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1 Your Dashboard 

From your Dashboard you are able to control your group. To get to your Dashboard, first 

log into the Bristol SU website 

Hover over the “Hello [Name]” button, and click on ‘Your Dashboard’. 

On your Dashboard you have 8 boxes. Each box (dashlet) represents a different part of 

the permissions you have over your group, such as managing events, putting up articles, 

or editing the group settings. If you hover over the icons on each dashlet a label comes 

up explaining what they do 
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If you are an administrator of more than one group then you can choose which group to 

edit from the ‘Change Group’ dropdown menu at the top of the screen. 
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2  Editing the Group Settings and Webpage 

In this section you can edit the webpage that shows up on the Bristol SU website, and edit 

basic group settings. Most of this will have been set up already, but you are able to alter it 

as you please. 

 

2.1 Editing the group settings 

Click on the ‘Edit’ icon on the ‘Configure Group’ box. 

From this page you can change how your group webpage on the Bristol SU website looks 

and alter the basic settings of the group. 
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You can change the group name and description in the relevant boxes. Changing the 

name will change it on the website database. The description is what will appear on the 

website. You can add pictures and alter the font and format using the toolbar at the top 

of the text box.  

 

The email address in the ‘Configure email for outgoing mails for this group’ box is the email 

address that all group communications will come from (see Section 9).  

The ‘Display Name’ is the name that will show as having sent it. Most student groups use a 

group or committee email address, as opposed to a personal email one. 
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You can assign categories to your group which makes it easier for people to find your 

group on the main website. Each category selected will add your group to that category 

on our ‘Find a Society’ page. This is a very long list and you can click as many as you 

would like, but we ask that you make sure they are relevant to your group.  

 

Click on ‘Show Advanced Options’ tab to see more options.  

 

You can add extra tags to your group so that people can find you on the website easier.  
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If you are a group that requires next of kin details, or for members to be over 18, then 

check the appropriate box. You can also choose whether or not you need to approve 

members before they are able to join. If you choose to have membership approval then 

you will not be able to charge for membership, if this is an issue please contact Student 

Services at bristolsu@bristol.ac.uk. 

 

If “CMS content defaults to draft” and “Articles default to draft” are checked, the work 

you do in these areas will not be uploaded to the website when you click Save. Instead 

they will save as a draft version and must be approved before they affect your group’s 

pages on the live site. This function should be used if you are not confident about editing 

the pages.  
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You can alter the maximum subscription years to set how long the longest membership 

can last for. If you want the option of multi-year membership then you need to make sure 

that this number is greater than or equal to the length of longest membership.  

 

You must remember to click on the Save button at the top of the page for your changes 

to take effect. 

 

If you have inputted any information incorrectly a red error message will appear and you 

will be unable to save until the problem has been fixed. Instructions will appear next to the 

problem to help you solve it. Follow them and click on the ‘Save’ button again. 

 

If you have saved your changes correctly you will see a green message saying that it has 

been saved successfully, and you will see an overview of your group’s information. Click 

on ‘Edit’ if you wish to make any changes. 

 

2.2 Changing the Logo 

Click on the ‘Update Logo’ icon on the ‘Configure Group’ dashlet. 
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You will be given the option of choosing to select an image from a provided list the Union 

or to upload a new image.  

If you choose to upload your own image then click on ‘Choose file’, upload the picture, 

and click ‘Add New Logo’.  
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3 Membership Types 

To have members of your society you first need to have a membership they can buy. You 

can have just one level of membership, or multiple that cost different amounts. You can 

also have multi-year memberships that span the length of a member’s degree, and 

Associate Memberships that are available to non-students. 

3.1 Adding Membership Types 

Click on the ‘Update Membership Types’ button 

You will then get a screen that gives you all the details of the different memberships that 

your group has. 

 

To add a new membership type, click on the ‘Add Membership Type’ button.  

You can then fill in all the information about the membership type. The ‘Category’, 

‘Membership Length’, ‘Availability’, ‘Description’ and ‘Eligibility’ are all mandatory. The 

‘Category’ is the name of the membership, and is what will show up on the website. The 

‘Availability’ defines whether the membership can be bought online, offline or both – 
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please make sure all memberships you set up yourself that these are both. The ‘Eligibility’ 

should be set up for certain usergroups depending on who is able to buy that particular 

membership (see below). 
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For the ‘Eligibility’ section you need to select ‘Specific User Groups’. You then need to 

include the relevant ones: 

• If you have a general membership that is the same price for all people joining, 

including Associate Members(non-students), then you need to have these 

usergroups selected: 

o Students—Union—Union 

o Current Members—Associate Membership Group—Group  

IMPORTANT - Setting the end date of memberships 

 

You will need to define the ‘Membership length’ and the expiry date of the 

membership. This means you have to create different memberships each year. 

 

If you only have one type of membership, an annual membership, then you need 

to have a ‘Membership length’ of 1 year, with an expiry date of the 31st July of the 

next year. 

 

If you have multi-year memberships (ie course-length memberships, or 2-year 

memberships), then you will need to have the ‘Membership length’ set as the 

number of years, and the expiry date as the 31st July of the year it expires.  

 

If you don’t have an expiry date then memberships will run a calendar year from 

when the member bought it. So they could buy a membership that lasts from 

January 2016 to January 2017. This may make it harder for you to keep track of 

how members you have, and harder to chase up renewals. 
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• If you want to have a separate membership for Associate Members, then make 

one membership with the first usergroup in, and another with “Current Members—

Associate Membership Group—Group”. 

 

Then click ‘Save’. You then need to click on ‘Membership Types’ again, so that you can 

approve the membership type. If it isn’t approved it will not show on the website. Tick the 

checkbox in the ‘Approve/Reject’ column, and then click ‘Approve’. 

 

 

 

  

 If you would like to have membership approval (one of the settings in the main 

‘Setup’ page) then you will not be able to charge a membership fee. If this is a 

problem please contact bristolsu@bristol.ac.uk. 
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3.2 Editing Membership Types 

To edit the membership, click on the cog symbol corresponding to the membership, and 

then the pencil. You will then be able to edit all the details of the membership. 

 

Please note, if someone has already bought that membership, you are unable to alter the 

price of that membership. If you would like to raise or lower the cost of membership, then 

create a new membership with the new cost, and stop sales on the original one.  
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4 Managing Questionnaires 

These questions will be asked to anyone buying membership for your group. This can be 

useful if you are a group that requires information about a member, such as emergency 

contact details, as it means you can get this information without having to directly 

contact individuals. If you have multiple types of memberships then you can choose to 

have different questions asked to certain types of members.  

There is also the option of adding questionnaires to events, this is covered in the Events 

section (section 8). 

Click on the ‘Manage Questionnaire’ icon on the ‘Configure Group’ box.  

This page will show you the questions you currently ask new members, and give you the 

option of adding new ones. 

 

4.1 Adding Questions 

Click on ‘Add Question’. 
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Choose what format you would like your question to be displayed as: ‘Single Select 

Dropdown’, ‘Multi-Select Tickbox’, ‘Text Box’, or ‘Check Box’. Then type the question into 

the text box. 

 

Select whether you would like this question to be required by clicking the ‘Action’ button 

 

For Single Select Dropdown and Multi-Select Tickbox, you will need to add options for the 

member to click on. Do this by clicking on the ‘Add Options’ button at the bottom. 
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You can also choose what types of memberships have to answer certain questions.  

 

You can add more questions by clicking the ‘Add Question’ button. 

 

Click the Save button once you’ve finished. The Green Saved box will display if successful. 
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5 Usergroups 

Usergroups are another way that you can group your members – in a different way to 

memberships. 

 

The Usergroups dashlet shows how many usergroups your group has. There are three 

usergroups automatically set up for your group: Current Members, Alumni, and 

Administrators. When a person joins your group they will be put into the Current Members 

usergroup. When they graduate, or their membership expires, they will be moved to the 

Alumni usergroup. Anyone in the Administrators usergroup will have administrator rights 

over the society. You are also able to set up custom usergroups. 

 

You can set up events/ticket types that are only available to certain usergroups (section 

8), or send group communication to different usergroups (section 9). 

 

5.1 Managing Usergroups 

Click on the Manage Usergroups Icon. This page shows you the different usergroups 

already set up and how many people are in them.  
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Clicking on ‘Show Count’ will show you at a glance how many people are in that 

usergroup. 

If you click on the cog icon and then the magnifying glass next to the usergroup, you can 

then see all the details of the members of that group. 

 

 

You can search within these members using the eye icon on the far right, and searching 

using their name/university ID, email etc. This is useful when you have a large number of 

members. 
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You can alter the expiry date of the members in this usergroup. Click the pencil icon, then 

choose the new expiry date, and click ‘Edit Expiry Date’.  

You can’t expire a member immediately, the earliest they can be expired is the next day. 

 

If you click on the pencil, you are able to alter the name, description and permission sets 

of the usergroup. The only usergroup that should have ‘Group Administrators’ as the 

permission set is the Administrator usergroup. 
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5.2 Creating a Usergroup 

Click on the ‘Add Usergroup’ button 

You can then define the name, description and permission sets for your new usergroup. 

Normally, the only usergroup with the permissions set as ‘Group Administrators’ should be 

the Administrator usergroup. 

Remember to save once you’ve inputted all the information. 

 

  



23 

 

UnionCloud Userguide  Bristol SU 

  

5.3 Adding Committee Members as Group Administrators 

To give other committee member administrator rights, they first must be a member of the 

group. 

In the ‘Administrators’ row, click on the cog symbol, and then the magnifying glass. 

From the dropdown menu choose ‘Current Members (Group)’ 

You can then search your members, and select the ones you want to make 

administrators. Add in an expiry date to their admin rights, and then click ‘Add Members’. 

We suggest that you make the end date the same end date as the yearly expiry date of 

your members, ie 31/07/17. 

These members will then have all of the administrator permissions.  
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6 Managing members 

This dashlet shows how many Approved Members and how many members are waiting 

for approval your group has. In this section you can see all the details of the members of 

your group. You also have the ability to download the members list as an Excel sheet.  

Click on the Manage Members icon. 

 

You will now have a list of all of your members. By clicking on the ‘Download Membership 

Details’ button you are able to create an Excel sheet with all of these on. 
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Clicking on the cog icon and then the magnifying glass next to a particular member 

allows you to see all their information - ie: name, date of birth, membership type, and the 

answers to any questions asked at registration. 

 

Clicking on the tabs above the group members will also show you the details of Users that 

are awaiting approval (only applicable if you have turned membership approval on), 

have been Blocked or Rejected. 

 

You will be able to Unblock or Approve members by ticking the relevant tickbox and 

pressing Save. 
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7 Articles 

Articles are similar to blog posts that you can upload to show under the ‘Articles’ tab on 

your group page. These can be used to give more information to members about what 

you do, or as blog posts etc. 

 

This dashlet shows how many articles you have online currently, and how many you have 

saved as drafts.  

Clicking on the Manage Articles icon will take you to your Articles tab.  

This shows the articles that have already been created by your society, their details, and 

whether or not they are live. From here you can view the article, edit it or delete it.  

By clicking on the eye icon you are able to search for articles by their title or when they 

were created or updated (dropdown menu). Press the reset icon to return to normal view. 
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7.1 Creating an Article 

Click on the ‘Add Article’ button. This page can also be reached by clicking the ‘Create 

Articles’ button on the main Dashboard. 

On this page you can name the article and add all of the content in the Body text box. 

You are able to use the toolbar to control the font and can also add an image to the 

main text by clicking on the image icon. 

You have the option of making it go live on the website immediately, or to save it as a 

draft to be altered later.  

 

You can also upload a display picture, which will show on the ‘Articles’ section of your 

society/club webpage, by clicking the ‘Choose file’ button and then choosing the picture 

you would like to use.  
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There are more settings in the advanced options tab. 

 

You can choose a publish date, and a date for the article to expire on. If the publish date 

is left blank then it will publish immediately (if made live), and if the expiry date is left blank 

then it will continue to exist on the website indefinitely. 

 

You can also choose a category that the article fits into, add any additional tags, and a 

summary. 

 

Remember to save your changes by clicking the ‘Save’ button at the top of the screen. 
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8 Managing Events 

This dashlet shows you how many upcoming events you have. 

 

If you click on the Manage Events icon, this will take you to a list of all of the events for 

your Society. It shows the name, event type, start date/time, and the publish date/time. 

Using the eye icon in the last column you can filter the events to help you search for the 

one you want to look at. 
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If you click on the cog symbol next to the event you can choose to see the details of it 

(magnifying glass), edit it (pencil), cancel it, or copy it 

 

8.1 Creating Events 

To create an event click on the ‘Add Event’ button in the Manage Events section, or on 

the main add event button in your Dashboard. 

 

You then need to input all the event information into the system. The required sections are 

name, event type, start/end date and time, description, venue, contact details, and 

event capacity. 

 

The event types that show up on the website are: 

• Advice 

• Campaigns 

• Democracy / Student Voice 

• Equality and Diversity 

• Fundraising 

• Live Music 

• Other Events 

• Sale 

• Society 

• Sport 

• Student Opportunities 

• Entertainments 

• Give it a go 

• Learning and Development 

• Performing Arts 

• Varsity 

• Halls 
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In the ‘Additional Options’ section, you have the ability to add a Publish Date/Time and 

an event logo. You can also choose whether to show/hide the number of available 

tickets, whether under 18s can attend, and any additional tags. 
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Click the ‘Save’ button to save all your changes. Once saved you will see an overview of 

all the details of the event, which you can go back and edit by choosing ‘Edit’.  
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To copy an event click on the copy icon in the events list, or on the copy button in the 

events editing page. You can then choose the frequency of the event, and how long 

you’d like it to repeat for. Click the Confirm button to save the recurrence.  

 

 

8.1.1 Adding Ticket Types 

This is where you create the tickets for the event you’re running. If you don’t create any 

tickets then students won’t be able to buy any on the Bristol SU website. Creating multiple 

ticket types is useful if you are having an event where you would like to have tickets that 

cost different amounts for members/non-members, or for things like earlybird tickets. As 

shops are also created as events, you can create a different ticket type for each different 

product. 
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Click on the ‘Event Ticket Types’ tab at the top of the screen 

 

Here you will be able to see the details of all the ticket types you have, and add new 

ones. Again, you can search through them using the eye icon.  

To create a new ticket type click on the ‘Add Ticket Type’ button. 

You then need to put in the ticket details; the required sections are the name, availability 

(it is best to leave this as ‘Both’), price, and description.  

Please do not add a transaction fee. 
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In the ‘Additional Options’ tab you can alter the start/end date of the ticket sale (useful if 

you only want tickets to be available for a certain amount of time), add in a limit to the 

number that people can buy, and select which usergroups can purchase this ticket. 

 

You can also check the ‘Stop Ticket Sales’ box if you would like this ticket type to stop 

being sold at any point. This can then be unchecked at a later date if you would like to 

put them back on sale. 



36 

 

UnionCloud Userguide  Bristol SU 

  

 

Click ‘Save’ at the top of the page once you have finished.  

Once you have saved it you will be shown a summary of the ticket type. You can then 

edit it again, or create more.  

 

8.1.2 Adding Event Questionnaire 

Adding a questionnaire to an event allows you to ask question to the guests without 

having to contact them each individually. The questions are asked at the point of 

purchase. This is useful if you would like to ask for dietary requirement for a meal event, or 

for contact details etc. 

 

Click on the ‘Event Questionnaire’ tab. Then click on ‘Add Question’.  
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Then you can set up your questions, choosing the type of question you want, and adding 

options for answers. 

 

You can make it mandatory by clicking on ‘Action’ and checking the ‘Required’ box. 

 

You can make it so that only specific ticket types have to answer a certain question. This 

could be useful if you have an event that has one ticket that include a meal and one 

ticket that doesn’t, as you can ask for meal choices or dietary requirements.  

If you decide you don’t want a certain question then click the red cross in the top left of 

that question. 
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Add more questions by clicking the ‘Add Question’ button. Once you’ve added them all 

click ‘Save’ 

 

When a person buys a ticket to your event they will now be asked these questions as part 

of the payment process. You can view the answers to these questions by looking at the 

booking details of the event. 

 

8.2 Booking Details 

You can see how many tickets you have sold, and who has bought them, by checking in 

the ‘Booking Details’ tab.  

This shows all the people who have bought tickets. You can download this an Excel sheet 

by clicking ‘Download booking details’. 

 

If you click the ‘Quick Summary’ section then it will give you an overview of the capacity, 

number of tickets sold, and the number of each different type of ticket sold.  
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8.3 Shops, Courses, and Competitions as Events 

8.3.1 Shops 

Union Cloud does not have the ability to set up shops as separate entities, so the solution 

to this is to set up shops as events. These need to be created carefully, else they clog up 

the main events calendar, the homepage ‘What’s on’ widget, and society/sports clubs 

individual group calendars. This makes it hard for visitors to browse and discover current 

events they may want to attend. 

Shop events should have an actual event that is as small as possible, and preferably not in 

term time. We recommend that you set these up to be 1 hour long on the 31st July. You 

can then create different ticket types for the different products you want to sell. To have 

products that are only available for a certain amount of time (ie a week in term 2), you 

need to set the dates of the ticket associated to that product to that time. 

 

8.3.2 Courses or Training events 

If one of the events you run is, for example, an eight week training course, then do not set 

it up as an eight week long event. Instead, set the event up with a start and end that 

reflects the first session accurately. If people can join the programme at points after the 

first session then set up separate events for these, with similarly appropriate start/end times. 

 

8.3.3 Competitions 

In a similar way, for competition entry events, do not set the event up with to/from dates 

that cover the whole entry period. Set the event as running for the hour or so before the 

deadline. You can still promote the competition by linking to your homepage/Facebook 

pages. 
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9 Group Communication 

This dashlet will show you how many email campaigns have gone out to your members 

and how many emails you currently have in draft version, ready to be sent out to all 

members.  

 

If you click on the ‘Manage Group Communications’ button it will lead you to 

‘Communications’ page.  

Here you can see the details of any pending emails (“campaigns”) you have to be sent 

out from the website to your members, and create a new campaign.  
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This will be sent from the email address you put in the main settings of the group. 

To create a new campaign, click on the ‘New Campaign’ button. 

 

You will then be able to input all the information you would like to include. 
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You need to choose an audience to include/exclude before you are able to send 

anything. You can either choose an age range, or include/exclude specific usergroups. 

The main usergroups are “Current Members”, “Alumni” and “Administrators”.  

Once you have defined who you want to include, then click ‘Show Target Audience’. This 

will then show you how many members you are sending your email to. 

Choose the email address you want to send your email from, write in the email subject 

and the email content.  

 

Once you have filled it all in you can either send it straight away, or save it as a draft to be 

sent later  

 

You will then be taken back to the main Communications page. 

 

Clicking the cog on the far right of the row will allow you to see the details, edit it, delete it, 

or publish it 
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10 Finance Reports 

Under the ‘Analytics and Reports’ tab on the left of the screen you can access the 

Finance Report for the societies you are an administrator for. 

 

Choose the society you want the report for, and the range of dates you want to view. 

There is a maximum range of 31 days.  

Then click ‘Generate Report’, which will download an Excel sheet with all the information 

about the payments that have come in/gone out. 

Please note that this Excel sheet will only show transactions that have taken place via the 

website. Any claims made, or income that isn’t from website sales, will not show up here. If 

you would like a breakdown of this you can email bristolsu@bristol.ac.uk for an up to date 

report of all the income/outcome for your group.  
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You can also view what types of transactions by filtering the spreadsheet in the ‘Status’ 

column. This will allow you to see who has had refunds and what they were for. 

 

 

 

 

 

 

 

 

 

 

If you have any further questions please email bristolsu@bristol.ac.uk 


