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Step 1: Log in



Step 1: Log In
 http://haas.campusgroups.com

 Click “forgot password?” then enter your email address in 
the pop-up screen

*Single sign-on is the goal, but since this is only a pilot, we’re not going down that technical route, yet
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http://haas.campusgroups.com/�
http://tinyurl.com/haascg2�


Step 2: Add Your Membership
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Step 2: Add Your Membership
 TA-DA, we already did this for you!
 In the future, manage members from your Profile Page.   
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Step 2: Membership, cont
 Add/Change/Remove Members by choosing one of 

those menu items.  We did a mass import with Excel, 
but now you can make changes individually
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Step 2: Membership, cont
 Set your officers.  Click on View All Members or Search for 

your officers.  Click the “Make an Officer” checkbox. If that 
person’s email has not been verified, feel free to “Send 
password”
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Step 3: Send an Email
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Step 3: Send an Email
 One of the values of this system, is you can easily send 

messages to your group or a subset of your group.  It gets sent 
to that person’s regular email inbox and gets saved to 
CampusGroups – no more lost emails!

 Select your recipients, and click “compose mail”
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Step 3: Emails, cont
 This part’s pretty self-explanatory. Play!  
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Step 3: Emails, cont
 You can add “boxes” to have people RSVP for an event you’ve 

created or to give a link for them to update their profile.  Then 
PREVIEW your email before you SAVE and SEND

feedback/bugs/questions: http://tinyurl.com/haascg2

http://tinyurl.com/haascg2�


Step 4: Create an Event
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Step 4: Create Events
 “Events” can be anything from internal meetings to 

speakers open to the public
 Again, from your profile, choose the “Organize Events” 

tab.  Then select “Create an Event”
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Step 4: Create Events, cont
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Step 4: Create Events, cont
 Calendar publishing & Invites (Advanced Settings)

This is where it could get a little 
tricky. Determine how far in the 
‘aggregate’ calendar this event 
goes.  Should it appear on your 
group calendar?  On the school 
calendar? 

Definitely open to usability 
suggestions here.
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Step 4: Create Events, cont
 Calendar publishing & Invites (Advanced Settings)
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Step 4: Create Events, cont
 Calendar publishing & Invites (Advanced Settings)

feedback/bugs/questions: http://tinyurl.com/haascg2

http://tinyurl.com/haascg2�


Step 4: Create Events, cont
 Calendar publishing & Invites (Advanced Settings)
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Step 4: Create Events, cont
 Calendar publishing & Invites (Advanced Settings)
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Step 4: Create Events, cont
 Invite people! From your Upcoming Events page… See Send Emails slides for more 

guidance.
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Step 5: Forms & Surveys
 Get feedback about your latest event, send a survey. Responses are analyzed with 

percentages.  Collect information with Forms to make ready decisions.
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Step 5: Forms & Surveys, cont
 Get feedback about your latest event, send a survey. Responses are analyzed with 

percentages.  Collect information with Forms to make ready decisions.
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Step 5: Forms & Surveys, cont
 Get feedback about your latest event, send a survey. Responses are analyzed with 

percentages.  Collect information with Forms to make ready decisions.
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 Get feedback about your latest event, send a survey. Responses are analyzed with 
percentages.  Collect information with Forms to make ready decisions.
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You successfully answered the following survey.

If you need to review your answers, please click on:
https://haas-lahba.campusgroups.com/survey.aspx?answerer_uid=9864d896-5764-102d-
a976-0030485d8fda&survey_uid=0fad7862-40aa-102d-a976-0030485d8fda

This is an email you will receive.
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Step 6: Upload Docs and Photos
 Share documents and photos with your club members!
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Step 6: Upload Docs and Photos, cont
 Select ‘Documents’, ‘Website’ ,‘Other’ to upload files to your club site!
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Step 7: Edit my Website
 Tell everyone that you have the best group on campus through a dynamic website!
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Step 7: Edit my Website, cont
 Tell everyone that you have the best group on campus through a dynamic website!
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 Tell everyone that you have the best group on campus through a dynamic website!
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Step 8: Manage my Money
 Setup financial membership transactions through PayPal and relieve your worries!
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Imported sample of 
financial management 
screen

Setup financial membership transactions through PayPal and relieve your worries!
• Understand how clubs receive money (via PayPal) 
• Understand how money is distributed to each club
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Step 9: FAQs – Tutorials
 Get acquainted!
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Step 9: FAQs – Tutorials, cont
 Point and click!

 Online tutorial:  

 http://www.campusgroups.com/assistant/theater/ecg.html

 Tutorial and FAQs:

 https://haas.campusgroups.com/student_community?club_id=549
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