The ASU Experience Database

A step-by-step guide to entering and maintaining community outreach

information in the ASU Experience database



The ASU Experience Database
A step-by-step guide to entering and maintaining community outreach information in
the ASU Experience database. Community outreach information collected is

displayed on the ASU in the Community website.
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Logging into the ASU Experience database

The ASU Experience database collects community outreach program information.

1. Go to http://community.uui.asu.edu/add.asp and click on Log-in to add or update your program
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2. Enter your ASURITE UserID and password

Note: To enter the ASU Experience database, you must log-in from the ASU Experience homepage
(http://community.uui.asu.edu/add.asp).
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Adding a new program
Navigate to your department

1. Select the major organizational area/affiliation that your department/unit falls under. Continue selecting the
appropriate organizational levels to drill down to your department/unit.

You can also search for your department/unit by keyword.
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If your department/unit does not appear in the list, you can add your department/unit by clicking on add your
department to the list. You will then be required to select your major organizational area and enter the
requested information.
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3. Alist of programs already entered for your department will be displayed.

4. Select Add New Entries from the options on the left side of the page.
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Adding a new program
Enter community outreach program information

1. Enter General Program Information
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Information collected on this page:
e Program Title: Title of the program

e Location and Address: The exact location(s) where the outreach activity occurs. If program locations
vary based on community requests, please include the most recent locations. Complete address
information (street address, city, zip code) is required for program locations to be mapped on the
interactive mapping tool (http://community.uui.asu.edu/map.asp).

e Contact Name: Primary contact for the program. Will be displayed in the program summary.

e Contact Phone: Phone number for the primary contact person. Will be displayed in the program
summary.

e Contact Email: Email address for the primary contact person. Will be displayed in the program
summary.

e Submitter’'s Name: Name of the person entering the program into the database (if different than the
contact name). Communication from the database trustees will be directed to this person instead of the
program contact. Will not be displayed in the program summary.

e Submitter's Email: Email address for the program submitter. Will not be displayed in the program
summary.

o Website Address: Program website.

o Brief Description: Briefly describe what the program is and what it does, specifically the benefit to the
community.
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e Partners: Partners include any organizations inside and/or outside of ASU that work with the program
to provide the outreach opportunity. Programs that are co-sponsored by multiple ASU departments can
list the other participating ASU departments as partners.

2. Enter Community Outreach Program Details

e Primary Impact Area: The primary impact area describes the general subject category for the program.
Programs are identified on the interactive mapping tool (http://community.uui.asu.edu/map.asp) by the
primary impact area. Select one.
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Arts and Culture

Business and Economic Development
Public Policy

Education

Environment

Health and Wellness

Human Rights

Technology

Other

e Secondary Impact Area: Secondary impact areas can be specified to further describe the program. For
example, Ecology Explorers could have Environment as a primary impact area and education as a
secondary impact area. Secondary impact areas are not mapped, but they are included in search results.
Choose all that apply.
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Arts and Culture

Business and Economic Development
Public Policy

Education

Environment

Health and Wellness

Human Rights

Technology

Other

e Audience: Audience specifies the community members that benefit from the outreach program.
Choose all that apply.
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Business

Schools

Pre-School Children
K-8 Students

High School Students
Families

Retirees

Teachers

School Administrators
General Public

Other

e Semester Offered: Select when the program takes place:
o Continuous year-round

Fall

Spring

Fall and Spring

Summer
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Congratulations!
If your program is community outreach only, you have completed the program submittal process. Your program

will be assigned a tracking number then reviewed by a database trustee. An email regarding the status of your
program entry will be sent to you shortly after the program is reviewed.
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Modifying/Updating Program Details

The accuracy of programs on the ASU in the Community website is dependent on the program coordinator’s
maintenance of the program details. Please remember to update your program as details change, such as
locations, when the program is offered, etc.
To modify program details:

1. Log in to the database and navigate to your department as described on pages 3 and 4 of this guide.

2. When you arrive at your department page, a list of programs will be displayed.

3. To modify a program, select the program by clicking on the round check button in the first column then
choose Make Changes
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Inactivating a program

Programs that are no longer taking place or are temporarily on hold should be inactivated. Inactive programs
are still in the database, but they are not searchable on the ASU in the Community website.

Inactivated programs can be reactivated at any time.

To inactivate a program:
1. Log in to the database and navigate to your department as described on pages 3 and 4 of this guide.

2. When you arrive at your department page, a list of programs will be displayed.

3. Select the program to be inactivated by clicking on the round check button in the first column, then
choose Inactivate.
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Reactivating a program
1. Log in to the database and navigate to your department as described on pages 3 and 4 of this guide.
2. When you arrive at your department page, a list or programs will be displayed.

3. Click on View Inactive Entries from the list of options on the left side of the page. A list of inactive
programs will be displayed.

4. Select the program you wish to reactivate by clicking on the round check button in the first column of
the table then choose Activate.
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