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Logging in to SGMS

1.1 How to Login to Your Account

I. Go to https://lysu-community.symplicity.com/

I1. Enter your Username and your Password for the YSU Portal and click “Login”

gaou

Youngstown

STATE UNIVERSITY

Secure Access Login Welcome to the MyYSU portal!
User Name: l:l is an exciting online pathway that offers Youngstown State University students, faculty and staff
Password: |:| B and personalized access to e-mail, calendars, announcements, groups, and channels of web sites.
. mrremure months, other services will be added to enhance the learning and waorking environments for

| Login | | Cancel | everyone on campus. Enjoy!

Unauthorized use of Youngstown State

s e o e

I1l. Once your login has been authenticated your screen will look like this

‘E@D[HJEEB&M

GANZATIONS 390 881 357 ammm

Studemt Organizations Calendar Wy Account @ Getting Started

w Help on HomMepage
To register your student organization click on New Qiganization Registration under Getting Staried
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1.2 Reseting the Browser

IV. If you enter your username and password in wrong and the screen below shows, close out the
entire browser and go to https://ysu-community.symplicity.com/. YSU must authenticate your user name to
allow you into the system.

T

« YSU[CAMPUSRECREATION/&'ST!
STUDENT ORGANIZATIONS 330.937 5575 )/ INTRA

Student Groups

I a
El| Sign In n?--l Upcoming Campus Events

Today, March 28

Username:
| < Wrong Login Area Mo Events
Password: \I Tuesday, March 29
| Mo Events

Log | Forgot your password?

ogin = Wednesday, March 20
[ i aee . Mo Fvents

I. To close out the browser click the red X in the upper right hand corner.

i (= Community: Home - Windows Interned Explorer
@ » | [l it ypa-commurity rymplcty comjirdes phpishare

Edk Wew Feories Tooh Help

JS:RECREATION & STUDENT|PROGRAMMING

TSTROLHY DRGANILATIONS, T30 541 173 | INTRANUALL SPORTS 130 541 1100

[Tenem  Shudend Groups. | Calendar By Aucicomni B Gasifing Searind
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2. Student Homepage Overview

The Home Page is the starting point for SGMS.

I. From here you can search for and apply to new student groups
I1. Allows you to check your SGMS Calendar
I1l. See your account information such as Name, Address, and view Document Library.
IV. Getting Started: Gives shortcuts Student Organization Registration, ect.
V. Announcement Area - Updates from the Student Programming Office
VI. Logs you out of SGMS when you are finished

i h ' JT@BM?DEHHDGMHI&ME

Shadent Groups Calandar My Aocoiant B Getting Started

Organization Regisiration undes Geming 3taned

. Announcements
V.

Wielicome o Community!

Canmniniurilly allows campus actiibes 10 manage all Eacets of Meir aMoe while also alvwing users 1o

o Register gouds alecionicaly 5
& Sehedule mesings and emnts f Connect with Facebook
& Upload manules and nch media hles Dmages, wdeds, ¢ig)
& [Parorm gleclions " M" Palle
» [Foll ugers
® And much mong
Mo polls availatin 3l Bils moment
[
\2 My Group Events
Latest Activi
1& Y Today, March 8
ﬁ Interfratermity Counci Ko lems
[ H ]
Tunsday, March 39
[¥] Bezup Upnten Thie Yedngsiown Stabe Linkmrsiy Inbediratemity Councll is the goveming Bady of all HIC Mo BT
Evant Usciabes (Morth-~megrican Interdraternity Conderence) Fralemfes on campus. The Intedrateon iy ’ *
Courcil or IFC meels weeky by dsouss the planning of IFC swents Such a3 recruitment Wednesday, March 30
] Poii Ueases and comemunity Senice actiaies. Bleo, IFC works logether 38 3 group b make s all
frafemaies are suppoming each chaplar's events and programs hed e
M : W O 2 I_me.r
E Youngstown State Carrie Club \ﬁ My Croups
40 Mems
Monica EREabaih Mokmsghl added the “AFLY™ link in D group links
iy bk Bloce Shideed Giouos »
M Saming Saned Y a’ =] n Pick Logged 1= A Falp n Logaud
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The Calendar will help students keep track of all the events held by their Student Groups.

I. Change Calendar View Daily, Weekly, Monthly, Yearly
Il. Change Current Day/Week/Month/Year

YSU/CAMEUS RECREATION'&'STUDENTIPROGRAMMING)
SrUBOT ORSANLATIONS 330 37 3575 |ITMAMBAAL SPORTS 30 841 7780

Famonsl Dsant

10:00 Ak

11700 A

12:00 PM

1:00 FM

23100 FM

3:00 PM

o Geureg Hianed o o | l] Hd sl I A e E Liogout
o i lerret
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4. Student Groups

Student Groups Overview

I. Where Groups you have joined are listed

Il1. Where you can register a new student group
I1l. Search for student groups and apply to them
IV. Reactivate a group that has been disabled

V. Access Group Homepage
VI. Quit and leave a student group

STUDENT ORGANIZATIONS: 330.941:3575 /| INTRAMURAL SPORTS: 330.941:2240

{YSUCAMBUS RECREATION & STUDENT PROGRAMMING '

My Account | (@ Getting Started X Logout

My Groups

Find A Group to Join

Reactivate a Group \V/

New Organization

Registrations The National Panhellenic Conference provides support and , More Infarmation

guidance for its 26 member inter/national sororities/women's
fraternities and serves as the national voice on contemporary :

Search issues of sorority life. Founded in 1902, NPC is one of the oldest -2/ Mestings held at 4:15pm on Tuesday in Kilcawley Center.

Type: and largest women's membership organizations representing Youngstawn State University

more than 4 milion women at 655 college/university campuses B Vice President: Kirsten Marie Kufel

00 local alumnae chapters in the U S and Canada. Each

P C-affi..

4 ysupanhel@haotmail.com

\ v

Secretary/Treasurer: Lindsay Marie Meenachan, Vice

Keywords: President: Jessica Rachel Sarich

|
Search

s Faculty/Staff: Carrie Anderson

(&) Leave Group

Groups 1-1 of 1
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4.1 Register a New Student Group

I. Click on Register A New Organization Registrations Button to start the registration of a new Group

7o \\SUCAMRUSRECREATION & STUDENTEROGRAMMINGIS®

STUDENT DRGANIZATIONS: 330 8413575 ]/ INTRAMURAL SPORTS. 330, 04T 1780

My Accoumit

@ Geting Staried

J" Hinds

s Cuesbon about ResgiEtenng your Mew Group?

Find & Grosap ba Join

Easmivate & Group

Office a1 330-941-3575

Few Croup Regiat et nms

g Student Groups

Saarch
Type
- He stsdent groups svalable
Eeyaonds:
Roegistar i Nisw Group l.
Seareh

Calpnadar My Accoung

B Gartting Started

Sudent Groups

Shewdd you hive any questions aboul staning a new sludent organization. contad the Student Pragramening

BEARCOEEGH|JELMNOPQRSTUYW XY Z[a

Follow the instructions and enter the new Student Groups unique student ID and the Group Name.
Fill in as much information about the new student group as possible in the fields provided.

® Logout

22 (New Student Group]

Save | Cancel

Insinsctions

Comgpleta the following form when registenng a new student organization of re-registening for the current academic year
Every May. each crganization is required 10 re-register academss year and prior to their retum to campus in the Fall

1. Ta complete this farm, all arganizations MUST attach a copy of their Constitution and By laws » the Documents
sechion ol the form. For bpa on how Lo prepare 8 Constilulion and H:(‘-'BWB plegse wid

b ' ‘rgccenter niF ragrameming canstiiutionkyl hibrnl

2 Qeganizations MUST submit the name of a least one faculty or staf advisor and

3. Alisting of 3-5 organzation cficers. Oficers must be registered for two-thirds of a full-time lead and be in good
scademns slanding

at o

1. Copy of the constitution and by-laws, mcluding a sfatement of purpose. and
2. A st of members, including Banmer ID numbess., and

3. A praposed schedus of cormpetilnan of program acinlies, and

d. A proposed budget, and

5. Y50 E-Mal address required

If you are registering as a Cleb Sport, the following must be attached to this applicotion (Forms can be found
htp:fanans ysu aduireccantedPOFSClub_Sports Registration_Form.pdf:

Group Infa

Onganization
Name*:

MicKRame: | your Srganizalion does nol hae a one pusl b oes s

ACdamic |
Year™:

Copyright © 2008 Confidential
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IV. All organizations MUST attach a copy of their Constitution and By-laws in the Documents section of
the form.
V. |If registering as a Club Sport and more Documents are needed click the “Add Document” button.
VI. Adjust Group Preferences by choosing the visibility, enroliment type or generate an interested
student listing.
Documents
To compisie thes foom, & srizabions MUST gttach a copy of ther Constity and By-daw ments sact
s foem If | 348 B0 0 &8 & b Sg faill 1T [ be mitact 1. Co '
tuteon and by-laws ding faman I and 3t of membar i ar D I ar
d schadule of co I fogram actmlies, and 4 A proposed budg ind sU E-Muil address requirsd
Folder: Documents »
Tilhe":
Descripbion:
Visibulity: i public © System Usees Only & Members Only © Group Admins Only
- Constitution
i
Browse
Remove Document
V. Add Document
Group Priferences
Set the Group Preferences
Vinibility™: VES Bl nirals who can so o group
@ public O System Users Onty O Mambers Only VI
Enrolment Enroliment type will deberming how membens may be added to the group
Type; (® open Enroliment O Appreve Applications O imdtation Onily
Enable @ ves Oio
Interesed
Student List;

Copyright © 2008
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VIl. Enter at least 3-5 officers.

VIIl. Enter your Advisor’s Information
IX. Once all the information is entered click Terms Agreement and press “Save”.

[ B i
GroUp Admin
Juliasest Dunciee
Public L5 Syskem Ui Oy Dhodrmaliis. O FoD Admins On

Presder o
1032

Ar w \VA Q|

i

Public L& Syshem Users IS Oy o Admins Oindy
Fid '
i WLt
Rricresy IAasirilm
Adcdd Maimibear
il
VIl
L
T [l agres
ﬂ-J:::':llen[: IX'
Sanee T el
Confidential Page 10 of 28
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4.2 Find a Group to Join

I. You can filter the groups by type by adjusting the dropdown box and click “Apply Search”
Il. You can also search for groups by keyword. Enter the keyword you would like to search by in the
field provided and click on the “Apply Search” button
I11. Click on one of the alphabetic links to find groups alphabetically. Click “all” to get a list with all
student groups
IV. If you want more information about a particular student Group, click on “More Information” To go
to that Groups Home page.

n’fr"‘w YSU/CAMRUSRECREATION & STUDENT(PROG|

STUDENT ORGAMIZATIONS: 330.941.3575 )/{ INTRAMURAL SPORTS: 330

My Account @ Getling Started
SRR E?. Student Organizations
Find A Group Ba Jain 111. D9ABCDEFGHIJF
Feactivate a Group {ﬁu Fanhellenic Council
V. are I
The Mational Panhellenic Conference provides | Mora Informetion
guidance for its 26 member intermational 5 wsupantel it
sororitieskwomen’s Tratemities and senes as the national
Search voice on contemporary issues of sorority life. Founded in =] Mestings heid at
Type: 1902, NPC is one of the oldest and largest women's oungstown Sta
membership arganizations représenting mara than 4 {'} Vice President
million wamen ail 855 collegeluniversity campuses and Secretary Trea
Keyheiarids: 4,500 local alumnae chapters in the U.S. and Canada Presidant: Jass
Each year, MPC-afli_..
& Facubty Staff: Ct
Search i}
& Leave Group
Groups 1-1 of 1

g [ B netLeggedin

wy Gatting Staded

SecretHelper free trial
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4.3 Joining a Group

I. Some Groups are open for anyone to join and do not require Approval. To join these Groups, push
“Join Group”

ﬂ'! Open Enrollment Organization
o P d

More Rformation

= testfEneu ey

|::> &2 Join Group | Show lnterest

IlI. Some Groups require all new members to apply. You can apply for the group by clicking the
“Apply” button. That will send your new registration to the group administrator for approval.

1est

Active/Requestor/Member

fore Infaormation

[ testi@yvau.edu

|::> Apply | Show Interest

I1l. For Groups that are invitation only, you will first need to be invited to the group. Once you are
invited you can join the Group by clicking “Accept Invitation”

test

Campus Road Runners

| More Information

=] testi@y=u.edu

|::> @ Accept Invitation

test

Copyright © 2008 Confidential Page 12 of 28



msymplicity
SGMS Student User Guide 2.0

4.4 Reactivate an Old Group

I. Call Carrie Anderson in the Student Programming Office at 330-941-4702 for a reactivation
password.
Il. Select the “Reactive an Organization” tab.
I1l. Locate the Group that you would like to reactivate.
IV. Click on “Apply to reactivate the Group.”

¢ \YSU/CAMPUS/RECREATION'&'STUDENT(PROGRAMMING
STUDENT ORGANIZATIONS 330.041.9575 [ /INTRANURAL SPORTS 330 9472740

Intramural Sports Calendar Ny Account @ Getting Started

Student Organizations

W software by symplicity™

" Hints:
= Reactivate Student Group
Since this the firstvear of using the Community On-line registration system, all current student organizations
must register as new student organizations. Please click the "Mew Qrganization Registrations" and then click on
"Register A Mew Group" in order to out the registration farm.

Fine

Thank you for understanding. Mext May each current group will need to use the "Reactivate an Organization” tah.

Search
Type: (
| -] @ Student Organizations - Reactivate an Organization
e OG-9ABCDEFGHIJKLMNOPQRSTUVWHY Z[all
% SUMMIT TEST GROUP
Search

Sally Kenney - Senior Advisor Sally Kenney has heen
advising students in the Collage of Health and Human
Services since 1986, Before hecoming an Academic
Advisor, sheworked as a Comprehensive Social Studies
teacherin the Austintown schoal systemn. Sally has earned
both a hachelor's degree in Education and a master's
degree in Higher Education Counseling fram Y3, Married
with twd grown sans, Sally enjoys high school foothall
twhich her ..

, More Information
[ email@gmail com

)| Meetings held st 330 pm. on Tuesday in Kilcawdey
Center, rm 2036

&, Academics Chair: Lbbie Kay Twyford, President:
Monica Elizabeth Mok night

& Faculty/Staff: Carrie Anderson
&) Events
Q Blog

B Photos

@ Apply to reactivate the Group

Copyright © 2008
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V. Enter reactivation password.

m Student Organizations Intramural Sports Calendar My Account Getting Started x Logo
Student Groups = SUMMIT TEST GROUP W software by symplicity
|. Submit | | Save | | Cancel |
I;‘ ' J L J g ’
Instructions Reactivate

Complete the following form when registering a new student organization or re-registering for the current academic year.

SUMMIT TEST GROUP Every hlay, each organization is required to re-register academic year and prior to their return to campus in the Fall.
Athletic # Sports : L . L .

S 1. To complete this form, all organizations MUST attach a copy of their Constitution and By-laws in the Documents
& inactive : : 2 n nd

) : : section of the form. Fortips on how to prepare a Constitution and By-laws, please visit:
Email: email@gmail.cam hittp:dveiner. ysu. edufreccenter/StudentProgramming/constitutionbylaws. shtrml.
Purpose: Sally Kenney - Senior
Advisar Sally Kenney has been 2. Crganizations MUST submit the name of at least one faculty or staff advisor and. ..
advising students inthe College

of Health and Human Services 3. A listing of 3-5 organization officers. Officers must be registered for two-thirds of a full-time load and be in good
since 1986, Before becaming. .. acadernic standing.

If you are registering as a Club Sport, the following must be attached to this application (Forms can be found
at http://www.ysu.edu/reccenter/PDFs/Club_Sports Reqistration_Form.pdf:
1. Copy of the constitution and by-laws, including a staternent of purpose, and
Please enter reactivation password:

Pleasze enter a password. For your password, please contact Carrie Ander=son in the Student Programming Office at (3300 941-4702.

Paszword:

— o Nlnbim L ms Tonfmeed

Copyright © 2008 Confidential Page 14 of 28
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VI. When retaining members and advisors, click on each of their names to highlight them. Press the
“Ctrl” button on your keyboard while clicking each individual name to highlight multiple members
or advisors.

Members
All officers shall be currently enrolled at ¥SU, in good academic standing, and no more than two officers may be

registered for less than eight hours during each semester of the academic year (fall and spring).
Hold the Ctrl
Retain Select members to be retained from the inactive group button on your
Members: keyboard while
VI. clicking on
each person.

Adiditional

Members: Type": Group Admin
Student*: Abhie Kayr T'l.fl.l'!.ffl:lrd
Visibility': () Public (& System Users Only (O Members Only (O Group Admins Only

Officer Contact Cell Phone Mumber is preferred. Make sure phone numbers hawve the following format
Phone*; (e (3300 941-5554)

Officer Email: | |

Position':

Joined: 2011-10-06 'fl |@|

| Add/Replace Member |

Advisers
COrganizations shall have at least one advisor who is currently a full-time faculty or staff member. Limited service faculty
may serve as an advisor with the permission of the Student Fragramming Office.

Retain Advisers: Select advisers to be retained from the inactive group
Carrie Anderson (Faculty/Staff Hold the Ctrl
button on your
keyboard while
clicking on
each person.

VI.

Additional | Add Adviser |
Advisers: —_—

VIl. Check to make sure all information in the form is correct. Update information where needed.
VIIIl. After reading over the Terms of Agreement, check that you agree.
IX. Click Save.

VIII. Terms [v] | agree
Agreement '

VIII.

| Submit || Save |

X. You will receive an email confirming that your request has been received. Once approved, you will
receive an additional email notifying you of your group’s status change.

Copyright © 2008 Confidential Page 15 of 28
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Navigation Elements

I. To view core information about the Student Group click the “Group Detail” tab.
1. From the “Blog” tab you can create blog posts, view blog posts, and comment on the posts.
I1l. From the “events” Tab you view the Groups current and past Events. You can also create new
events for the group.
IV. The “Members” Tab shows the other members in the group and an admin can add members.
V. From the “Documents” tab documents can be uploaded and be available for use by members of the
Group.
V1. From the “Links” tab, internal and external links can be created for use by them members of the
Groups.
VII. The “Polls” tab allows Group Admins to poll their organization for information.

» \YSUCAMPUS'RECREATION'S
STUDENT ORGANIATIONS! 530841 3575

Student Organizations Calendar My Account @ Getting Started

Studenit Groups = Panhellenic Council

Dashboard A vvou are an admin of this draup.

Group Details

Blag !
—g_ QQ Latest Activity

Events

Membars m |_5 Panhellenic Council

Sallary

uploaded the document “Iinfermal Recruitment 11 - Preferences’
Docurnents group documents.
wiewy documernt

|_3 Panhellenic Council

S m uploaded the document "Panhel Mimites 1-18-117 in the group de

viewy document

|- Panhellenic Council

uploaded the document "Panhel Mimites 1-25-117 in the group dr
wviesw document

Uy Getting Stated | [ 2[5 Mot Logged In
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51 Group Details Tab

I. The “Leave Group” button will have you quit and leave the Student Group
I1. The “Edit” Button will allow you to edit the Group Profile (Only Visible to the Group Administrators)

Student Organizations Calendar My Account @ Getting Started

Student Groups

Cashboard % vou are an admin of this group.

Group Details

Bla g

—— Leave Group < I.
Event=

_— Edlit Back To List

Pho u Wt Group

Mernbers

uments ) ation Mame: Fanhellenic Council

5.2 Add a Blog Post

I. Click on the Blog tab
Il. Click on “Add New Blog Post” | #dd Mew Blag Post
I11. Fill in the Title of the Post
IV. Enter the Body of the Post. You can format the text with the icons in the toolbar provided.
V. Set the Start Date when the Blog Entry is posted and the End Date when it is removed.
VI. Choose The Visibility Level to control who is able to view the Blog entry.
VIl. Click on Submit to post the Blog Entry.

Dazhboard

| Submit H Save H Cancel |

Group Details /
Blog h Title: | Q 1.

Body: B I Um|EE=E=|A- Wiz iz *E\II
Fonk Family = Fonk size - | ® B3 @ |88 2k
Docurnents
1Vv.
Path: p
Start: If ermpty blog entry will be displayed immidiately
20110323 | 4@/ |08 ¥[[15 ¥|[am v|
Enil: [fermpty blog entry will be displayed until deleted
)
Visibility*: ® Public ) System Users Only O Members Only O Group Admins O
Panhellen VII. | Submit H Save H Cancel |
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53

Comment on a Blog Post

I. Click on the Blog tab
Il. Click on “Continue Reading” to view the Blog Post

Student Organizations

Student Grou|

Dashboard
Group Details
Blog

Events
Members
Photo Gallery

Documents

1.
V.

s » Panhellenic Council

\YSUCAMRUS/RECREATION2'STUDENT(PROGRAMMING
JITRAURAL SPORTS 530 531 22410

Calendar My Account @ Getting Started X Logout

Add New Blog Post

hat is a College Panhellenic?

Emilie Paige Hall | Mar 30, 2011 252 pm

College Panhellenic associations are to be established on campuses where there are at least two NPC member group chapters. CPH's exist
1o develop and maintain fraternity life and interfraternal relations. CPH's through their all-sorority programming efforts, often promote
superior scholarship, leadership development and dissemination of information important to women in general. The CPH is the coordinating
body for recruitment

If..

Continue Reading I I

_| 0Comments 4 Add 3 comment

Click “Add a Comment” to create a new comment for the Blog Post.
Fill in the Comment in the Text field provided. You can format the text using the toolbar given.

V. Choose The Visibility Level to control who is able to view the Comment.

VI.

Click on Submit to post the Comment.

Blog Post Details

Events
Members
Photo Gallery

Documents

Panhellenic Council
Greek Life

@ admin

Email: ysupanhel@hotmail.com

Purpose: The National Panhellenic
Conference provides support and

guidance for its 26 member
inter/national sororities/iwomen’s
fraternities and serves ...

least two NPC member group chapters. CPH's exist to develop and maintain fraternity life
and interfraternal relations. CPH's through their all-sorority programming efiorts, often
promote superior scholarship, leadership development and dissemination of information
important to women in general. The CPH is the coordinating body for recruitment

If one is & member of a chapter on a campus with a CPH, then one is automatically a
member of that CPH. This means that CPH's often represent the single largest women's

organization on most campuses.

Each chapter has a designated person that attends CPH meetings. Additionally, presidency
or chairmanship of the CPH works on a rofational basis determined by the date each
chapter was founded on the given campus. Other leadership roles within the CPH are
available and necessary to the smooth functioning of the organization.

0 Comments
No comments

| Submit || Save || Cancel ‘

Comment by: Emilie Paige Hall

Comment*:

Visibility*; @ pPublic O System Users Only C Members Only O Group

‘ Submit || Save H Cancel |

Copyright © 2008
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54 Create a New Event

I. Click on the Events tab
Il. Click on “Add New Student Group Event” to Create a New Event
I1l. Creating an Event ONLY advertises it and places it on the calendar. Submitting this event
request does NOT reserve room space for meetings.

To reserve rooms, please contact the following:

Kilcawley Center and Residence Halls:
Contact Chris Pullium, Room Reservations Office, Kilcawley Center Staff Offices, located on the Second
Floor, Kilcawley Center, 330-941-3577

_Or_

Fill out the Online Room Reservation Request Form

Other Buildings on Campus:

Submit an Event Request Form. If you are planning an event within the next 7 days, please call Christina
Texter at the Office of Alumni and Events Management at 330-941-2962 before you submit your request.
Once we have received your request, you will be notified by email within 2 business days whether or not
your request is granted.

“YSUCAMBUSRECREATION &' STUDENTIPROGRAMMING

STUDENT, ORGANIZATIONS: 330:941:3575)//INTRAMURAL SPORTS: 330:941:2240

Calendar My Account @ Getting Started

Student Organizations

Student Groups » Panhellenic Council

Dashboard

Group Details
£ No Events found
Blog

Events ‘ Add New Event _| 11

Reguested Events

Past Events

Members

Photo Gallery

Documents
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IV. Choose the visibility settings of the new event to control who is able to view the new event.
V. Fill out the other fields Title, Description, and Agenda Fields as completely as possible.
VI. Fill in the “Event Start” and “Event End’ fields. For each of them click on “Select” and choose the

correct date.

Documents

Links

Notes

Polls

To reserve rooms, please contact the following:

-0r-

Kilcawley Center and Residence Halls:
Contact Chris Pullium, Room Reservations Office, Kilcawley Center Staff Offices, located on the
Second Floor, Kilcawley Center, 330-941-3577

Fill out the Online Room Reservation Request Form

Other Buildings on Campus:
Submit an Event Request Form_ If you are planning an event within the next 7 days, please call

Panhellenic Council

Greek Life
@ admin

Email: ysupanhel@hotmail.com

Purpose: The MNational
Panhellenic Conference

I Ml WV T D D el Ve WO W e W e R

Christina Texter at the Office of Alumni and Events Management at 330-941-2962 before you submit
your request. Once we have received your request, you will be notified by email within 2 business days
whether or not your request is granted.

For Fundraising and Bake Sale Rules and Regulations please go to
hitpAwnw. vsu. edu/reccenter/StudentProgramming/fundraising.shtmi.

provides support and guidance Event Details
forits 26 member inter/national

sororitiesiwomen’'s fraternities

and serves ...

Student Group™:
Visibility:
Title*:

Description:

Agenda:

Type:
All Day:
Event Start™:

Event End*:

Panhellenic Council

O Public O System Users Only (&) Members Only O Group Admins Only

Y|

Oves Oio

[ B S ¥ ®[cear]

O S S S

1v.
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VIl. Enter the Location information for the event you are creating.

VIII. Attached files and links that were previously uploaded can be attached to the event.

IX. Push the “submit” button to finalize the event.

VI.

Event Start*: I:I E |§| Clear
Event End: I:I E |§| N ~ b

VI Location:

Location: | |
Street:
City: |
State: | v|
Code:
Country: |

Estimated |

Humber Of

Participants:

Documents: Add Document

RSVP Details

Disable RSVP: OYes ®No

RSVP Deadline: |:| D |§|

RSVP Limit: Mo limit if 0

Annrowal nf ) Anuane ran REVP (3) REVP minat he annraued

Parucipants:
Documents: Add Document
RSVP Details

Disable RSVP: Cves @ No

RSVPDeadine: | | ()

RSVP Limit: Mo limitif 0
Approval of (O Anyone can RSVP &) RSVP must be approved
RSVP:

Recurrence Details

Recurring |Does Not Repeat "‘
Event*:

Terms and Conditions
| understand that creating this event does NOT reserve rooms on campus.

| must contact Kilcawley Center or Alumni and Events Management to reserve
space on campus for organization events or meetings.

Terms i agree
Agreement*:

| submit || save || cancel |
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55

VI.
VII.

VII.

Invite a Student to Join the Group

Click on the Members tab
Click “Invited Students”
Click the Add/Invite A Student button

Home Student Organizations Calendar My Account @ Getting Started

Student Groups » Panhellenic Council

Dashboard

Group Details
£ No Memberships found

Add/lnvite A Student

w Excel files, you may need Excel Viewer 2003

Blog

Events

Members

Current Member:

2 Tovui

Applicants
Interested Students
Former Members
Photo Gallery
Documents

Links

Notes

Polls

Enter the name of the student you wish to invite in the student in the field labeled [student].

X Logout

If

you do not know the full name you can also type in part of the student's name.

Select the student’s entry from the Student Dropdown box

Select the students Position or leave blank if they have no special rank.

Click on “Submit” to invite the student.

Member
Status*: | Invited ] |
Student*: |._;J Hillary How|

Student Group*: | Hillary Anne Howard (hahoward@student ysu edu)

Visibility*: O public @ System Users Only © Members Only ©

Bl
|

Position™:

M

or all group Officers; please specify a contact phone nu

Officer Contact

Phone:
Date Joined: | | :. |j|
Date Left: | ]2

Submit H save H Cancel |

roup Admins Only

ber
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5.6 Upload a document to a Student Group

I. Select on the Documents tab
Il. Click “Add New Document”

Student Groups » Panhellenic Council

Dashboard
Group Details
Blog

Events

Members

Photo Gallery

Documents

Search
Type:

Keywords:

searches title and description

3 Documents

Student Programming
Cla Organization Guidelines
(Document Library.

Informal Recruitment 11 -
&

Preferences

Qlj D Spring 2011 Minutes

Cla Q Scholarships

Constitution and Bylaws
C@ B 2008-2010

ltems 1-50f 5

(3] Folder

[Z application/octet-stream

(3] Folder

(53] Folder

application/vnd.openxmiformats-
officedocument. wordprocessingml.document

| Add New Document || Add New Folder

2 ltems

32Kb

3 ltems

1ltems

32.29Kh

Members
Only

Group
Admins
Only

Members
Cnly

Members
Only

Members
Only

Mar 04,
2011
7:19 am

Feb 23,
Other 2011
2:20 pm

Feb 05,
2011
4:28 pm

Jan 11,
2011
3:56 pm

Jan 11,
Constitution 2011
3:06 pm
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I. Fill in the title of the document

I1. Fill in the document description field

I11. Chose the document type

IV. Set the visibility settings to control who has access to the file.
V. Browse for the file you wish to upload

VI. Click the “Submit” button to upload the document.

Home Calendar My Account @ Getting Started

Student Organizations

Student Groups » Panhellenic Council

Dashboard
‘ Submit || Save H Cancel ‘

Group Details

Blog Folder: | Documents v |
Events Title™: | | < I.

Members N
Photo Gallery
Documents Visibility: © public © system Users Only @ Members Only © Group Admins Only
k- Type: O constitution © Manual © Minutes O Image O Audio © Video © Other
Notes File: ;
| H Browse... ]
Polls
‘ Submit H Save H Cancel ‘
V.
5.7 Creating a Link to a Student Group
I. Select the Link Tab
1. Click “Add New Link”
Dashboard
St el Mational Panhell Conf Memb Jan 11, 2011 3:44
ationa annellenic L.onrerence BmbDers an g %
oy qu g \Website http:/fwww. npcwomen.org/about.aspx  Business Only b

Events Add New Link | 1

Members

Photo Gallery

Documents

Links

Notes

Polls
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I1l. Enter the Title of the link

IV. Enter the Link’s URL

V. Fill in the Description of the Link

VI. Choose the link’s type

VIl.  Set the Visibility for the Link

VIII. Click “Submit” to upload the Link.

Student Groups » Panhellenic Council

Dashboard
‘ Submit H Save H Cancel ‘

Group Details

Title: |

Events URL™: |

Members Description:

Photo Gallery V.

Documents

Links Type: O Blog © Personal Website © Restricted © Social Network © Business /pownioad O FTP O Other

Visibility: @ public © System Users Only © Members Only © Group Admins Only

‘ Submit H Save H Cancel ‘

5.8 Creating a Poll
I. Select the Polls Tab
1. Click the Create New Poll Button

YSUCAMPUS/RECREATION/&'STUDENT(PROGRAMMING
[INTRAMURAL SPORTSY530'541 2280

Student Organizations Calendar My Account @ Getting Started % Logout

Student Groups » Panhellenic Council

Dashboard

Group Details
&5 No Polls foupd
Blog

Events

Create New Poll

Members

Photo Gallery

Documents

Links

Notes

Polls

All [0]

Pending Start [0]

Active [0]

Certified [0]
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I11. Fill in the Name and Description of the poll in the boxes provided

IV. Set the Visibility for the Poll from the dropdown menu

V. Set the Display on Student Home Page

VI. Choose a Poll Type
VIl. Set the date and time for Voting to Begin and Voting to Conclude
VIIl. Select the Alerts you would like for your poll

IX. Add questions by clicking the Add Poll Question button

Student Groups » Panhellenic Council

Dashboard

Group Details

Blog

Events
Members
Phote Gallery
Documents
Links

Notes

Polls

Panhellenic Council
Greek Life

@ admin

Email: ysupanhel@hotmail.com
Purpose: The National Panhellenic
Conference provides support and
guidance for its 26 member
inter/national sororities/women's
fraternities and serves ...

| Submit || Save || Cancel |

Poll Details

MName*:

Description:

Visibility:
Display on
Student Home
Page*:

Poll Type*:

Voting Begins*

Voting
Concludes™:

Opening Alert*:

Closing Alert*:

Auto-Close™:

Poll Questions™:

b 1V.
C Enabled ® Disabled

® Election

O poll V1.

O Quick Poll

20110330 |F@ [ M ¥
20110330 |[ 2] @] 04 %][15 % ]|[pm v

Send a reminder email to users when the poll opens?

O Yes @ No

Send a reminder email to users before the poll closes?

O yes @ No

Auto close the poll once all members have voted?
O Yes @ No

Add Poll Question 1X.
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X. Enter the Question, Options (Answers) for the group members to choose from, and number of
Allowed Selections into the appropriate fields
XI. Click the Add Poll Question Button to add additional questions
XIl. Click “Submit” to make the poll active.

Panhellenic Council Opening Alert:

Greek Life
@ admin .
Closing Alert*:
Email: ysupanhel@hotmail.com
P : The Nati | Panhelleni
urpose: The National Pannellenic .~ ..

Conference provides support and
guidance for its 26 member
inter/national sororities/women'’s
fraternities and serves ..

Poll Questions™:

Send a reminder email to users when the poll opens?

O Yes @ No

Send a reminder email to users before the poll closes?

O Yes @ No

Auto close the poll once all members have voted?

O Yes @ No

Question™:

Options*: Enter one option per line

Allowed 1

Selections™:

dd Poll Question | X1

| Submit H Save || Cancel |
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6.1 Edit your SGMS Profile

I. Select “My Account” from your Top Navigation Bar
I1. Click on the “Edit button.” This will open a form that expand and allow users to make changes to

the student profile.

I1l. To change your contact information, you must fill out a Change of Address Form

(http://www.ysu.edu/records/forms.shtml). Completed forms can be faxed (330-941-1408),
mailed or submitted in person to the Office of Records, Jones Hall 1013 or the Office of the
Registrar Counter, 2nd floor Meshel Hall. Valid picture identification must be presented at the

time of submission.

IV. Education Tab: In order to change or declare a major, you must fill out a form from the
department of the desired major. The form will be forwarded to the Office of Records.

\YSUCAMPUS/RECREATION/*'STUDENT(PROGRAMMING

STUDENT ORGANIZATIONS: 330;941:3575 F//INTRAMURAL'SPORTS: 330:941-2240

Home Student Organizations Calendar

My Account
Profile
GE Ay =
i |~ | Emilie Paige Hall
Contact
Profile
Education _ )
Documents \ﬂ‘
Account Preferences INSTRUCTIONS
User Type:
First Name:

Middle Name/Initial:

Last Name:

Full Name:

Gender:

Created:

Last Modified:

=

Student

Emilie

Paige

Hall

Emilie Paige Hall
Female

Sep 23, 2010 2:39 pm

Mar 11, 2011 10:16 am

X Logout
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