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Your Dashboard 

To edit your membership types, you first need to log into your. 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 

 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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Membership Types 

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

have just one membership, or multiple levels of membership 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. 

 

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. You will need to create a new membership each year for members to join. 

 

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

• 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”. 

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 new 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 August 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 August 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 makes it harder for you to keep track of how members you have, to 

chase up renewals. 
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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’. 

 

 

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.  

  

 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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Managing Questionnaires 

If you would like to ask members questions when they join your group, this is the way to do it. These 

questions will be asked to anyone buying membership for your group, and can be useful if you are 

a group that requires information about a member, such as emergency contact details. This way 

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.  

Click on the ‘Manage Questionnaire’ icon on the ‘Configure Group’ dashlet on the Dashboard.  

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

adding new ones. 

 

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. 



9 

 

 

UnionCloud Userguide  Bristol SU 

  

You can also choose what types of memberships have to answer each question.  

 

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 – 

otherwise a red error box will show and point you to the problem. 

 

Managing members 

In your main Dashboard screen, 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.   

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

Details’ button you are able to create an Excel sheet with of them. 

 

Clicking on the cog icon and then the magnifying glass next to a 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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Stopping New Sales of Memberships 
 

Each year you will need to make new memberships for the incoming students. This means you will 

need to stop the old (expiring) memberships from being on sale. 

 

You can do this by editing the membership type in the ‘Membership Types’ section, and making 

sure ‘Stop New Sales’ is ticked. 

 

This means that it will no longer show up on the website as available to buy, and won’t cause 

confusion with new members. 

 

 

 

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


