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What is the Online Shop? 

The Charles Sturt University Online Shop is e-commerce platform designed to make life easier for clubs and 
members, removing the need to carry cash or wait in line! 

Each club has its own dedicated space within the Online Shop, so you can browse all the clubs available on 
your campus or right across Charles Sturt University, select the payments you’d like to make, or check out 
club contact information.  

You can pay your membership fees, order club merchandise or buy tickets to balls or functions with just a 
few clicks. 

This booklet outlines basic functions of the Online Shop.  

If you have any questions or concerns please email clubs@csu.edu.au if you are a club executive or 
engagement@csu.edu.au if you are a student representative.  

 

Permissions 

All clubs have a Shop Keeper and Shop Assistant the permissions of the roles are below.  

Shop Keeper 

• Club executives 

• Able to add and modify products, events, and memberships  

• Make changes to club information and contact details 

• Request a refund 

• Run reports for their shop 
 

Shop Assistant (optional role) 

• Delegated role to an individual 

• Only able to run sales reports for the shop 

 

Do not let anyone else use your login. To provide someone Shop Assistant or Shop Keeper 
privileges, please email your local Student Liaison Officer the person’s: 

• Name  

• Email address  

• Role in the club 

• The level of access they require 

  

mailto:clubs@csu.edu.au
mailto:engagement@csu.edu.au
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Login to the admin side of your shop 

 

1. Go to 
https://www.shop.csu.edu.au 

2. Click on your club’s shop 

3. At the end of the url add /admin 
E.g. 
https://yourclub.shop.csu.edu.au/
admin 

4. Click Login via Charles Sturt. After 
a successful login you will be 
directed to the admin site 

5. If Login via Charles Sturt does not 
work, only then try manual input of 
your Charles Sturt username and 
password 
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Update Shop logo 

This function is only available to the Shop Keeper. 

1. Click the  at top left 

2. Type in Theme  

3. Click on Site Theme Template 
 

 

4. Click the   

 

 

5. At Site Default Logo press Select 

6. Select Upload 

7. Select the logo image from your 
computer 

8. Press Select at bottom right 

9. Select Save at top left 
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Update Shop contact details 

This function is only available to the Shop Keeper. 

1. Click the  at top left 

2. Type in Theme  

3. Click on Site Theme Template 
 

 

 

4. Click the   

 

 

5. Update the contact information 
listed on your shop’s home page: 

a. Contact Name 

b. Contact Email 

6. Select Save at top left 

 

 

  

a. 

b. 
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Update the club description 

1. Click the  at top left 

2. Type in Pages 

3. Select the Pages module 

 

4. Click on Products in the site tree 

 

5. Select Create new version button at top 

6. Click into the Club Description field and edit 
the text 

7. Click Save then Check in then Submit for 
Approval* 

 

*A Student Representation and Clubs Officer may 
need to approve the changes before they go live 
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Add a product or event  

1. Click the  at top left 

2. Type Products into the search field 

3. Select the Products module 

 

 

 

4. Click + at top left 

 

 

 

 
5. Select Product or Event (booking system) 

 

 

6. Complete the following fields: 

a. Product name* - include your club name as well 

b. Price* - must have an amount. If it is free, put 0 

c. Image - of product, and should be different to your 
club logo 

d. Short description - include details about your 
product, when the item will cease to be available, 
and a call to action 

e. Description - enter more information about your 
product. You can insert photos of size charts here  

f. Unsorted – A Student Representation and Clubs 
Officer will insert these codes before your item 
goes live 

g. Publish from - select Now or a future date/time    

h. Publish to - the date/time the item will no longer 
be for sale 

 

 

 

 

 

 

 

 

 

 

 

d. 

c. 

b. 

a. 

e. 
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i. Needs shipping - untick 

j. Track inventory - in most cases this will be No 

 

Select Save > Check in > Submit for Approval                      

 

 

 

 

 

 

7. For an event, you will also complete: 

k. Event name* - include your club name in the title 

l. Event location - fill in this field, but other event 
details and event summary are optional 

m. Start date - the start date and time of event 

n. Open from/to - the time the venue is open not the 
time the event starts 

o. Allow dietary - this will insert a field for 
purchasers to identify any dietary needs 

 

 

g. 

h. 

f. 

j. 

i. 

k. 

l. 

m. 



 

 

 

Online Shop User Manual |  

Division of Student Services  Page 10 of 17 

 

 

  

n. 
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Add a donation   

1. Click the  at top left 

2. Type Products into the search field 

3. Select the Products module 

 

 

4. Click + at top left 

 

 

 

 
5. Select Product 

 

 
6. Complete the required fields 

 
a. Product name* - e.g. “Club-name Donations” 

b. Price* - set to $1 

c. Image - find a suitable image or use your club logo 

d. Short description - Insert something like, “Please 
put the amount of your donation in the quantity 
field.” 

e. Description - Insert something like, “Thank you for 
donating to our club. If you are interested in 
sponsoring our club, please contact us directly.” 

f. Representing - change drop down to Donation  

g. Minimum donation - set to 1 

h. Maximum donation - set to amount you are 
comfortable with accepting without being considered 
a sponsorship. As a guide, most campuses are 
between $500 and $2000 

i. Allow private donation - tick 

j. Unsorted - your Student Representation and Clubs 
Officer will insert these codes before your item goes 
live 

k. Publish from - select Now or a future date/time    

l. Publish to - the date/time the item will no longer be 
for sale                       

 

 

 

 

b.  

c.  

a.  

d.  

e.  
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m. Needs shipping - untick 

n. Track inventory - select No 

 

Select Save > Check in > Submit for Approval  

 

 

 

 

  

f.  

g. 

h. 

i. 

j. 

k. 

l. 

m. 

n. 
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Add options to products 

(e.g. clothing sizes, text fields for events, dorm names or colours) 

After step 6 in Add a Product, 

7. Go to Options > Option categories > Add categories  
 

 

 

8. Tick the required category/ies  
 

9. Press Select  

 

 

 

Add Variants to Options 

(e.g. shirt colours, dorm names) 

After step 9 in Add Options to Products (above), 

10. Click on the checklist icon next to the category 
 

11. Select Allow all options or Allow only selected 
options 

 

 
12. If you select Allow only selected options, check 

which options you want to include 
 

13. Select Save and Close 
 

14. Select Save then Check in then Submit for approval 
 

15. Your Student Representation and Clubs Officer will be 
sent an email to approve the changes before they go 
live 

 

If you can’t access these or would like new options or 
variants, contact Clubs@csu.edu.au to have these set up 
for you. 
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Edit a product  

1. Click the  at top left 

2. Type Products into the search field 

3. Select the Products module 

 

 

4. Expand the Product tree by clicking the    

5. Click once on the product  

 

 
6. Select Create new version and make changes 

Follow from step 6 Add a new Product  
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Run a report on a specific item/event  

1. Click the  at top left 

2. Type in Reporting 

3. Select the Reporting module 

 

4. For reports on events and merchandise, select  

E-commerce > Orders > Orders with Options 

a) Change the Sale start date 
 
b) Update the Shop and Product 

 

5. For reports on Membership select Membership > 
Membership Users 

a) Select the membership type 

 

 

6. Right mouse click on the grey header to export the 
report to Excel. 
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Run a report on all shop transactions   

1. Click the  at top left 
2. Type in Reporting 
3. Select the Reporting module 

 

4. For reports on all transactions select:   

E-commerce > Orders > Orders with FOAP 

c) Change the Sale start date/Sale end date 
 
d) Update the Shop and change Order Paid to: Paid 

(not all)  

 

  

 

5. Right mouse click on the grey header to export the 
report to Excel. 
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Quick view of sales/inventory  

Click the  at top left 

Type in Reporting 
Select the Reporting module 

 

 

Select E-commerce, Products and then Top 
products by number of purchases  

Change the From/To date  
 

Tick the box that says Only paid orders  

 

 

 

 

A list will appear with the number of purchases made 
between the dates selected.  
 
 

 

 


