
Setting Up Elections on MSL - Video Transcripts 

PART 1 

Okay, so hello everyone, welcome to our first little video to show you how to set up your elections 

online. Okay, so the first thing you need to do is navigate to home.qubsu.org and it will take you 

here. So, don’t go to the normal SU website – make sure you type in home.qubsu.org. So, once 

you’re there, just select Log In. You’ll log in here with your student log-in details. I’m obviously going 

to log in as a staff member, so it will look slightly different for me, but the basics are the same – so 

stick with me. So, once you’ve logged in, you’ll see in the top-left corner ‘Admin’, so if you click this 

button – again, you won’t see everything I can see, I’ve got staff privileges, but somewhere towards 

the bottom you should see your own Club or Society admin tools. So I’ll just click into ‘Societies’ and 

pick one. Okay, so again, you won’t have all of these options, but you will have some of them. So you 

should have ‘Messages’, ‘Members’, ‘Elections’, and ‘Referenda’. So, we’ll click into ‘Elections’. And 

again, I can see everyone’s – you won’t be able to see this, you’ll just be able to see your own. So 

we’ll click into an example I made earlier today for Archaeology. So if I select Archaeology, you’ll see 

here one I’ve already made. So whenever you’re going to make your new ones, you’ll click ‘Create 

New Election’, but to show you how it’s done I’ll show you kind of the example that I’ve already 

made. So, basically all you really need to do is fill in this form. It is not as complicated as it looks, and 

any of these kind of text responses I’m going to give you all separately in a Word doc so you can 

copy and paste those in. But we’ll basically go through each section and talk through it so you’re 

happy enough. The first thing you need to do is give it a name, so obviously ‘Society President 

2020/21’ – we’re Archaeology – and then we need to think about the dates that it’s going to be 

visible online, the dates of your nomination window, and then lower down the dates of your actual 

vote. So these all need to speak to one another and make sense and we’ll go through that step-by-

step in the next video. So as long as you can get to here, you’re on the right track so far. 

 

PART 2 

Okay, so now if we think about filling the form in, as I said before the first thing we need to decide 

on are our dates. So I’m going to leave this sticky note visible the entire time, just so we can refer 

back to it. The first thing we need to decide is when it’s going to be visible on the website. So if 

today’s the 25th, I’ve said it’s going to be visible from tomorrow until the 9th of April. So this is 

roughly giving people about two weeks’ notice, and it’s leaving it online until after polling has closed. 

The next thing you need to decide is the window in which people can nominate themselves to run 

for an election – so if it’s visible from the 26th, let’s open the nominations window on the 27th, and 

we’re going to close it on the 6th of April. This then allows the vote itself to happen on the 7th and the 

8th of April, and then if we go back up to the top, on the 9th of April – the day after – it will come 

down off the website, okay? So I’ll keep those dates there so you can refer back to them. So 

basically, we’ve filled in our name, we’ve filled in our times, so the 26th to the 9th here. Always enter 

9am to 4pm any time you have to give a start or a finish time. That just means that I’ll be working 

and I can help you if there are any disasters. So, as well – don’t pick weekend days, because believe 

it or not, I have a life, and I hope not to be checking my emails over the weekend. So always pick 9 to 

4 on weekdays, okay? So if we go down then, nominations – those are our nominations dates so 

we’ll just fit those in. A fun thing about this system is that people can upload their manifestos if they 

want to, so definitely make use of that if you have some keen beans in your Club or Society. And just 

set the deadline to the same time that your nomination window is going to close. Set the paper one 

to the same time, but obviously we’re not doing physical meetings so we won’t have paper 
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manifestos. Deposit amount, slates, and maximum number of candidacies – I’m going to struggle 

today – you can leave all of those blank, none of those apply. And in terms of candidate terms and 

conditions, again I’ll give you this response, but for your executive positions you need to remember 

that only registered student members of the Club or Society can run for those. So that’s Chairperson, 

Secretary, and Treasurer. For non-exec, associate members can run and you can tweak your terms 

and conditions to reflect that. Okay, so in terms of visibility then, just copy what I have here. So for 

non-logged in users, we’re going to Hide the information. For logged-in users, we’re going to say Full, 

but only to members, so show all information, but only allow members of the Archaeology Society to 

participate – that’s what we want. (And then my neighbour’s dog made itself known) And then a 

quick draft here of the non-eligibility – so if someone clicks in and they’re not eligible, this is what 

will come up, and again, I’ll give you this. Next video! 

 

PART 3 

Okay, so your next option then is an image, so you can enter here your logo, if you want, but again 

this is optional so don’t panic if you don’t have an image to upload. Similarly, you can put a bit of 

help text on the page, but again feel free to leave that blank – a lot of this stuff about self-definition 

and so on doesn’t apply to club and society committee elections, so you can just leave that blank. 

Similarly, ‘Filter post lists’ doesn’t apply, so just leave that box unticked, that’s fine. Okay, in terms of 

polling then – if I can bring back my sticky note – this is when you want to enter the opening and 

closing dates and times for the actual vote itself. So, we said (and then my lovely colleague Damien 

tried to call me so I waited to get rid of the notification – sorry Damien!). So, here you’re going to 

enter the dates of your voting, so we decided it was the 7th and the 8th, and again, 9am to 4pm for 

your voting window. ‘Terms and Conditions’, ‘Abstention’ and ‘Voting Completion Text’ – I’ll give you 

all of this if you just copy and paste it in. Abstention – it’s important that people know that when 

they choose to abstain, their vote won’t count towards any candidate, or towards the overall total – 

so that’s the text I’ll give you to put in there. And then finally, at the bottom – ‘Default ballot rubric’ 

– you don’t have to change any of this. This will be filled in already for the website and polling app. 

This will already be here, so all you have to do at the end is hit ‘Save Election’. Changes saved! If 

there are any bits that are wrong, or that don’t make sense, a message will come up here and tell 

you what you need to change, which is really handy. So sometimes, the dates – if they don’t quite 

line up with one another, it will tell you here “your nominations window doesn’t match with when 

it’s on the website”, so there might be a bit of trial and error to get it right, but ultimately once it’s 

right, you’ll know, because you’ll see a nice green notification or it’ll just let it save for you. So 

basically, that’s it. There could be issues, there could be bumps along the way, so just bear with us – 

this is new for everybody, but I definitely do want you guys to make use of it, it’s a really helpful tool 

and I will do my best to be here to help and to answer any queries or questions that crop up along 

the way, okay? All right, well thank you guys for watching and do email me if you have any questions 

on how this all works, okay? Bye! 

 


