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Process for Building University Departments in Campus LINK
The Campus LINK online community will be accessible by all MSU students, faculty, and staff.  As a department of the university, you can host your own Campus LINK group to advertise events and share discussions, links, and more with the entire MSU community.  During the fall 2010 semester, we will be rolling out a co-curricular transcript program available to all students, which will allow them to track their university involvement on an official document and to link learning outcomes to each of their experiences.  This document will be beneficial to students as they seek jobs, internships, and graduate school admission.
To build your department’s group: 

1. The department director (or appropriate person) must create their own personal profile on Campus LINK.  


Access Campus LINK through My Missouri State: https://my.missouristate.edu/cp/home/loginf
Select the Profile tab.  Click the Campus LINK logo.

Once logged in to Campus LINK, go to the Create Profile option in the right-hand column. Click the drop-down arrow and select Basic Profile.

Fill in the following fields for Basic Information: First and last name, email address, affiliation (student, staff, or faculty), and phone number.  The rest of the fields are optional.  Save.

Go to the My Profile option on the right-hand column, click the drop-down arrow, and select About Me. Fill out the About Me sections.  Save.

Go to the My Profile option on the right-hand column, click the drop-down arrow, and select Profile Picture.  Select a photo from your computer using Browse, then Upload.

If you are involved as a member or advisor of any MSU student organizations, you can add those involvements to your profile.  Go to the My Profile option on the right-hand column, click the drop-down arrow, and select My Current Involvement.  Type the names of your organizations to view them, and click the green plus sign to add.  

You can also reference these instructions and screen shots of each step online at: http://studentorganizations.missouristate.edu/guide/LINK.htm 

2. Email a request to create your department to Maggie Brandt at MaggieBrandt@missouristate.edu.  She will input your department into Campus LINK and list the person who made the request as the “primary contact” for the group.

3. Maggie will notify you when your department has been created, and the primary contact can begin filling out the department’s information.


Log into Campus LINK again.

Click the Organizations tab.  Search for your department by typing tits name into the search box in the upper right corner, or search by letter.

Select your organization.  On the right-hand side you will see a column with several categories.  You will select from each of these to build your organization’s page.

Go to Profile for your organization and click the drop-down arrow.  Select Edit Profile.  Fill in your organization’s information.  In the “advisor’s email” field, list the email address for your department head/director.  Save.

You can also upload a picture or logo for your organization. Go to Profile for your organization and click the drop-down arrow.  Select Upload Picture.  Choose a picture from your computer using Browse, then Upload.

You can also reference these instructions for your organization and screen shots of each step online at: http://studentorganizations.missouristate.edu/guide/LINK.htm 
Functions for Organizations
These options enable you to communicate better with your department and campus.  Updates and documents that are just for members of your department can be set as “private” by clicking the Access Restriction link on each page.
News- post articles to share with just members or all of Missouri State 

Membership- add and remove members from your organization, and upload contact information for them.  If you set any documents or updates as “private,” only those people who are listed as members can view them. 
Events- upload flyers and information about events, info meetings, and other activities.  The bulletin board can be found by clicking the Events tab at the top of the page.  Events that are “public” will show up on every person’s bulletin board, while “private” events will only show up for members of your organization.

Surveys & Forms- post questions for your members to answer, or set up other online voting procedures.  You can also create forms for your members to complete and submit online.

Documents- upload your policies and other relevant documents for your organization.  These can be set as “private” for members only, or available to the public.

Discussions- communicate with your members through discussion boards.  

Notification Lists- create phone/email lists to contact members easily

Community Tab

The Community tab contains News updates.

Events Tab

The Events tab contains the public bulletin board to advertise events in your department.  Events must be posted through a university department, not by an individual student or faculty/staff member.
To view other departments on Campus LINK:
All departments will be located under the Organizations tab.  To view only University Departments, go to the Browse Organizations by Category option in the center of the page and click the dropdown arrow.  Select University Departments and click Go.
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