Click on the 
eye to see 

what topics 
you are 

watching



How do I get the email 
notifications when something new 
is posted
• The resource posts are not linked to 

automatic notifications
• The Forum posts are linked to the automatic 

notifications
• We will run though the communication 

preferences next, but the plan is to post 
everything as a resource and then have a 
forum post to alert members.

• As this is a new system, please let us know of 
any issues



Let's check 
out 

Chemicals 
Legislation



Lots of news this week
But rather than duplicate we are linking back to the resource post



Clicking on the 
hyperlink in the 
Forum post will 
take you to the 
resource post



Communication 
Preferences

Click on the Cog in the 
top right of any screen



Click on 
Communication 

Preferences



Lists

For the moment we are not yet 
operating the lists

Drop-in clinic notifications are 
still coming from Mailchimp, 
but we will be transferring by 
the end of the year

We intend to have lists of 
each event so that each year 
we only send repeat emails to 
those who have opted to 
receive them

We hope to have other lists so 
that we can target information 
to the people who want to 
receive it



Forum 
Notifications

• This is the new area for the automatic emails to 
receive when new content is added

• You can now choose which Forums (working groups) 
you want to follow



Forum Notifications



Meeting Documents
Upcoming Meetings should be listed on the home screen for everyone



Click on the event



The event post talks 
about the Forum • Click on the hyperlink in the Event post





Last thing for this 
session – News 
and Events

• News items
• Members can now 

post their own news
• Appears on the 

public website as 
well

• Subject to BASA 
Office approval

• Click on News



You can have two 
different views

Icons or List

If you click Add 

You can submit your own article  

https://helpdesk.growthzone.com/kb/article/1774-add-a-news-item-in-the-info-hub/ 

https://helpdesk.growthzone.com/kb/article/1774-add-a-news-item-in-the-info-hub/


Events
Month View or List View



Events also on the home screen
The next 5 upcoming events are visible



Final Pointer – 
the bottom left 
of the screen 
has some quick 
links



Thank you for your attention – any 
questions?


