FSCJ Student Organization Advisor Training

Florida State College
at Jacksonville

COMMUNITY

Student Organization Advisor

For questions about information found in this manual, please contact Student Life & Leadership at community@fscj.edu
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How to

1. Send an email to FSCJCommunity@fscj.edu requesting to be added as the advisor of your
Student Organization.
a. Please include the following information:

i
ii.
iii.
iv.
V.

Vi.
Vii.

Name

Email

Phone number

EMPL ID

Campus/Center that your office is located at and the room number of your
office

Discipline or Department

Provide what day, time, location, how many times a semester your Student
Organization meets. If you do not know this information yet, please indicate
that it is being determined.

2. Once your profile has been created, you will receive an email notifying you that your profile has

been created.

How to

1. Loginto Community by using the following this link https://shibboleth-fscij-
community.symplicity.com/sso/staff.

Enter the same username and password that you would use to log into MyFSCJ.

Remember me

Help Forgot Password
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How to

1. Onceyou login, you will see the following links to your left.
e Student Organizations

Home
f) e Events
& Student e Polls
Organizations
e My Account

» Bl Events

& Polls

M My Account

Click on Student Organizations

e If you click on the Student Organizations link, you will see all of the active Student Organizations
that you advise in the Community System.

&= 2 | Actions | Logo ;GDroup ¥ Name v | Type ¥ | Visibility ¥

o q\j ? - 84 Kite Flying Club Ei?r?ézition & Wellness — Activities, Games, Sports, Public

e If you click on the magnifying glass logo ( & ) next to the Student Organization that you advise,
you will be taken to a page where you can edit and manage your organization’s information.

Student Organization: N " . Photo ~ QOrganization Staff
Roster Documents | Links Gallery Events = Blog Notes Notes

At the top of the screen, you will see a series of links that will help you manage your Student
Organization: Student Organization, Roster, Documents, Links, Photo Gallery, Events, Blog,
Organization Notes, Staff Notes, Polls, and Msg Log.

e Student Organization

Student Organization: Photo . Organization Staff Msg
Gallery SElE 2L Notes Notes FILE Log

Roster Documents Links

e Click the* putton if you would like to update any of the following information.
o You can update the Status of your Student Organization
) Registration '® Active ') Inactive '/ Disabled
e Registration — Students need to request to become members of the
organization.
e Active — The Student Organization is up and running.
e Inactive — The Student Organization is taking a hiatus until it is ready to
become Active once more.
e Disabled — The account has been frozen and student access has been
blocked and have very little access to the information.
o You can add or change your Student Organization Logo picture by uploading a jpg file.
o You can change your Visibility:

@) Public '~ System Users Only ‘=) Members Only

o Public — Anyone can see your Student Organization.

o System Users Only — Only Community users can see your
Student Organizations.

o Members Only — Only existing members of your Student
Organization can see it in Community.



o You can change your Enrollment Type:

o Open Enrollment — Any student can join by
clicking the Join link on your Student
Organization’s profile page ' Approve Applications

o Approve Applications — Students must turn () Invitation Only
in an application

o Invitation Only — Students must be invited
to join by the Student Organization

o Captive — Students have to qualify and then be invited (ex. Phi
Theta Kapa)

o You can update whether students can click the Interest link to request more information
about the club. © Yes -/ No

o You can change your Administrator Designation by designating whether your Student
Organization is a Co-Curricular program that is not associated with an academic or
professional development program or is an Academic Student Organization that is
associated with an academic or professional development program.

o You can update the Name of the Student Organization.

You can provide a Nickname.

o You can update the category Type of your Student Organization: Arts & Literature, Civic
Engagement, Diversity, Honor, Professional Discipline, Recreation & Wellness, Religious,
Social, or Special Interests.

o You can update the Purpose of your Student Organization.

o You can update How the Student Organization ties into FSCJ)’s Mission.

o You can provide Learning Outcomes for students that participate in your Student
Organization.

o You can update the contact E-mail for your Student Organization.

o Inthe Advisor section, you can update the contact information for the Student
| + Add Adviser |

'® Open Enroliment

' Captive

O

Organization’s Advisor, add another Advisor , or Remove an Advisor

| & Remove Adviser |

=  You can update the Meeting Day, Meeting Time, and amount of times per
month that your Student Organization meets (Time Commitment).
= Click the Submit button to make your changes active.

e Roster Tab

Student Organization: ~ . Photo _ Organization Staff Msg
Documents = Links Gallery Events = Blog Notes Notes Polls Log

Current Invited Interested Former Advanced

Members  Students Students Members Search

e Current Members — this is where you can see all of the students on your Student Organization
Roster.

o By clicking on the pen and paper logo ( ), you can:
= Update Status of members, change their Visibility as a member in the
organization, Position (if you need a new title added to the drop down list,
please contact FSCJCommunity@fscj.edu), the Date they joined, the Date they
Left your student organizations, as well as their Contact Information.
= Click the Submit button to make your changes active.
| 4 Back ToList |

= (Click the < Return To List or in the top right corner of the screen

Return to the Roster to go back.
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o By clicking on the magnifying glass logo ( ‘ﬁj ) under Actions, you will be taken to page

= Actions

that lists a student’s information, as well as a Actions button ( ) in the top left
corner of the screen with the following drop down menu options:
= You can make the student an Administrator in your Student Organization’s
Community profile. This will give the student Administrative Rights for your
Student Organization.
= You can Suspend the student’s membership.
= You can Activate the student’s membership.
= You can also Remove the student’s membership.
o Toreturn, click on the “< Back to List” link.
e Invited Students — this where you can see what students from the Student Directory you have
invited to join your Student Organization.
e Interested Students — this is where you can see students that have expressed an interest in
joining your student organization.
o If you would like to add the Interested student to you student organization, click on the (

+ Actions

) link and select Activate or magnifying glass logo ( i ) next to the

. [ Edit .
student’s name and click |—|, then select Active on the Status drop down menu

and select Save.
e Former Members — this is where you can see the former members of your Student Organization
that have left.
e Advanced Search — this is a massive search engine to help you find a student in Community if
you only have minimum information about that student.
e Documents Tab

Student Organization: Photo Organization Staff

ROLICEN Documents JEELTG Events = Blog

Gallery Notes Notes

o You can add documents by clicking the “+ Add New Document” or “+ Add New Folder”
buttons.

o Give the Document a title and a description

o Set the visibility for the document whether you want it seen by the Public, System
Users, Members, or Organization Administrators.

o You can set dates that the documents or folders are available with Created and
Modified.

o Created refer back to the time stamp of when documents are uploaded.

o If youremember or have a guess as when a document was uploaded, you can search the
documents that were uploaded during that time.

o Modified refers to the time stamp of when a previously uploaded document was edited
and reposted.

o You can identify what kind of document you are posting with the Type dropdown menu.

o You can set the visibility for the documents or folders.

e Links Tab

Roster  Documents Polls

Student Organization: Photo Organization Staff Msg

Events @ Blog

Gallery Notes Notes Log

o You can share links that are associated with your Student Organization

o Created refer back to the time stamp of when links are posted.

o If youremember or have a guess as when a link was posted, you can search the links
that were posted during that time.

o Modified refers to the time stamp of when a previously uploaded link was edited and
reposted.



Photo Gallery Tab

Student Organization:

O

Events Tab

Organization Staff Msg

Roster Documents @ Links Events = Blog Notes Notes Polls Log

Unfortunately Student Organization Advisors cannot post photos. However, the Student
Organization Advisor can replace existing photos, edit captions, change the visibility, and
delete photos that have been posted by students with administrative rights in your
Student Organization.

Roster  Documents = Links Events QsG]

Student Organization: Photo Organization Staff

Gallery Notes Notes

Blog Tab

Student Organization: Photo Organization Staff Msg

There are four tabs
Active — shows the ongoing and future events associated with your Student
Organization.
Requested — shows events that have been requested but need to be approved by you or
a Student Life & Leadership Administrator.
Draft — shows events that have been saved, but have not been submitted.
Archived — shows events associated with your Student Organization that have taken
place in the past.
You can create Add New Event by clicking on “+ Add New Event”.

=  There are more detailed instructions on how to add and manage Events in the

next section.

Roster Documents Links Events Polls

Gallery Notes Notes Log

Blogs allow you to post share information about your Student Organization in a written
form. You can:

Provide the Author’s name.

Set the Visibility.

Provide a working title that relates to the subject matter so users can better follow the
conversation or find the blog in a search at a later date.

Edit the message in the body of the Blog.

Choose to post the entry on top or the bottom of your Blog posts.

Allow comments by choosing “Yes”. Click “No” on “Lock Comments” to prevent
comments.

Organization Notes Tab

Student Organization: Photo Organization

Roster Documents @ Links Events  Blog

Gallery Notes

o By clicking on “+ Add New Group Note” you can add an announcement, provide
information, make a request or notification that will appear on your Student
Organization Profile depending on the visibility you choose.

Staff Notes Tab

Student Organization: Photo Organization

Roster Documents @ Links

Events = Blog

Gallery Notes

This is way to leave notes to officers in your Student Organizations. The general
membership of your Student Organization will not have access to the information.

Click on “+ Add New Note”

Category dropdown options include General, Reminder, Sent Email, Call Note, and Other
A Subject line can be added as well as a message in the Body of the note.



Polls Tab

Student Organization: Photo Organization Staff

Roster Documents @ Links Events = Blog

Gallery Notes Notes

o There are more detailed instructions on how to create and manage Polls in the How to
Create Polls section.
Msg (Message) Log Tab

Student Organization: Photo Organization Staff

Roster  Documents | Links Events = Blog Notes Notes Polls

Gallery

o Whenever you send an email out to your Student Organization, it is logged in the
Message Log. It shows what messages you have sent out in the past.
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1. There are two ways to reach the screen to create events.

= Batch Options §§ 4+ Add NMew Ewvent
2. On the Events Page, click on the + Add New Event link.

3. You will have the option to choose if you want to create a New event from scratch or Copy From
Existing Event. If you have already created a similar event, copying it may save time, but if you have
not created an event yet, choose New, and then Submit And Continue Event Setup.

Details

Event

[ » Submit And Continue Event Setup ] [X Cancel J

New Event

Create '® New ' Copy From Existing Event

In the top left corner of the screen you will see the four steps needed e . . -

to be completed in order to create an event — Edit Event Details, it com :
Edit Complete Set Review
Complete Event Planning, Set Event Options, and Review to Publish. Soi  soem Shn  puien

Step 1 - Edit Event Details Event Details
1. Status shows if the event is in Draft or Active form.

. Status Draft
a. Draft— started, but not submitted.
b. Active —event has been submitted. Type * [ Workshop v
2. Type —There are 10 different options to choose
from: Social, Cultural, Fundraiser, Information e’ | Dine and Leam: Health Crisis in the Black Community

Table, Lecture, Outdoor/Recreational Sports, Performance, Travel, Workshop, or Staff Use Only.
3. Title —This is the title that will appear on the Calendar of Events.
a. Make note of the exact wording of the title as this is how you would find the Event if you
choose to set up a kiosk (see How to Set Up a Kiosk).



4. Description - This is the description that will appear on the Calendar of Events.
Description

=E=== ~dP .| = = | iE SE —
B J U&a EE=EE|A-Y- == i | G| B
Font family = Font size - | | X Ga @ @ |44 & |7H_L3J HImL
Join us for a panel discussion on prevalent health issues in the black community such as HIV, sickle
cell anemia and diabetes. This event is sponsored by FSCJ's Student Government Association and is
part of Black Histery Month.
Path:
Recurring Event? * MNo

5. Recurring Event — Click “Yes” or “No”.
a. Ifyouclick “Yes”
i. Provide the preference of “All Day” or not.
ii. Provide the “Start” and “End” dates.

iii. Provide how many Days, Weeks, Months, Years the event will repeat and for how
long by selecting “Until” on the dropdown menu below “Repeat” and select a date.

iv. If you click “No”, proceed to the “Date(s)” portion.

6. Dates

a. Provide the preference of All Day or not.

b. Provide the Start Date, Start Time, End Date, and End Time.

c. An additional date can be added by clicking on + Add Additional Date
7. Where — There are two choices provided in the Type dropdown menu -

Address and Campus/Center.
. a. Address will provide a blank template that can be

Address v filled out. This is the recommended choice as you can

type in a room location.

E e e R e i Follow your campus procedures to reserve a
room before indicating which room you have reserved
for the event in Community.

ii. You will want to make sure that you actually have
the room reserved before entering the room in
Community. Please work with Student Life &
@ v Leadership or the office of your Director of Campus
Operations to reserve a room.

Streat
‘3939 Roosevelt Blvd, Jacksonville, FL 32205 —‘
4

Citu

Jacksonville |

Zin

All Day *

) Yes ® No

Start Date

(e |ER@

Start Time

7]

06 ¥ {00 ¥ ||pm ¥ || wnClear |

End Date *

2018-02-13 ()

End Time *

08 v || 00 ¥ || pm ¥ ||wn Clear |

| & Remove Date |

[ 4 Add Additional Date |

| 32205 b. Campus/Center will provide one of the campuses or centersin a

- dropdown menu, but you will not be able to select a room number or specific

United States v |

location. This choice is not recommended.
8. Category — You can select more than one by making

selections from the [select] dropdown menu. This will help | [select] :I

student find events if they search by category. You can Social
select multiple categories by returning to the dropdown Metwarking
menu. :‘"i -
. . . »| Workshop
a. Choices include Meeting, Class, Workshop, Health

Seminar, Conference, Convention, Campus Activity,

Networking, Fundraiser, Reunion, Social, Food,

Holiday, Travel, Religion, Sport, Festival, Business, Career Fair, Health, Music, Performance,

Arts, and Comedy.




9. Logo for the Event — If you

Logo
want a logo for the Event
other than your Student
Organization logo, you can
upload one here.
10. Hosts — Two options — Hosts

“Event Host” or “Student
Organization”

a. Event Host will
provide a blank
template to fill out

b. Student Group will
provide search for
existing Student
Organization and
the contact
information will
auto-populate
once the Student
Organization is

) Dine_and_Learn.jpg [102.41Kb]

Mo file chosen

Choose File

Type *

Student Group ¥

Student Group *
Search for Student Group

| Student Government Association ‘Q|

Host Display *
| Student Government Association

Contact
sga@fsci.edu

4 Add Host

[ » Submit And Continue Event Setup ] [./ Save ] [x Cancel ]

selected.

i. An additional host can be added if more than one Student Organization is co-hosting

the Event.

11. There are three options at the bottom of the page — Submit And Continue Event Setup, Save, and X

Cancel.

a. Use Save if you need to step away from your computer as you set up your Event.
b. Click Submit And Continue Event Setup to continue to the next step.

Step 2 — Complete Event Planning

Your Event Type will auto populate.

If your event is co-sponsored, select
yes and list that here.

If you have a facilitator running your
event, list that person here.

This question is default from the
Student Officer with Administrative
Rights that they have worked with
their Student Organization Advisor.
Select yes and share the details of
the campus, building, and room
number.

0 @ -

Edit Complete Set

Event Event
Planning Options

Event
Details

Event Planning

Event Type

Is this event sponsored?

Facilitator Needed

Location and Logistics

Room Reservation

IMPORTANT

Location of Reservation

Preferred Building

Preferred Room Name/Number

4

Review

to
Publish

Workshop v |

Do you have a sponsor for this event (in addition to your group)?

) Yes '® No

Does this event require the services of a facilitator?

) Yes '® No

Have you worked with an advisor to confirm your room reservation?

® Yes (J No

Please contact your Student Life and Leadership Office to work with an advisor and confirm your room
reservation!

| Kent Campus |

£ |

| Room E104 |




Please confirm that you have

Room Set Up Request
School Dude?

worked with Student Engagement or

your Director of Campus Operations

office to reserve the room?

Do you have any tech needs that
Student Engagement should be

aware of?

Are donations being solicited? If so,

® Yes U No

Technology Needs

Has an advisor or Student Engagement staff person completed a room set up request via college process

What, if any, technology resources are needed?

PowerPoint

Donations Are donations being solicited?

) Yes ® No

Purchase Needed?

" Yes ® No

follow the donation solicitation
procedures in the Student Organization Handbook.

Marketing

Other Marketing

Uploader

Approvals

Visibility

Please select the marketing methods you will be using

¥ Campus Signage
¥ Digital Flyer

¥ Email

¥ Printed Flyer

¥ Other

If you used a marketing opportunity not listed above, please explain it here
FSCJ Calendar of Events & Social Media

Flease use this uploader to attach any documents to this request. Examples may include travel forms,

budget spreacshests, etc
| 4 Add Document

Has the event been approved by a Student Engagement Staff Member?

® Yes L No

¥ Public ® System Users ¥ Members

[ » Submit And Continue Event Setup ] « Save | | X Cancel

Do you need to make a purchase related to this event?

Are there any purchases
that you need? If so,
complete a Purchase
Request Form found in
the Student Organization
Handbook.

Please indicate how you
will promote your event.

If there are any
documents that you
would like to submit such
as Purchase Request
forms, please upload
them here.

Has the event been
approve by Student
Engagement?

Indicate whether you want the event visible to the Public (anyone visiting Community), System Users (students
and staff logged into Community), or only Members of your Student Organization?

Click Submit And Continue Event Setup to continue to the next page.

Step 3 - Set Event Options

Choose you're the Visibility of the Registration — Public,

System Users, Members
Choose your Registration Type — No Registration or
Simple RSVP (do not choose Registration)

a. No Registration — Walk ups are allowed. You
are not concerned about the number of
attendees. Click Submit And Continue Event
Setup and proceed to the next step.

1. However, if you are setting up a Kiosk,
you will need to select Simple RSVP.
The Kiosk will not work with No
Registration.

Q@ O -

Complete Set Review
Event Event to
Planning Options Publish

[D Submit And Continue Event Setup ] | « Save | | X Cancel

Event Options

Visibility ¥ Public ¥ System Users # Members

No Registration v

Registration Type *

[D Submit And Continue Event Setup J | v save | [ % Cancel |




b. Simple RSVP allows you to get a headcount on attendees in advance and to set up a Kiosk.

Event Options

Visibility

Registration Type *

RSVP Type ™

RSVP Approval *

Event Capacity *

Allow waitlist *

Attendee List Visibility

¥ Public ¥ System Users # Members

Simple RSVP v

No Approval Required v

0 for unlimited

ﬂ

) Yes ® No

¥ Public ¥ Systern Users ¥ Attendees

[ » Submit And Continue Event Setup ‘ | v Save | | X Cancel |

1. Skip RSVP Type as the only option is Open.

2. On the RSVP Approval dropdown menu, you can select
either No Approval Required or RSVP Approval Required to
indicate whether attendees can attend the event with or

without a RSVP.

RSVP Approval * No Approval Required v |

RSVP Appraval Required
il T

Event Capacity *

3. Event Capacity — You can set the number of attendees
allowed. A classroom or auditorium will be limited to the
number of seats determined by fire code for example.

4, Allow Waitlist - Do you want a waitlist if more people
are requesting to come than you have room to accommodate?

5. Attendee List Visibility - Do you want the list of attendees to be visible to the Public,
System Users, or Attendees?

6. Click Submit And Continue Event Setup to proceed to the next step.

Step 4 — Setup Kiosks (if you selected Simple RSVP)

1.

2.

If you selected Simple RSVP as the Registration Type during Step 3, this is the step where you
would step up a Kiosks by clicking + Add New Kiosk.
Please see the instructions on Adding a Kiosk.

Dine and Leamn: Health Crisis in the Black Community

Details = Planning = Options Attendees

@ 0 0 O -
Step 4 — Review to Publish (if you did not select Simple gl Cope Se 0 e Repew
RSVP) Details Planning Options Publish
1. If you did not select Simple RSVP as the
Registration Type during Step 3, review the event Tpe[ ] Keywords|
and click Request Event. ' _
|~ Search 'J
BTN Planning @ Options Nivo Rocords Foun.
» Continue Event Setup
Event: Dine Dates
and Learn:...
I
Edit Complete Set Review
Event Event Event to
Details Planning Options Publish

Back To List || Request Event




How to

1. When you reach Step 4 of How to Create an
Event, click on + Add New Kiosk.

Women's Self Defense Class

Type v Keywords

No Racords Found.

2. Give the Kiosk a Title. » Gontinue Evert Setup

[New Kiosk]

Details GO Atiendees:

- - Access
Planning  Options Control

© 0 0 0 3. Complete the web
5 .
B g = e Reer Address that the Kiosk can be
fells Fambs - Cafens ot found. If the event will reoccur
R each term, include term and
+ Submit & Add New Kiosk | [)SubmitAnd Review Kmslcs] | wsave | [ % Cancel |
T year, e.g.

* indicates gfequired field

SelfDefenseKentSpring2018 .

Kiosk
Title * ‘Women's Seif Defense Class Kiosk
Address * fddrass o scosss the Kiosk Only letiars, numbers, tha dash, and the undarscors are 2llowed. Not cass sensitive. 4 LISt the Kiosk Location

hitps: /fscj-community.symplicity comikiosk| SeffDefenseKentSpring201s | . . . .

at which the Kiosk will physically
- be located.
Password * Code to open the keosk
1234
o 5. Give the Kiosk a

Events *

] ormer's S Defrse Class Password. It is recommended

that the password not be difficult
to remember in order to open it.

6. The Event that is tied to the Kiosk will auto populate.



10.

11.

12.

Confirmation I
Options

a.

It will be easier to

Confirmation * Ask the user to confirm before attendance is logged in the system.

use if you select O ves ® no
No. Allow Walk-ins * Cap By Total # v
However if you . No Walk-ins Allowed

Max Walkins Allow Without Limits alloued

only want
Cap Per Period of Time

students that have

RSVP to be able to

Look And Feel

Session Timeout * Number of seconds of inactivity before the kiosk resels and a password is needed fo open it.

enter their
|nformatlon |nt0 Signin Timeout* Number of seconds of inactivity before a signed in user is signed out
.
the Kiosk, select
Header Type Header that appears at the top of all kiosk screens.
Yes. ® None © Image © Text
A"ow Walk'lns - If Footer Type Footer that appears at the bottom of all kiosk screens
you want any student 1 tone 1 image e
that walks up to be Messages
able to use the KiOSk; Sign-In Instructions | Please enter your student id or email to sign in

select Allow Without
Limits from the dropdown menu, but there are also three other options: No Walk-Ins Allowed,
Cap By Total #, and Cap Per Period of Time.

a.

b.
C.
d

No Walk-Ins Allowed — No one who did not RSVP in advance can use the Kiosk.

Allow Without Limits — As many students that show up can use the Kiosk.

Cap By Total # - You can set the number of students that can use the Kiosk.

Cap Per Period of Time — You can set the number of students that can use the Kiosk and the
number of minutes that the Kiosk will remain open.

Session Timeout is the
number of seconds of

inactivity before the kiosk
resets and a password is

Look And Feel

Session Number of seconds of inactivity before the kiosk resets and a password is needed to open it
Timeout™: 3600

Signin Timeout*: ~ Number of seconds of inactivity before a signed in user is signed out.

needed to open it.

Signin Timeout is the Header Type: Header that appears at the top of all kiosk screens.
® None () Image () Text

number of seconds of .

. . : . Footer Type: Footer that appears at the bottom of all kiosk screens.

inactivity before a signed in @ None () Image () Text

user is signed out.

If you want to add an image or text to the Header or Footer of the Kiosk, you can do so here.

a.

Students will type in their EMPLID or scan their Student ID card at the Kiosk and will not
view the screen very long. Whether it is a good use of time to add a Header or Footer is up
to the Student Organization Officer creating the Kiosk.

The message “Please enter your student id or email to sign in.” will automatically populate in
the Sign-In Instructions field. If you want something else to appear, please change the text.



13. You can enter custom messages in the Success Message, Error Message, and Welcome

Message boxes.

i. If you want to submit this Kiosk and work on another, click Submit & Add New Kiosk.
If you are not finished working on the Kiosk, but need to step away, click Save. If you
are finished with the Kiosk and are ready to review it, click Submit And Review Kiosks.

ii. Continue creating your event and send to your Advisor for approval by clicking
Continue Event Setup.

Success Message

Error Message

Welcome Message

Displayed when the user successiully signs in

BIUE=E=E==GE9-

You have successfully signed in.

Path: 4

Displayed when the kiesk experiences errors during operation
B JIUS=E=E=@mdv-

Your student record cannot be found or your are not currently enrolled this term.

Path: 4

B/ UEE=E=EGaev-

Welcome to the Women's Self Defense Workshop.

Path: y

| 4 Submit & Add New Kiosk [b Submit And Review Kiosks ] + Save | | & Delete | | X Cancel

14. Click Submit And Review Kiosks to continue.



If there is something that you need to update on the Kiosk, you can edit the Kiosk by clicking on

Q) @ RelumToEvenis | @ Retum To List (Events)

15.

the Hour Glass Icon.

Women’s Self Defensé
Details  Planning Attendees %COES:I

0 00 0 -
Edit Complete Set Setup Review
Event Event Kiosks to
Details Planning Options Publish
e[ v Keywords
Search |v |
[~ et optoned] + aci e cosc JEESRER showing 20 7
= Actiohs Kiosk Name ¥ | Kiosk Type ¥  Kiosk Address
[ R1[%¥  womens Self Defense Ciass Kiosk Event https://fscj-community_symplicity elfDefenseKentSpring2018 Women's Self Defense Class
s 11011 Showing[20 7
If you are ready to continue on to Review to Publish, the last step of your event setup, click on

16.
Continue Event Setup.

Complete Step 4 — Review to Publish from Step 4 of How to Create an Event

17.
Review the event and click Request Event.

a.

Planning @ Options

Details

Event: Dine Dates
and Learn:...

]
Edit Complete Set Review

Event Event Event to
Details Planning Options Publish

| [ Edit | | 4 Back ToList ||| Request Event |




How to

1.

4.

5.

6.

To log into your Community Advisor Profile.
Click on Events.

Homne,
PelIG ACTIONS ACTIVE TEMS CALENDAR
e 4 Feonayzos P
‘Student Group Registrations 0 Total Active Student Group:
: SMTWTFES
Requested Events 1 CurentUpcoming Events 12 123
567 85310
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Welcome to Community! or epest 1 day 2526 77 28
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Items 1-2 of 2

‘Add New Eve

Occurring Registrations

® QA - When Yes Means No (Defining Date Mar 7th, 2018 12:00pm- 200 | o oy Members, Public, System North Campus Student Programming Attended:  Feb 9, 2018,
Rape) pm Users Board 1 952am

a o r 11th, 2018 | 12:00 am - Members, Public, System North Campus Student Programmin Attended Feb 9, 2018,
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Click on the Kiosks tab.

Home

Student
Organizations Planning = Options Aitendees

Events

Event: Spring
Locations Fling

Calendar
Polls ([ Edit | [« Back ToList |

Dates

Click on the Kiosk Address to pull up the Kiosk.

Details = Planning = Options EESGELEE Attendees
Typelj Keywords
| search |~ |

w Baich Options | + Add New Kiosk RICHERE VN

o= Actions Kiosk Name ¥ | Kiosk Type ¥ | Kiosk Addre

3] A Spring Fling Kiosk Event NttpS//5C)-4 ymplicity. 018 ‘Spring Fling

+ Add New Kiosk EICHEREEaR] ‘Showing

Enter your Kiosk Password to open the Kiosk and click Login.

WELCOME TO THE SPRING FLING KIOSK

Please enter the kiosk password to open the
kiosk




7. Have the student that you want to sign into the Kiosk type their 7 digit EMPL ID which can be found
underneath the magnetic stripe and barcode on the back of their Student ID Card.

SPRING FLING KIOSK 8. If you have a magnetic card reader attached to your
Please enter your student id or email to signin. /| computer, a barcode scanner sync up to a tablet, or another
- dcstos 3 equrod o device capable of reading the barcode or magnetic stripe,

| you may use that device as well.

9. If the student is currently enrolled, the kiosk will provide a message of Success that the student
successfully signed into the Kiosk.

SPRING FLING KIOSK

Success

Welcome to Spring Fling



How to

1. To loginto your Community Advisor Profile.

2. Click on Events.

O  Fetum o Everes

¢ @ Susdent PENDING ACTIONS
anzions .
» M Events ‘Student Group Regrstrations
o ros Requasted Events
ANNOUNCEMENTS

Welcome to Community!

There are approximately 65 ESCJ stugenl organizations that
Ofganzations are 3005d 10 1S WEDSHE! I y0u have any Gue

classroom 2 FSCJ,

jors.

Troubleshooting Plan

n join Check back

K cften as more student
about getting Invcived n actilles outside of e
ase contact Snde Life & Leadersn at earohed @fscl.oc

Troubleshooting issues can be sent to fscicommunity@fscj.edu This inbox is monitored

daily by the Student Engagement team.
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5. Click on the Kiosks tab.

Spring Fling

Planning = Options

Event: Spring
Fling Dates

( Edit | [« BackTo List |

Event Details

6. Click on the Kiosk Access.
Spring Fling Kiosk

Details ~ Planning

Kiosk
Access

Kiosk: Spring
Fling Kiosk

(# Edit | [« Back To List |

7. Click on the + link to select the students you want to include on the report.

Spring Fling Kiosk

Defails  Planning Attendees
Kiosk: Spring KOsk
Fling Klosk  Alicess

Keywords

sus )]

| Search | |

E Actions User

a Banda, Towela

a Patel Rutvik Kirtikumar

Access Type

signin

Signin

¥ | Access Status

Walk-In

Walk-In

¥ | Kiosk Choice

‘Spring Fling

Spring Fling

Created

Feb 14 2018, 410 pm

Feb 92018, 10:14 am

O3 # Retumn ToEvents | 4 Retum To List (Kiosks)

Showing

Items 1-2 of 2




a. Click on Batch Options and select Save As Excel. Choose if you want the list to include the

Entire List, This Page/ or Selected Records.

Spring Fling Kiosk

Details ~ Planning ~ Options

Kiosk: Spring  Kiosk
Fling Kiosk Access

R

Keywords‘

| searcn |+ |
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Dy LELE  This Page
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Access Type
Signin
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¥ | Kiosk Choice

Spring Fling

Spring Fling

@) # RetunToEvents | 4 Refum To List (Kiosks)

Showing
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Feb 92018, 10:14 am

Items 1-2 of 2

8. An Excel document will download.
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a. Click on the triangle in the top left corner to select all of the cells.
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showing

i. This will space the columns of your report out so you can more easily read the

document.



How to

1. To loginto your Community Advisor Profile.
2. Click on Student Organizations.
3. | Click on Rosters.

I T ——

Login
s

( V] Florida state Coliege
e | atlacksonville

ke

COR 'Ulm'Y Sunday Feonary 11, 201315125 | Shyan Schmia | Logors

tion D ® Foson o Shatrt Orparisasons. | 4 Pt To L (St Opaisaions)

4
5.
6.
7
a. Current
Members — all of
= - - 4 the members of
— - e P your student

broopastdents g e9u acive Vice Presidant Feng. 2018 pubtc

Sewch [+ |+ Mo Fiters

Vst e LRI

—g - = e organization.
== e = b. Invited
S = o = Members —
pake3@sudents o Goup i Ve Presdet Feos. 2018 P Stude nts that you

ot @audents i du Actve Campus Chae Fen 82018 Pusic

-+ | have invited, but

c. Interested Students — Students that expressed interest in joining, but you have not yet
made them a Current Member of your student organization.

d. Former Members — Students that are no longer Current Members of your student
organizations.

e. Advanced Search — If you are trying to find a student that expressed interest, is a former
member, etc. but you cannot remember their name, you can use the Advanced Search to
help identify the student you are looking for.

1. Add New Membership - Click on the +Add New Membership link.
Member a. From the Status dropdown menu,
siatus* designate if you want to the student to be an
Active member or a Group Admin.
Deaied i. Group Admin will have the ability to create
Application lgnored Events and Kiosks.

Student ™

Group Admin
Suspended

Student Group * ciation

Visibility * Interested ers Only © Members Only © Org Admins Only L.
o rierest gnored ii. When editing any of your Current Members, the
Status dropdown menu is how you would set
Student Group * Student Government Association mEberShIp aS Suspended Or Disabled aS WEH aS
visibity - © e ® Sysem sy vemesony © ogammony  O€SI8NAtE if the student is an applicant, interested,
invited, etc.
Position
b.  Begin typing the student’s name in the Student
Date Joined President .
Vice Presider! ) text box and the student’s name will auto populate.
Campus Chair
pate Left sl \ c.  Choose the Visability of who can see that the
S . . .
ot Represertaiie — student is a member of your student organziation.
Communications Chair - . .
Member at Large d. Choose Position of the student within your
(o) (Eecome) organizations.

e. The date they joined will auto populate with the
date you add them, but you can edit the date if they joined earlier.
f.  You can update the date they left in the future if you want.
g. You can add Contact Information if you like.

2. How to Edit the Membership of Current Members.



a. Click on the Magnifying Glass Icon next to the student who’s member you want to edit.

Q3 Flotum To Symem Admin | % Retam To Lis (System Adm|

Florida State College

Sunday, Feonsary 1, 2013512 pm | Shyann Schmid | Lo
at Jacksonville
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) ® Foton To Sacert Orparssasons | 4 R o Lt (Shcerd Oganations)

GSABCDEFGHIJKLUNOPGRSTUVWX Y ZpN
Showing[20_¥
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QL Pa Brooks broop3g@shudets sci edu Actve Vice President Fen 09,2018 Pubic
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e 05 p——

b. Click on the Edit link

Brooks,Paul / Student Govermmment Association

Photo

Student Organization: _ Organization ~ Staff . Msg
Member = Documents Links Gallery Events Blog N Notes Polls Log
Status Active [DSubmlt] ‘ Save | ‘40 Delete ‘ \'x Cancel ‘
Student Broolg Paul
. Member

Student Group Student Government Association

Status *
Visibility Public

Student
Position Vice President

Student Group * ciation
Date Joined February 9, 2018 Applicant

Application Ignored

Visibility * Interested ers Only © Members Only © Qrg Admins Only
P erer— Interest Ignored
| [ Edit || 4 BackTo List
ol Pasition

z])

c. Update the Status, pate Lt | - =)
Visiability, Position, or | comctine |
Date Left as needed.
(1> submit ] (v save | & Delete | [ cancel |




How to

1. To loginto your Community Advisor Profile.

2. Click on Student Organizations.

» = Student
Organizations

> “ Events
&N Polls

3. Click on Roster.

Gallery

Student Organization: . : Photo ) _ Organization Staff e | MSg
Documents = Links Events  Blog Notes Notes Polls Log

([ Edit | [ 4 BackToList |

4,
5. If you want to email everyone in the organization, click on the + Link to check all of the members on
the roster.
w Batch Options | 4+ Add New Membes I—' Items 1-9 of 9 (0 items selected)

First Name ¥ Last Name

a. If you only want to email one or a few of your organization, click their Individual Check
Boxes.

6. Once you have the selected the student(s) you want to email, click on Batch Options, select Mail
from the dropdown menu, and select [new message].

+ Batch Options | + Add New Members| n Items 1-9 of Z4Mcms selected)

Batch Edit

 Mal [new message] Last Name ¥ | AccountE
Save As Excel »

—

[Ca)



Mail Wizard: Step 1

Student Organization:

Invited
Students

Current
Members,

Interested
Students

Documents

Former
Members

o Photo _ Organization = Staff
Links ) ery Events = Blog Notes o
Mail AGEICED
Wizard Search

STEP 1: Review/Edit Message

= Please review/set the parameters of the message you wish to send;
= Make any changes in form, select whether and how you wish to save these changes, and selectdlie NEXT button.

[ % cancel |

Please specify the context this message is going to be used in

Message Target *
Message Tracking

Save Options

Message Identifier *

Subject *

From *

Bee

send Copy To

HTML Format

Message Body *

Attachment(s)

: X Cancel

Membership
Do you want to track this message?
J Yes ® No
® Do Not Save

Save as New

Please enter an identifier for this message
| Meeting Reminder 2.13.18 |

Enter the subject of fhe email message

| SGA Meeting Reminder 2.13.18 |

E-mail address which will be used in the from field

| [sender] |

E-mail Address(es) who should be carbon copied on every message
| kroth@fscj.edu |

E-mail Address(es) who should be blind copied on every message

E-mail Address(es) to receive a copy of the first message sent

Do you wish to format this message using HTML?

Yes ® No

Please enfer the message body, including any substitution fields

Greetings SGA Members,

Please do not forget the meeting scheduled for Tuesday, February 13, 2018 at 2:00
p.m. at the North Campus in E235

Shyann

File

Choose File | NTH CSPB M.._3.18.docx

Cc
Send Method

include in email ® send as link

[ 4 Add Additional Attachments |

1. Complete Step 1 of the Mail
Wizard.

2.  The Message Target will auto
populate with the Membership that
you want to contact.

3.  Determine if you want to see if
the email has been opened by
clicking Yes or No for Message
Tracking.

4.  Enter a Message Identifier so

5. Enter a Subject so the
recipient(s) know what the email
pertains to.

6. Your email will auto populated
in the From portion.

7. If youwantto b (Carbon Copy)
anyone on the email outside of your
Student Organization, you do so
here.

a. Also, if you want to blind copy
someone the email, you can do so by
entering their email in the Bcc
section.

7. If you want to copy someone on
the first email of the chain, you can
do so by entering their emailing in
the Send Copy To section.

8. If you would like to have font
choices, colors, bullets, etc. then
select Yes for the HTML Format and
you will receive the following
options.

a. If HTML Format is not a
big deal, select No and write your
message in plain text in the Message
Body as shown in this example.

9. If you want to attached any
documents, you can do so in the
Attachments(s) section of the form.

a. If you have more than
one document that you would like to
attach, you can do so by clicking Add
Additional Attachments.

10. Click Next to continue.



11. After clicking Next, you will be brought to Step 2 of the Mail Wizard.

Mail Wizard: Step 2 I —, 12. If you notice
e - I that you accidentally
Gutent e niresed oy included someone on
— — the email that you
" e vt o want to remove, click

= LS the E-mail Preview amows of Select a recipient rom e Recipients. list o he |81 10 Séé the Comesponaing E-mail Preview,
= WARNING: When you click ‘Send Messages', the mailing will begin. This Is your last chance o change your mind or make any comections.

on their email and

L el ook i
Temove selcen etpiets Pt Wiy click Remove Selected
> I .
o- Recipients.
From
Sul:jwt Test - SGA Mt‘elmg Reminder 21318 N
Body Please do nol forgel the SGA Meeting on 2.13.18 at 2:00 p.m. on at the Norih Campus in E235. 13' There IS an
Shyann

Email Preview box that
shows who the email

, SetMessage Send Time . . .

B0 v vl v is to, who is copied on

it, who it is from, the

subject, and the

This s a Testt
Aftachments: NTH_CSPB_heeting_Agenda_2 13.18 docx

Cancel | [ =pr 1 | Send Messages

message body of the email.
14. Adjust Set Message Send Time if you want your email to be sent in the future rather than right now,
15. If you want the email to be sent right now, please click Send Message.

Mail Wizard: Step 3

Student Organization: . - Phato . - Organization Staff e MsQ
Documents = Links Gallery Events Blog Notes Notes Polls Log

Current Invited Interested Former Mail Advanced

Members  Students Students Members  Wizard Search

Processing completed!

= Done! 1 messages queued for delivery. Messages will be delivered shortly.

|' Done | » View Job Progress

16. After you send the message, you will see message that states Processing Complete.




How to

1. To loginto your Community Advisor Profile.

2. Click on the Documents tab.

3. Folders can help keep your documents organized. If you have created a folder
yet, you may want to do this first by clicking on + Add New Folder.
If you want to post the document without a folder or a folder that you want to
use already exists, click + Add New Document.

North Campus Student Programming Board % Retum To Student Organizations | % Retum To Bt (Studant Organizations)

Student Organizafion: Documents bt Events Blog Organizafion  Slaff ). Msg
ghallery = Motes Motes Log
Documents
——

Created |:|E|@| to E|@| Visibility O pyplic O System Users Only © Members Onl. © Org Admins Only
wase @ o 100 —
we [

=18

Documents

No Records Found.

+ Add Mew Document 8 4 Add New Folder

4. Click on + Add New Folder

_ a.Give the Folder a Title.
Title * | NTH CSPB Meeting Mins Spring 18
Description Here are the meeting minutes for the Morth b.Give the Folder a Description'

Campus Student Programming Board during
the spring 2018 term.
P

c. Determine the Visibility of the
Folder.
d.Click Submit.

Visibility 2 Public ' System Users Only '® Members Only '~ Org Adming Only

(v submit || y-affssi{se-ganeery




5. Click on + Add New Document

Folder [NTH CSPE Meefing Mins Spring 18 v | a. Select which Folder you want
the document to be stored in from the
Title * | NTH CSPE Meeting Mins 2.13.18 | drop down menu
Description Here are the Morth Campus Student b lee the FOIder a Tltle'
Programming Board meeting minutes for
21314
& C. Give the Folder a Description.
Visibility ) Public ' System Users Only @ Members Only ' Org Admins Only d Determlne the VISIbIIIty Of the
Folder.
e ' Constitution [ tanual (© Other e. Indicate the Type of document
File * is being uploaded.
__Choose File | NTH CSPE M...3.18.docx f Select the document you want
to upload by selecting Choose File.
v Suomit | [ v.5pue. Lo Cancel] g. Click Submit.

6. If you accidentally upload a document that you want to remove, click on the Magnifying Glass Icon
next to the document you want to remove.

= Batch Options EyCREEE Showinﬂ

B3 | Actions Title Visibility ¥ Filename ¥ | Filetype ¥ | Size ¥ | Document Type ¥ | Last Modified v

(] Eﬂ B NTH CSPE Meeting Ming Spring_ 18 Members Only a Folder 1 ltems Feb 11, 2018, 7:39 pm

+ Add New Document | + Add New Foider [IScS RSl Showing 20 ¥ |

7. Click on Edit

Folder NTH G5B Meeting Mins Spring 18

Title N1 C5PE Meeting Mins 2.13.13

Description ;@1531&8@ the Morth Campus Student Programming Board meefing minutes for
Visibility Members Only

Type Other

File

= NTH_CSPB Meeling_Agenda_2.13.18.docx [11.26Kb]

|[ZEdit | 4 BackToList |

a. Click on Delete

Folder [NTH CSPB  Mleeting Mins Spring 18 v |
Title * | NTH CSRs Meeting Mins 2.13.18 |
Description Here aré the Morth Campus Student

Prograr ming Board meeting minutes for

21318

P

Visibility © Public © System Users Only ® Members Only © Org Adming Only
Type ' Constituion © Manual ® Other
File *

Choose File | Mo file chosen ]

NTH_CSPB_Meeting_Agenda_2.13.18 docx [11.26Kb]

[)5ubmil] [ save | [ @ Delete || % Cancsl




b. When prompted if you want to delete the entry, click OK.

fscj-community.symplicity.com says

Are you sure you want to delete this entry? This cannot b

| OK | Cancel



How to

These instructions are for Advisors on how to create Polls. Polls will allow Student Organizations to
gather feedback from members and can be utilized for elections.

8. Advisor Instructions
a. On the left side of the screen in-between Events and My Account is a link for fi Home
Polls. > - Siudel]t .
Click on the +Add New Poll link. | ek
Give the Poll a Name. > Il Events
Add a Description.
Select the date and time that Voting Begins.
Select the date and time that Voting Concludes.
Publish Results - Select if how you want the results published.
i. Select Yes if you want users to be able to view poll results as soon as they have
voted.
ii. Select No if you want users to see the results only after voting has concluded
and the results are certified.
h. Auto-Close — Select Yes if you want the poll to close once all members have voted.
i. Opening Alert — Select Yes if you want a reminder email sent to users when the poll
opens.
j. Closing Alert — Select Yes if you want a reminder email sent to users when the poll
closes.
k. Target — Select where you would like to make the poll available to a particular
i. Student Group — Type the name of the Student ORganziation that you would like
to send the poll to. Polls should only be sent to groups that you advise unless
the advisors for the other groups are given a heads up that you are going to
include their groups in the poll.

R

2

1.
2. Visibility
a. Public — If members of the general public could access the poll,
they could participate. Most likely, you would not want to use
this option.
b. System Users Only — Only currently enrolled students could
participate in this poll.
c. Members Only — Only the members of the Student Organization
sponsoring the poll could participate.
d. Org Admins Only — This would be a poll one for the Advisor and
Student Officers granted Administrative Rights.
ii. Student Group Type — Select this option if you want to send a poll the Student
Organizations that fall into one or more various categories.
1. You can select multiple categories before if desired.
2. The advisors for the other groups are given a heads up that you are
going to include their groups in the poll.
iii. Student Class —
1. If you only want to reach students that
I. Questions — Click on the Add Poll Question link.
i. Question: Give a title to the question. E.g. “Candidates for Kite Flying Club
President” or ” What time should our next meeting occur?”




ii. Options: Provide choices that can be selected such as the names of the students
running for president or times that the meeting could occur. E.g. “Jane Doe.
John Doe. Sally Tomatoes.” Enter one option per line.

iii. # of Allowed Sections: The number of allowed responses for this specific
question.

iv. # of Allowed Write Ins: Provide how many Write In options you will allow.

v. # of Required Selections: The minimum number of responses for this particular
question.

vi. Order: Depending on the number of questions, use this part to place the
questions in order. If your poll has 3 items, the numbers put into this box will
range from 1- 3.

m. The Poll will appear on the right side of the student’s home page.

“ My Polls

Deerwood Vice Chair Election

The election will determine who will serve
as the Deerwood Center Vice Chair from
July 29, 2018 until June 1, 2019.

Who shall serve as the Deerwood Center
Vice Chair?

Make at least 1, up to 3 selections

[ Jane Doe

() John Doe
Write In:

Submit



