
 
The Committees Pages on Sussex Direct 

 

 
You can view Groups and view/manage Documents on the Sussex Direct Committees Pages by going to the 
Admin tab and selecting My Groups.  
 
 
 
 

My Groups 
 
 
My Groups table 

 

 

The My Groups table lists the groups of which you are a member. This is the main table, through which you 
access information and view/manage documents for your groups. Click on a link in the Group Name column 
to do so. This takes you to a page displaying the Group Members table and the Meetings & Documents 
table. 
 
The Contact column displays the email alias for the group. Click on the link to email the group. 
 
If any documents have been uploaded for a group, a tick will be displayed in the Documents column. 
 

 
 
 
 
Group Members table 

 
 
To view details about a group member, click on their name in the Name column. 

To email the group, click on the envelope icon  in the table header. 

 
 
 
 
 
 



Meetings & Documents table 

 
 

The Meetings & Documents table displays a list of meetings of the selected group. Meetings which have 
passed are shown greyed out. This table also allows you to upload documents if you are permitted to do so. 
For Committees, only Secretaries may upload documents and amend information about them. For Teams, 
any member may do so. When relevant, the Upload Document button [see below] appears. 
 
Documents attached to the group as a whole are shown in the table sub-header. Documents attached to a 
specific meeting are shown in the corresponding table row. Click on the text link to download or view the 

document. Each link is shown with a colour-coded icon:   /  /    

• Red:  Only available to the group  

• Grey:  Available to anyone logged into Sussex Direct  

• White:  Available to anyone  
 

Clicking on the icon takes you to the Manage Document table [see below] where you can edit information 
about the document if you are permitted to do so [Committee Secretaries or any Team members]. 
 
 
 
Upload Document button 

Clicking the Upload Document button takes you into edit mode and allows you to 

• upload a document 

• attach the document to a meeting or to the group as a whole  

• enter information about the document 
 

 



 
To locate a document on your computer, click the 'Browse...' button. Enter information about the document 
using the menus and text boxes. Then click on 'Save' in the table header to return to the Meetings & 
Documents table. 
 
 
 
 
 
Manage Document table 

Clicking on the   /  /   icon in the Meetings & Documents table takes you to the Manage Document 
table. 
 

 
 
 
The Manage Document table displays information about the selected document and, if you have access 
rights [i.e. if you are a Committee Secretary, or a Team member], allows you to edit or delete that 
information, in which case the Attach to Meeting/Group button will appear. 
 
To view the document, click the View Document button. 
 
To edit information about the document, click on 'Edit' in the table header. To delete the document, click on 
'Delete' in the table header.  
 
The « Committee Information link in the sub-header takes you back to the Meetings & Documents table. 
 
To attach the document to a different group or meeting, or to change who can view the document, click on 
the Attach to Meeting/Group button. This takes you into 'edit' mode: 
 
 

 
 
 
 
 
 
 
 
 
 
 



 

Searches 

 
 
You can view all Committees listed in the University Organisation Chart and all Teams by going to the 
Searches tab and selecting Committees. 
 
You can search for specific Documents by going to the Searches tab and selecting Documents. 
 
 

 
 
 
The Search for Documents table allows you to search for any documents to which you have access rights, 

as specified by the   /  /   icons. 
 
The search facility is not case sensitive. You may enter information into one or more of the fields. You may 
enter any characters contained in the search term. 
 
The Uploaded Since column allows you to search for documents uploaded since a date you specify. 
 
Click on the 'Search' button in the table header to view your results.  
 

 
 
 
In the list of results, click on the link in the Document column to download or view the document.  
 
If you have access rights [i.e. if you are a Committee Secretary or a Team member], clicking on the colour-
coded icon takes you to the Manage Document table as described above. 
 
Clicking on the link in the Group (Meeting) column takes you to the Committee Members and the 
Meetings & Documents tables as described above. 
 
 


