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Wilson Commons Student Activities



Hello!
Elections are a vital part of 

all student organizations. 
This training is designed to 

teach you how to utilize 
the tools within CCC to run 
secure, seamless elections. 
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Disclaimer
Additional Resources
o Leadership transitions 

https://rochester.edu/college/wcsa/policies
/student-org/transitions.html

o CCC FAQ
https://rochester.edu/college/wcsa/organiz
ations/ccc/faq.html

All elections are unique
We know that each organization 
has their own unique elections 
process, so take this as a jumping 
off point and feel free to customize 
these forms to suit your 
organization’s needs.

Further assistance
Any technical questions should be directed to ccchelp@ur.rochester.edu. Please 
direct any other questions to your organization’s advisor.
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Election Tutorial
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Nomination Organization members can anonymously select students and cast 
their nomination.

Platform Nominees can upload relevant campaign files - including 
images, videos, and documents.

Election Secure your elections by limiting access to exclusively club 
members while still giving anonymity to voters.



Nomination
Create an interest form or an anonymous 

nomination form all within CCC.
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Let’s get started!
Head to your 
organization’s group 
page and select Surveys 
& Forms.
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Create a new form
Select Create then 
select Form from the 
pop-up menu.
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Form Setup
Don’t forget to title your 
form and your page 
before adding 
questions.
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User Selector
The user selector 
question type allows 
respondents to search 
and choose students 
from the CCC directory.

Don’t forget to check 
the Mandatory 
question box!
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Settings
After adding your 
desired questions, head 
over to the settings
page to configure this 
form.



Common Settings
Open/Close

Automatically open or close 
the form at a desired time -
you don’t have to worry about 
late submissions!

Anonymity

In the Access tab of settings, 
change Anonymous Answers 
to Yes. Now, submitted 
responses will not be tied to 
the user.

Exclusivity
It is highly recommended
that organizations limit 
access to election forms 
to exclusively group 
members. In settings, 
select Access, then 
Access Rights, then 
Group Members Only.
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Save

Don’t forget to click the purple 
save button before switching 
tabs within settings!

Closing Sentence

A closing sentence will appear 
in a box on the page just 
before form submission. If 
desired, add one in the 
Instructions tab of settings. 
They’re great for contact 
information!
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Preview
Select Preview to exit 
the form editor and 
check out the final 
product.
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Sharing
Select Copy Link to get 
a shortened cg-link and 
a QR code for sharing.

You can also share 
forms directly within 
the CCC email builder!

Closing 
sentence



Platform
Nominees can draft and submit any relevant 
election files, from campaign platforms to 

videos.
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Two more to go!
Head to your 
organization’s group 
page and select Surveys 
& Forms.
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Create a new form
Select Create then 
select Form from the 
pop-up menu. 
Configure your form as 
needed.
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Question Types
Try using multiline 
free-text or upload
question types for 
platform input.
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Settings
After adding your 
desired questions, head 
over to the settings
page to configure this 
form.



Single Submission
If you want to restrict 
nominee resubmissions, 
change Single Answer to 
No in the Access tab.

Common Settings
Open/Close
Automatically open or 
close the form at a desired 
time - you don’t have to 
worry about late 
submissions!
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Preview
Once you are satisfied 
with your form, preview 
it and share by clicking 
Copy Link.

Separating 
question

Multi-line 
Free Text



Election
Members can cast an anonymous ballot 

from wherever they are
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Last one!
Head to your 
organization’s group 
page and select Surveys 
& Forms.
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Create an election
Select Create then 
select Election from 
the pop-up menu.
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Create an election
Select Election as the 
question type and 
select Add Candidate 
and begin entering 
candidate information.

Each question should 
be a unique board 
position – separate 
candidates accordingly.
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Create an election

Beneath the candidate 
name, you can input 
text that will appear 
next to their ballot entry.

You can also attach any 
relevant file that will 
appear next to a 
candidate by clicking 
Attach File.

Check Include 
Comment Box if you 
support write-in 
candidates.
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Settings
After adding your 
desired candidates, 
head over to the 
settings page to 
configure this form. 

This is incredibly 
important for the 
equitability, security, 
and validity of the 
election.



Highly Recommended Settings
Open/Close

Automatically open or close 
the form at a desired time -
you don’t have to worry about 
late ballot submissions!

Anonymity

In the Access tab of settings, 
change Anonymous 
Answers to Yes. Submitted 
responses will no longer be 
tied to the user.

Exclusivity
It is necessary that 
organizations limit 
access to election forms 
to exclusively group 
members. In settings, 
select Access, then 
Access Rights, then 
Group Members Only.
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Save

Don’t forget to click the purple 
save button before switching 
tabs within settings!

Single Submission

If you want to restrict voter 
resubmissions, change 
Single Answer to No in the 
Access tab. Without this, 
members will be able to vote 
for a candidate multiple 
times!



Review
Make sure you have 

configured your settings 
correctly! They are vital for 

ensuring a fair election!
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Election Example

Candidates are 
randomly ordered on 
the ballot. Each ballot 
entry displays text, 
attachments, and the 
candidate’s CCC profile 
picture.

If a candidate prefers a 
different name, they 
must change their name 
in their profile settings 
prior to the election.
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Sharing
Select Copy Link to get 
a shortened cg-link and 
a QR code for sharing.

You can also share 
forms directly within 
the CCC email builder!



Access
Ensure an equitable and fair election by 
granting equal access to voting forms.
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Email
Attach forms and elections 
directly to emails using the email 
builder. You can select recipients 
by type or individually.

Access
Group Page
From your organization’s group 
page, you can make 
announcements and post links 
that can only be accessed by 
group members. Alerts will 
appear on your group member’s 
feed.
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Open to the 
public!
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Access Reminder
Remember that your 
organization’s website
is open to the public. 
For intragroup 
communication, use 
your group page.
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Roster Management
If you are sending 
election information to 
your members, make 
sure your roster is 
updated!

Inactive members can 
be deleted or marked 
as Contacts to strip 
their membership 
status (but maintain 
club communication!)

Change inactive 
members to Contacts



Results
After all these forms, it’s time to view the 

results!
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Remember to 
turn anonymous 

voting on!
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Viewing Results

Your election has gone 
smoothly, the election is 
closed, and it’s time to 
view the results!

Go to your election form 
and click the select all 
check box, then Generate 
Report, then Download.

If there are over 20 
submissions, click Select 
all X submissions to 
select all.



This election wasn’t anonymous! You can change that in your survey settings!
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Excel Output

Your report is a 
compilation of all of ballot 
entries. Now, you’re done!
This is a compilation of the 
final vote data. All that’s 
left to do is count the 
votes! 



Now go forth 
and elect!
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Have questions?
Send them to 

ccchelp@ur.rochester.edu

Thanks!


