
 
 

 

 

 

 

 

GUIDE TO SETTING UP AND MANAGING 
TOUCH POINT ON UNITU 

 



 
 

1. Setting Up Touchpoints 

Step 1: Create a Touch Point 

1. Log into Unitu and click on Touch Point in the left-hand menu. 
2. On the main page, click Create a Touch Point to begin setting up your next Student Voice 

Forum.

 
3. Start creating your Touch Point by adding your Touch Point Name. 

 

Step 2: Configure the Meeting Details 

1. Select the audience (programmes and years) for your Student Rep Forum by clicking on 
the arrow to move the programme to the box on the right. 

 



 
 

 

2. Do the same process for selecting the year level. 

 

Step 3: Create the Feedback Form 

1. Add the Form Name. 
2. Craft Specific Questions for Student Feedback – The more precise the questions, the more 

useful and actionable the feedback will be. 
3. Set an Agenda Theme – Establish a central theme to guide discussions and ensure a 

structured conversation. 
4. Choose the Appropriate Question Type – Determine whether each question should be 

open-ended (text-based) or use a rating scale for quantitative insights. 
a. Example: 

i. Agenda Theme: Teaching on my course 
ii. Question: How do you feel about the teaching methods and techniques 

employed in our course? 
5. Click on “Add Question” if you have more than one question for this feedback form. 

 

 

 

 

 

 



 
 

Step 4: Set the Meeting Date and Configure Notifications 

1. Enter the Date of the upcoming meeting.

 
2. Configure notifications: 

By default, Unitu automatically notifies students, reps, and staff before the meeting. These 
reminders help students complete the feedback form and allow reps and staff to review 
responses in advance. 

You can customise automated reminders as follows: 

1. Enable or Disable Notifications – Toggle notifications on or off as needed. 

 
2. Adjust Timing – Set the number of days in advance for notifications to be sent. 

 
i. For Students: adjust the days the students will be reminded to fill out the form 

before the meeting. 

 

 



 
 

ii. For Reps: adjust the days the reps will be reminded to request feedback and 
finalise the feedback received before the meeting. 

 

iii. For Staff Members: adjust the days the staff will be reminded to summarise 
the pending actions before the meeting and to announce and close the 
Touch Point after the meeting. 

 

3. Modify Content :  
a. Click Edit Email Template to customise the notification message for students, reps or 

staff. 
 

 

 

 

 



 
 

b. Edit the Email Message – Modify the contents of the email to match your 
communication needs. 

c. Click "Preview" – Review how the email will appear before sending. 
d. Click “Save” to save the changes and close the window. 

 

Step 5: Publish the Touchpoint 

1. Click Publish Touchpoint to finalise the setup. (Ensure all details are correct before 
publishing, as changes might require additional notifications to be sent.) 

 



 
 

2. Collecting Feedback 

Step 1: Monitor Responses in Real-Time 

● Go to the “Touch Point”  main page and open the relevant Student Rep Forum. 

 

● Each question appears as a tab, with responses displayed underneath. 

 

● Use the real-time monitoring feature to identify any trends or recurring issues. 

Step 2: Share Links and QR Codes 

● On the right side of the Touchpoint page, access: 
○ Feedback form link 
○ QR code 
○ Poster 

● Share the QR code or link with students during lectures to improve response rates. 
● Consider embedding the QR code in course materials or email reminders. 



 
 
  

 

3. Meeting Preparation 

Step 1: Summarise Responses 

● Before the meeting, summarise student feedback: 
○ Select responses manually or use Select All. 
○ Apply filters by programme or year. 
○ Click “Summarise with AI” (top right) to generate summaries. 
○ Review AI-generated summaries before confirming. 

● AI summaries provide a quick overview but should be reviewed for accuracy. 

Step 2: Access Summaries 

● Go to the “Summaries” tab to review all generated summaries. 
● Each agenda item will have a corresponding summary. 
● These summaries serve as a structured discussion guide for the meeting. 

 

 



 
 

4. During and After the Meeting 

Step 1: Discuss Summaries in the Meeting 

● Use the AI-generated summaries to facilitate discussions with student reps and staff. 
● Encourage reps to share additional insights beyond the written responses. 

 

Step 2: Assign Actions Post-Meeting 

● Click on each summary to add an action item. 
● If no action is needed, tick No action is required. 
● Actions should be specific, measurable, and time-bound to ensure accountability. 

 

 

 

 



 
 

5. Announcing and Closing Touchpoints 

Step 1: Finalise Actions and Close the Feedback Loop 

● After all actions have been added, click Announce and Close (top right). 
● This notifies students about the outcomes of the meeting. 
● Keeping students informed helps build trust and engagement with the feedback process. 

 

 



 
 
 



 
 

6. Updating Actions 

Actions recorded during Stage 4: During and After the Meeting are automatically listed under the 
Action Logs tab within Touchpoints. This tab provides a table displaying all actions created for 
Touchpoints on Unitu. 

 

How to Update an Action: 

1. Select the Action 
○ Click on an action to view its details in the right-hand panel. 

 

 

 

 

 

 

 

2. Add an Update 
○ Scroll to the bottom of the action details panel. 



 
 

○ Enter relevant updates. 
○ Click "Add Update" to save changes. 

 

 

 

 

 

 

 

 

3. Update the Status 
○ The status dropdown at the top of the panel defaults to "In Progress" for newly 

created actions. 
○ Once the action is complete, update the status by selecting one of the following: 

■ "Completed" – Add a resolution. 
■ "Change Made" – Provide details of the change. 

 

 

 

 

 

 

 

 

 



 
 
All changes are automatically updated on the Unitu Together We Changed page, providing full 
visibility and transparency, alongside the changes made through the feedback boards. 

 

For further assistance, contact Unitu at support@unitu.co.uk. 

 

mailto:support@unitu.co.uk
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