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General
What is Community?
Community is an online tool for Registered Student Organizations (RSOs), students, and advisors which offers a wide variety of features.

What can I do with Community if I am a student?
Students can create and personalize a profile, search for and join RSOs, browse the events calendar, and connect Community activities with their Facebook profile.  They can also interact with the RSOs that they have joined by commenting on blog posts and photos, and participating in polls.

What can I do with Community if I am an RSO?
RSOs can create and register their organization, maintain a personalized profile, submit paperwork, upload documents, post events, manage their budget, apply for funding, manage their roster and list of interested students, create polls/elections/surveys, recruit members, create a photo gallery, create a blog, and connect to their Facebook page.

What can I do with Community if I am an Advisor?
Advisors will have the same rights as an RSO Group Administrator.

What is a Registered Student Organization?
A Registered Student Organization (RSO) at Davenport University is any group consisting of students enrolled at Davenport University, and formed to contribute to those students’ educational growth, recreation, and/or career and professional development.  Most importantly, a RSO is REGISTERED with the Student Life office.

Why should I register my organization?
Registration of student groups is a privilege, and is not intended to restrict the free association of students.  Upon registering, student organizations gain several benefits including:
· The use of University facilities and services for meetings and approved activities, when available.
· The opportunity to apply for funding through the Student Life office for campus projects and programs.
· The opportunity to conduct approved fund-raising projects.
· The ability to post advertisements and flyers in Davenport University buildings in compliance with posting policy.
· The opportunity to participate in student orientation events, welcome week activities and student organization leadership training.

What are the requirements to form an RSO?
To become a RSO recognized by Davenport University, student groups must complete the following steps:
· Complete the New Group Registration form within Community.
· Create an active membership roster by searching for and adding students within the New Group Registration page.  A minimum of three (3) active members must be included before an organization can be approved.
· Upload a current constitution or charter that includes the following:
· The organization’s name
· The organization’s purpose
· Membership requirements
· Methods for officer selection
· Officer duties/job responsibilities
· Statement of compliance with all Student Life and Davenport University policies, procedures, and practices, and all local, state, and federal laws
· Inclusion of a nondiscrimination statement
· Any student listed as officers of an organization must be currently enrolled DU students and must meet the criteria stated in the organization’s charter or constitution
· RSOs are also required to obtain a professional advisor.  All advisors must be DU employees.

Who do I contact if I have more questions about creating an RSO?
For more information on registering your student organization, please contact Melissa Blythe at melissa.blythe@davenport.edu or 616-554-5073.  More information about RSO policy and procedures, including funding guidelines and a sample constitution can be found on the DavenPortal under the Student Life tab.

Will Community be monitored by anyone?
Community will be monitored by Student Life staff.  If you observe anything inappropriate, including disorderly conduct or the inappropriate use of technology, on the site, please contact Melissa Blythe at melissa.blythe@davenport.edu or 616-554-5073.  Disorderly conduct includes any conduct or behavior that the student knows or should know is reasonably likely to be considered obscene under the standards of the local community.  Such behavior includes but is not limited to public exposure of one’s own sexual organs and voyeurism, including but not limited to video voyeurism.  Video voyeurism means recording, or using, disclosing or distributing a recording of others in a location or situation where there is a reasonable expectation of privacy (including, but not limited to, a residence hall room, locker room, or bathroom), without knowledge and consent of all individuals involved.  Inappropriate use of technology includes the use of University technology resources to send obscene or abusive messages.  Inappropriate material may be forwarded on through the judicial process.  

Can I use DU logos on my RSO Community page, t-shirts, or other publicity pieces?
Yes, you may use DU logos, but please consult the Branding Guide developed by University Marketing which outlines appropriate uses of all DU visuals.  You can find it through the above link or in the DavenPortal under the Work Tools tab.

Who do I contact if I have more questions about Community?
If you have questions, please contact Melissa Blythe at melissa.blythe@davenport.edu or 616-554-5073.

Students
How do I login?
Once you access Community through the Student Life website, click on the Davenportal link to login.

How do I find an RSO to join?
Click on the Student Groups tab at the top of the page, or the Groups icon on the bottom toolbar.  Click on Find a Group to Join.  From here you can browse all active RSOs, or you can search for a specific RSO by category or keyword.

What if I don’t find the RSO I’m looking for?
There are a few reasons why you may not see a specific RSO: the RSO may not have reactivated their account, the RSO’s profile may only be visible to members, or the RSO may not exist yet.  If the RSO does not exist, you may consider reviewing the guidelines for starting your own RSO.

How do I join an RSO?
There are a few ways to join an RSO.  Some RSOs have open enrollment, some require applications, and some are invitation only.  If an RSO has open enrollment, just click on the Join Group button and you will be a member.  If an RSO requires an application, click on Apply – you will become a member once the RSO approves you.  If the RSO is available by invitation only, you can click on the Show Interest button, or contact the group for more details.

How do I edit my profile and account settings?
Click on the My Account tab at the top of the page.  From here you can edit your profile, account settings, photos, documents and links.  Click on the item you wish to edit (i.e. Profile, Photos, Documents, Links, or Account Preferences), then click on the Edit button.  Once you have made the desired changes, click Submit.

Where do I receive Community messages?
If an RSO sends you a message, it will be sent to the email account that you specify in your Community profile (the default is your PantherMail account).  To edit your email account, click on the My Account tab at the top of the page, then click on Account Preferences, then click on Edit.  Once you have made the appropriate changes, click on Submit.

How do I leave a group?
Click on the Student Groups tab at the top of the page, or the Groups icon on the bottom toolbar.  You will see a page of all the RSOs you are a member of.  Look for the group you’d like to leave and click on the Leave Group button.

What is the navigation menu?
The navigation menu is the dark grey menu bar on the left side of an RSO homepage.  You can access and manage all functions of an RSO page through this menu.

How do I view events?
Click on the Calendar tab at the top of the page, or click on the Calendar icon on the bottom toolbar.  You can view by Day, Week, Month, Year, or Personal Events, and you can search for events using the Search function.  You can add personal events by clicking on Personal Events within the Calendar navigation menu – click on Add New Event, enter the required information, and click Submit.

How do I view blog posts/photos/documents/notes/polls/members?
With Community, you can have access to an RSO’s photo gallery, documents, notes, polls, and member roster.  To view and interact with each of these things, click on the appropriate button (i.e. Blog, Members, Photo Gallery, Documents, Notes, or Links) in the navigation menu.  Some of these functions give you the option of leaving comments.  To do so, click on the Add a Comment button, then click Submit when you are done.

RSOs and Advisors
How do I register a new RSO?
Once you are logged in, click on the Getting Started tab at either the top right or bottom left of the screen, then click on New Group Registration.  You will be asked to provide information about the organization, including a description, purpose, contact information, meeting times, advisor name, and the constitution or charter.  All RSOs must follow the requirements outlined by the Student Life office.  After you submit your RSO information, it will be reviewed by the Student Life office.  When it is approved, you will receive an email notification. 

How do I modify my RSO?
If you need to change any details for your group, such as meeting time or location, click on Group Details in the navigation menu, change the necessary information, and click Submit.

What is the navigation menu?
The navigation menu is the dark grey menu bar on the left side of your RSO homepage.  You can access and manage all functions of your RSO page through this menu.

How do I invite students to join my RSO?
Within your RSO page, click on the Members button in the navigation menu, then click on Invited Students, then click on Add/Invite Student.  Here you can search for students and click Submit to invite them to the RSO.

How do I remove/reactivate RSO members?
Rather than removing a member from an RSO, you can either suspend or disable their membership.  Suspend means that although a member is still a part of the group, they are no longer active, or they are not meeting criteria to be a member of the group.  Disable means a member is no longer a part of the group.  To suspend or disable membership, click on the Members button in the navigation menu, then click on the View icon for the appropriate member, then click either the Suspend Membership or Disable Membership button.  To reactivate membership, click on the View icon for the appropriate member, and click Activate.

How do I change a member’s position title within my RSO?
Within your RSO page, click on the Members button in the navigation menu, then click on the Edit icon for the appropriate member.  Within the Position dropdown menu, choose the appropriate position title, then click Submit.

How do I add/remove group administrators to my RSO?
Group administrators are able to edit the RSO site.  The first Group Administrator for an RSO is the person who creates the group.  This person can then add other Group Administrators, such as other members of the executive board.  To add a group administrator, choose the correct RSO, then click on the Members button in the navigation menu, then click on the View icon for the appropriate member, then click Make Group Admin button.  To remove a group administrator, click on the Members button in the navigation menu, then click on the View icon for the appropriate member, then click Remove Admin Privilege button.

How do I send a message to members of my RSO?
Community sends messages to the email account that members have listed within their Community profile.  Within your RSO page, click on the Members button in the navigation menu, click the checkbox next to the members you wish to send a message to.  From the Mail dropdown menu, click Send Message.  Fill in the appropriate information, click Next to confirm message recipients, and click Send Messages.

How do I add/view/edit/delete a blog post?
Within your RSO page, click on the Blog button in the navigation menu.  To add a new post, click on the Add New Blog Post button.  To view a post, click on the post’s title.  To edit a post, click on the post’s title, then click on Edit.  Make the appropriate changes and click Submit.  To delete a post, click on the post’s title, then click Edit, then click Delete.  A window will popup that confirms you wish to delete the post.  Click OK.  NOTE: Deleting a blog post is permanent; once deleted, it cannot be retrieved or reposted.

How do I add/view/edit/delete a blog comment?
There are two ways you can add a comment to a blog post: you can click on the blog post title, then click Add a Comment; or you can click on the Add a Comment icon in the post’s grey toolbar.  To view a post, click on the Comments icon in the post’s grey toolbar, or click on the post’s title, then click Add a Comment.  Once you have entered your comment, click Submit to post.  To edit or delete a comment, click on the post’s title, then click on Comments in the navigation menu, then click on the Edit icon for the comment.  If you are editing the comment, make the appropriate changes and click Submit.  If you are deleting the comment, click on Delete.  A window will popup that confirms you wish to delete the comment.  Click OK.  NOTE: Deleting a comment is permanent; once deleted, it cannot be retrieved or reposted.

How do I add/edit/check the status of/delete an event?
Click on the Events button in the navigation menu.  To add a new event, click the Add New Event button, add the necessary information, and click Submit.  To edit your event, click the Edit icon next to the event, then click Submit once you have edited the necessary information.  To delete an event, click the Edit icon next to the event, then click Delete.   A window will popup that confirms you wish to delete the event.  Click OK.  Student Life will review all events and either approve the event, deny the vent, or request more information.  You will receive an email notifying you of the status change for an event.  NOTE: Deleting an event is permanent; once deleted, it cannot be retrieved or reposted.

How do I add/remove the RSVP function to my event?
When you create an event, you can add the RSVP function by selecting No under the Disable RSVP option.  If you would like to remove the RSVP function, select Yes under the Disable RSVP function.  If you have already created the event, click the Edit icon next to the event, scroll down to Disable RSVP and click Yes or No.  When you are done, click Submit.

How do I invite students to my event?
Once your event has been created, click the View icon next to the event, then click on Invite a Student.  Use the Search tool, which is indicated by the magnifying glass icon, to search for students you wish to invite.  Once you have found the student, click Submit. 

What can I do with the budget function?
You can use the Budget function to manage your RSO budget by requesting funding from Student Life, adding existing accounts and budget documents, and entering transactions so you can track how your RSO’s money is spent.   RSO Group Administrators are the only ones who are able to view the Budget function – general RSO members are not able to see it.

How do I add/edit/delete a budget account?
Click on the Budget button in the navigation menu.  To add a new account, click on Add New Account, add the necessary information, and click on Submit.  To edit an account, click on the Edit icon next to the account, make the necessary change, and click Submit.  To delete an account, click on the Edit icon next to the account and click Delete.  NOTE: Deleting an account is permanent; once deleted, it cannot be retrieved or reposted.

How do I add/edit/delete a transaction within an account?
Click on the Budget button in the navigation menu, then click on the View icon next to the account.  To add a new transaction, click on Add New Transaction, enter the required information, then click Submit.  To edit a transaction, click on the Edit icon next to the transaction, change the necessary information, then click Submit.  To delete a transaction, click on the Edit icon next to the transaction, then click Delete.  Each transaction you enter will be reflected in your RSO budget.  NOTE: Deleting a transaction is permanent; once deleted, it cannot be retrieved or reposted.

How do I request money from Student Life?
All funding requests must be made at least four weeks prior to the program date.  The Student Life Allocation Committee meets the last Monday of every month.  Requests for funding must be submitted by 4:00 pm on the Friday prior to the meeting.  Late funding requests will not be accepted.  The following are general policies for funding requests:
· Student Organization must be registered and in good standing with the Student Life office.  
· Programs and events must be open to all Davenport University students.
· Allocated monies can not be used for the acquisition of office equipment, operational expenses, recovery from debt, or other expenses not pertinent to the single event for which funding is granted. 
· Allocated monies cannot be used for the personal benefit of individuals or private corporations, for direct donations to charitable organizations, or for direct financing of political candidates and/or campaigns.  
· Allocated monies cannot be expended for any activity contrary to University policy, or procedures and/or applicable state and federal law.
· The total budget request does not exceed ½ of the total cost of the event.
· The total budget request does not exceed $750.00. 
For specific information on how to request funding, please review the RSO Funding Guidelines document under the Student Life tab in the DavenPortal.

How do I upload/delete/edit photos to the Photo Gallery?
Click on Photo Gallery in the navigation menu.  Click on Add New Photo or Add New Album.  Albums allow you to store multiple photos within the same folder.  To create an album, click on Add New Album, enter the required information and click Submit.  You can now upload photos to your album by selecting the album and clicking Add New Photo within the album.  You can only upload photos one at a time.  If you wish to upload individual photos and not place them in an album, click on Add New Photo in the main Photo Gallery page.  To edit photos and/or albums, click on the Edit icon of the item you wish to edit, make the necessary changes and click Submit.  To delete photos and/or albums, click on the edit icon of the item you wish to edit, then click delete. 

How do I upload/edit/delete a document?
Click on the Documents button in the navigation menu.  You can either add individual documents, or create a folder to store several documents.  To create a folder, click Add New Folder, add the necessary information, then click Submit.  To add a document to a folder, click on the title of the folder, then click Add New Document, add the necessary information, then click Submit.  To add a document that is not in a folder, click on the Documents button, click on Add New Document, add the necessary information, then click on Submit.  To edit a document’s title, description, type, or visibility, click on the edit icon next to the document, make the necessary changes, then click submit.  To edit the document itself, you must do so in your own word processor, and then delete the old document (if necessary) and upload the new one.  To delete a document, click on the edit icon next to the document, then click delete.

How do I post/view/edit/delete a link?
With the Links function, you can create a list of important links for your RSO.  To post a new link, click on the Links button in the navigation menu, click Add New Link, enter the necessary information, then click Submit.  To view a link, either click on the link itself, or click on the View icon next to the link.  To edit a link, click the Edit icon next to the link, edit the necessary information, then click Submit.  To delete a link, click the Edit icon next to the link, then click Delete.

How do I post/view/edit/delete a note?
To post a note, click on the Notes button on the navigation menu.  Click on Add New Group Note, add the necessary information, then click Submit.  To view a note, click on the View icon next to the note.  To edit a note, click on the Edit icon next to the note, make the necessary changes, then click submit.  To delete a note, click on the Edit icon next to the note, then click Delete.  NOTE: Deleting a note is permanent; once deleted, it cannot be retrieved or reposted.

How do I create and edit a poll, and see results?
With the Polls function, you can hold elections, gather information, and share results.  To create a new poll, click on the Poll button in the navigation menu, click on Create a New Poll, enter the required information, then click Submit.  To edit a poll, click Pending Start, click the Edit icon next to the correct poll, make the necessary changes, then click Submit.  NOTE: Once a survey is active, you will not be able to edit or delete it.  After a poll closes, you will be able to view the results or delete the poll.  To view the results, click on All within the Polls function, then click Results next to the correct poll.

Can I link my Community page with my Facebook profile?
Yes, you can link what you do on Community with your Facebook profile.  To connect to your Facebook profile, click on the blue bar on the right side of your homepage that says Connect with Facebook and follow the popup instructions.  When you connect Community to Facebook, you will be able to share blog posts, photos, event RSVPs, and that you joined a group with your Facebook friends.  You can manage your settings so that Community either automatically posts to your Wall or asks your permission before posting.  If you want to disconnect Community from Facebook, click on Account Settings in the Getting Started menu on the right side of your home page, click on Edit, then click on Deauthorize Sypmlicity on Facebook.  If you disconnect Community from Facebook, you are able to reconnect at a later time if you choose.  NOTE: At this time, you can only share with your personal Facebook profile, not your RSO Facebook page or events.

What is reactivation and why do I have to reactivate my group?
Reactivation occurs at the beginning of each academic year and functions as a re-registration of your RSO.  By reactivating your RSO, you will continue to enjoy all of the benefits of being an RSO, including:
· The use of University facilities and services for meetings and approved activities, when available.
· The opportunity to apply for funding through the Student Life office for campus projects and programs.
· The opportunity to conduct approved fund-raising projects.
· The ability to post advertisements and flyers in Davenport University buildings in compliance with posting policy.
· The opportunity to participate in student orientation events, welcome week activities and student organization leadership training.
During reactivation, you will be able to update your member roster, and choose which documents, links, notes, and photos you wish to carry over.  Blog posts and budget items will be lost during reactivation.

When do I have to reactivate my group?
Reactivation must be completed by the second Friday in September.

Can I save my RSO’s documents during reactivation, or do I have to upload them each time?
RSO documents, photos, links, logos, and notes will be carried over during reactivation.  Blog posts and budget items will not be carried over.
