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1. CREATING A GROUP 
A group is required within your club page to enable members to join your club. Groups can be used in many 
different ways to create segments of members within your club. For example you could create a membership group 
for your committee so that you have an easy mailing list, or groups for specific interest areas (like particular games, 
or types of activities that your club runs). A student can be part of multiple groups. Only students that are listed as a 
member of a group are counted in your membership statistics with UCLifex. 

Step 1: Groups > New 
Create a new group for your members for the new year. This will be then linked to your 
membership product and form. 
 
Step 2:  
Change membership type to ‘fixed’ from the dropdown menu and set the expiry date to Dec 31st. 
A reminder that all memberships expire at the end of the calendar year except for honourary 
memberships that can be awared by the club to members that make a special contribution. 
Ensure that the ‘visible to public’ box is ticked as below. 

 
 
Save the group.  
 
 

2. CREATING A PRODUCT 
Products are listed on the store of UniOne and can include tickets, memberships, merchandise or anything that your 
club is selling. 

Step 1: Store > Product > New (on the top left corner) 

Step 2: Create descriptions. 

Step 3: Set price to a minimum of $5 per year (this is set in your constitution, any variance must be discussed with 
UCLifex). 

Ensure the hidden to public box is unticked and the other options are selected as per the image below. Especially the 
Transfer account needs to be selected to ensure that funds are transferred to your club. 
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3. CREATING A FORM  
A form is important to maintain records of members.  It also serves as a way to filter potential members and manage 
expectations, as you can ask questions such as why someone wants to join your club or which activities they hope to 
participate in.  

While membership forms are encouraged, they’re not compulsory. 

Step 1: Forms > New 

Step 2: Set approved form responses to 1000, 100 max responses per user and change access to ‘user’ 

 
 
Step 3: Create questions relevant to your club. Start off by asking for user’s name, student email, 
year of study, etc. It helps to ask which course they’re enrolled in and why they want to join your 
club.  
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4A. LINKING FORM TO MEMBERSHIP 
GROUP 

Step 1: Go to Groups > List > [your membership group] > Forms 

Step 2: Select the form you just created from the dropdown menu and click Add. 

 

 

4B. LINKING PRODUCT TO 
MEMBERSHIP GROUP 

Step 1: Go to Groups > List > [your membership group] > Restrictions 

Step 2: Select the product you just created from the dropdown menu and click Add. 
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All done! Test this out by going to your club page in Unione. If you have successfully linked the product and form 
to your page, it should look like this when you click ‘Join club’ and select your membership group: 

 

 

 

 

 

 


