GivePulse Guide For
Student Organizations

Creating your student group page

STEP 1
Go to ou.givepulse.com/group/9218818 to get to the OU Health
Campus page.
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STEP 2
From the tabs, select Campus Groups.
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STEP 3
Under Campus Groups, select Student Affairs.
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Student Affairs

Student Affairs serves to enrich students’ academic experience by building o diverse
and inclusive community; supporting emotional, intellectual and personal growth; fa..
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STEP 4

Go to the Subgroups tab on the Student Affairs page, and
select Registered Student Organizations (RSOs).
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Multicultural Student Organizations (MSO's)

The OU Health Sciences Center is home to nine SGA-recognized interdisciplinary
groups focused on the celebration and advecacy of marginalized communities in O..

Registered Student Or izations (RSOs)

The University of Oklahoma Health Sciences Center boasts over 90 registered student
organizations (RSOs). RSOs cover a wide variety of interest including academic init
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Student Government Association (SGA)

The OUHSC Student Government Association (SGA) serves as the governing body for
the OUHSC Student Association and includes the SGA Executive Board, SGA Execu..
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STEP S
On the Registered Student Organizations page, click on
Submit Group.

Want to create a
group?

Submit Group

STEP 6
Here you will enter your group's information.

Create the group you want to list under Registered Student Organizations (RS(

[ &

Create New Group

Create your non-profit, school, business or organization

Type * Group, Club, Organization v

Classification b

Administrator * Test User v Display Full Name v

Select the primary administrator for this group.

Phone



STEP 7

Complete the form with the following:

o Name: Your group's hame.

o Type: Group, Club, Organization

o Administrator: The person creating the group will be automatically
assigned - change it if needed.

o Description: A description of your group for your page.

o Address: If your group is not college specific, list the Student Affairs
address. If it is college specific, list the college's address.

o Timezone: Central Time

B Logos Causes SDGs Social

Name * Tesd

Type * Group, Club, Organization v

Classification

Administrator * Test User v Display Full Name v
Select the primary administrator for this group.
Phone
Description * = h—
P B I o = = & ® B [
P Press 0 for help

nclude a brief description of your organization

Address * H|

Oklahoma City OK 73117
United States v
Timezone * (GMT-06:00) Central Time (US & Canada) v

Search Keywords

Add keywords (comma separated) to improve search resu



STEP 8
Click on Next.

Next —

STEP 9
Upload your group's logo if applicable. Then, select a cover
image (header) for your group's page.

.« ‘ Create your non-protit, school, business or organization
asic s ocial

STEP 10
Click on Next.

Next —




STEP 11
Select any applicable causes for your group (not required).

-

Basic Info Logos E SDGs Social
lWhich causes does your organization support?'
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STEP 12
Click on Next.

Next —




STEP 13
Select any sustainable development goals for your group if
applicable (not required).
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Create the group you want to list under Registered Student Organizations (RSOs)

Create New Group

Create your non-profit, school, business or organization

Basic Info Logos Causes E Social

Sustainable Development Goals

On September 25th 2015, countries adopted a set of goals to end poverty, protect the planet and ensure prosperity for all as part of a new
sustainable development agenda. Each goal has specific targets to be achieved over the next 15 years. Let people know if your organization
is working towards any of these goals. Learn more here: https://www.un.org/sustainabledevelopment
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STEP 14
Click on Next.

Next —




STEP 14

Select any sustainable development goals for your group if
applicable (not required).
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Create your non-profit, school, business or organization

1 URL
am ID @
at ID @

Provide your Snapchat ID to easily share stories from the event

andle @

STEP 15

Click Save Group. This will send a request to the admin for your

group’s page, which will need to be approved before it becomes
active.

ir Twitter handle, e.g. @givepulse

ed v



Add users to your group's page
STEP 1

On your group's page, click on the Manage tab and then
Dashboard. The Manage tab will only be visible if you are the
administrator for the page.
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Dashboard

Edit

Manage Users

Manage Events

Manage Impacts

Wall Search

Add User

Add Event

STEP 2
On your Dashboard page, you can manage users, events,
surveys, etc.

% The UNIVERSITY of OKLAHOMA English v  Explore My Ac

[Manage your group, opportunities and users | TesT]

Test / Manage

@ You are currently using a limited version of the platform. Upgrade for additional administrators, subgroups, surveys, private ever
more!

&5 Manage L Alerts w Share

Edit G
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@ View Public [cance 0 Share \

00¢

&8 Customize ~

! GivePulse Alerts A Invite
& Users ~ End-of-Year Giving Game Plan Workshop | Thursday, November 6 at

1:00 pm CT
B3 Events ~ ® Point Leaders

$ Giving ~ Points are disabled for

& Don't Forget to Join The Beat
Enable points here

@ Impacts Upcoming Monthly webinars:



STEP 3

To add users, select the Users tab on the left side and select
Add User.

® Edit G
¢ Edit Group e You are waiting to join Registered Student C

@ View Public [cancel]
Page

& Customize ~
¥ GivePulse Alerts

m End-of-Year Giving Game Plan Workshop | Thu

1:00 pm CT
‘ Add User
Manage Users 5 Don't Forget to Join The Beat

Manage Memberships | Upcoming Monthly webinars:
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Message Members @
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STEP 4

Complete the following information:
> First & Last Name
o Role: Member, Administrator, Events Manager, etc.
o Email: Must be their OU email.

If you are adding multiple users, you can use the "Upload CSV"
button to add multiple users with an Excel spreadsheet.

SITY of OKLAHOMA English ~  Explore My Activity ~ HiTest~ %

d Users

sing a limited version of the platform. Upgrade for additional administrators, subgroups, surveys, private events, label customization, and

[ & Add a user with the form below, or upload a CSV of multiple users here. ]

First Name *

Last Name *

Rol Memb
Email  students@ouhsc.edu
Send Welcome Email *  Yes ¥
By default, the add
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STEP S
When all the information has been entered, click on Add User.

™

reCAPTCHA
Privacy - Terms

Add User I Reset

I'm not a robot

STEP 6
To manage current users, select the Manager Users tab.

Page & Add a user with the form below, or uploz

£} Customize ~

First Name *

| Last Name *

Add User

Role* Member
Manage Memberships
Membership Requests Email students@ouhsc.e
Invites
Send Welcome Email * Yes

Message Members @
By default, the add

(with a link to claim
Make sure the emai

Message Everyone @

Carmart | lamvs



STEP 7

Select the Actions box for the user you would like to edit. Here
you can choose to message a user through GivePulse, change
their role in your group, archive them from your group, etc.

1 of 1 People | # Configure Layout | Bulk Actions v

t First Impact Quick Note Actions

Click to edit ( v

>groups or its affiliates
>ut displays all active users from all time and updates their

12



Creating an event on your group's page

STEP 1
On your Dashboard, select the Events tab and click on Add

Event.

@ View Fublic

Page
Send A
¥ Customize ~ User Roles Email Emails
v
& Users ~
Admin students@ouhsc.edu Immec
[ Events ~
]

User Quick Notes are visible to all administrators.

Add Event Template ¥ GivePulse Impacts = Impacts recorded on the platforr
f Total Impacts = Impacts recorded or shared with your
f When selecting "Impacts Data Between" and "Show |

Manage Events mpact data according to the date range selected.

f City, State, Zip or Postal Code Information

Manage Templates
Manage Registrations
Manage Reservations

Manage Shifts

STEP 2
Here you will enter your event's information.

Basic Info Publish

Title *

Test

Description *
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Cover Image *
Click the image to upload your own or tab through the thumbnails to use one from the library. Cover image dimensions should be
at least 908x318 pixels.



STEP 3
Complete the following information:
o Event Title
Event Description
Event Cover Image
Event Administrator
Select whether this is an event or volunteer opportunity
Select event frequency

(¢]
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Basic Info Publish

Title *

Test

Description *

S @B I =viEvy— & % 6 ©

( )

]

p Press O for help 0 words

Cover Image *

Click the image to upload your own or tab through the thumbnails to use one from the library. Cover image dimensions should be
at least 908x318 pixels.

Y
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[Administrcltor ]

Test User - students@ouhsc.edu L4 Display Full Name 4

Event Type *
What kind of event is this?

Donation

Volunteer Event Project Pledge Ticketed Fundraiser Drive

Frequency *

Does this event have asingle start/end time, multiple start/end times or no set date (ongoing)?
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STEP 4
Select the events privacy level (who can see it):
o Public: anyone with a GivePulse account can see it.
o Private - Entire Network: all campuses can see it.
o Private - Primary Network: only members of the OU Health
Campus page can see it.
o Private - Group Only: on those in your group can see it.
o Private - Invite Only: only those with the link to the event
can see it.

(GMT-06:00) Central Time (US & Canada) v

Privacy Level

Determine who can view and register to your event. Learn more

Public N

Public

Private - Affiliate Specific

Address Notes

Provide additional details or instructions if needed

STEP5S
Select Save & Continue.

Save & Continue

15



STEP 6
Next, complete your events Registration Settings. Make sure to
complete the information for each of the following tabs:
o Dates
Settings
Waivers
Notifications
Mobile.

o

(@)

(@)

(e]

Dates Settings Waivers Notifications Mobile

Registration Open Date

Set a specific date and time to start registration, otherwise registration will be open immediately on publishing,
mm/dd/yyyy @ R o

Registration Close Date

Set a specific date and time to end registration, otherwise registration will be open until the event ends.

11/14/2025 i) 11:59 PM ©

Cancel Deadline Date

Allow users to cancel their registration until x hours/days before the event

Anytime before event starts v

Save Save & Continue

STEP 7
Select Save & Continue (make sure to do this for each tab).

Save & Continue

16



STEP 8

If you need to gather any information from your registrants, use
the Registration Form to build your questions. When all your
guestions are completed, select Save.

@ Use a saved custom field, or a canned field by clicking on the "Add Existing Saved Fields" button
@ Create a new field by dragging it from the list of field types on the right.
A Changes will not be saved until you click the "Save" button below on the lower right side.

ion

B Add Existing Saved Fif

%Please list any dietary restrictions:

ion Form ™ Checkbox
ettings BA Date Field

D Document Agreemen
orm

E22 Linked Survey
ttings

X File Upload

H Header
*** Likert
123 Number

= Radiolist Group

B Dropdown | Multisele
O Text Field

B TextArea

STEP 9

Navigate to the Impact Settings tab. Impacts should only be
enabled if this is a volunteer opportunity. If it is, enable impacts
and complete the information on all three tabs (General,
Notifications, and Mobile).

If this is not a volunteer opportunity, disable impacts. Click Save
& Continue.

aare

Impact Settings View

General Notifications Mobile

Allow Impacts

Configure how and when impacts an be created for this event

Allow both users and admins to create impacts N

Allow Early Impacts

Allow users to create an impact before the date of participation

Prefill Impact Hours
Decide whether impact hours will be prefilled based on the duration of the shift or event

Enable Timesheets
Timesheets allow users to record multiple impacts at once. This will enable timesheets for this event, even if timesheets are
disabled at the group level.

Yes 4
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STEP 10
Complete any applicable information on the following tabs:
o Event Settings

o Causes
o Sustainable Development Goals (SDGs)
o SkKills
Registration
Settings
Registration Form
Impact Settings
I Impact Form
Event Settings Drag a field from
Causes
SDGs
Skills
STEP 11

When all information is entered, click on Save & Continue.

Save & Continue

18



STEP 12

Select View to see y our event before publishing it. Select
Publish when your event is finalized and ready to be published.

View Publish

them here. This helps users find your opportunity when

STEP 13

To manage your events, select the Manage Events tab under
Events. Here you can make any necessary edits to your events.

£ Customize ¥

& Users ~

O Event Group Start [
Add Event
Add Event Template O £ Test Test 11712/

I Manage Events

Manage Templates

Manage Registrations
XML RSS iCal FootPrint

Manage Reservations

Manage Shifts

Manage Recurrences

XML feed of your events

Promoted Events

19



Creating a survey
STEP 1

To create a survey, navigate to the Dashboard. Under Surveys,

select Add Survey. To manage your current surveys, select
Manage Surveys.

community engagement activities. Why join?
@ Impacts ~ responses, share insights, provide constructiv
about product features & functions, and more

= Academia ~ get your daily digest.

& Network ~

__ #& Improve Your Group
! is e
RSIe Welcome to your Group dashboard! Here is

you get started and make the most of our sys
check out our brief tour to get a lay of the lar

Manage Surveys

« List your first event
¢ Invite others to join!

&S Resources v

& More Tools ~

$ Payments ~ ) 0 Upcoming Events

STEP 2
Here you will complete your survey information.

» Leadership HSC | Add Survey

‘he University of Oklahoma / OU Health Campus / Student Affairs / Leadership HSC / Surveys / Add

Leadership HSC ~ +

Details
&% Manage
— Title *
¢ Edit Group m o Surveyi m
@ View Public
Page

Cover Image

& Customize v Choose File | No file chosen

700 x 200px
& Users ~
Description
£ Events ~
B I = = = & 4 ©) == <
$ Giving ~

& Imnacts ~



STEP 3
Complete your survey information and click Save.

SITY of OKLAHOMA English v Explore Manage @8 ~ My Activity ~ " HiVanessa @ ~

1ip HSC | Add Survey

»ma / OU Health Campus / Student Affairs / Leadership HSC / Surveys / Add
[ Details ]
Title *

‘ Test Survey|

Cover Image

Choose File | No file chosen

700 x 200px
Description
B I - = LR e @\ o
»ma / OU Health Campus / Student Affairs / Leadership HSC / Surveys / Test Survey / Edit
[ Details ~ Settings ~ Questions  Administrative Fields ]
Administrator * Vanessa Ortiz v
The primary administrator of the survey. You may select a group admin or a parent groups' admin.
Email ificati Primary Ad Only v
When someone fills out the survey, who should get notified? If you select "All Administrators”, then every
admin of this group, or the invited group or the invited event will be notified whenever someone submits a
response to this survey.
Visibility ~ Private Y
Select "Network" to allow any group within your network to use this survey. Select "Private" if you only
want this survey available for this group.
Open Date v v v
Date people can start submitting responses.
Submission Deadline v N v
Date when responses are no longer accepted.
Preview Mode ~ Disabled ¥

When in preview mode, submissions are disabled and people can only preview what the survey looks like.

o TTyes, The survey taker mUST enter therr name and eman. 1T NoT, the User MUSt have an account 1o 1ake the )

survey and must log in first

Can Edit Responses | No v
Allow users to edit their responses after submission? Note: Anonymous users are unable to edit their
responses.

Multiple Responses  Yes ¥

If yes, a user can take this survey as many times as they want. If no, then they will only be able to fil out thd
survey once.

Phone Required No v

Send Claim Account Yes ~

Email Encourage guest users to claim their GivePulse account if they haven't done so yet.

Send Confirm Email Yes v

Send a confirmation email to thank responders for their time

Confirmation Message | Thank you!

P
Optional message to include within the survey confirmation email after a user completes their survey
response. (max 2000 characters)

Save Save and Continue




STEP 4
Under the Questions tab, create your survey questions.

™ Manage Surveys Details  Settings Questions  Administrative Fields

© Use a saved custom field, or a canned field by clicking on the "Add Existing Saved Fields" button
£ Dashboard @ Create a new field by dragging it from the list of field types on the right.
A Changes will not be saved until you click the *Save" button below on the lower right side.

# Edit

B Add Existing Saved F
oy [ stz

fY *What feedback do you have?

? Duplicate & Checkbox

B3 Date Field
% Responses

[ Document Agreem
4 Invites

222 Linked Survey
i Delete L File Upload

H Header

= Likert

123 Number

= Radiolist Group

B Dropdown | Multise
O Text Field

Text Area

Clear = Save

STEP 4
When you have finalized your survey, click Save & Invite. This will
provide you with a shareable link for your survey.

J Text Field

:| Text Area

Clear Save Save & Invite

% STUDENT AFFAIRS
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