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Who We Are 
Welcome to the Engage family! We are so excited to begin building your campus’s Engage platform with 
you. This interactive guide is to enhance our time together so we can assess your goals and make a plan for 
your success. As you go through each section, think about what realistically works best for you and your 
team in the time we have before we launch to the rest of campus.  

Our teams 
We take a team approach to developing and maintaining your site so you will hear from more than your 
consultant during your experience with us. Below you can learn more about the rest of our team: 

Onboarding Team: We work with you to implement and build your Engage site. You will talk with us about 
training content, best practices, and process-based questions 

Adoption Team: After you complete onboarding you will meet your adoption consultant who will maintain 
your relationship for the long-term. You can approach them with the same concept questions you would 
ask your onboarding consultant.  

Support Team: Throughout your time with Engage you may have some technical questions or run into a 
site error. Support can work with you through navigation, process, and technical questions. 

• Support Chat Hours: 9:00 a.m.-5:00 p.m. EDT M-F

• Support Phone Hours: 8:00 a.m.-8:00 p.m. EDT M-F

• Phone: 716-270-0000 Email: support@campuslabs.com

Account Manager: Your account manager is here for any contract-related questions. They will work to 
support your campus through the renewal process, explore expanding your portfolio of Campus Labs 
solutions, and adding features to your agreement with us.  

Additional resources: We try to go above and beyond to provide you will all the resources you will need to 
be successful. Check out these tools available to you while you are working on your Engage site.  

• Engage Help Center: Brimming with articles, step-by-step instructions, webinars, and videos.
• Professional services: in-person advising, custom workshops, technical services and more.
• Connect Conference: Come meet our team and the international Engage community in person at

our annual Connect conference. We’ll have professional development opportunities, networking,
live trainings, events and so much more.

• Campus Intelligence: Resources we have created around thought leadership and our research.

https://engagesupport.campuslabs.com/hc/en-us
mailto:support@campuslabs.com
https://engagesupport.campuslabs.com/hc/en-us
https://www.campuslabs.com/services/
https://connect.campuslabs.com/
https://www.campusintelligence.com/
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More About Engage 
Engage is a student engagement platform designed to empower students’ discovery of 
opportunities and taking charge of their own co-curricular involvement, all while streamlining 
administrator workflow and processes. Below are some of the features in Engage to give you an 
idea of what can be accomplished within your site:  

Organization Management: paperless registration, renewal, and position terms and conditions 

Events: sharable event calendar, targeted event promotion, customized workflow, attendance 
tracking, and tailored RSVP functions 

Simplified reporting: User, event, and organization data is all at your fingertips and can be adapted 
to your needs. 

Co-curricular Transcripts: Customized to your campus, students can display all their out-of-the 
classroom accomplishments and record credit-worthy activities.  

User-friendly interface: Students can browse our mobile-compatible site, join events and 
organizations via our Corq app, and communicate with admin on submissions.  

Add-ons that may be in your contract: Ask your consultant for more information. 

• Organization Accounting

• Budget Management

• Elections

• Event Check-in App

• Card Swipe Attendance Tracking

• Co-Curricular Paths
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Who Are You? 
We would like to get to know who we can expect on your team. Everyone on your campus will 
ideally be using Engage soon but who are the crucial people for behind the scenes functions? We 
recommend first bringing in a small group (1-3 people) who will be responsible for the site 
functioning at the highest level and will oversee the users, processes, and data in the site; these 
people will be the Community Administrator(s)*. Once we have our Community Administrators 
selected and trained we can make your separate training plan for people who will perform specific 
day-to-day functions (organization registration, event approval, finance management, etc.) who will 
be Branch Administrators* and student leaders.  
* - More information about these roles in the Role Dictionary (pg. 3-9)

There is a Role Dictionary after the worksheet that goes into more detail for each of the required 
roles for your reference. 

Who should complete this worksheet? 

This worksheet should be completed by the senior sponsor and/or primary contact prior to 
implementation. All roles are required unless otherwise noted as optional. 

How will this worksheet be used? 

We will use this worksheet to coordinate schedules, meetings, and provide appropriate training 
and permissions within Engage. Please refer to the role dictionary for further descriptions, time 
commitments/levels of involvement, and examples from other campuses. 

How do I complete this worksheet? 

Review all potential roles and complete all those that are relevant. This form is a fillable .PDF so 
you can enter your answers right into the electronic version of this document. If you have 
questions, please reach out to your onboarding consultant. 

What else should I consider? 

Roles are not exclusive – An individual may fill multiple roles based on the goals and workflow 
of your institution and a role may be filled by multiple people. The individual(s) will be 
responsible for all actions and time commitments in each role.  
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Your Onboarding and Implementation Team 
Role Name Title Email Phone 

Onboarding Team 

Senior Sponsor 

Community Administrator 

Project Coordinator* 

Additional Contact* 

Additional Contact* 

Additional Contact* 

Technical Implementation Team 

Data Manager 

Authentication Coordinator 

API Manager* 

Additional IT Contact* 

Additional IT Contact* 

Additional IT Contact* 

* - Denotes an optional position

Roles: Snapshot 

Additional (IT) Contact: This is someone who will be a part of the 
team but not the lead contact. Read Branch Administrator in the 
Roles Dictionary for more information.  

Data Manager(s): Responsible for preparing, transferring, and 
managing the updates of the core data files.  

API Manager: Experience with web services and knowledge of 
data exchange methods and can create API exchange for your 
campus.  

Project Coordinator: Some campuses find it helpful to have a 
point-person to oversee the implementation/onboarding 
project details. 

Authentication Coordinator: Configure authentication to establish 
single sign-on and credentialing. 

Senior Sponsor: Cabinet level team members accountable for 
bringing this tool to campus, visioning the strategic use of the 
toolsets, and the success of the Campus Labs partnership.  

Community Administrator: Responsible for successful 
onboarding/training and will be the main site administrator after 
launch. 
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Role Dictionary 
This section will go into greater detail for all the required team roles during implementation. 

Page 8 

Page 9 

Page 10 

Page 11 

Page 12 

Listed in order of significance to a successful implementation 

Community Administrator  

Authentication Coordinator 

Data Manager 

Senior Sponsor 

Branch Administrator* 

API Manager* Page 13 

* - Denotes an optional position during implementation/onboarding

Involvement levels in the Role Dictionary 

High Medium Low N/A 

The identified Dedicate at least Dedicate around Updated on Not involved at 

individual should 3 hours a week to 1-1.5 hour a week progress. May be this level of 

be prepared to: training or to calls and action included in implementation. 

scheduled calls items. conversations or 

and action items assigned 

associated with responsibility for 

implementation. an action item. 
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Community Administrator 
What are the responsibilities of a Engage Community Administrator?  

This role is responsible for the development and oversight of the Engage community and will 
serve as an All-Access Administrator. The Community Administrator will be the main point of 
contact during implementation, rollout, and continued development of the full community. The 
Community Administrator will also be informed about all product updates, additional features 
and integrations, and have direct connection to the Student Engagement consultant. For 
questions that arise regarding the contract, site configuration, or changes to the community, the 
Community Administrator will always serve as the primary point of contact. 

On other campuses, who has been a Engage Community Administrator?  

Community Administrators have held titles such as Director of Student Engagement, Director 
Student Activities, Director of Campus Centers, etc. 

What is the level of involvement and time commitment of a Engage Community 
Administrator in on-boarding and implementation? 

Onboarding 
Technical 

Implementation 

Implementation 

Training 
Launch 

On-going 
Support 

High  Medium  High  High  Varies 

What is the level of involvement and time commitment of a Engage Community 
Administrator after launch?  
The Community Administrator will be a contact point on campus for users as well as a contact point for 
Campus Labs Consultants for regular check-ins around meeting assessment goals, product updates, and 
product communications.   
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Authentication Coordinator 
What are the responsibilities of an Authentication Coordinator?  

Campus Labs connects to campus authentication systems to identify and credential users. The 
centerpiece of each method is a secure transmission of a unique identifier for a user upon a 
successful granting of credentials. The Authentication Coordinator will be responsible for filling 
out the authentication worksheet and working with Campus Labs Technical Specialists to 
complete authentication set up and procedures. They will also need to communicate the 
designated external identifier to all Data Managers and Primary Contacts for the life of the 
Campus Labs product. 

On other Campuses, who has been an Authentication Coordinator?  

Authentication Coordinators have held positions such as Chief Information Officer and SIS 
Administrator; they have also been members of the IT staff who can facilitate authentication set 
up.  

What is the level of involvement and time commitment of an Authentication Coordinator in 

onboarding and implementation?   

Onboarding 
Technical 

Implementation 

Onboarding 

Training 
Launch 

On-going 
support 

Medium  Medium  Low  Low  Low 

Authentication will be the first step completed during on-boarding. The Authentication 
Coordinator will participate in conversations and attend meetings about selecting the appropriate 
authentication method and external identifier. They will also be responsible to make sure all new 
users are added with their external identifier. This could require communication with Data 
Managers and Primary Contacts. 

What is the level of involvement and time commitment of an Authentication Coordinator 
after launch? 

The Authentication Coordinator will maintain the Authentication process and make sure any new 
data managers are aware of authentication procedures. They may occasionally be called upon 
should changes need to be made to the campus’ authentication method or configuration. 

https://campuslabs.zendesk.com/hc/en-us/articles/217717528-Authentication-Integration-Work-Sheet
https://engagesupport.campuslabs.com/hc/en-us/articles/360035935271-Engage-Technical-Implementation-Checklist
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Data Manager 
What are the responsibilities of a Data Manager? 

The data manager will be responsibility for extracting and preparing the required data, 
transferring data to Campus Labs, and serving as the primary campus contact for the Campus 
Labs technical team for the life of the product. The Data Manager(s) must have a thorough 
understanding of the selected exchange type as well as have access to and familiarity with the 
SIS/LMS or other source system where data will be extracted. They will communicate with 
multiple product primary contacts to coordinate the structure of files and the scheduling of 
priorities. Data managers will also need to communicate with the Authentication Coordinator to 
properly use external attributes. 

On other Campuses, who has been a Data Manager?  

Data Managers have held positions such as Chief Information Officer, SIS Administrator or have 
been a member of the IT staff (a programmer, for instance). 

What is the level of involvement and time commitment of a Data Manager in onboarding and 

implementation? 

Onboarding 
Technical 

Implementation 

Onboarding 

Training 
Launch 

On-going 
support 

Medium High  Low Low Low 

The Data Manger will participate in conversations and attend meetings about the design and use 
of data files during on-boarding. They will be responsible for instituting the proper exchange 
system, maintaining ongoing communication with our Technical Implementation Specialists to 
work through the process, and carrying out the actual construction of the Core Data files. 

What is the level of involvement and time commitment of a Data Manager after launch? 

The Data Managers will maintain the data processes, update files when necessary, and be the 
point person for Core Data updates and information. 
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Senior Sponsor 
What are the responsibilities of a Senior Sponsor? 

The Senior Sponsor is the campus leader who is responsible for the oversight of a successful 
Engage implementation and adoption over the long-term relationship with Campus Labs. This 
person is typically involved in the contract approval/renewal stage and offers their team 
strategic vision for campus-wide success with Engage.  

On other Campuses, who has been a Senior Sponsor? 

Often this person is cabinet-level or a division head such as a VP of Student Affairs, Dean of 
Students, or Chief Information Officer. 

What is the level of involvement and time commitment of a Senior Sponsor in onboarding 
and implementation? 

Onboarding 
Technical 

Implementation 

Onboarding 

Training 
Launch 

On-going 
support 

Low Low N/A Low Low 



ENGAGE MIGRATION GUIDE 

P a g e  12 | 22 

Branch Administrator 
What are the responsibilities of a Branch Administrator? 

A branch administrator is a user responsible for overseeing the functioning of an Administrative 
Branch in an Engage community. Branches allow various departments, divisions, or areas of 
university life to operate independently within the system, running processes like the event 
submission processes and organization registration separately. Admin branches can also be 
overseen by different administrative users, allowing staff on campus to independently control 
various features within the site. In the diagram of the Engage structure below, you can see the 
different administrative branches highlighted, showing how different departments might oversee 
different types of organizations. 

On other Campuses, who has been a Branch Administrator? 

Director of Residence Life, Room Reservation Coordinator, Director of Campus Activities, 
Finance Manager, etc. 

What is the level of involvement and time commitment of a Branch Administrator in on-
boarding and implementation? 

On-Boarding 
Technical 

Implementation 

Onboarding 

Training 
Launch 

On-going 
Support 

Medium  Low  Medium  High  Medium 

What is the level of involvement and time commitment of a Branch Administrator after 
launch?  

By default, branch administrators can manage three distinct areas: 

• All functions of the branch organization's public facing page, including news articles,
forms, roster, documents, galleries, etc. for the branch's own organization page

• All functions of the organizations that are housed within that administrative branch;
branch administrators can access the Action Center for any of the organizations within
that branch and create, edit, or delete content on behalf of those organizations

• All Branch Tools for the department or area, including the event submission process,
organization registration, and position templates
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API Manager 
What are the responsibilities of an API Manager? 

The API manager is responsible for the development, maintenance, testing, and support of 
various API’s. API Managers should have a thorough understanding of JSON and RESTful 
services. They will also serve as the primary campus contact for the Campus Labs Technical team 
for the life of the products. The Manager will also need excellent communication skills with end 
users, department members, and management in order to understand business requirements. 

On other Campuses, who has been an API Manager? 

API managers have been faculty members or IT specialists with programming or software 
development experience. 

What is the level of involvement and time commitment of an API Programmer in onboarding 
and implementation? 

Onboarding 
Technical 

Implementation 

Onboarding 

Training 
Launch 

On-going 
support 

Low High N/A N/A Low 

What is the level of involvement and time commitment of an API Programmer after launch? 

The API Manager will maintain the API’s, update or trouble shoot as necessary. 
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What Are Your 
Goals?  
Our onboarding team wants to make sure we are giving you the best experience possible when 
establishing Engage on your campus. Please give some thought on the goal-setting questions below 
before our first call so we can dig a little deeper and create a training plan tailored to you and your 
team. Answer to the best of your ability and if you have many goals – what are the highest priority? 

Three goals for what you would like to see from the Engage experience. 

After your Engage site is established, what outcomes would you like to see on your campus? (Ex. 10% 
boost in event attendance from last year, moving 80% of paper processes to Engage by launch, etc.) 

• _____________________________________________________________
• _____________________________________________________________
• _____________________________________________________________

Three big picture/institutional goals for Engage: 

What is important to campus leadership and how can Engage support your campus’s strategic plan? 

• _____________________________________________________________
• _____________________________________________________________
• _____________________________________________________________

What is going to be the most important information for you to include in reports? 

Engage can give you data on student engagement, event attendance, registration, transactions, and 
much more. If you have reports that need to be passed up the chain – what are they asking about? What 
would you like to know about student engagement on your campus?  

• _____________________________________________________________
• _____________________________________________________________
• _____________________________________________________________
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What is Your 
Timeline?  
Your time is important so planning our training journey is crucial for success. Our flexible training 
timeline is below; we tailor this to your team’s needs and schedules. Most campuses like to take a week 
or so to work through the training videos and complete the associated action items before a consultant 
call. Everyone works at their own pace so enter the general dates that you think will work best for your 
team:  

Engage Core Training: 
• Watch training 1 & 2 and complete the Action Items*

o Consultant Call #1 _________ǂ

• Training 3 + Action Items

o Consultant Call #2 _________

• Training 4 & 5 + Action Items

o Consultant Call #3 _________

• Any modules your campus has purchased and should be prepared for launch to users will be
added after our core training. Plan for at least 2-3 weeks for Budget Management, Organization
Accounting, and Paths; the other modules can be completed with minimal support. If you don’t
know what modules you have – no worries, your consultant will help you plan during the first
call.

• Ideal launch deadline: _________

* We recommend setting aside at least 3 hours to watch trainings and complete the action items before
a call. Some people need more time, some need less but we suggest erring on giving yourself more than
less time.

ǂ Onboarding consultant calls are scheduled for an hour at a time and are best used if all the training 
action items are completed beforehand.  
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Additional 
Considerations 
Now that you have assessed your goals, team, and timeline – let’s think about what will come next. 

Branding and marketing your Engage community: 
This is an excellent opportunity to contact your campus marketing and communications offices for 
support. Branding of your Engage community is a key portion of marketing your site and preparing it for 
launch to your campus. This includes selecting a community logo, the site accent color, and uploading 
cover photos for the public facing side of the site. After you determine how you would like to build your 
brand, you’ll have to let people know how to find it. Campuses have found many different creative ways 
to entice users to their sites. You can learn more about these topics in our Engage Help Center – 
Branding your Engage Community and in our Marketing Kit. Also - Recommended Image Dimensions in 
Engage 

Training the rest of campus: 
After onboarding and implementation you and your team will be the campus experts in Engage; now it is 
time to bring in the rest of the institution. Many campuses first train their branch administrators - 
people who have specific roles in the site but do not need to be involved in overall site administration. 
Next, we recommend training your student leaders who will help with buy-in on campus and will be 
regular users in the site. While you are working on how to train everyone, you can build hype by sharing 
our Intro to Engage video with the rest of campus and executing your marketing plan. After you first 
start working with your consultant, they will share some more detailed training resources. 

Adding organizations 
After importing user accounts and before inviting users to the site, we want to create pages for all of 
your great clubs, organizations, departments, and offices. You have three options to go about this 
process; all are equally as good but take different amounts of time to complete. Not sure which one to 
pick? Ask your consultant and they will help you select the best option for you.  

• Organization Import: Even before you start building anything you can create a .CSV (Excel) of all 
of the organizations you would like in your site and insert it right into Engage. This is the option 
that will take the least amount of time but doesn’t give you as much hands-on practice building 
organizations.

• Make an organization from the Admin area of the site: This will be covered in more detail during 
training and can take more time depending on how many organizations are on your campus. 
Practice makes perfect!

• Have students register their organizations: This will send students through the registration 
process you will build during training. This option will give you the most up-to-date information 
from the group because it will be fully entered by the user after launch.

https://engagesupport.campuslabs.com/hc/en-us/articles/360031370731-Branding-Your-Engage-Community
https://engagesupport.campuslabs.com/hc/en-us/sections/360005988812-Marketing-Kit
https://engagesupport.campuslabs.com/hc/en-us/articles/115004020023-Recommended-Image-Dimensions-in-Engage
https://engagesupport.campuslabs.com/hc/en-us/articles/115004020023-Recommended-Image-Dimensions-in-Engage
https://engagesupport.campuslabs.com/hc/en-us/articles/115001684863-Organization-Imports-Walkthrough
https://engagesupport.campuslabs.com/hc/en-us/articles/115004613906-Introduction-to-Engage-for-Students-VIDEO-
https://engagesupport.campuslabs.com/hc/en-us/articles/115001684863-Organization-Imports-Walkthrough
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Assigning users to groups 
Once you have completed your initial user account import you can assign people to the organizations 
and positions within those organizations with an Involvement Import. This step will come later in the 
training but can be completed pre-launch to help give users a more personalized experience. Ask your 
consultant for more details.  

Release Notes 
We are continuously improving and enhancing Engage so you will want to be in the know on the latest 
updates. Your site will have a link at the bottom of the page to subscribe to Release Notes and see our 
latest developments.  Make sure to sign-up once you can access your Engage community.  

https://engagesupport.campuslabs.com/hc/en-us/articles/204032624-Involvement-Imports-Walkthrough
https://engagesupport.campuslabs.com/hc/en-us/articles/204034294-Account-Import-Guide
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Technical 
Implementation 
Information.  
After looking through these pages, please give them to your Authentication Coordinator who will be 
completing the technical implementation steps. These steps are crucial to the successful start of your 
site.  

Configure Authentication 
Before the onboarding team can begin training on Engage, the technical team must first 
configure authentication integration. This is a necessary step before your Engage community can be 
built, as it will allow for accounts to be created and users to sign into the community using their campus 
credentials. Once this step is complete, the campus implementation team can proceed and begin 
training.  

Populate User Accounts 
We recommend that a campus complete at least one user account import during implementation. 
While authentication allows accounts to be created as users sign in, an account import will pre-create 
accounts so that administrators can assign those accounts roles before the users have even signed in. 
Account imports also allow you to pre-populate the user's name, demographic, and enrollment details 
so that you can leverage this data across Engage and in reports.  

Any campus can complete a manual user import up to three times a year to keep their records current. 
After the initial user import we recommend setting-up automated imports so your user-data will 
automatically update in the system.  Alternatively, some contracts also allow you to use the Engage API 
to create accounts and populate select details. Ask your consultant if API is included in your contract.  

Ideally, at least one account import would be complete before the campus implementation team 
proceeds to the step of populating student organizations into your community. Confer with your 
Onboarding Consultant to determine a target date.  

Create a Vanity URL 
Once your campus implementation team has determined a branded name for their Engage community, 
it's time to create a Vanity URL. While this step can be taken at any time, we recommend setting up the 
vanity URL earlier rather than later so that the implementation team has time to reflect this URL in 
marketing materials, website links, etc. While your original Campus Labs branded URL will remain 
functional, it is ideal for branding purposes if users do not have to learn a new URL shortly after the 
community has launched.  

https://campuslabs.zendesk.com/hc/en-us/articles/217717528-Authentication-Integration-Worksheet
https://engagesupport.campuslabs.com/hc/en-us/articles/204034294-Account-Import-Guide
https://engagesupport.campuslabs.com/hc/en-us/articles/204034294-Account-Import-Guide
https://campuslabs.zendesk.com/hc/en-us/articles/226253688-Engage-Import-Automation
https://engagesupport.campuslabs.com/hc/en-us/articles/360027628671-Using-the-Engage-API
https://engagesupport.campuslabs.com/hc/en-us/articles/360027628671-Using-the-Engage-API
https://engagesupport.campuslabs.com/hc/en-us/articles/204034314-Using-a-Vanity-URL
https://engagesupport.campuslabs.com/hc/en-us/articles/204034294-Account-Import-Guide
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Set Up Card-Swiping 
Check with your consultant to confirm whether your contract includes card-swiping. Your contract may 
also include the Event Check-in App, which for many campuses, makes configuring card-swiping 
unnecessary. If you do choose to implement card-swiping at your campus, this can be done by either 
technical or non-technical users depending on the campus. However, once complete, an account import 
will need to be processed (or automated import updated) to reflect user account IDs.  

Assign API Keys 
If your campus contract includes Application Programming Interface (API) access, you can also assign API 
keys at any point after authentication is complete. Generally, we recommend having a set plan for how 
each user will apply their key before assigning the keys out.  

This information and more is available in our Technical Implementation Checklist.

https://engagesupport.campuslabs.com/hc/en-us/articles/204031974-Card-Swipe-Purchasing-and-Setup
https://engagesupport.campuslabs.com/hc/en-us/articles/360027628671-Using-the-Engage-API
https://engagesupport.campuslabs.com/hc/en-us/articles/360027628671-Using-the-Engage-API
https://engagesupport.campuslabs.com/hc/en-us/articles/115003822846-Campus-Labs-Event-Check-in-App-Walkthrough
https://engagesupport.campuslabs.com/hc/en-us/articles/360027628671-Using-the-Engage-API
https://engagesupport.campuslabs.com/hc/en-us/articles/360035935271-Engage-Technical-Implementation-Checklist
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Glossary of Terms 
Additional Fields 
Additional Fields allow administrators 
to track custom-built information about 
events, organizations, finance requests, 
and users. 

Action Center 
Action Center provides a central hub for 
student leaders and administrators to 
manage their tasks and activities, such as 
approving form submissions or creating 
organization content. 

Alerts 
Your users will never miss an important 
announcement when you utilize Alerts! 
Community Admins can create up to 
(three) simultaneous Alerts, or messages 
that appear front-and-center to all users of 
the community once they log in. 

Branch - $ 
An administrative branch refers to a 
specific division, department, or office on 
campus. Each branch in a community has 
its own administrators with the authority 
to oversee and manage various settings, 
processes, and tools for all organizations it 
oversees. Each site includes one branch 
automatically. 

Branch Administrator 
A branch administrator is a user 
responsible for managing a particular 
branch in the community, overseeing all 
users, organizations, and processes that 
fall under it. Branch admins manage 
processes like organization registration, 
the event request process, and reporting 
for their specific branch. 

Budget Management - $ 
Budget Management helps support 
campus budget review processes, such as 
annual or ongoing student organization 
funding allocations. Budgeting admins can 
configure request requirements and 
reviewer logic. 

Campus-wide Elections - $ 
The Campus-Wide Elections tool allows 
community administrators to create 
elections that can be displayed directly on 
the landing page of your site. With these 
elections, admins can give the whole 
campus or an eligible subset 
access to vote. 

Co-curricular Paths (Paths) - $ 
Co-Curricular Paths is a powerful tool that 
allows institutions to customize curriculums 
that measure and document the depth of 
co-curricular opportunities that extend 
beyond classroom learning. Students 
can easily record and view their progress 
through their defined Paths. 

Co-Curricular Transcript (CCT) 
Students can use Engage to generate 
a record of their out-of-classroom 
involvement, such as their organization 
membership and event participation. 
Community admins can customize 
branding and publication options for CCTs. 

Community 
The Community provides the foundation 
for your engagement platform. Every 
community is managed by community 
administrators who have the authority to 
oversee and manage all aspects of 
the platform. 

Community Administrator 
Community administrators have the 
highest level of access within the Engage 
community. Community admins are 
able to oversee and manage all aspects 
of the community, including branches, 
organizations, and users. 

Community Home 
Community Home is the landing page 
for all users when they first log-in to 
your community. Community Home is 
customized for the user who is logged in, 
showing their memberships, Co-Curricular 
Path progress, and public or community- 
wide events and news. 

Corq 
Corq is a mobile companion app that 
helps promote engagement opportunities, 
allowing students to sort through 
upcoming events and organizations on-the- 
go. Corq is available for iOS and Android 
mobile devices. 

Eligibility Lists 
Eligibility Lists allow election administrators 
the ability to specify the exact sub- 
population that should have access to vote 
on a particular ballot in an election. 

Event Categories 
Event Categories allow you and your 
users to classify events in ways that are 
relevant to your campus community. Event 
categories function as a search option 
within the public event list, allowing users 
to discover events associated with their 
personal areas of interest. 

Event Form 
The Event Form allows you to collect 
information about your students’ events, 
helping you as an administrator and 
your campus event staff make informed 
decisions about the events you 
are reviewing. 

Interests 
Community administrators can create 
Interests that are used to recommend 
involvement opportunities, such as events 
and organizations, to students. Individual 
users and organizations can identify their 
Interests in their personal Engage profiles. 

Involvement Import 
Involvement imports allow community 
administrators the ability to directly 
associate users to organization rosters, 
bypassing the 2-step verification process 
that normally follows a join request or an 
invitation response. 

Message Relays 
Engage allows administrators to define a 
subset of users through a series of filters, 
such as organization type, organization 
category, or position template and 
generate a one-time email address, or relay, 
to send the defined list of users a message. 

Event Check-In App - $ 
Take your engagement on-the-go with 
our easy-to-use Mobile Check-in App. A 
seamless process and intuitive interface will 
make checking in for events a part of your 
campus culture – giving you greater insight 
into your engagement efforts. 

Organization 
Organizations create a central, online 
location for department administrators and 
student leaders to more efficiently manage 
their organizations and stakeholders. 
Each organization consists of a public- 
facing side and an Action Center where 
organization administrators can oversee 
content and activity. 



ENGAGE MIGRATION GUIDE 

P a g e  21 | 22 

Glossary of Terms 
Organization Accounting - $ 
Organization Accounting tools help 
organization treasurers keep track of 
their campus funding. This tool supports 
an auditable allocation and transaction- 
tracking system for campus financial staff. 

Organization Categories 
Organization Categories allow you and 
your users to classify organizations 
into similar groupings. Users can sort 
through the full organization directory by 
organization category, making it easier for 
users to find organizations of interest to 
join. 

Organization Officer/Admin 
An organization officer is a user who 
has permission to manage tools within 
an organization, including the ability to 
create, edit, and delete content or manage 
organization membership. 

Organization Types 
Organization Types allow you to classify 
your organizations based on how you want 
them to behave. Organization types allow 
you to add restrictions to tools, assign 
specific position templates, or customize 
the re-registration process for different 
organizations. 

Position Templates 
Position Templates allow administrators 
a consistent way to manage who holds 
various positions within the organizations 
they oversee. Position Templates represent 
roles like President, Vice-President, 
Captain, Advisor, or Director. 

User Access 
User Access allows you to determine 
or limit the level of management or 
administrative access a user has in the 
system, whether at the organization, 
branch, or community level. 

User Drawer 
The User Drawer is where you can access 
the tools that are specific to you! Here 
you’ll be able to see upcoming events 
you’ve RSVP’d to, complete unfinished 
forms, and update your personal profile. 

Self-Reported Experiences (Experiences) 
Experiences allow admins to collect 
information from students on activities 
they do outside of the classroom that 
aren’t being tracked in Engage. Example 
experiences include honors and awards, 
employment, internships, study abroad or 
research. Users can easily record and view 
their progress through their defined Paths. 

Service Hours - $ 
Service Hours allows users to manually 
submit service hours associated with 
a specific organization. Admins have 
the ability to aggregate this data and 
see the impact users are making in 
their organizations and surrounding 
communities.

$ - indicates an additional feature available for purchase 



ENGAGE MIGRATION GUIDE 

Frequently 
Referenced Support 
Articles 

• Using Engage for Residence Life

• Using Engage for Student Government Initiatives

• Using Engage for Orientation and New Student Programs

• Account Import Guide

• Involvement Imports Walkthrough

• Finance Transaction Imports

• Experience Imports Walkthrough

• The Life Cycle of Managing your Organizations

• Registration Steps Walkthrough

• Updating an Organization as an Administrator

• Assigning Registrations to New and Existing Organizations

• Editing a User’s Memberships

• Setting up your Event Submission Process

• Tracking Event Participation

• Reviewing Submitted Events as a Reviewer

• Community Admin Overview

• Branch Admin Overview

• Engage Community Structure

• Intro to Engage for Students

• Intro to Engage for Campus Partners

https://engagesupport.campuslabs.com/hc/en-us/search/click?data=BAh7CjoHaWRsKwjX%2FbLRUwA6CXR5cGVJIgxhcnRpY2xlBjoGRVQ6CHVybEkiaGh0dHBzOi8vZW5nYWdlc3VwcG9ydC5jYW1wdXNsYWJzLmNvbS9oYy9lbi11cy9hcnRpY2xlcy8zNjAwMDA0NTQxMDMtVXNpbmctRW5nYWdlLWZvci1SZXNpZGVuY2UtTGlmZQY7B1Q6DnNlYXJjaF9pZEkiKTE1YWEzMjY3LTA5ZDUtNGZmYy1iZDNjLTBmNTdmZTk4ZjFlNQY7B0Y6CXJhbmtpBg%3D%3D--3e12ee308359db6ffabd567fba6fb71f81c3bbff
https://engagesupport.campuslabs.com/hc/en-us/search/click?data=BAh7CjoHaWRsKwjqxrHRUwA6CXR5cGVJIgxhcnRpY2xlBjoGRVQ6CHVybEkieGh0dHBzOi8vZW5nYWdlc3VwcG9ydC5jYW1wdXNsYWJzLmNvbS9oYy9lbi11cy9hcnRpY2xlcy8zNjAwMDAzNzQ1MDYtVXNpbmctRW5nYWdlLWZvci1TdHVkZW50LUdvdmVybm1lbnQtSW5pdGlhdGl2ZXMGOwdUOg5zZWFyY2hfaWRJIilkZjBiNTA1Ny0wYTE3LTQzN2QtYTRkYy04MTRmNTdiOTMzMzYGOwdGOglyYW5raQY%3D--43cb046ea9510af6ef04a1204d0c9a3c300ce01b
https://engagesupport.campuslabs.com/hc/en-us/search/click?data=BAh7CjoHaWRsKwgTr7HRUwA6CXR5cGVJIgxhcnRpY2xlBjoGRVQ6CHVybEkifmh0dHBzOi8vZW5nYWdlc3VwcG9ydC5jYW1wdXNsYWJzLmNvbS9oYy9lbi11cy9hcnRpY2xlcy8zNjAwMDAzNjg0MDMtVXNpbmctRW5nYWdlLWZvci1PcmllbnRhdGlvbi1hbmQtTmV3LVN0dWRlbnQtUHJvZ3JhbXMGOwdUOg5zZWFyY2hfaWRJIik4MDYwMDI3Zi1iNTg4LTQ3M2EtYmY3OS1mZmEwNjI4MzU1NGUGOwdGOglyYW5raQY%3D--fec4bf1ae3a6ce4feb21d18c5939873473ef852e
https://engagesupport.campuslabs.com/hc/en-us/search/click?data=BAh7CjoHaWRpBPZQKQw6CXR5cGVJIgxhcnRpY2xlBjoGRVQ6CHVybEkiWmh0dHBzOi8vZW5nYWdlc3VwcG9ydC5jYW1wdXNsYWJzLmNvbS9oYy9lbi11cy9hcnRpY2xlcy8yMDQwMzQyOTQtQWNjb3VudC1JbXBvcnQtR3VpZGUGOwdUOg5zZWFyY2hfaWRJIikzYjY0MmM1Yi0zYzgwLTQzNzktOGE1Mi00OWQ5YTk2YTMzMzUGOwdGOglyYW5raQY%3D--1441881fe1e4dd417bbdd9d8ec4133cb5ff2b52c
https://engagesupport.campuslabs.com/hc/en-us/search/click?data=BAh7CjoHaWRpBHBKKQw6CXR5cGVJIgxhcnRpY2xlBjoGRVQ6CHVybEkiZWh0dHBzOi8vZW5nYWdlc3VwcG9ydC5jYW1wdXNsYWJzLmNvbS9oYy9lbi11cy9hcnRpY2xlcy8yMDQwMzI2MjQtSW52b2x2ZW1lbnQtSW1wb3J0cy1XYWxrdGhyb3VnaAY7B1Q6DnNlYXJjaF9pZEkiKWNmYjg5NWExLWViZjAtNGFlMC05ZjZjLWMwNDZhMmE5OTVmMgY7B0Y6CXJhbmtpBg%3D%3D--d2194b4e1b677a5cc1c55d24b27235acb6d440c4
https://engagesupport.campuslabs.com/hc/en-us/search/click?data=BAh7CjoHaWRpBD5KKQw6CXR5cGVJIgxhcnRpY2xlBjoGRVQ6CHVybEkiZGh0dHBzOi8vZW5nYWdlc3VwcG9ydC5jYW1wdXNsYWJzLmNvbS9oYy9lbi11cy9hcnRpY2xlcy8yMDQwMzI1NzQtSW1wb3J0aW5nLUZpbmFuY2UtVHJhbnNhY3Rpb25zBjsHVDoOc2VhcmNoX2lkSSIpNzQ5ODkwMjktZTU2NC00NDFhLTkyNGItMDI5OGMyMTgyZjQ4BjsHRjoJcmFua2kG--29f4aff42ec19748d2f58b9664e5cbbb9ee1a74b
https://engagesupport.campuslabs.com/hc/en-us/search/click?data=BAh7CjoHaWRpBKBMKQw6CXR5cGVJIgxhcnRpY2xlBjoGRVQ6CHVybEkiZGh0dHBzOi8vZW5nYWdlc3VwcG9ydC5jYW1wdXNsYWJzLmNvbS9oYy9lbi11cy9hcnRpY2xlcy8yMDQwMzMxODQtRXhwZXJpZW5jZS1JbXBvcnRzLVdhbGt0aHJvdWdoBjsHVDoOc2VhcmNoX2lkSSIpODZmMmFjNGMtMDBmMC00ZTQ1LWJlNzEtNjkzNzYxNTBhMjNiBjsHRjoJcmFua2kG--d6529c7e8515674184aa3b0b967e266199916599
https://engagesupport.campuslabs.com/hc/en-us/search/click?data=BAh7CjoHaWRsKwgzR7jRUwA6CXR5cGVJIgxhcnRpY2xlBjoGRVQ6CHVybEkidmh0dHBzOi8vZW5nYWdlc3VwcG9ydC5jYW1wdXNsYWJzLmNvbS9oYy9lbi11cy9hcnRpY2xlcy8zNjAwMDA4MDA1NjMtVGhlLUxpZmUtQ3ljbGUtb2YtTWFuYWdpbmcteW91ci1Pcmdhbml6YXRpb25zBjsHVDoOc2VhcmNoX2lkSSIpNjcyNWQxZjMtNzk2Ny00NzEwLTlhZDItNTM5OWI4MDU0ZGI0BjsHRjoJcmFua2kG--e14244338fe2c80c29c1570f29165434a1bfe560
https://engagesupport.campuslabs.com/hc/en-us/search/click?data=BAh7CjoHaWRpBOpIKQw6CXR5cGVJIgxhcnRpY2xlBjoGRVQ6CHVybEkiZGh0dHBzOi8vZW5nYWdlc3VwcG9ydC5jYW1wdXNsYWJzLmNvbS9oYy9lbi11cy9hcnRpY2xlcy8yMDQwMzIyMzQtUmVnaXN0cmF0aW9uLVN0ZXBzLVdhbGt0aHJvdWdoBjsHVDoOc2VhcmNoX2lkSSIpNTEyZGEyYjctYzI5Ni00MjdlLWJiMjUtMDM1MjNmNzgyNmFiBjsHRjoJcmFua2kG--0cc6f3760600b55f11bde58d32abf260fb7c82ae
https://engagesupport.campuslabs.com/hc/en-us/search/click?data=BAh7CjoHaWRpBKJKKQw6CXR5cGVJIgxhcnRpY2xlBjoGRVQ6CHVybEkicmh0dHBzOi8vZW5nYWdlc3VwcG9ydC5jYW1wdXNsYWJzLmNvbS9oYy9lbi11cy9hcnRpY2xlcy8yMDQwMzI2NzQtVXBkYXRpbmctYW4tT3JnYW5pemF0aW9uLWFzLWFuLUFkbWluaXN0cmF0b3IGOwdUOg5zZWFyY2hfaWRJIikzOGU2MWJiNy00NTc2LTQ3ZjYtYTdjMC0xMTZlNGFkMTcxZmQGOwdGOglyYW5raQY%3D--50858c44f39c87e8b8d57f746b9cf8582c3f8094
https://engagesupport.campuslabs.com/hc/en-us/search/click?data=BAh7CjoHaWRpBJpIKQw6CXR5cGVJIgxhcnRpY2xlBjoGRVQ6CHVybEkif2h0dHBzOi8vZW5nYWdlc3VwcG9ydC5jYW1wdXNsYWJzLmNvbS9oYy9lbi11cy9hcnRpY2xlcy8yMDQwMzIxNTQtQXNzaWduaW5nLVJlZ2lzdHJhdGlvbnMtdG8tTmV3LWFuZC1FeGlzdGluZy1Pcmdhbml6YXRpb25zBjsHVDoOc2VhcmNoX2lkSSIpMzlmODMxOTctNjUyYS00YTQ3LTliMjAtMDlhNjZkZTIxOGNjBjsHRjoJcmFua2kG--54e11c2ab4a1fcf16104d7b9c9502449ea481bff
https://engagesupport.campuslabs.com/hc/en-us/search/click?data=BAh7CjoHaWRpBAZLKQw6CXR5cGVJIgxhcnRpY2xlBjoGRVQ6CHVybEkiYmh0dHBzOi8vZW5nYWdlc3VwcG9ydC5jYW1wdXNsYWJzLmNvbS9oYy9lbi11cy9hcnRpY2xlcy8yMDQwMzI3NzQtRWRpdGluZy1hLVVzZXItcy1NZW1iZXJzaGlwcwY7B1Q6DnNlYXJjaF9pZEkiKTM3ODJhZGVkLWM0MGItNGQ5Yi04ZTdjLTMwOTk2MjY3YmRhNQY7B0Y6CXJhbmtpBg%3D%3D--248d2fec348c33437ef1e9abf53e42c42584ac0e
https://engagesupport.campuslabs.com/hc/en-us/search/click?data=BAh7CjoHaWRpBPBHKQw6CXR5cGVJIgxhcnRpY2xlBjoGRVQ6CHVybEkibmh0dHBzOi8vZW5nYWdlc3VwcG9ydC5jYW1wdXNsYWJzLmNvbS9oYy9lbi11cy9hcnRpY2xlcy8yMDQwMzE5ODQtU2V0dGluZy11cC15b3VyLUV2ZW50LVN1Ym1pc3Npb24tUHJvY2VzcwY7B1Q6DnNlYXJjaF9pZEkiKWMxNTZmNDU1LTA2OTktNGYwYy05ZTIyLWM0OGUyNTQ0ODRjYgY7B0Y6CXJhbmtpBg%3D%3D--c70333884f8244ccc61192e0ecaf2e7ef41cb454
https://engagesupport.campuslabs.com/hc/en-us/search/click?data=BAh7CjoHaWRpBCJIKQw6CXR5cGVJIgxhcnRpY2xlBjoGRVQ6CHVybEkiYmh0dHBzOi8vZW5nYWdlc3VwcG9ydC5jYW1wdXNsYWJzLmNvbS9oYy9lbi11cy9hcnRpY2xlcy8yMDQwMzIwMzQtVHJhY2tpbmctRXZlbnQtUGFydGljaXBhdGlvbgY7B1Q6DnNlYXJjaF9pZEkiKTI2YjlmNWIwLThmZjMtNDlhNi1hMjQwLTQ3OGY2MDc2MjUzYgY7B0Y6CXJhbmtpBg%3D%3D--5851acae2f54ef1ee2f7e318b6ed6157a3c63c34
https://engagesupport.campuslabs.com/hc/en-us/search/click?data=BAh7CjoHaWRpBARIKQw6CXR5cGVJIgxhcnRpY2xlBjoGRVQ6CHVybEkibmh0dHBzOi8vZW5nYWdlc3VwcG9ydC5jYW1wdXNsYWJzLmNvbS9oYy9lbi11cy9hcnRpY2xlcy8yMDQwMzIwMDQtUmV2aWV3aW5nLVN1Ym1pdHRlZC1FdmVudHMtYXMtYS1SZXZpZXdlcgY7B1Q6DnNlYXJjaF9pZEkiKTAyZjQ3MjBiLTFkNzItNDI2Yy05N2YyLTE0Y2M4NWM4MzE3YwY7B0Y6CXJhbmtpBg%3D%3D--39136c1e89f821da2b55112d20d720da1a8dd1ca
https://engagesupport.campuslabs.com/hc/en-us/search/click?data=BAh7CjoHaWRsKwiTRbnRUwA6CXR5cGVJIgxhcnRpY2xlBjoGRVQ6CHVybEkiaWh0dHBzOi8vZW5nYWdlc3VwcG9ydC5jYW1wdXNsYWJzLmNvbS9oYy9lbi11cy9hcnRpY2xlcy8zNjAwMDA4NjU2ODMtQ29tbXVuaXR5LUFkbWluaXN0cmF0b3ItT3ZlcnZpZXcGOwdUOg5zZWFyY2hfaWRJIillZjllY2M2Yi04YTlmLTQ1M2QtYmE3My03NzBiMWE0YTk4YWUGOwdGOglyYW5raQc%3D--c67579f75fc234299fa49a526a6b9cf0a6c6c4dc
https://engagesupport.campuslabs.com/hc/en-us/search/click?data=BAh7CjoHaWRsKwj%2F77bRUwA6CXR5cGVJIgxhcnRpY2xlBjoGRVQ6CHVybEkiZmh0dHBzOi8vZW5nYWdlc3VwcG9ydC5jYW1wdXNsYWJzLmNvbS9oYy9lbi11cy9hcnRpY2xlcy8zNjAwMDA3MTI3MDMtQnJhbmNoLUFkbWluaXN0cmF0b3ItT3ZlcnZpZXcGOwdUOg5zZWFyY2hfaWRJIikxN2M0ZjJjYy01ZTA1LTRkNDAtYjYzMi0zMmFjZjcxY2VmMTQGOwdGOglyYW5raQY%3D--556b5c9ed9e0701bc9334458cfbe511096aa571f
https://engagesupport.campuslabs.com/hc/en-us/search/click?data=BAh7CjoHaWRsKwiSR77GGgA6CXR5cGVJIgxhcnRpY2xlBjoGRVQ6CHVybEkiZ2h0dHBzOi8vZW5nYWdlc3VwcG9ydC5jYW1wdXNsYWJzLmNvbS9oYy9lbi11cy9hcnRpY2xlcy8xMTUwMDM1MDg2MjYtVGhlLUVuZ2FnZS1Db21tdW5pdHktU3RydWN0dXJlBjsHVDoOc2VhcmNoX2lkSSIpOTYzOGQxODQtZDgzZC00ODM3LThhMDAtNDQzNTM2YjI3YzNiBjsHRjoJcmFua2kG--1935c1767202daab334047d215a61ea8910be01e
https://engagesupport.campuslabs.com/hc/en-us/search/click?data=BAh7CjoHaWRsKwgSJc%2FGGgA6CXR5cGVJIgxhcnRpY2xlBjoGRVQ6CHVybEkic2h0dHBzOi8vZW5nYWdlc3VwcG9ydC5jYW1wdXNsYWJzLmNvbS9oYy9lbi11cy9hcnRpY2xlcy8xMTUwMDQ2MTM5MDYtSW50cm9kdWN0aW9uLXRvLUVuZ2FnZS1mb3ItU3R1ZGVudHMtVklERU8tBjsHVDoOc2VhcmNoX2lkSSIpMDhkOTFkZGEtN2VlNi00OWIzLTlkOGUtNzM3OWM5YjZhODEyBjsHRjoJcmFua2kG--d9da99471373d888d2638b02713776cba7906c08
https://engagesupport.campuslabs.com/hc/en-us/search/click?data=BAh7CjoHaWRsKwh68%2BPGGgA6CXR5cGVJIgxhcnRpY2xlBjoGRVQ6CHVybEkiemh0dHBzOi8vZW5nYWdlc3VwcG9ydC5jYW1wdXNsYWJzLmNvbS9oYy9lbi11cy9hcnRpY2xlcy8xMTUwMDU5Nzc0NjYtSW50cm9kdWN0aW9uLXRvLUVuZ2FnZS1mb3ItQ2FtcHVzLVBhcnRuZXJzLVZJREVPLQY7B1Q6DnNlYXJjaF9pZEkiKTBhYWQwYWU0LTM5MzktNDRmMi05YWY0LTlhOGJkYTA3MTYyMAY7B0Y6CXJhbmtpBg%3D%3D--f6357f84fa8c4e80ce3b375ad1e1e2a0acbd64d3

	Ideal launch deadline: 
	Senior Sponsor: 
	Additional IT Contact_3: 
	Community Administrator: 
	Project Coordinator: 
	Additional Contact: 
	Additional Contact_2: 
	Additional Contact_3: 
	Data Manager: 
	Authentication Coordinator: 
	API Manager: 
	Additional IT Contact: 
	Additional IT Contact_2: 
	Your Goal #1: 
	Your Goal #2: 
	Your Goal #3: 
	Institutional Goal #1: 
	Institutional Goal #2: 
	Institutional Goal #3: 
	Reporting Goal #1: 
	Reporting Goal #2: 
	Reporting Goal #3: 
	Week of: 


