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Responsive Design




Public View

COUGAR LINK HOMEPAGE
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f Cougar Link Homepage
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f Cougar Link Homepage

OPPORTUNITY BOARD

Not sure where to start in Kean - Cougar Link?
Choose an option to jumpstart your experience!

Find an Organization Find an Event My Involvement
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f Cougar Link Homepage
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SYSTEM NAVIGATION BAR
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Cougar Link Navigation Bar

Home | Events| Organizations CampusLlinks ~ | Q

DYNAMIC SEARCH
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SIGNING IN TO COUGAR LINK
AND LOGGED IN VIEW
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f Signing In To Cougar Link
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Signing In To Cougar Link

* Enter your Kean
Google username
(without
“@kean.edu’) and
password

« Click “Sign In”
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NAVIGATING TO YOUR
ORGANIZATION’S PAGE
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Logged In Homepage




My Organizations

There are over 200 ways to get involved.

Start yo dventure.

) Sample Organlzatlon ofi Cougar Link

ssoos

Organization Leaders can
access their organization
by selecting it from “My
Organizations” or clicking

“See all my
Organizations™
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Organizations Directory

ne Events Organizations

Organization Leaders can
also navigate to their
organization using the
Organizations Directory by
selecting “Organizations™
from the system navigation
menu at the top.
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Navigating the
Organizations Directory

Browse Organizations Organizations can be found by:
» Searching for keywords
* Applying filters:

— Directory (Alphabetical)

— Categories
Fikters  Cultural Organization
~ Directory ° Fl’atel’nlty

Funded Group

# AB CDE 3
] KLMNOPQRS

« Governmental Group
TUVWXYZ  Greek Org anization
+ Categories ° EtC "
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Leader View

ORGANIZATION PAGE
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4 Organization Page

Prospective Member View
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Organization Page: No Activity

Prospective Member View Leader View
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Organization Page
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Organization Page

Tweets

“ Kean Involvement

Discussion

ﬁ Kean Couga

News
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f Organization Menu

 News

View organization news
Create an organization news article

View full organization profile

Edit organization profile, contact information,
external website and social media links and profile
picture

Detailed contact information for advisor and
executive board members

e Events

View upcoming and past event list

View events calendar

Connect calendar through RSS or iCal feed
Manage events (view or cancel events)

View full organization roster
View organization executive board and leadership

Message members by creating email relays or
through SMS text messages

Manage roster
» Edit positions of members
* Message members

* End memberships to remove former
members

* Invite people to join
* Approve prospective members
Create and manage positions and user permissions




f Organization Menu

o Gallery .

— View organization photo albums
— Upload organization photos
—  Edit photo captions or remove photos

— View organization constitution

— View organization documents (newsletters,
brochures, etc...) and paper forms

— Upload organization documents
e Forms

— Access online forms to complete
—  Create and edit online forms

— Manage (approve or deny) online form submissions ¢

Service Hours

Submit your personal service hours to the
organization for approval

View your personal approved, denied and pending
service hours for the organization for the given
time range

Manage service hours to view all approved, denied
and pending service hours for the organization for
the given time range

Manage service hours by approving or denying
member service hour submissions

Submit service hours on behalf of organization
members for automatic approval

Select and edit organization interests that will
allow users to be matched with the organization

Upload and edit organization cover photos




Organization Administration
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Creating News Articles
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Create News Article
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f Create News Article

Kean - Cougar Link

niatiors  Cumcukims  Campusinks - O Kean®-
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f Create News Article

Kean - Cougar Link Home  Everits 5 Cumulms G = Q  Eean®-
it I AL ek | :
SampleOrganizaﬂonowagathk ;
Headline Image ,d

Choose File |No file chosen

Permissions
ssions will e e
People allowed to view this article: ‘ T S can

‘\n yone J ‘asmpus (Requir:
.-\urnerm cation)
ple on tf

Organization Roster
* Only Organization Members in
Specific Positions

When you are done creating your
News Article, click “SAVE” to
public the article in Cougar Link.
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f Organization News Tips

* Always use proofread your content for
spelling and grammar errors.

« Know your audience (based on viewer
permissions) and target your message.

* News Articles can be used for announcing:
— Organization Accomplishments
— Event Ticket Sale Information
— Application and Contest Deadlines
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Organization Administration

ROSTER & MESSAGING
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Your Organization Roster
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Your Organization Roster

= Roster  Gallery Do

The organ]za':]on’: leaders should
ely displayedion the
’:; rcrs_rer _5/ elecunc"

directory card wrll appear allowing.
the user to see the Iea_Je r’'s email
address and other ]L:’l‘ the leader




Invite People

E-mail addresse§ -
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Messaging
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Messaging

Relays Texts (SMS)

ES CREATE RELAY

Messages can be sent through email
using a relay or through SMS text
message to organization members.
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Create An Email Relay
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Subject Total recipients:

0
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Create An Email Relay

YI.

News  Profile vent: OSter Gallery  Documents Forms — Sery

& BACKTO MESSAGING
Send Message _ R
Step One: Select Recipients.
'S CanAd fn maoamhaoare hr N ‘ecalartad | SELEIGEERE
thegil O Q‘lgr‘r uu'rgl H@IMM%FEEFQ( I'I'IEiIS.TI’lEtEI‘ﬂCCI'EtF_-,f relay w
positions and/or specific members.

1) SEIECTRECIDIENTS

Send to members holding these

1) Select Recipients

3) Generate Relay Addres

Total recipients:

0

Powered by CollegiateLlink. CollegiateLink is part of Campus Labs. @ Copyright 2015 Campus Labs




Create An Email Relay

T e e v oy
News  Profile toster | Gallery

Documents  Forms — Service Hours  Manage -

% BACKTO MESSAGING

Send Message

Use the filters to generate a temporary relay email address

Then send your message to the email addres SIS EE RIS IR eSS E e = NSRS

the filte eria. You can use any email creation tool at your disposal to generate rich-text emails. Tt'Etem|x\oa:rJr) .Id.r]?’us_.? g\é‘”#‘! S.‘ m;;‘lay
1) Select Reci

pie
Step Two: Enter Titl s

- recipients ba "r-sl upon the criteria
= these r these specific

Enlter a name or subject for your selected. Once Qg[fjr)l.ﬂr“—l

relay. “G

e ete
‘GENERATE™ to create

EDIT...

2) Enter Title

3) Generate Relay Address
Subject

Total recipients

19

3) Generate |

Subject Total recipients:

0

Powered by CollegiateLlink. CollegiateLink is part of Campus Labs. @ Copyright 2015 Campus Labs




Sending An Email Using A Relay

Kean - Cougar Link Home Events Organ

Suwupie urgumz.uuuu UL LUUYUr LUK 3" Hi Sample Organization Members!

»

: B Kean - Cougar_Link_5#
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Relay Details

Created By

mple Organization|
Date Created

Details Temporary Relay Address

created By Send your message to this a dres:

Kean Cougar

i

Date Created

015 08:16 PM
I el  Step Four: Send The Message. Once the relay email address is generated, you have 24
PRIV hours to send your email message. To send the message, simply open your email client

(ex: Kean Google) and send your message to the relay address provided. Members will
be able to reply directly to you.

COUGAR
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end Tex

Home Events Organizations Curriculums Campuslinks ~ @ Kean™~

Kean - Cougar Link

Send Text (SMS)

Text messages are only sent to users who have text messaging enabled in their account settings. Due to the nature of SMS messagin
not instantaneous and should not be used as the only means of communication when you need to ensure delivery of a message.

, this method of communication is

(=

1) Send To

All Members

excluding these

Members

EDIT.

2) Compose 3) Send Text Message

Total recipients:

3

Body (140 characters remaining)




Send Text (SMS)

Kean - Cougar Link Home Events (irmanizatinne  Curdicdume  Camooe linke — O Kaan®_

Send Text (SMS)

Text messages are only sent to users who have text messaging enabled in their account settings. Due to the nature of
not instan Fure delivery of

Step One: Select Recipients.
gETE Send to members holding selected
positions and/or specific members.

Only Cei

excluding these

Members

EOIT

3) Send Text Message

Total recipients:




Send Text (SMS)

Kean - Cougar Link Home Events Organizations Curriclums Campuslinks ~ @ Kean®™~

Send Text (SMS)

Text messages are only sent to users who have text messaging enabled in thei
not instantaneous and should not be used as the only means of communicati

3) Send Text Message

1) Send To

Total recipients: m
Only Certain Members All Members

excluding these

Members
lllll h 4 241 AM

EDIT... Gack (2) 1 (410) 100-001

Step Two: Compose Your Message.
Enter the message of your SMS text
message. Your message Is limited to
140 characters.

Step Three: Send Your Text Message.
Review the number of recipients
based upon your filter and the
number of members that have
enabled SMS messaging. You can
preview your message with a test
2) Compose SMS text message. Once ready, click
' 24 “SEND” to send out your text.

BO{W {140 characters remaining)

1d carrier in Your account



Manage Roster

Kean - Cougar Link Home Events Ovganizations Curriculums  Campes Unds - Q0 kean®-
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MAMAGE ROSTER MAMAGE P(

Only Presidents, Secretaries

and/or Primary Contacts

have FULL ACCESS to access
“Manage Roster”

“#COUGAR

http://cougarlink.kean.edu




Manage Roster

Manage Roster

Only Presidents,
Secretaries
and/or Primary

A» INVITE PEQPLE

e

Current

Scott Snowden

&8 Change Primary Contact

END MEMBERSHIP

Contacts have
FULL ACCESS to
access ‘““Manage

Roster”

Primary Contact

Prospective

Pending
il

B MESSAGE ALL MEMEERS E28 SEMD MESSAGE

End Membership:
By checking the box to the left
of the user’s name, and then
clicking “END MEMBERSHIP”’,
the organization may remove
inactive or invalid members
from the organization’s current
and active roster.

Last Name

Oliphant

Current Members:
Only currently active
members should appear on
your organization roster in
accordance with your
organizations constitution. §

Hench

Herrera

Jonathan

Pending Memberships:
Users that have been invited to
join your organization through
Cougar Link, but have not yet
confirmed their membership.
Within the “PENDING” tab,
organization leaders can resend
the invitations to join the
organization.

Prospective Members:
Users that have requested to join your
organization in Cougar Link. These users
should not be approved as members of the
organization until they have fulfilled the
requirements for membership as outlined in
your organization’s constitution. If students
request to join your organization, it may be
useful to contact them and provide them
with membership and meeting information.

Manage Positions

Kean Cougar

Advisor

Director of Public Relations

# President

Secretary
Treasurer

Positions that are disabled may only be
added or re

gved by an administrator.

Edit Position:
To add or remove a
position from a
member, click the
“EDIT POSITION”
button to check or
uncheck the
member’s position
within the Manage
Positions window.
When done, click
“SAVE”.



Organization Administration

‘ﬁ’




Creating An Album

Kean - Cougar Link Home Events Organizations Curriculums Campuslinks - Q0 Kean®.
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Creating An Album

Kean - Ccugar Link Home Events Organizatiuns Curriculums  Campus Links - Q  Kean®-

Roster Gallery Documents

The album permissions will

Creat_e a r_1ame for your determine which users can view
] * Mame
organization’s album and the photos.

enter a description, If you « The Public

Create Album

choose. oo el » Anyone On Campus (Requires
Authentication)
Make this album visible to: ° Only People on the Organization
. Roster

» Only Organization Members in
Specific Positions

Powered by CollegiateLink. Co




Uploading Photos To An Album

Kean - Cougar Link

Sample Organization Album
€ BACKTO ALEUM

Upload Photos
Drag photos here
Choose Files | No file chosen

Caption

http://cougarlink.kean.edu




Uploading Photos To An Album

Upload Preview

& UPLOAD ALL o CANCEL ALL

Preview Caption Manage

s

caption for each photo When you are done, you may select to “UPLOAD ALL”’, “CANCEL ALL”’
or upload or cancel each individual photo by selecting the manage icon to the right of the photo
preview and caption box. When complete, you may return to your album to view the photos.

http://cougarlink.kean.edu
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Organization Administration

DOCUMENTS
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Uploading Documents

Kean - Cougar Link
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f Uploading Documents

Home Even

5 Urganzat I:I|

Select the file you would like to upload.
Accepted file types include DOC,
DOCX, XLS, XLSX, PPT, PPTX, PDF, TXT,
RTF, CSV, JPG, JPEG, GIF, PNG, TIF,
TIFF, SVG, WPS, WPD. The maximum
file size is 10MB.

Enter the title of the
document you would
like to upload.

The Public

When ready, select ““ADD”’ to
upload the document.




Managing Documents

Download the

document

|

Get the document URL
to share with others
for direct access.

Create folders to keep
your documents
organized.

Change the document
type

Delete the document
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f For More Information

e Cougar Link Support
— cougarlink@kean.edu

 Involvement Center
— Miron Student Center rm 303 - 908-737-5270

* Center for Leadership and Service
— Miron Student Center rm 219 - 908-737-5170
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