
 
 

Introducing myGroups 
a communication tool and recordkeeping system for student organizations 
 

• Register your student organization 
• Manage membership and participation 
• Store files & documents 
• Access financial information and forms 
• Distribute surveys 
• Hold online elections 
• Communicate with membership 
 

 

 

http://mygroups.brown.edu 
 To get started, go to the address above and log in using your Brown Username. 



Officers and Advisor access – Management Tools 

 
Management functions at-a-glance 

Once your organization has been registered, you get access to these online tools: 
 

1) Organization Profile – Edit your group profile and home page 

2) Site Management – Post an organization picture; showcase news and events from other 

groups (featured organizations) 

3) Members & Positions – manage your roster and Positions assigned to members 

4) News – Create news articles on your group site and generate your RSS feed 

5) Documents – Upload public files to your organization documents section 

6) E-mail lists – Send messages to members and interested students (prospective members) 

7) Accounts – View financial accounts, balances, and transactions 

8) Financial Requests – Place requests to make purchases and submit budget proposals 

9) Discussions  – Moderate discussions, create sections for different types of posts 

10) Surveys & Elections - Create a survey or secure online election 

11) Forms – Create any form to distribute and manage submissions and approval status 

 

 



1. Your Organization Profile 

• Organization profiles are shown as part of the directory of student groups 

• The Description field should describe your group accurately to potential members and 

the general public. 

 

Changes go live immediately when the Update button is pressed 



2. Site Management 

• Upload or change your organization image or logo 

• Add Featured Organizations to your organization’s web site – events and news from 

these Featured Organizations is cross-promoted on your group’s site 

 

 
 

To add a Featured Organization, select it from the “Add to Featured” dropdown list. 
 

To update your organization’s logo or image, click the Browse… button to choose a file, then 
click Upload. The new picture is placed on your organization home page immediately. 

 



3. Members & Positions 

• Placing a person on your membership roster should be considered an official record. 

• Every organization MUST have at least one primary contact that the SAO will use to 
communicate with your group. You may have more than one. You must always add a 
primary contact before you attempt to remove that assignment from the last person. 

 

• There are two ways to add members: by searching existing users or by specifying an e-mail 
address. Members added by e-mail alone will be sent an e-mail asking them to confirm 
their identity by logging in before they are added to your official roster. 

 

• If you have an account in the SAO, please also assign the position Financial Signatory to 
up to two of your members.  Financial signatories must have been trained by the SAO; if 
you are adding a new signatory that has not been trained, contact Diane Chouinard at 
Diane_Chouinard@brown.edu. 

 

• At this time, only students, faculty, and staff of Brown can be added to your membership 
list.  Also, membership information for groups is viewable by anyone logged in with a Brown 
username and password.  If this presents issues for your group, please contact Ricky or 
Kelly in the SAO. 

 
 
1) Add your members: 

 

mailto:Diane_Chouinard@brown.edu


2) Click Organization Positions to set up positions to give your members: 

 
3) Assign positions to members 

 
 

4. News 

• Showcase information about your group by creating a news article 

• News articles show on your organization page until the expiration date 

• An RSS feed is generated of your organization news articles 

 



5. Documents 

• Files can be uploaded to your organization documents section 

• Use this feature to store your constitution and bylaws as well as other public downloads 

• Always remember that these files can be accessed by any campus user, 
regardless of membership in your organization 

 
6. E-mail Lists 

• A list of all your members is automatically kept up to date as well as a list of people who 

have expressed interest in your organization 

• You can create custom e-mail lists for committees or groups of your members 

• E-mail Lists currently allows for outbound messaging only and does not archive 

messages sent out 

 
The All prospective members list is a list of people who are interested in joining your organization!  

When viewing your Prospective Members list (either from E-mail Lists or Members & 
Positions) use the Convert To Member icon to add the person to your official roster 



7.  Accounts (Finances) 

• Listed here are financial accounts that your organization has access to view 

• Click an account to see a list of transactions 

• Your Available Balance may be lower than your Ending Balance – this means there are 

outstanding purchase requests in Approved status. 

 



8. Financial Requests 

• Come in to the SAO to make a purchase request. 
o When a Purchase Request has been approved, funds will be set aside in an 

account until the purchase is made and payment transaction recorded 

• Funding requests are only used for requesting funding from the Undergraduate Finance 

Board (more information available at http://www.brown.edu/Students/UFB) or from your 

UFB representative (http://www.brown.edu/Students/UFB/reps.php).  Only approved 

financial signatories may submit Funding Requests.  See the separate guide available 

for Submitting Funding Requests (http://www.brown.edu/sao/mygroups).   

 
9. Discussions 

• Add and delete discussion sections or remove posts using this management tool 

• Remember - your discussion forums can be accessed by any campus user through the 

Organizations tab – they are not restricted to just members of your organization 

http://www.brown.edu/Students/UFB
http://www.brown.edu/Students/UFB/reps.php
http://www.brown.edu/sao/mygroups


10.  Surveys & Elections 

• You can create any survey, poll or election using this tool 

• Survey / Election results export are viewed as MS Excel files once the submission 

period has ended 

• When creating a survey / election, you have the option to use several different question 

types  
Use the Export icon to get survey / election results 

 
11. Forms 

• Custom forms are similar to surveys & elections, except that results are stored as 

submissions and can be viewed and marked approved or denied individually 

• Results may be exported as MS Excel files at any time 

• When creating a survey / election, you have the option to use several different question 

types 
Search for a form previously created to view submissions or export results 

 


