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Step 1: Log In

4

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

LOGIN

close or Esc

Email:

Password:

[ Remember me Reset your pEISSWDI’d

| Forgot DESSWDFd?ll Help Email address: first_last@haas.berkeley.edu

Mot @ member yet? Sign up!

*Single sign-on is the goal, but since this is only a pilot, we're not going down that technical route, yet

feedback/bugs/questions:
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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.

L N P TITE TPTTeE E ]

V\RLT(i|CH | Calendar = Groups

Rurmana Hussain { My groups My events My photos & docs

My home MY OFFICER POSITIONS I
Edit my profile =
“%, Manage a group: | - Select a group to manage - El N
—IFTerrEreae e aiaEE :
HAAS - MBA Association (MBAA)
| AR = SOOI ATTAIT S
MY GROUPS
I
You are a member of: o Detailed list = —
i
% Latin American and Hispanic Business Association
(LAHBA)
Student Organizations )
- i o |
Change picture L MBA Association (MBAA)
Rumana Hussain Berkeley Student Organizations !

0 Upcoming event

CampusGroups [Z1]MBAA Weekly Meeting
on Facebook December 1st, 7009 @ £:00 PM

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

“% Managing: | MBA Association (MBAA) (=] I:

T i . 1
l’ . (Group @ Manage my | & J Compose ”fzfj Organize | |¥% Forms & ‘7-| Docs B
=~ Home Members | =" an Email Events || | sSurveys Photos

Add a new member u Members
Search
14 Add one member . Add multiple members E¥ Import ) View all members

Members by sub-group

........................................... ) ) . CURRENT MEMBERS (26
Members A-7 Prospects pending validation: ¥ (26)

........................................... il .YDLI h;,u,e 1 I'IE'::J' contact who » ﬂfficerg (lﬂ]
........................................... registered to one of your events, » Full-Time Student (15)

feedback/bugs/questions:
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Step 2: Membership, cont

» Set your officers. Click onView 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”

@ Manage my | ¢ ‘J Compose ”ﬁzf] Organize ;.-""‘ Forms & | [l Docs& (.«9 Editmy | | Manag
Members | =" an Email Events | |l sSurveys Photos Web site || my Mone

r ™ Members
. Add one member Add multiple members E¥ Impoft o View all members
= [[E ] =] B
roup
Profile: |l 30% complete Mone (edit)
Sarah Kwon Status: | i Hgmhership: (edit) Payments:
validate Join date: 11/18/09 Signup: $0
: Life-Ti Events: 0
Grad: s i@ Member ™ Non-Member End date: Life-Time Er' $
2 View
15 I‘Ej;t: :Eﬁfige@dml?a.herkel... Make an Officer Member tags: | i
=1 )L W 1
] @ Send her her password Source: | i WP Community Officer notes:
EMDEr of: 2 groups Imported with Excel Write notes...
Sub-groups: | i
Profile: Bl 30% complete Mone (edit)

feedback/bugs/questions:
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Fmail

Step 3: Send an |

» 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”

3 Manage my Compose @ Organize ? Forms & ‘7- Docs B (" Edit my Manage
Members | 7= .n Email Events | ks  Surveys Photos Web site | ¢ my Money
¥ CURRENT MEMBERS (26) & NON-MEMBERS (0)
¢ Officers (26) e Al W Past Members (D) e Al
26 Officer g Active B You have 0 past members.
» Full-Time Student {15) g Al » Contacts (0) g Al
[ 5 Full-Time Student 5 B You have 0 contacts.
[] 10 Full-Time Student g i

lﬂ'.ﬂ Officer ¢, Student gy Alumni "8 Unknown

> Compose email for selected groups

feedback/bugs/questions:

Use a template:

—NI:I—El
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Step 3: Emails, cont

» This part’s pretty self-explanatory. Play!

- b Compose your email

Subject: | Pilot - Documentation?

Intreduction: | Dear First Name, E| More mail merge fields | @ Add attachments -

Use ﬁﬁ to paste from M5 Word /Outlook - M5 Office contents contain hidden HTML tags which you don't want to send in your emails.

3 |B I U a8 | E = = = Styles = Format + Fontfamily |+ Fontsize -
ABAE@m AN |SE | EFE¢w|9 |28y 8 JOm|FoO G| A--
= | EREE e |—Q|K=x’|ﬂ©ﬁm|ﬁ|ww|@

Hay sll, happy thenkzgiving!

I'm st home=. .. working on school work. .. while my mom's on the phone.  It's slmost 3z though I actuslly live here. Anyway, I'm making some docomentstion for the pilot, =nd am wzing vou
TU¥E 25 3 tast.

If vou have not lozead in vet PLEASE DD 50. A successfil pilot rests on everyone's participation.

Talk zoon!
Fmana

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

- & Add dickboxes to your message
When checking checkboxes below, you add the color boxes ("dickboxes") to the botbom of the emails you send.

= EVENT Adwvanced: add an RSVF link inside your message (cut/paste the

Event: MBAA Weekly Meeting [RSVP: %] tag below)
When: Dec 8, 2009, @ 6:00 PM (ends

| RswP:12138] {Example)
on Dec 8, 2009 @ 710 PM)
Where: The Saumil Shah and Rochan
Raichura.___
VIEW EVENT DETAILS
REWE! Advanced: add an RSVP link inside your message {cut/paste the

[REVP:###] tag below)

Event: MBAASProgram Office Dinner
When: Dec 8, 2009, @ 7:15 PM (ends
on Dec 8, 2009 @ 9:30 PM)

Where: TBD

| [RSVWP:13268] {Example)

RSVP

You have 0 surveys :‘-!,_ Create a survey now

Update your profile!

l Please click on the link below Preview it first... Save as draft > Save and Send

to checkfupdate your profile:
PROFILE

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

"

Forms & | (/€| Docs®& (g Edit my Manage
Surveys Photos Web site || ¢ my Monay

‘_‘_‘“;

Manage my | ] Composk @ Crganize
Membears || [Z—! an Emall Events

™ Events

% upcoming events in total nﬁ.{reate an event | ] Past (3) [E Upcoming (4) @i Download events

feedback/bugs/questions:
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Step 4. Create Events, cont

— @ What

* Ewent coordimator: | Rumana Hus=sain - VP Clubs E|

Event type: | Social El

* Ewent Name: | MBAL 20092010 Social

- @ When

“ Start Date: | 12/03/2009 = Start Time: | 07 [w]| :| 00 [=] | PM [=]

End Date: (optional) End Time: I}EEl : I}I}El PM El

4+ HRecurring event settings

- @ Where

Location Name: TgD (ex: Room Mame [ Mumber or Off-Campus Location Name)

4+ More about the location when your event is off-campus

- Q Description

* simple description (recommended):
Short paragraph used to advertise your event in listings and RS5 feeds (ideally less than 200 words)

I don't know if this has actually been scheduled, but I'm using it as an example for my
CampusGroups documentation... 2o, 1f it hasn't been planned, maybe we should do it at this
date/time! Prentiss? Long?

feedback/bugs/questions: http:f/tinyurt.comthadscg2
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Step 4. Create Events, cont

» Calendar publishing & Invites (Advanced Settings)
= 9 Flyer (Optional)

+ Upload a flyer image - No flyer

Your flyer will be resized and displayed on your event page, in your email invitations and on all event listings.

- 9 Audience and Calendar Publishing Thisis-where-it could get-alittle

This event is open to: tricky. Determine how far in the
© Everyone ‘aggregate’ calendar this event

i) Berkeley Haas School of Business users only (Students/Faculty /Staff)

(7) Some Berkeley Haas School of Business users only (click to select users) goes. ShOUId it appear on Your
 Group members only _ group calendar? On the school
i) Some group members only (click to select groups)

i) Invited people only (invited by email from CampusGroups) Cal en d ar?
-] I's on

This event shows on the calendar for: . oge

(") Everyone on the school-wide calendar

|:| Everyone on the group calendar only Suggestions her’e.

- @ Registration (Optional)

| Event registration required: (™) Yes @) Mo (we do not need people to RSVP) |

feedback/bugs/questions: http://tinyurI.corﬁ/haascg;
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Step 4. Create Events, cont

» Calendar publishing & Invites (Advanced Settings

@ Registration (Optional)

‘ Event registration required: = Yes { Mo (we do not need people to RSYP)

Open/Close registration

Close [ ‘You might want to dose your event to prevent people from RSYPling.
4 Registration will be open from/to

What is the name of the items that people register for? — o More (Optional)

Item name: |ticket (Ex: ticket, seat, t-shirt, trip, etc)

+

Time slot reservation

Up to how many items can one attendee register for?

= File/photo uploads

Mumber of items maximum

4% Funding status

Are you selling the items?

4%+ Redirect URL after registration

ONLINE PAYMENT: no Paypal account up yet
To allow students to buy tickets online, you need to set up your Paypal account in CampusGroups. 1

Paypal account could be your group's account or the school-wide account used by all dubs. * Customize profile fields

Add gquestions to the registration page

Price: o (10) Caption {optional): I Members only
+ Add more prices {when you are selling tickets at different prices) =% Co-host this event

Allow variable amount entry box [~ This will allow people to enter the amount they want for

Selling something (not an event) [ Check this checkbox when you are just selling something

Attendance limit:

Save and Preview >>
Maximum number of people who can register:

Waiting List [~ aAllows people to register after your cap has been reached. Payment will not be roge. .

Reminder:

I would like to remind guests who have responded: [ Yes, before the event.
Customize your reminder message {optional):

We look forward to seeing wywou then!

RSVP personalized email acknowledgement (optional):

T Don't send an RSVP Confirmation email after someone registers
T sSend RSVP Confirmation email from your group email address {migusl_martinez@mba.berkeley.edu |

Thank wyou! ¥Your registration to this event was successfual.

feedback/bugs/questions: http://tinyurl.com/haascg2
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Step 4. Create Events, cont
» Calendar publishing & Invites (Advanced Settings)

0 upcoming events in total E_-i Create an event L4 Past (0) Upcoming (0) @i Download events

You have 0 events,

Group logo
T e g i g e omeoemee oy
;5:;[:&‘:?:2; Berkeley Haas School of Business | All Groups @ Support 88 Join this group 4
Edit )
tekeley | Haas Enterprise Computing & Service Management
Useful links
Group sign-up page

[ o | Ofors | Do | Evens | Newstrs | Prtas | s | Menbers | Cotscius | Dsssonboors ||

Group web site

Calendar of Events
CampusGroups

on Facebook ‘ n JAMUARY 2010 |» u ‘ 3 Calendar export [ Events rss
Zh Follow Us
I R R L R
7 28 29 30 31 1 2

3 4 5 6 7 8 9

10 11 12 13 14 15 16
17 18 20 21 2 3
24 25 26 27 28 29 30
31 1 2 3 4 5 ]

[# Event arc

feedback/bugs/questions: http://tinyurl.com/haascg2
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Step 4. Create Events, cont

» Calendar publishing & Invites (Advanced Settings)

Exporting calendars:

You can expart the campusgroups.com calendars to a number of "iICal" supported calendars including Google Calendar, Cutlook Calendar, Zimbra, iCal, etc.
To export the campusgroups.com calendars, yvou need to copy one or several of the URLs below (http://...) into vour preferred calendar "Import Setup”. The
campusgroups.com calendars feeds are updated every time an event i added or updated.

ITutoriaIE: Qutlock | Google Calendar | Zimbra I

There are three types of campusgroups.com calendar:

< m The "All Club Events™ calendar (all events from all clubs}: https://haas.campusgroups.com/ical/ical_haas.ics

< m The clubs calendar (for each individual club):
< m BERC (Berkeley Energy & Resources Collaborative): https://haas.campusgroups.com/ficalfical_club_9763.ics

< m Black Business Student Association: https://haas.campur~r-mrme mamsfimalfical ~lok 8720 i
BLOG POST

< m BREC (Berkeley Real Estate Club): https://haasz.campusgr

< m Business Plan Competition: https://haas.campusgroups.ce How to export CampusGroups calendars to Outlook 2007
by Yorick Ser on Sep 26, 20028 | Category: Tutcrials 0 Comments =i

Go to the CampusGroups Calendar tab.

Click Export Calendars.

Locate the URL (https:// _ics) and copy it

In Cutlook, on the Tools menu, click Account Settings.

Omn the Internet Calendars tab, click New.

Paste the URL vou copied in step 3

Click Add.

In the Folder Name box, tvpe the name of the calendar as wou want it to appear in Cutloolk, and then click OK.

b ¥ I S R R

P

Leave comment

= Name:
* Email: (will not be displayed)
URL: hitp: i/ (opticnal)

Flease add up: S4+d= (thanks, this helps us block spam)

Comment:

feedback/bugs/questions:
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Step 4. Create Events, cont

» Calendar publishing & Invites (Advanced Settings)

[ ical_kellogg[1].ics - Microsoft Outlook —>| - = x
I File Edit Miew Go Tools Actions Help Adobe PDF Type a guestion For help =
PENew - | X |55 | fB | g8 | Today | [0 Searchaddressbocks - | @) o) (i B g
&8 GoToMeeting = | &3 Mest Now (2 Scheduls Meeting B
Calendar <« Day | Week M Details: () Low () Medium (3 High
[l January 2010 3 .
© = Search ical_kellogglil.ics | ¥
s M OTW T F s January 2010 _kellogg[i] £~
27 28 29 30 31 1 2
3 4 5 6 7 8 9
10 11 12 13 14 15 16 -
g:;éﬂ:g Dec 27 28 29 30 31 Jan1, 10 2
51 3 ety _400pm
February 2010 L
S M TwW T F 5 =
12 3 4 5 6 || New Year's Holiday
7 8 910111213 | S
14 15 16 17 18 19 20 Z
21 22 23 24 25 26 27 3 4 5 6 i 8 9
28 1 2 3 4 5 6 pvinter P/NC begins 6:00am |
s s mn e - Winter FT add/drop|1 begins 5:00am | | [4:00pm 1.5keels 00d (Furlough) 4:00pm_| [ 10:15am Exchange Progra 10:15am Cargill (Lst Years 6:00am  Winter LO/A clas:
O] Al Calendar Items - W 2| 3:00pm J.5keels 004 (furiough) 4:00pm_| | [ J.Skeels 000 | | [ 1.5keels 000 ] | 10:15am General Manage | 10:15am P&G Lunch-n-Lei | 6:00am  Winter 10/A P/NC
My Calendars == [5:00am Winter FT add/drop partial beginls 6:00am | | 7:00am Super Ssturday;
] calendar - - v v - -
Other Calendars ES 10 11 12 14 15 16
(7] calagenda.ves 8:00am Freeyogaclassa | [ ATT 3G antennasto beac) | 7:30am Kellogg Kids Sno Bloomberg Train | (11:00am Kellogg Rugby Foo}ball Club- Bahamas Tour; Freepart Rugby Club, Grand Baha
I_club_9714.ics 2| &:30am KCF-ChurchVis | 10:5am Frito Lay Dayint | 10:5am Chicage and Bay Boston VC Trek 10:00am Kraft Marketing | €:00am Conagra Shadov | 12:00am Taste of Africa T
[l P S| 3:30pm KCF-Jan Dinner | 10:15am HTC Presents:A¢ | 10:15am Deloitte Consult Dallas PE Trek 10:15am ***RESCHEDULEl | 10:00am Winter A drop i | &00am Kellogg Volleyba
bin.a.ji .net il =
(:h';:;’::fs@"’a netll = 10:15am Interviewing 102 | 10:15am Interviewing 102 NYC WC Trek 10:15am Applying Busine | 10:15am HIC Presents: Yo | 9:Sam  KPTSA Election i 73
1 cal_kelloggi].ics v v - - v -
it ical_haas(ilics (1} i 18 19 20 21 22 23
Hemnie] s alend & Kellogg Rugby Football Club- Tddr Fre11:00am || (Instruction Begins; Kathle | | [__Private Appointment | | [__Private Appointment ] | [ TEST of Campus Groups; I] | 6:00am LEED Training: Ja
How ta Share Calendars g 2ooem Mt Lty “#ibptr 17 [ Private Appointment | | [ Private Appointment ] | 7:30am Kellogg Kids Mu: Private Appointment 7:00am  Kellogg Marketir
5| 6:00am Application for F Martin Luther King Day (__Private Appointment | | 6:00am IMC - Chicago C: 2:00am  CampusGroups i Private Appointment 8:00am  Kellogg Volleyba
Open a Shared Calendar.. WMl E| 5:00pm KCF - Sunday sm Matin Luther King Day: V|| [ Private Appointment | | 6:30am Winter Makeup ! | 10:00am Test Out to CA; K Private Appointment §:00am  Soccer Practice; E
Share My Calendar... v ¥ hd hl > h -
Send a Calendar via E-mail... 24 25 26 28 29 30
Publish My Calendar. 11:00am Test; Test 10:10am KELLOGG LEADE! | 10:00am Kellogg Kids Eval Private Appointment 5:00am McManus Annuz | 10:00am Winter 10wk dra | 5:30am  Africa Business C
2dd New Group 2| 5:00pm KCF - Sunday Sm 10:15am An Asian Americ: 10:15am A Fireside Chat v Private Appointment 10:15am BWAH: Special C 10:15am KHC presents Let 6:00am  Africa Business C
&| 5:00pm KCF - Sunday Sm 10:15am Conversation wil 10:15am Eaton Corporati Private Appointment 10:15am Identifying Cont 3:00pm Kellogg Kids TG F 7:00am DECS 433/434 W
E 10:15am Marketing Interv | 10:15am Fmr Pres. of Qua | 630am IMC Chicago Trel | 10:15am IMC -The Busine | 3:30pm Spring 2010 App | &00am Kellogg Volleyba
[ Mt
- - - - v -
31 Feb1 2 3 4 5 6
7:00am  Aussic Open Me
Contacts 8| 9:45am  Private Equity Inc
oy &| 200pm speciai ki vocal ¢
Tasks -
] Z| 3:00pm Special k! Dance
@@ - v <
376 Items - Updated 1/22/2010 4:37 PM. This folder is up to date. | |3 Connected to Microsoft Exchange ~

| 2 feedback/bugs/questions: http://tinyurl.com/haascg2
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Step 4. Create Events, cont

» Invite people! From your Upcoming Events page... See Send Emails slides for more
guidance.

) Events
& upcoming events in total ﬁé_n;'. Create an event [ Past () Upcoming (5)

By Download events

' December 2009

DEC MBAA 2“09! 2010 Social! (officers only)
3 Hosted by 82 MBA Assodation (MBAA)

!. THURSDAY DatefTime: Thursday, December 3, 2009 at 7:00 PM = 9:00 PM
Location: TED

I dom't knaow if this has actually been scheduled, but I'm using it as an example for my CampusGroups documentation. .. so, if it hasn't been

planned, maybe we should do it at this date/time! Prentiss? Long?
{31 0registered

31y This event was downloaded 1 times to Outlook, iCal, etc.

Link to this event: I https:/fhaas-MBAA campusgroups. comirsvp.aspx 7id=13303

iCal IiIIk:I https://fhaas-MBAA campusgroups. comivess/3715_13303.ics (to add to Outlock, Google Calendar, iCal)

# Edit 5 Previe (& Delete 5] Duplicate [ Close

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

, Manage my __\:" Compose @ Crganize % # Forms 8 | 7|8 Docs & 8 Edit my .; Manage
Members [‘Q’l an Email Events (| (== -

! Surveys Photos Web site my Money

@ Surveys & Forms

List of existing surveys & forms: "

:-!-, Create a new Form J = Create a new Survey

What's the difference between a "Survey” and a "Form™? D Designing a form

Sreate your question:

You hawve 0 surveys. > Sawve

= Queston type: Multi-choice (multiple selection)
- Select-

Question: rulti-chaice (dropdown)

[Multi-choice (single selection)

Multi-choice (multiple selection)
Free text (single-line)

Free text imulti-line}

File upload button

Question abowve answer: 77 Wes @& Mo

Same line as previous  Yes & MNo
guestion:

Answers properties

Proposed answers:

i | For multichoice only. Cne answer per line

chool of Business
s/suggestions please email Support.
¢stem developed by Mowvalsys, Inc

Align checkboxes  Yes & MNo
horizontally:

i | For multichaice (multiple selection) enly (checkbaxes)

Mumber of rows in textbox: (Mumbers only, no decimals)

(i | For Free Text questions
Include comment box below & Yes & MNo

answer:

i | When guestion type is not & Fres Text already

Separating sentence
End of page: " Yes & mNo

i | This muestinn will he the last ane an that nane & TIEYT == horbton e

feedback/bugs/questions:
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Step S5: 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.

, Manage my [ :l Compose @ COrganize [ } Forms 8 ‘; Docs B Edit my .E" Manage
Members an Email Events "" Surveys L Photos Web site || my Monay

@ Surveys & Forms

List of existing surveys & forms:

:1; Create a new Form :1; Create a new Survey

What's the difference between a "Survey™ and a "Form™"?

Wou hawve 0 surveys,

What's the difference between a "Survey” and a "Form"?

Testing survey (Survey) (Open) b

Date: Dec 22, 200 ¥ Answers:0 *View and manage answers @i Download into Excel
Description: This i 3 test to determine the development of the survey,

Questions: iAddfeditquestions 13 Hain settings  Login required: |~ Anonymaus responses are not aloned

 Disable editing: [~ After submitting hisjher answers, the submitter wil ot be

2ble to change them

chool of Business
s/suggestions please email Support.
¢stem developed by Mowvalsys, Inc

@ Link: |hﬂpa:;‘;‘haaa-Iahta.campuagruupa.cum'aurw&y‘aepx?auw&y_u

 Orderin list

EPreview :.J Send @Duplicate @ Delete /4% Share: [ Onyour Webste [ Close

FY test form Form) (00er)
feedback/bugs/questions: http://tinyurl.com/haascg2
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Step S5: 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.

Py Group % Manage my [ :l Compose -if%f Organize % # Forms 8 | T C
! - Home Members an Email Events || == sSurveys b

P IESTING SURVEY

D Testing survey

. . =T _ | Testing
You recewed 7 answers [(+0 archived) =8 Download answers into Excel table
Question 1: Are you a student at Haas? g Are you a student at Haas?
» Answers (Multi-choice {dropdown)): & Edit 5 Delete
B 142% (3): Not answered €% Insert guestion above
B 1285 (2): no O Move up & Mowe down
B 12850 (2): yes Question width: | 200 |~

Answer width: 200 | W

Question 2: Are you a member of a club?

» Answers (Multi-choice {dropdown)): @
] 1005 (3): Yes Are you a member of a cub?

Yoo B
Question 2: Are you an active membeaer? # Edit 3] Delete
€5 Tnsert question abouve
» Answers (Multi-choice {dropdown)): & Mowve up & Mowe down
B 1005 (3): Yes Question width: 200 [

Answer width: 400 | W
0 Answers

[ selectall Prewview survey /form @Are you an active member?

i _ # edit (S Delete
Search answers: I Search in archives €1 = .
nsert question above

© Move up & Mowe down
Qruestion width: 200 | W
Answer width: 400 | W

CasheeitFacd s = L T F N

P T T (g

Donea! Thank yvou for answering our survey. P

Error on page.

feedback/bugs/questions: http://tinyurl.com/haascg2
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Step S5: 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.

You successfully answered the following survey.

If you need to review your answers, please click on:

This is an email you will receive.

feedback/bugs/questions:
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Step 6: Upload Docs and Photos

» Share documents and photos with your club members!

| ﬁ - B E%J -~ [z Page ~ {:}:E Tool

'i:.? ﬁ'ﬂ" |¢35 Latin &metrican and Hispanic Business Association (LA, .. |

Haas School of Business

Home Calendar Groups

My school My profie My groups My events My photos 8 docs

“% Managing: [ Latin American and Hispanic Business . ~ | | GE
P~ Group % Manage my [ :l Compose @ Organize 5 Forms 8 'i|- Docs B 8 Edit my .€ Manage
! " Home Members an Email Events L— surveys A\ Photos Web site - my Money

DOCUMENT FOLDERS

Documents (1) Website C5S (1) Other (1)

PHOTOS ALBUMS

A year in pictures (41) Stinson Beach BBQ (20) Kickoff (9) BBQ (50) Consumption Function {(50) Club Fair (8]

Other (143)

s B !
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Step 6: Upload Docs and Photos, cont

» Select ‘Documents’, ‘Website’ ,‘Other’ to upload files to your club site!

ﬂ? EE:? |CE Lakin American and Hispanic Business Association (LA, .. | | @ -

B - @@ - [ page - &F Taok -

Student Organizations Tutorials Supg
University of California

Berkeley

Haas School of Business

Home Calendar Groups

My school My profile My groups My events My photos & docs

“Z Managing: | Latin American and Hispanic Business

/\, Group % Manage my [ :l Compose @ QOrganize Forms 8 'i|- Docs B 8 Edit my |;" Manage
! " Home Members an Email Events l._-.l Surveys \ Photos web site | my Money

DOCUMENTS IN FOLDER "OTHER"

m’

[Z®* upload E
[ = I = —m - -
s 9714 Sponsorship_Opportunities_ 1.pdf Assign tags Settings | | Del=te | E
Mow 25, 2009 @ 2:59am

PHOTOS ALBUMS

A year in pictures (41) Stinson Beach BBQ (20) Kickoff (9) BBQ (50) Consumption Function (50) Club Fair (8)
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Step 7: Edit my Website
» Tell everyone that you have the best group on campus through a dynamic website!

./“:u Group a @ E @ . Manage
L,! - Home ' I Q my Money

Docs &
Photos

Organize
Events

Compose
an Email

Edit my
Web site

Manage my || & 2

?ﬁ Forms &
Members i

sSurveys

Group Web Site

e

FAQs and Tutorials

https:/ fhaas-lahba.campusgroups.com
{add your own site )

10 Examples of Sites (screen shots) | © Looking for a professional graphic design?

What can I do with my ... ang rutonass
Depending on your experience with Wek

10 Examples of Sites (screen shots) © Looking for a professional graphic design?

What can I do with my CampusGroups Web Site module?

Depending on your experience with Web design, you can achieve different levels of Web site customization.

Web pages and menu navigi

Q Getting Started! @ More Options @ For Expert Designers

When you start a new group, your CampusGroups Web
site contains 10 web pages by default, Each page is made
of Content Tags (see below) which generate dynamic
content. You can easily modify or add content to these
pages.

< Edit the content of your Web pages

<= Add menu and sub-menu navigation

< Change the colors of your site

= Upload your group logo and top banner

When you need to create & unique look and feel for vour
Web site, CG allows to do the following:

= Change the HTML content of the header or footer
= Hide fshow the default header and footer
< Add more content tags to your web pages

= Hide, move or modify the side bar of each page

<* Restrict access to some pages to members

Expert Web designers can design their own "HTML Master
Page”, meaning the complete HTML for the header and
footer, induding the with Javascripts, Meta Tags and C55:

«» Change the HTML structure of your Web site, design
your header and footer

< Create your own C55 and upload it

< Add your own Javascript

Web pages and menu navigation

You can edit the web pages of your site, or add more pages if needed. By default, a link to each page will be placed in the harizontal menu. Howewver, if you add your page under a "Menu item”,

tha linl trownor nanas will snnaar in the oih navinatinn aras within the cide har

feedback/bugs/questions: http://tinyurl.com/haascg2
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Step 7

Ldit my Website, cont

» Tell everyone that you have the best group on campus through a dynamic website!

Web pages and menu navigation
‘You can edit the web pages of your site, or add mare pages if needed. By default, a link to each page will be placed in the horizontal menu. However, if you add your page under 2 "Menu item”
the link to your page will appear in the sub navigation area, within the side bar,

5 Show me an illustration

Create a new menu item:

Edit { Preview

m Create a new Web page:

Menu link
Advanced

(Optional)

You have 0 menu items.

"Standalone" Web pages: these pages are not attached to & menu item. You can place them directly in the menu by checking the "Publish”™ checkbon.

# Edit 3 Preview [1 | |- v

About

Officers

Events

Members

Contact us

Photos

£ Edit G Prev
# Edit G Previ
# Edit 3 Previ
# Edit B Prev
# Edit G Previ

lRliclicic

1=

1=

1=

W

8w

iew 2 Contact us

Photos
For Sponsors

For Recruiters

Prospective
Students

Alumni

Blog

Discussion board
Newsletters

Surveys

# Edit
# Edit
# Edit
# Edit
& Edit
# Edit
# Edit
# Edit
# Edit
# Edit

o r v oo
v i
v i
v i
v i
v i
v i
l_ i
- i
- i
r i
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[Cnrorseonsod
[CricForRecrumEl &
[CricrrosrecTve! @
[owaoms ] @
W Default Page
Im Default Page
Im Default Page
IW Default Page
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Step 7: Edit my Website, cont

» Tell everyone that you have the best group on campus through a dynamic website!
Surveys £t Preien |- 0 |-¥ [ ¥ r s r T |UNksURVEYS) | DefaultPage

Content Widgets
|Use these tags to add content to your web pages, Simply copy/paste the tags (ex: [CONTENT:CALEMDAR]) within the HTML of your web pages:

e S g [y

I[CDN_EH_:UFFICERS] The list of your officers Res feed
[+ Digplay photos 2 Preview

Iv Digplay email addresses

I[EON'E NT-CALENDAR] Your event calendar [ Uncoming

E Preview Past

B Al
[iconTENTMm_CALENDAR] four smal-sized event calendar [conarmpLog, Your blog summary 3 Preview
I[CDN'E NT-EVENT_LIST] Your list of upcoming events I[CUN‘EN‘:PHO‘OS] Your photos sorted into albums (edit) T Preview
I[CUN_E NT:SURVEYS] Your surveys I[CON_EN_: MINI_PHOTOS] A quick list of photo thumbs with your lastest photos (edit) T Preview
—— Your fil ted into fold -
I[CUN_EN_ZF\BUUj Your about us page (edit) I[CGN ENT:FILES] our files sorted into folders T Preview
CONTENT:MINL_FILES A quick ist of your files =] Previ
I [CUN_E WT-N E"."\"ELE_ERE] Your |i5‘t le newsletters |[ — ] 2 review
I[CON_EN_:DIECUSSIO N] ‘four discussion board {requires web site visitors to log on to your 2 Preview
I [CONTENT:CONTACT] Your contact information CEdit:' web site) -
[rconTenT Lk our usefullinks (=dit) T Preview
[iconenTsLag) Your blog
I[CUN_EN_: MEMBERS] Your members T Preview
| [CONTENT:MINI_BLOC] Your blog summary
L] L S R NI R S S | I — e A

Colors

e I " S

Applyacolormeme:.....................

feedback/bugs/questions: http://tinyurl.com/haascg2
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Step 8: Manage my Money

» Setup financial membership transactions through PayPal and relieve your worries!

2 Managing: | Latin American and Hispanic Business .

g | [as:
- ) e, — _ .
l %  Group % Managemy | & #  Compose :ZH‘ Organize | |% Forms & | T/ Docs & 8 Edit my || = Manage
=— Home Members L{,ﬁ an Email Events | ke Surveys Photos Web site || my Money
m Ho record. @ Managemy | % Compose @ organize | ¥ Forms & | Docs & (:’ Editmy | & Manage
Members [/) an Email Events | e  Surveys Photos wWeb site || iy Money

 Payment transactions

. @ Online payments

You have 0 complete transactions Complete & Checks (0) | If ¢

Mo transactions.

Imported sample of
financial management

screen

‘fou have 16 complete transactions Complete & Checks (16) Mot Complete {11}

Reference # Date Name Group Item Title Status Debit Credit
1 chbbSe6a0-0af4-102d-  10f15/2009  Morrish, Jessica ACT SIGNUR (Dne-Yeat) COMPLETE £10
8f59-00215af6fSde 502116 PM
L’ COMPLETE 10{15/2009 £10
L CHECKS 10/15/2009
L, TOTAL 10/15/2009 £10
2 fb0734%e-099e-102d-  10/14/2009  ‘Waller, Louise ACT SIGNUR (Dne-Yeat) COMPLETE £10
8f59-00215af6fSde 12:14:43 AM
L, COMPLETE 10/14/2009 £10
L CHECKS 10/14{2009
L, TOTAL 10/14/2009 £10
3 7chbbfele-0626-102d-  10/9/2009  Ladkin, Megan ACT SIGNUR (Dne-Yeat) COMPLETE £10
8f59-00215af6fSde 2520 PM

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

feedback/bugs/questions:
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Step 9: FAQs — Tutorials

» Get acquainted!

BLOG POSTS

BLOG POST

How to create a basic event?
lan 26, 2010 Sl 0 Comments

How to Add/Invite members
lan 25, 2010 Sl 0 Comments

Member tags

Jan 21, 2010 S 0 Comments

How to export CampusGroups
calendars to Zimbra

Jan 21, 2010 S} 0 Comments

How to use Privacy Settings in
CampusGroups?

Jan 21, 2010 Sl 0 Comments

0 Categories
& FAQs (0)

# General information & news (2)
& Tutorials (12)

USEFUL LINKS

Users Support
Tutorials, FAQs and Discussion Board
for existing users of CampusGroups.

RoomReservations Module (RR)
Self-service Room Reservations
Module

AlumniAffairs Module (AA)
Administratiocn Medule for Alumni
Affairs departments

StudentLife Module (SL)
Administration Module for Student Life

How to create a bz
by Almudena Ruiz on Jan 26, 201

1) Leg on to eCampusGroups.
2) Log as an officer {=ee: "How to lo
3) Select "Organize Events" in the tc

4) Select "Create an event”.

 Events

o]

0 upcoming events in total

= Crez

‘You have 0 events.

5) In the "What" box:

* Choose the officer in charge of the
+ Give the event a name.

o__ What ———

Almud

* Event coordinator:

- Sele

Event type:

BLUG FUSI

BLOG POST

How to Add/Invite members

by Almudena Ruiz on Jan 25, 2010 | Category: Tutorials

1) Log on to eCampusGroups.

2) Log on as an officer. (see: How to log on as an officer to
3) Select "members” in the top menu.

4) To add one member:

* Click on "Add one member”, in the text box enter the name or the
and click "Search”.

@ Members

+ Add several members [t Import

¢ Check the box next to the name of the member and click "Add se

STEP 2: Select your new member

I, David
Ful-Time & 2009

david

@ send her her password

5) To add several members:

& Clirke nn "Add cavaral mamhare” fill the tavt havae with tha rani

* Ewent Name:

How to use Privacy Settings in CampusGroups?
by Almudena Ruiz onJan 21, 2010 | Category: Tutorials

1. Introduction

In this tutorial we describe how to use new privacy options for contents in CampusGroups.
Until now, we were allowing groups to restrict access to events, now we have added privacy of
piece of content that groups post on CampusGroups (emails, surveys/forms, photos, documen
Web pages, etc)

In the figure, we can see the different kind of contents where we can add privacy options:

CTSTOHT OMECRS)

) Privay el lings

T prevlen [ F e

I Ui
FINTRHTCALFRAR) Veur seent elndy ) Privouy sellings W reeview M
L]
TENTRHT LA FA 0] veur el e cent et @) Privaysellivgs 7] Proview
| ) pravacy settings
L IEN VRS ot Bl ar i (;: o T Preview
|— = = ) Piwvacy settings .
[ IR L] Veun e o] lPrevion [ e el
|[FTre i “aur soatuspace iadt] ) Privaysellivgs 71 prewienn
| [PINTRHT WFNRIFTTFRS] Yo bte ety %) Privouy sellings rreview [ s o
[T e “aur sentect et fec ) Privavysellivgs 5] Previenn
IETEED Ve iy ) pwecysettngs [ Preview [ e el
[iien @ uis Yot g i ©) wacysettnas ] Preview
TN 1G] fout rialstar 2] nla doans 230 ©) wacysettnas ] Preview
= Ak et bt bt el .
LR VAR Prrvacy settmas P
- L s il ? B e
M 1N HLS) Veu lie, o alile suis ) piwecysettings [ Preview
|[aTen v = eyl ) Piivacysettings ] preween
s Vo dousir Liard i e i v,
TN JECUE O o) ey settings 0 v
] t I bt e i) ) o previen
JZIIFN RS Vern sl ke fodl) ) Py SIS ] P

2. Privacy Settings

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

| 2 feedback/bugs/questions: http://tinyurl.com/haascg2
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