Welcome to RU Involved!

RUInvolved How-To Guide

Updated October 2023
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RUInvolved is an engagement platform that helps groups manage membership, advertise events, track
attendance and survey participants. Additional features are forthcoming. There are several benefits to
posting events in RUInvolved:
1. It automatically posts to the University events calendar and the RU Mobile app.
It automatically gets sent to students via the SGA biweekly email.
Events get shared with the President’s Cabinet.
A slide request for the campus televisions will be approved if you ask for that.
You can easily track attendance and poll your participants!

vk wnN

If you have questions or encounter challenges, please reach out to Student Involvement at
involve@radford.edu or stop by the office in suite 213 of “The Bonnie” Hurlburt Student Center.
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Create an Organization

1. Visit www.radford.edu/ruinvolved or the Student Activities tile on One-Campus.
2. Click the drop down in the upper-right corner to log in with your Radford credentials.

@ OneCampus X ¢ StudentPortal | Presence x 4+
C (Y @ radford.presenceio
@ WhenToWork - Ma... [R] Radford Universit @ Dashboard | Presen.. @ R-SPaCE - OneDrive
RADFORD UNIVERSITY

Organizations Events Forms Resources - a2l

i

‘Get Involved. at Radford Unive‘rsity |

Happening Now
The annual National First-Generation College Student Celebration, or First Gen Day, will be on
"TINM __3,‘ ’ ' o Tuesday, November 8. The Center for Opportunity and Social Mobility will be hosting an event on
~ - }’ ] the Bonnie Plaza from 11am-3pm for all students, faculty, and staff to celebrate our first-generation
college student community.

3. Once you are logged in, you will click the “Create Organization” button just below the Welcome
banner.

RADFORD UNIVERSITY

Organizations Events Forms Resources - a2 -

Welcome to RU Involved!

Featured Organizations S re
Jen Rentschler

Get involved in student organizations on campus.

RADFORD
UNIVERSIT @

jrentschler@radford.edu

View Profile

. EST. 1929 «

#Radford¥SL

Fraternity and Sorority Life

ty
Your Memberships 1 Inclu

Center for Diversity and Incl.

The First-Gen Center

Connection Days Family Group Leaders
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4. This will bring you to the Organization Registration screen. Here you will enter the information
for your department, organization or university program.

RADFORD UNIVERSITY

Organizations Events Forms Resources - -

Organization Registration

Basic Information

Organization Name *

*or Campus Department/Program Name
About *
H1 H2 H3 H4 HS5 H6 PRE 99 B I U & = == C O 0@ £ = = E E &
< ®m & » RC HAR ER
a.

The “categories” field will have a drop-down menu with various categories for clubs,
organizations, departments and university programs to choose from. You can choose as
many as you like, but all campus departments (e.g. Davis College of Business, Alumni

Relations, etc.), MUST choose “department” and programs (e.g. Citizen Leader, RISE
RCAT, etc.) must choose “programs.”

Categories

Academic

Cultural & International
Department

Fine & Performing Arts
Fraternity & Sorority Life
Health and Wellness

Highlander Student Media

Are you registering a student club or organization? Are you registering a campus department or program?
Yes

Yes

No No

Example: Club Volleyball, Chess Club, SGA Example: Department of English, McConnell Library, etc
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b. Registering your department or program requires you to upload a cover image. This can
be a departmental or program logo or a generic photo and can be changed later.

c. The primary contact will be listed on the main RU Involved website for those who wish
to reach out and learn more about the department or program.

Primary Contact Information Cover Image *

ded ir

dimensions, th.

Contact Name

UPLOAD SEARCH

Contact Email
Choose Image

=

Social Media

Facebook ID

Twitter Handle

The roster should include anyone who will need to have access to the department/program “page” in
RU Involved. Be sure to assign these individuals the role of “committee chair” when adding them to the
roster. These assignments can be made by using the drop-down menu under “membership.”

Roster * ADD MEMBER

For campus departments/programs dd any additional staff memb

Name Email Membership 4

Member

President
Events
Secretary

i . i i _ i I R Treasurer
| agree to make sure ALL of our club events are posted on RU Involved at least 2 business days prior tc
Vice President
Do you agree to the above requirements?

Yes
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5. Click “Submit for Approval” at the top right of the page.

RADFORD UNIVERSITY

Organizations Events Forms Resources - 2~

Organization Registration

Basic Information

Organization Name *

My New Organization at Radford University

*or Campus Department/Program Name

About *

H1 H2 H3 H4 H5 H6 P PRE 99 B I

e
¢
m
m
Q
Y
%)
i
I
I
i
Il
il

</ B & P WORDS:7  CHARACTERS: 32

All about how awesome my org lS,l

Your submission will be reviewed and approved within two business days.
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Creating an Event in RUInvolved

1. Visit www.radford.edu/ruinvolved or the Student Activities tile on One-Campus

@ OneCampus X @ StudentPortal | Presence x 4+
C {Y @ radford.presenceio
@ WhenToWork - Ma... [R] Radford Universit @ Dashboard | Preser

RADFORD UNIVERSITY

Organizations Events Forms Resources - alw

Happening Now
PP g The annual National First-Generation College Student Celebration, or First Gen Day, will be on
v = ' X A h Tuesday, November 8%, The Center for Opportunity and Social Mobility will be hosting an event on

the Bonnie Plaza from 11am-3pm for all students, faculty, and staff to celebrate our first-generation
college student community.

2. Log in with your credentials and you will see Admin Dashboard in the upper right dropdown.

@ OneCampus X ¢ StudentPortal | Presence x  + N - X
< C () @ radfordpresenceio e« 0@ :
@ WhenToWork - Ma.. [R] Radford Universit @ Dashboard | Presen.. @ R-SPaCE - OneDrive

RADFORD UNIVERSITY

Organizations Events Forms Resources - 2>

Profile
Admin Dashboard
Sitemap

Logout

‘Get Involved.af Radford University

Katarina Alatis

The annual National First-Generation College Student Celebration, or First Gen Day, will be on
Tuesday, November 8%, The Center for Opportunity and Social Mobility will be hosting an event on

the Bonnie Plaza from 11am-3pm for all students, faculty, and staff to celebrate our first-generation
college student community.

kalatis@radford.edu
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3. On Admin Dashboard, you will see the back-end of your organization. On the left-hand side, you
will see different icons. In order to create an event, you will click the green + sign at the top.

@ OneCampus X @ Dashboard | Presence x  + v = =] x

& > C (Y @& radfordpresenceio/admin 2 x 0 . H

@ WhenToWork - Ma... [R] Radford University|.. ¢ Dashboard | Presen.. @ R-SPaCE - OneDrive

Radford University

Good
afternoon, 3

Katarina!

You're all caught up.

The future is yours!
Let's do something.

It's been 15 days since you've created an event. Create one now.

Looks like you haven't made a poll yet. Create one now.

4. Then the system will ask what you would like to do. You will want to click create an event.
*Note, some screens may look different because there are various user types.

Create

Organization

Waiver
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5. Fill out the Event Registration Form

Event Registration

Utilize this form when you want to have an event sanctioned and approved on campus. Submission of this form will create your own event portal, enable you to use check in technology, and add your event to the campus calendar.

:0e

-

& Event Details

=

° Event Name *

-
Sponsoring Organization * 4
Additional Hosting Organizations
Optional
About the event
Hl H2 H3 H4 H5 H6 P PRE 99 B I U & = | ¢ 9 @ £ = = E E
<> @™ & P WORDS:0  CHARACTERS:0

o

° Time & Location
-
-
Start Date/Time * End Date/Time * Location *
&=
P
o
= Contact Information Cover Image *
Uploaded images should px. If you use an g of th i that's okay' Just
° be aware that the image may sppear zoomed in or out
-
Contact Person
UPLOAD SEARCH
Contact Email
Choose Image +
Name of Advisor
Waiver
Advisor Email
Waiver
4
RSVP Link
° Requires http:// or https://
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@ OneCampus X {} Create Event | Presence x  + v — X

& C {} @& radford.presence.io/admin/Event/create

@ WhenToWork - Ma. Radford University .. ¢ Da @ R-SPaCE - OneDrive
( 4 % B Uu s == ¢ 9 0
4 = = S =S E B mn & o
= = = = < S »
B
P
@
Attendance
=4
°
- Attendance Estimate
H m Nor b
mbers heckir
Food
Are you providing food at this event?
Alcohol
Will slcohol be present at your event?

** Once you submit the event, approval will occur within 48 hours.

6. Once approved you can view the event on RUInvolved by clicking on the events tab.

nbosrd | Presence X @ SucentPoral | Presence x + v

RADFORD UNIVERSITY

Organizations Events Forms Resources - 2~

"Get Involved at Radford University

Katarina Alatis The annual National First-Generation College Student Celebration, or First Gen Day, will be on
Tuesday, November 8. The Center for Opportunity and Social Mobility will be hosting an event on
the Bonnie Plaza from 11am-3pm for all students, faculty, and staff to celebrate our first-generation

kalatis@radford.edu college student community.
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** If your event spans multiple days, it will only show up on the main events page the first day
that the event is happening. Click the calendar tag to view it in calendar mode.

@ OneCampus X | & Dashbosrd | Presence X @ Events| Presence x  + v - 8 x
< G O @ ndomd Q * =000
2. _K[ Radfor ty | @ Dashboard | Presen @ R-SPaCE - OneDrive
RADFORD UNIVERSITY

Organizations Events Forms Resources - 2 -

RUC AMSA CLUB Blood Dy

Radford University Carilio
H ouse
SE
13

Monday, November 7, 2022
10:30 a.m. to 3:30 p.m.

Clothing Drive RUC AMSA Blood Drive
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Tracking Attendance

1. To prepare for your event, download the Modern Campus Presence app on a phone or tablet.

Modern Campus Involve
Modern Campus (Presence)

Open

) B (AGAGAR (8] Check I'm Here, LLC € Education

2. When you first open up the app, the screen will look like this. You will see the main dashboard. At
the bottom of the screen, you will also have the option to click on organizations and events.

Coming up Organizations
Join the campus experience! Sort By: * Ascending v a3 Attend Events  Host Events
Ra@f . ’
A 100 Collegiate Women Choose an event from your list or Use a PIN

eth Rr

Leadership DevelopmentMentorship

African Student Association (ASA) Radford University Student
Cultural & International Section at VT Football

Hosted by Student Affairs

Interest Meeting
& Wednesday at 5:00 pm

Alpha Chi Rho
Fraternity & Sorority Life
) Weekly Club Meeting
Alpha Kappa Psi Hosted by Greenhouse & Selu Botanic Club e
Academic
Featured Organlzatlons Alpha Omega Campus Ministry Interest Meeting
Getinvolved on campus! RUCMA (RU Campus Ministry Association)Spiritual & Religious :‘:Z‘;iz‘;:.a Phi Theta Eraternity

Alpha Phi Alpha Fraternity, Inc.

Fraternity & Sorority Life

AD F O RI Mocktails and Mingle
rxiT/\ Alpha Phi Omega Q Hosted by Career & Talent Development Q
c > Leadership DevelopmentService & Social Action
EfagelitEyEnd P Qarial lnctica Clith
H -t [ |

:0s 20s
(] ‘- ‘ar

"3

Organizations
Dashboard
— —
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3. If you are an administrator for an organization that is hosting the event, on the events tab you
will select ‘Host Events.’

Events

Attend Events  Host Events

Choose an event from your list or

sep

Radford University Student :
04 gsection at VT Football (%

Hosted by Student Affairs

Weekly Club Meeting
Hosted by Greenhouse & Seks B

oot s tvsbotaic cun (%)

Interest Meeting
20 Hosted by lota Phi Theta Fraternity
incorporated

()

> Mocktails and Mingle
d by Career & Tolent Devel

20 ioste

a

S Qaeial luetice Clih

4. There are a few different ways to check folx into your event. There is manual entry, barcode,
Bluetooth or headphone. We recommend manual entry or barcode.

X
STUBENTIAFFATRS "' MM

Radford University
Student Section at VT
Football

& 09/04/2023 5:00 PM 7 https:/[/radfordactivit..

Attendees 8 LeWA

© 0Checked In
Choose an entry method

@ Wi 3 &

Manual entry Barcode Buotooth Hoodphone

Q, Search Attendees Bv

No Attendees Found

12|Radford University Student Involvement



a. If you chose manual entry, you can check someone in via their email address or ID
Number.

\D UNI

Radford University
Student Section at VT
Football

& 09/04/2023 5:00 PM 7 https:/[radfordactivit

Manual Entry
Enter either a student ID number or email.

Email or Student ID

b. If you chose barcode, there is a QR code that individual users have within their app. The
red arrow is how you can get to the QR Code.

Hello, Katarina Alatis!

Coming up

Join the campus experience!

(@ Collect Attendance

© Change Campus

Featured Organizations

Get involved on campus!

ADFORI
(¥ Log Out \

L S &

13|Radford University Student Involvement



5. After your event, go back to your admin dashboard. On the left-hand side, you will see the
organizations tab. Click and you will only see your specific organizations where you have access.

& Dashboard | Presence X & Advocacy Day2023 - ApplyNow X | +
€ > C (Y & radfordpresenceio/admin

W WhenToWork- Ma.. [R] Radford Universty .. & Dashboard |

BE DASHBOARD 9 Un|VerS|ty

B rorms

@ R-5PaCE - OneDrive.

&% ORGANIZATIONS

Action Items
@ EVENTS

22 ANALYTICS

d afternoon,

e PEOPLE
Hays since you've created an event. Create one now.
u haven't made a poll yet. Create one now.

£ SETTINGS

© SsupPPORT

QB *

- X

= 0@ :

STUDENT PORTAL

The Mid-Week Music Series Spring '23 event needs your approval. 4

13. For your specific organization, your dashboard will look very similar to this. Go ahead and click on

the events tag at the top of the page.

@ R-SPaCE - Radford Student Proc X | @ Advocacy Day 2023 - ApplyNow X | +
€ > C (Y @ radford dford-stude I

@ WhenToWork - Ma.. [R] Rodford Unwersity .. @ Doshboord | Presen.. @ R-SPoCE - OneDrive

R-SPaCE - Radford Student Programs and Campus Events

DETAILS EVENTS ATTENDEES ROSTER DOCUMENTS FORMS ANALYTICS B VIEW ON PORTAL &

Tuesdays @ 6:30pm Bonnie 237

Be B B §

egory Meeting Time Meeting Location

Basic Information

About

We provide a variety of fun events for the Radford University student body. We are also the principal i ization that provides

16

Members

say hi, and bring your friends!

Meeting Time Meeting Location
Tuesdays @ 6:30pm Bonnie 237

Registration Type

14| Radford University Student Involvement
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14. You will see past events, total attendees at events, and the 30-day trend for attendees at the
top of the page. Scroll down to see the total number of students at the previous events on

the right-hand side.

@ R-SPaCE - Radford Student Prog X | @8 Advocacy Day 2023 - ApplyNow X | +

€« > CcqQ0 @ ization/r-space-radf prog P
@ WhenToWork - Ma... Radford University . @ Dashboard | Presen.. @ R-SPaCE - OneDrive

R-SPaCE - Radford Student Programs and Campus Events

DETAILS EVENTS ATTENDEES ROSTER DOCUMENTS FORMS ANALYTICS & VIEW ON PORTAL &2

3 146 146

rel@éee n®

Past Events Total Attendees 30 Day Attendees

Upcoming Events

Woops! We couldn't find any upcoming events.

Past Events
Location Attendees

Title Date/Time
-] .
10/31/2022-7:30 PM Bonnie Stage Area 86 H —

Halloween Bingo

@ R-SPaCE - Radford StudentProg X | & Advocacy Day 2023 - ApplyNow X | +

€« > C O @ i i ion/r-space progs P
W WhenToWork - Ma... Radford Unwersity|.. @ Dashboard | Presen.. @ R-SPaCE - OneDrive
DETAILS EVENTS ATTENDEES ROSTER DOCUMENTS FORMS ANALYTICS B2 VIEW ON PORTAL &

3 146 146

Past Events Total Attendees 30 Day Attendees

ri@éen@®

Upcoming Events

Woops! We couldn't find any upcoming events.

Past Events

Title Date/Time Location Attendees
Halloween Bingo 10/31/2022 - 7:30 PM Bonnie Stage Area 86
Halloween Movie Double Feature 10/28/2022 - 8:00 PM Bonnie Auditorium 5

a Halloween Craft Bash 10/26/2022 - 5:30 PM Bonnie Stage Area 55

(2]
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15. If you want to send an email to all of the individuals who attended your event, you can click
on one of the specific events. When you do that at the top of the page you will see a tab
called attendees

& Halloween Bingo | Presence x g 2023 - ApplyNow. X | +

€« >Ccn a

@ WhenToWork - M. (R] Radford Unive

e aw % 0@ :

shboard | Presen.. @ R-SPaCE - OneDrive

p Hallow«  3ingo
- 10/31/2022 07-. Jpm
]
P DETAILS ATTENDEES FORMS VIEW ON PORTAL &
@
[ . .
Bonnie Stage Area AG2E 86 Active
o
-
Location PIN Attendance Status

Event Details

Sponsoring Organization

R-SPaCE - Radford Student Programs and Campus Events

About the event

R-SPaCE will be hosting an evening of Spooky Bingo! Come play for a chance to win one of our awesome baskets, and enjoy some Halloween Snacks

9 *Wear your best Radford gear for a chance to win Best Dressed!

16. Click “attendees” and you will see a tab in the middle, right that says ‘email attendees.’ This
will open your Outlook Email and will include anyone that attended in the bcc field.

@ Haloween Bingo Atiendees |Pre X |+
€« > Cc O @

& WhenToWork - Ma.. [R] Radford Unwersity|.. @ Dashboard | Presen.. @ R-SPaCE - OneDrive

i Halloween Bingo

10/31/2022 07:30 pm - 09:30 pm
B
o DETAILS ATTENDEES FORMS VIEW ON PORTAL &
o
= |
= 86 11
L]
-

Attendees Members

Attendees & EMAIL ATTENDEES

Q_ Search Attendees FILTER ~

Name Email Check-in Time Type O

10/31/2022-314pm
-3

10/31/2022 - 7:47 pm
(2]

.
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Updating your Organization’s Roster

In this section, we will go over how to update your organization’s roster. You can do this throughout the
year, but Student Involvement will reach out in the spring with steps to re-register your organization for
the next academic year!

1. Loginto the Admin Dashboard and click on organizations. Click on your organization that
you are trying to update.

22 DASHBOARD [ UnlverSIty

B rorms

23% ORGANIZATIONS .
Action Items
& EVEnTs
&2 ANALYTICS

& rropLe The Mid-Week Music Series Spring ‘23 event needs your approval.

ays since you've created an event. Create one now.

u haven't made a poll yet. Create one now.

£ SETTINGS
© suPPORT
- Organizations
B ORGANIZATIONS ~ REQUESTS  OFFICERS ~ MEMBERSHIP  DRAFTS  MANAGE
i =
a
= 236 1,239 7.72
o
- Active Organizations Unique Members Average Members
=

Title Category Meeting Time Meeting Location ~ Members  Status L%

R-SPaCE - Radford Student Programs and Campus Events Spirit, Special Interest, Leadership Development, Service & Social Action, SFC Funded Tuesdays @ 7:00pm  Bonnie 237 19 Active

EXPORT ~

:
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2. Atthe top of the screen, click on roster.

Bonnie

Basic Information

About

Meeting Time

Meeting Location

7:00pm Bonnie 237

Registration Type

3. Scroll down until you see members and on the right-hand side of the screen you will see

an ‘Add Members’ tab.

Advisors

Name Email

Members

Name Email

Advisor Since

@ SETTINGS

+2 ADD MEMBERS

Member Since Events Attended

Involvement



4. Once you click on the ‘Add Members’ Tab, you will be able to add a new member using
their name or Radford Email Account. Once you find the person that you are looking for,
hit the add button. That person will be listed on your organization’s roster!

Add A New Member

‘Search By Name or Emsi

Jrentschler@radford.edu

JRS—— o0 -]

SEARCH  CLOSE
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