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Getting Started
Each organization has its own site where members can collaborate in discussion posts, events,
photos, and other online features. As a student leader, you control the majority of these
features.
Access your organization’s site
1. Log in to SLU Groups.
2. In the main page, under My Organizations, select “See all my organizations.”
3. Click on the name of your organization and you will be taken directly to your organization’s
site.
OR
4. Go to Involvement at the top of the page under your name. Your current Organization
Memberships are listed by default.
5. Click on the name of your organization to expand the options.
6. Click on “Organization Site” to the far right.
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Managing Your Organization’s Site
As a student leader, you can manage the appearance of your organization’s site, by adding a
cover photo and its interests.

From your organization’s site:
1. Go to Manage on the right side of the page.
2. Click on “Cover Photo”.

General recommendations:
Resolution:
Greater than 1080 pixels wide. This is the minimum for a photo but best photos are
larger than this. The bigger the better.
• For reference, an iPhone 5s picture has a resolution of 3264w X 2448h
• When thinking of Dots per Inch or DPI, 72dpi is ok, but 300dpi is better
Display Ratio:
•

•

This varies depending on the size of the screen that the image is displayed on. But it's
best to start with something that has a ratio of around 4:1
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Managing Your Organization’s Interests
Each organization has the ability be associate itself with interests. Each user can also associate
themselves with interests and have organizations/events with the same interests
recommended to them. It is highly encouraged that you associate interests with your
organization to increase participation.

From your organization’s page:
1. Go to Manage on the right side of the page. Organization Interests are displayed by default
2. Available interests are displayed in the left module. Interests currently associated with your
organization are displayed in the right module.
3. Click on an available interest for your organization to add it to the right module.
** Once interests have been associated with your organization, you can rank those that are the
most pertinent to your organization. **
4. Use the arrows (which will appear when you hover over the interest) on each interest to
arrange them in the ranked order most appropriate for your organization.

** The site updates automatically with every action. **
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Managing Your Organization’s Roster
Video source: https://youtu.be/KxYzBVrGZng

You can update the status of current members, whether removing them or identifying their role
in specific positions. You can also invite other people on campus to become members of your
organization.

Access your Organization’s Roster
From your organization’s page:
1. Go to Roster on the top of your organization page.
2. The complete Roster for your organization is now displayed. The Officers are listed at the top
with their position identified (if shown?).
Invite New Members to Join
From the Roster option on your organization’s page:
1. Click “Manage Roster” at the right side of the page.

2. Click on “Invite People” at the top of the page.

3. A new page will display a box to enter e-mail addresses for invitation.
4. As you add people’s e-mail addresses, they will be moved a box to the right to the complete
list of people to be sent invitations.
5. Select a position for specific users to join the organization as, including Member.
6. Click “Send Invitations” when all people have been added to this list.
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Approve New Members
New members can join by locating your organization on SLU Groups. You must approve these
new members before they are added to the organization’s roster.
1. Go to Roster on the top of your organization’s page.
2. Click “Manage Roster” at the right side of the page.
3. Go to the Prospective tab.

** Pending members are those you invited and must accept your invitation. Prospective
members are those who found the organization and indicated they wanted to join. **
4. Review the users who are awaiting membership approval.
5. Click “Approve” or “Deny” next to each user.
6. Confirm action.
Create New Positions Specific to your Organization
From the Roster option on your organization’s page:
1. Click the “Manage Positions” link.
2. A list of all the current positions available for your organization will be listed. Some of these
may be organization created, while others may system-wide positions.
3. Click the “Create New Position” button at the top of the page.

4. Identify the name of the new position.
5. Select the type of position most appropriate for the new position.
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6. Set the following options as appropriate:
• Show holders of this position on the organization’s roster: The user holding the
position is visible on the organization’s roster.
• Active: The position is available for a user to hold. If this is not checked, the position will
only be available to be added as held in the past.
7. Grant the position No, All, or Limited access to the organization’s site. Limited access allows
you to select each aspect of the organization’s site that the position should not access, have Full
access to, or only be able to View.
8. Click “Create”.

Promote Members to Positions
From the Roster option on your organization’s page:
1. Click on “Manage Roster” at the top of the page.
2. Locate the member you’d like to promote to an officer position on the Current tab.
3. Click “Edit Positions” to the right of the member’s name.
4. Select each Position that the member should now have.
5. Click “Save”.
Update Primary Contact
From the Roster menu option on your organization’s page:
1. Click on “Manage Roster” at the top of the page.

2. Click on the edit icon

to the right of the current Primary Contact.

3. Select the new Primary Contact from the menu by clicking

.

Remove Members from your Organization
From the Roster menu option on your organization’s page:
1. Click on “Manage Roster” near the top left corner of the page.

2. Locate the member you’d like to remove.
3. Check the box on the far left of the member’s name.
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4. Click “End Membership” at the top of the user list.
5. Confirm deletion.
** This will remove the user from your organization completely. To remove a user from holding
a position, access the Edit Positions to the far right of the user. **
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Adding Content to Your Organization’s Site
Specific content can be added to round out your organization’s site. These include discussions
(wall posts), news articles, photos, and documents.
News articles are longer posts and can only be posted by an officer of the organization or a
campus administrator. These feed into the News Ticker on the Home page for your campus.
Any member of an organization can post to that organization’s wall and these posts are
intended to be shorter. Organization officers and campus administrators can delete
inappropriate wall posts.

Discussions – Wall Posts
1. Log in to SLU Groups.
2. Go to your organization’s page.
3. Type in the text field below “Discussion”.
4. Click “Post”.
** Your post will automatically be added to your organization’s wall. Anyone in your
organization can post/comment on your organization’s wall. However, only primary contacts
and other officers can remove any post or comment that is inappropriate or unwanted. **

News articles
1. Log in to SLU Groups.
2. Go to your organization’s page.
3. Go to “News” on the top bar
4. Click on “Create Article”.

5. Enter the Title, Summary, and the full Story (text) of the article. You can use the text editing
features to customize the style of the Story of your article.
6. Upload an image to be displayed with the Summary in the News ticker.
7. Specify who can view the article.
8. Click “Save Article”.
** Only officers of your organization can post News Articles. Your article will automatically post
to your organization’s wall and will appear in the news ticker on the Home page for members of
your organization only. **
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Photos
1. Log in to SLU Groups.
2. Go to your organization’s page.
3. Go to Photo Gallery on the left side of the page.

4. Click “Create Album”.

5. Enter a name for the album and a brief description.
6. Indicate the privacy setting of the album.
7. Click “Create Album”.
8. Click on the title of the album.
9. Click “Add Photos”.

10. Select the file(s) from a saved location and include a caption. (you may also drag and drop
multiple images from your desktop into the upload area. This feature is dependent on specific
technology in modern browsers; your browser may not support drag and drop.)
11. Click “Upload All”.
12. Click “Back to Album” once all photos have been uploaded to the album.
Photos can also be removed at any time
From the Photo Gallery option on your organization’s page:
1. Locate the photo to be removed within an album.
2. Click the trashcan icon in the corner of the photo.
3. Confirm deletion.
4. In the edit icon, you can also change the caption subtitle and/or set the picture as the album
cover.
Update Album Info
1. Locate the album to update.
2. Click on the album itself or the linked name just below the album.
3. Click "Edit Album" in the top-right corner.
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4. Update the name, description, and access to the phone album.
5. Click "Save".
Add Photos to an Existing Album
1. Locate the album to update.
2. Click on the album itself or the linked name just below the album.
3. Click "Add Photos" in the top-right corner.
4. Select the file(s) from a saved location and include a caption. [multi-photo upload is not
active for the Internet Explorer browser]
5. Click "Upload All".
Remove Album
1. Locate the album to be removed.
2. Click the trashcan symbol in the top right corner of the album.
3. Confirm deletion.
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Social Media
1. Use the "Share This" clickable counters located on the following pages to export content
from SLU Groups to your favorite site:

• Organization Home Page
• Photo Gallery
• News Article
• Event
2. Add your organization's social network links and content to SLU Groups by providing URLs to
your social network profile pages. Use the "Edit Profile" button on the home page of your
organization site to update your external website information.
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Documents
1. Log in to SLU Groups.
2. Go to your organization’s page.
3. Go to Documents on the left side of the page.

** Constitutions can only be updated during the registration process. **
To upload a new document:
4. Click “ADD FILE” in the upper right corner.

5. Click on “Upload” to select a file to upload. Files must be less than 10 MB in size.
6. Provide a title for the document.
7. Indicate the type of document from the drop-down menu.
8. Click “Add.”
8. Update the Security options for who can view the document if applicable to the type of
document by selecting the drop down menu on the right side of the document.
To edit the information associated with a document:
1. Locate the document you’d like to update information for.
2. Click the “Edit” icon on the far right side of the document listing.
3. Update the title, description, and/or type of the document.
4. Update the Security options for which positions can view the document.
5. Click “Update Document”.
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To replace existing documents:
1. Locate the document you’d like to replace.
2. Click “Delete” on the far right side of the document listing.
** Once a document is deleted, it cannot be recovered. **
3. Confirm deletion.
4. Upload the new version of the document you were replacing.
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Events
Events can only be created by student leaders and must be associated with an organization.
Events that have an image or flyer uploaded along with it will appear on the Event Flyerboard
on the SLU Groups Home page. You can set who can see and RSVP to the event during the
creation process.

1. Log in to SLU Groups and go to your organization’s page.
2. Go to Events on the left side.
3. Click on “Create Event”.

4. Enter the Name, Theme, Description, Start Date and Time, and End Date and Time. These
fields are required.
**You may now enter multiple dates if your event is recurrent. In order to enter multiple
dates, select the “ADD ANOTHER DATE.”**

5. Enter the Location of your event and indicate if you'd like to include a Google map to the
location of the event.
6. Select the theme of your event.

7. Enter specify details of your event: “Show to”, “Event category”, “Who can RSVP”, and
“Perks”.
Event categories:
• Campus Only: Only visible to logged in users to your campus site.
• Invitation Only: Only visible to those who were invited to the event.
• Organization Only: Only visible to the members of the organization associated with the
event.
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• Public: Visible to everyone.
RSVP - As people RSVP for your event, you can view and manage the attendance.
• None: No one can RSVP to the event.
• Open: Any one can RSVP to the event.
• Invite: Only those invited to the event can RSVP.
9. Select the appropriate categories from the drop-down menus, if applicable.
10. Click “Next”.
** Based on the type of event, you may need to provide additional information about your
event. Your event also needs to be Approved by a campus administrator prior to sending
invitations. You will be notified when your event has been approved or of any changes that
you’ll need to make to the event. **
Here’s a screenshot of how the managing section of your event looks like

From the Events option on your organization’s page:
1. Click on the name of the event you’d like to manage.
2. To invite people to you event, go to the “Manage Invitations.”

3. Select the icon “Invite People.”

4. On this page, you may select to invite your organizations member, or by email.
5. To track attendance; select the “Track Attendance” on the Manage Event area.
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6. The top module displays who is attending your event. Click on the Excel icon (
) to
export a file of those who RSVP’d to your event.
7. The bottom module allows you to add attendees who had not previously RSVP’d, by e-mail or
by uploading a CSV (comma delimited) file containing just e-mail addresses.
8. Select the appropriate Status.
9. Click “Add”.
10. Click “Back To Event”.
THEN:
1. Click on “View RSVPs”.
2. Indicate which attendees will be hidden from public view as attending the event.

Using a Card Swipe to Record Attendance at an Event
You are able to record attendance at your events directly into your site using card reader
technology. A constant Internet connection is required.
1. Log in to SLU Groups.
2. Go to your event's page.
3. Copy the "Access Code" that is displayed on the right side of the event page
** You must be a user with "Events Full" access to the organization to see this code**

4. Click the "Swipe URL" button which will take you to http://{campus}.collegiatelink.net/swipe
5. Enter the access code and click "Submit"
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6. Connect your card reader device and begin swiping. The system will process the entry and
display "Success" or and "Error" message

7. Click "Back to Track Attendance" to view all of the cards that have been swiped/read.
** The table below illustrates who has attended a specific event. Any person indicated by
"(Unidentified Attendance Record)" had a successful card swipe but has not logged into the site
yet. Upon logging in, their information will display appropriately on events they've attended. **
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Edit Existing Events
From the Events option on your organization’s page:
1. Click on the name of the event you’d like to edit.
2. Click “Change” below the name of the event.
3. Update any of the details of the event; include date, time, or location.
4. Click “Next” at the bottom of the page.
** If your campus has implemented an Event Form, you will have to update any of the
information originally submitted on this form. Click “Next” to continue through the form. **
5. Click “Submit”.
** Your changes may need final approval before it is posted. **

Cancel Existing Events
From the Events option on your organization’s page:
1. Click on the name of the event you’d like to edit.
2. Click “Cancel” on the Manage Event area.

3. Include any comments that you’d like sent to any individual who RSVP’d to the event.
4. Confirm cancellation.

Approval Certificate
1. Click on the name of the event you’d like to get the Approval Certificate.
2. **Certificates are only valid after being approved by the administration
3. Click “View certificate ” on the Manage Event area.

4. A PDF will be generated and it can be printed.
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Tracking Service Hours
You can record your individual community service hours, but you can also record and approve the
community service hours of members of your organization.

Record your personal community service hours
1. Log in to your campus site.
2. Click your name in the top right corner of the page.
3. Click "Involvement".
4. Select "Service Hours" from the top menu.
** Your previously submitted service hours will display in the summary information at the top of
this page. **
5. Click "Add Service Hours".
6. Select the organization from the drop-down menu you wish to associate service hours with.
7. Enter the date the service hours took place and a brief description of the type or place of the
service hours.
8. Indicate the number of hours and minutes spent performing the service hours.
9. Type in the email address of the person that can verify the service hours.
10. Click “Create”.
** All service hours entries must be approved by an organization officer or campus
administrator. **
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Record organization members’ community service hours
** Only campus administrators and organization officers can add in service hours for other
members of an organization. **
From the Service Hours menu option on your organization's page:
1. Enter the following information in the top “Record New Entry” module:
• Name of the person to receive the service hours (a drop-down menu will appear as
characters are entered)
• Date when service hours took place
• A brief description of the service hours
• The number of hours and minutes
2. Click “Submit”.
Approve organization members’ community service hours
** Only campus administrators and organization officers can approve service hours for an
organization. **
From the Service Hours menu option on your organization's page:
1. On the “Pending Submissions” tab in the lower module, you will see the member’s name,
date, description of service event, and duration of service.
2. Click Approve or Deny on the far right of the person based on appropriate action.
3. Confirm action.
Generate reports of your organization’s community service hours
From the Service Hours option on your organization’s page:
1. Go to the “Reporting” tab in the lower module.
2. Adjust the date range and users you’d like to see a report for in the fields.
3. Click “Show Report”.
** The results based on the criteria you entered will display on the page. **
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Changing Leadership
As positions in your organization are filled, you may need to update the campus site with the new
student leader information. Due to the way the system operates, there is a specific process that you
must follow in order to successfully update your organization’s leadership.

Identify New Leaders
The individual(s) who will be assuming the leadership positions must be members of your organization.
If they are not already, have them join the organization first before proceeding.
1. Log in to SLU Groups.
2. Go to your organization’s page.
3. Go to Roster on the right side of the page.
4. Click on “Manage Roster”.
5. Locate each individual who will be assuming a leadership position.
6. Click “Edit Positions” to the far right of their name.
7. Select the position(s) the member should now have.
8. Click “Save”.
Change Primary Contact:
From the Manage Roster page for your organization:
1. Click the “Edit” icon next to the current Primary Contact above the full member list.

2. Select the member from the drop-down menu that should be the new Primary Contact.
3. Click “Save”.
** Only the Primary Contact will be able to update roster information for your organization. If this
position is not appropriately assigned, contact your campus administrator or CollegiateLink staff to assist
you. **
Remove Current Leaders
Once the new leaders have been identified in the system, the current leaders can be removed from that
position in the organization. This can be done two ways.
Individual removal:
Have each current leader that is being replaced follow these steps:
1. Log in to SLU Groups.
2. Go to the My Involvement tab at the top of the page.
3. Your Organization Memberships are displayed by default.
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4. Click on the organization you are leaving.
5. Click the red X on the far right of the position. You will remain as a member of the
organization but will no longer have the leadership position.
6. Click “Leave Organization” to end the membership completely from the organization, if
applicable.
Organization removal:
The primary contact of the organization can remove individuals from the organization. You can
remove them completely from the organization or just the one position they held, but maintain
their membership.
1. Log in to SLU Groups.
2. Go to your organization’s page.
3. Go to Roster on the top of the page.
4. Click on “Manage Roster”.
5. Locate each individual that needs to be removed from the organization with the appropriate
position labeled. Each individual will be listed for his/her position and as a member.
6. Click “Edit Positions” to remove the user from a position in the organization.
7. Uncheck the appropriate positions.
8. Click “Save”.
OR
To remove the user from the organization
9. Check the box to the left side of each individual.
10. Click “End Membership”.
11. Confirm deletion.
** Deleting a user will remove them completely from the organization. **
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Organization Registration
Your campus may have a registration process that each new organization on campus must go
through. This may also entail re-registering existing organizations. If you are the primary
contact of your organization, you may have the opportunity to re-register your organization
prior to anyone else. The user that completes the registration process will automatically
become the primary contact.
1. Log in to SLU Groups.
2. Go to your organization’s site.
** If your organization must register, a Register button will display during the appropriate time
period in the top right corner of the Home page for your organization. **

3. Click “Register”.
4. Follow the steps outlined by your campus, updating any information as needed.
5. Click “Next” at the bottom of each page to continue to the next step.
6. You will have the opportunity to review each step prior to submitting the completed
registration.
7. Click the link associated with each step to review and update the information.
8. Click “Submit for Approval” when all information has been included.
** All registration submissions must be reviewed and approved by a campus administrator. You
can view the status of your submissions and/or update any submissions still in “In Progress”
status. **

View/Update Submissions
1. Log in to SLU Groups.
2. Go to the Involvement tab at the top of the page.
3. Go to the My Submissions option on the left side of the page.
4. Select the Organization Registrations tab.
5. Locate the submission you’d like to view/update in the list.
6. The current status is listed in the second column.
7. Click “View” to the far right of the submission to review your submission and/or any
comments a campus administrator made regarding your submission.
OR
If still “In Progress”:
8. Click “View” to the far right of the submission.
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9. You will be taken to the final review screen where you can return to any step to make the
appropriate updates.
10. Once all steps have been updated, click “Submit for Approval”.
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Assessment Options: Forms
Create a form for your organization to gather specific information, such as application
information.

1. Log in to your campus site.
2. Go to your Organization's page.
3. Click Forms located within the gray gar
4. Click Manage Forms
5. Click Create Form

6. Identify the Name of the form, the date range you’d like the form to be available during, and
if you'd like it to be Active.
7. Indicate if you’d like to Allow Multiple Submissions by checking the box on the left.
8. Identify who should have access to the form by checking the box to the left of each option.
9. Click “Save” or "Save and Add Questions"
10. Click the format on the lower half of the page of the question you’d like to add to the form.
• Check Box List: Includes question text and answer set, where multiple answers can be
selected.
• Radio Button List: Includes question text and answer set, where only one answer can be
selected.
• Text Field: Includes question text and one text box as the answer, which can be
formatted to the desired size.
• Drop Down List: Includes question text and answer set, where only one answer can be
selected.
• Instructions: Includes question text with no answer set.
• Single Check Box: Includes question text with a single checkbox on the left.
• Ranking: Includes question text and answer set with ability to rank up to X number of
items.
• File Upload: Includes question text with ability to upload a file.
11. Type in text for the question and answer set, if applicable. Click “OK”.
12. Click on a question and the Edit icon to make any adjustments to the question as a whole.
• Update question text under the Properties tab.
• Indicate if the question is required or optional or if you need to shuffle your answers
within the Properties tab
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•
•
•

Edit answer text via the Answers tab
Include a Tooltip for an answer choice. The specific text will display when the user
hovers over the answer choice.
Include Additional Text to be associated with an answer choice. The specific text will

display in a pop-up window after the user clicks on an “i” icon.
• Add additional answer choices.
• Reformat the size of the text box, either at the bottom of the properties tab or on the
Answers tab by adjusting the number of rows to the desired size.
13. Click “Ok” when all edits have been made.
14. Repeat the above steps as needed for each question you would like to add to Page 1
15. Click the “Page List" button above the added questions to add more pages to the form.
16. Click the "+ Page" button to add a page to your form.
17. You will be able to move pages by hovering over the specific page, clicking the left hand
corner, and drag to where the page should be. You can also delete pages by hovering over the
page and clicking the trashcan icon.
18. Click the "Page Properties" button to edit the Page Name, select whether or not you would
like to show the back button, or to add conditional logic to your form page.
*You will not be able to add conditional logic to the first page of your form. Conditional logic
relies on previous page answer selections*
19. Repeat steps as needed to add additional pages
20. Click Back To Forms once your form has been completed
New pages must be created in order to apply conditions. See below for instructions on
conditions.
1. Click the “Page List” button on the top right side of the page to add more pages to the form.
2. Click “Page” under Add New on the left side of the page.
3. Repeat steps 1-4 above for each question you’d like to add to the additional pages.
Forms can include conditions that specify what should be seen based on previous answer
selections.
While accessing your form:
1. Go to the page you’d like to apply conditions to by accessing the “Page List” or scrolling
through the pages.
** Page 1 cannot have conditions applied to them. **
2. Click the Page Properties button in the top right corner.
3. Go to the Conditions tab.
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4. Click “Add Condition” then select the question and answer the page should display based off
of.
5. Repeat step 5 to add multiple conditions to display the page.
6. Click “Ok” when all conditions have been added to the page.
** Please note that the page will display if the conditions are met. **
Conditions can be grouped together to add greater specificity.
To group conditions:
1. Go to the page with the conditions applied.
2. Check the box to the left of each condition that should be grouped together.
3. Click “Group Selected”.
4. Indicate if the grouping should be True or False.
5. Repeat step 4 for each needed grouping.
6. Click “Ok” when all conditions have been grouped.
You can update the title, date range, and/or description for an existing form.
While accessing your form:
1. Click the “Properties” button in the top left corner of the page.
2. Update the name, active date range, and description as needed.
3. Also update the Access Restrictions and other settings as needed.
4. Click “Save”.
Publish Form
From the Forms option on your organization’s page:
1. Locate the form you’d like to publish.
2. Click the “Publish” link to the far right of the form name.
3. Update the Form Status to “Active”.
4. Copy the form link to provide access to the form via another area from your organization’s
form listing.
5. Click “Publish Form”.
** Forms will also be available under the Forms option in the left navigation for all members of
your organization to access during the Active date range. **
Review Form Submissions
From the Forms option on your organization’s page:
1. Click on the "Manage Forms" link in the left side navigation.
2. Locate the form you’d like to review submissions for.
3. Click the “Submissions” link to the far right of the form name.
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4. Click on “View” to the far right of each pending submission.
5. Click the link for each page to review the submission.
6. Make any changes as you review the submission.
7. Click “Next” at the bottom of the page to move to the next step for review.
8. A comment can be added prior to approval or denial of the submission.
9. Click “Approve” or “Deny” after review of the entire submission.
10. You will return to the Form Submissions page to review the remaining submissions.
11. Repeat steps 3-8 as needed.
Export Form Submissions
From the Forms option on your organization’s page:
1. Click on the "Manage Forms" link in the left side navigation.
2. Locate the form in the list and click on the "Submissions" link to the far right of the form.
3. Click "Export All" at the top of the list of submissions.
** All submissions will be included in the export file, no matter the status. **
4. Indicate to Open or Save the file, and click OK.

Assessment Options: Elections
1. Log in to your campus site.
2. Go to your organization.
3. Click on Elections on the right side of the menu bar.
4. Click the “Create Election” button.

5. Identify the Name of the election, if it should include instructions, and any additional
instructions that should be included.
6. Indicate if the election should be active and the date range you’d like the election to be
available during.
*Once the election is set to Active and it falls within the date range, a prompt will display on the
main page of your community or organization-specific site for eligible users to vote.*
7. Indicate whether or not you would like an alert to be displayed on the organization's
homepage when the election is active and voting is open.
8. Indicate if the election is for organization members only.
9. Click “Save”.
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*You can create as many ballots as needed. Each ballot can be accessible to the general user
population or any number of the eligibility lists. A user will see each ballot they are designated
to see.*
9. Click “Create Ballot”.
10. Enter the name of the ballot.
11. Indicate if this ballot should be available to all users by clicking on Enable or Disable.

IF you Disable the General access, THEN:
12. Indicate for each Eligibility List who should access this ballot:

Allow: allows the users on the list can access the ballot
Deny: users cannot access the ballot and supersedes an allow list
Ignore: the list will not be used for the ballot
**Only your site administrators have access to create an eligibility list with a selected list of
users who can vote in your election. You must reach out to your site administrator if you would
like an eligibility list created for your organization election. **
13. Click “Save” when all access has been identified.
** You are now taken to our form builder, with limited question types. Please see Create
Forms for complete instructions on creating/editing questions. **
** You can always access the ballot title and eligibility list settings via the “Properties” tab when
first accessing the election. **
14. Click “Back To Ballots” when you have created all of the questions for this ballot.

15. Repeat steps 9-13 for each additional ballot needed.
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You have now built your election. Be sure that it is set to Active so that the prompt will display
on the main page of your organization's site for members to vote.
View Ballot Results
1. Log in to SLU Groups.
2. Go to your organization.
3. Click on Elections on the left side of the page.
4. Click on the name of the election.
5. Go to the Results tab.
6. A snapshot of the current results will display, including the total number of eligible voters,
the number of current entries, and the current percent of completed entries.
7. Click the “Export” button to download an Excel file of all the ballot entries.

Messaging Members
Organization leaders with "All Access" or "Limited Access" permissions with access to
messaging have the ability to message the members of their organization. From this area
messages can be composed and delivered to various combinations of organization members
and officers. There are two criteria that student leaders can use to define the message
recipients:
1. Positions (Primary Contact, Member, President, etc.)
2. Specific Members
Using these two criteria, you can construct a delivery statement that reads as follows:
Send this message to the following [positions] as well as any of these [specific members].
Messages can be sent to all members of your organization, excluding specific individuals as
appropriate.
To create a message:
1. Log in to your campus site.
2. Go to your organization's page.
3. Go to Roster on the top menu.
4. Click on the "Messaging" link.
5. Click "Create Relay" or "Text SMS" for the appropriate delivery method.
6. Select the positions or individual members that you would like to send the message to by
selecting "Edit" within each component.
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7. Then, add a subject line (the subject line will not carry over to your message relay, it is for
internal records only).
8. Once you have completed these steps, click “Generate”. You will see the screen below.

9. After you receive this message, you will want to take the "Temporary Relay Address"
(generated in blue), open a new email in your preferred email account (e.g., Outlook), and add
this into the "To" field.
10. Add a subject line, and a body of the email along with attachments (if any). Once all steps
are completed and all information has been added to your email, you are ready to send your
message.
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** Remember that messages are sent within the system and then out to an e-mail address if the
user has not opted out of receiving messages via e-mail in their notification settings. **
** The same process and options are available to send text messages to those users who have
identified a mobile phone number in their notification settings. Access the Texts (SMS) tab on
the Messaging page to send/view text messages. Text messaging is only available if your
campus has purchased the appropriate software package.
Due to the nature of SMS messaging, this method of communication is not instantaneous and
should not be used as the only means of communication when you need to ensure delivery of a
message. **
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