Step 1: Register

€ Go to https://www.orgsync.com/reqgister

O ﬁnlls-l-ar-l-

Welcome to OrgSync, a way for your organization to communicate, keep members
updated, and enhance the membership experience. To join an organization on OrgSync,
you must know the organization’s password. Once you’ve got it, follow these quick steps!

€ Select your community from the drop-

down menu

€ Find your organization and hit the
Next n button.

.‘F} Registration: Select an Organization
Select the community and organization:

Demo University -

Accounting Sodety (Student Orgs)

Alumni Chapter (Alumni Associations)

Alumni Student Chapter (&lumni Associations)
Baseball Team (Sports Recreation)

East Resident Hall (Resident Halls)

Fraternity (Greek Life)

Ski Club (Sports Recreation)

Sorority (Greek Life)

Student Government (Student Orgs)

Student Services (Umbrella Portals)

Next

Next

Next

Next

Next

Next

Next

Next

Next

Next

.@ Creating Your Account

Enter your chapter's password and fill in your account information. Fields
with a * are required and cannot be left blank.

Your Organization:
Name:

Password: *

Your Account:
Username: #

Password: *

Confirm Password: #
First Name: *

Last Name: #*
Classification: *

Email Address: *
Confirm Email Address: *

Hide my email address on the
roster:

Email me when I receive OrgSync
Alerts:

Phone Number:

Phone Provider:

Allow administrators to send me
SMS messages? +

Time Zone: *

Student Government

my_username

SRR BERS
User

Demo

Sophomore -

your_email@email.com

your_email@email.com

a

555.555.5555

Not Specified -
Eastern Standard Time -

+ May result in additional charges by your phone provider

Submit F_‘:

Step 2. Create Your Account

€ Organization Password: Enter the
organization’s password in the first
blank field.

€ Username: Create your own
Username. You will need this to log in.

€ Password: Create your own user
password. You will need this and your
Username to log in.

€ Email me when | receive OrgSync
Alerts: Check this box if you’d like an
email notification when you receive
messages on OrgSync..

€ Allow Administrators to send me SMS
messages: OrgSync allows group
members to text message you from
the site



https://www.orgsync.com/register

Step 3: Complete Your User Profile
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Login to your user profile.
Click the Edit button

In Edit mode, you can update any of the information you input

while registering.
Hit the Submit button to save your changes.

Upload a profile picture. Please use a picture of yourself.

Hit the Submit button to save your changes.

In the Profile Options > Basics section, please put your home
address in the Maliling Address field. Hit the Submit button to save

your changes.

OrgSync's Profile

g

About OrgSync

Email:
helpdesk@orgsync.com

Home Town:
Austin, TX

Phone:
1.866.0RGSYNC

Quote / Phrase:
"How may I help you?"

Goals & Aspirations:

Our goal is to make OrgSync
the standard application for all
membership organizations;
that everyone can
synchronize and run their
organizations in the most
optimal way possible.

Edit

YOUR PROFILE IS COMPLETE! ...so check out what you can do with it!

Step 4. User Features

The menu bar across the top is specific to you as a User.
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Portal: This will take you to your profile. From here, you can edit your profile information.
Messages: This is where you can check your intranet email and naotifications.
Calendar: View a calendar of upcoming meetings, events and tasks.

To-do List: View/create tasks.

Classifieds: Post/search items in this shared “marketplace.”
Account: Change your password and other account settings.
Get Support: Contact OrgSync directly if you have any major support issues.

Step 5: Check out your organization’s portal!

Demo Community

You will be taken to the
organization’s portal

Sports Recreation

Student Orgs

Umbrella Portals

From here, you can quickly view
upcoming meetings & events,
participate in polls and discussion
posts, see the latest organization news
and post information.

Click your organization’s name on the left navigation bar.

STUDENT GOVERNMENT]

"Chlaking a difference

Al

Student Government Home

Welcome Message

E Upcoming Events

FEB | Community Service: Community Wide
7 Clean-Up
Feb 07, 2008, 04:19AM, Locked

The Student Government will be
cleaning up our cam...

FEB | Classes Begin
13 | Feb 13, 2008, 04:34AM, Open
First day of classes!’...

Show

Website

act Us

Events

Demeo Community

Greek Life

1 mRecent Polls
How can

we improve our Student Govt?
This poll is Closed and voting is finished!

Sports Recreation 5
Community Service
This poll is Open and will dose in about 1 year.

Student Orgs

Food Pall
This poll is Open and will clos in 20 days.

Polls

Umbrella Portals

u Next Meeting
FEB | Exccutive Board Mesting
8 | 10:00AM

Meetings n

News

Congrats to the New Officers

JAN

51 | Please welcome and congratulate your
new officers....

- Kyle Spangler, 12:21PM

JAN | Murray State Representative
20 | Visiting
Renita Avery will be visiting the

Student Union to..
-- Admin Dema, 02:44PM

news By

uOrgWaH

We've got a big dinner planned for the recent
induction of our new officers. Check the events
section for more details!

remove Jose Ramos, Jul 16, 02:12PM
I would rock those guys at stock exchange. To
b kot R e




Your Org
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The menu bar is how you navigate throughout the portal

€ Home: Wil bring you back to the organization’s portal homepage
C People
o Officers: A directory of the organization’s officers
0 Members: A directory of the organization’s members
o0 New Accounts: Profiles awaiting membership confirmation
o Committees: Created groups within the portal
€ Calendar: A two month view of upcoming meetings & events
€ Tools
o0 Events: View/schedule events

0 Meetings: View/schedule meetings
o News: View/post news Meetings
o Forms: View/create forms to capture user input News
o0 Polls: Cast your vote in the latest poll SMS / Texting
Farms
Polls
0 Contact Books: Keep contact information (ex: vendors) Contact Books
o0 To-dos: View/create/assign tasks To-dos
€ Pics & Files Tutoring
o0 Pics: View/upload group photos Timesheet
o Files: View/store group files P Treasury >
€ Discussion: Create or participate in discussion boards Checkbooks
€ Pages: This is a blank page document that can be used for newsletters, weekly Dues
updates, etc. Invoices
€ Contact Us: Submit feedback directly to the portal Administrator. OrgBank
€ Settings: This is where portal administrators can change the group password, set up | Donations

account groups, distribute website privilege & permissions, and more!
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Contact Us
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Step 6: Log in Regularly

Settings

Just go to www.OrgSync.com and enter your username and password

Support

HelpDesk — (512) 238-8534
Email - support@orgsync.com

AIM - OrgSync

www.Orgsync.com


http://www.orgsync.com/
mailto:support@orgsync.com

