Alumni-Created Groups: Setup, Membership, Messaging
An alumni-created group (ACG):

Is a casual non-official group created around a common theme or interest.
Can be created at any time, without notifying SAA

Can only be created by Stanford alums

Can only be joined by Stanford alums

Can be regional (based in a specific location, i.e. "Rock Climbers of El Paso," or global "Stanford Rock
Climbing Alums.")

Can be public, semi-private, or private

Does not take in funds and is not covered by SAA liability

Is accessible from www.stanfordalumni.org website

Enables you to view your full group membership

Enables you to message all group members

Sample Alumni-Created Group (admin view):
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Members: 3 Member(s)

Description:

Welcome to the El Paso Fuzzy Dogs Appreciation Group Actions
Group! Fellow Stanford alums are welcome, We get

together often for great events with fuzzy dogs. © Manage Group

w Manage Member
o Imvite Users

EP Fuzzy Dog Stanford Picnic m “ Delete Group

w0 Join Group

Ewvery year, the EFFD Appreication Group gets together to hold a fantastic picnic,
replete with cardinal-colored Kool-&id, J-ello, bundt cake, and more! Coming s00n, stay
tuned for details, Bring your fuzzy dog, of course! Gal |E!I’§|II m
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INITIAL
SETUP

Creating an ACG:

The first step is to log in to www.stanfordalumni.org using your username and password. Once logged in, enter the

Groups (https://pgnet22.stanford.edu/get/page/groups/main) section of the site. Click the "Create a Group" tab on
the right-hand corner of the Featured Groups box.
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rw Groups Home - Mozilla Firefox g@
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Groups

All types of Stanford groups are right here, Find a group of alumni who enjoyved
similar Stanford experiences or a group that's all about where you are in life now.
Yait—why pick just one? Join as many as you'd like or start your own,

Featured Groups

Official Stanford Club Volunteer

Group | Manage Group
Region: Global

Category: Mone

Members: 0 Members

BROWSE 4

ay Interest

Group Home
Description: For club leaders [or thoze interested in becoming club leaders!) to
zhare information, ask guestions, and generally just help each other out.

Blogs

Dis
Book

Filter by: | Al Schools u Sort by | Date of Creation u

You will be taken to the New Group: Admin Panel page.
New Group Admin Panel: Group Settings

This page( allows you set up the basic information for your group and enable optional features such as additional
pages and modules. Starred fields are required.


http://www.stanfordalumni.org/
https://pgnet22.stanford.edu/get/page/groups/main

File Edit Miew History EBookmarks Tools  Help

J '. Groups Admin Settings | - F
[}

LT Group Pages

Group Mame: El Pazo Fuzzy Daogs appreciation Group
MR IR Image:

Upload new picture:

File types should be in PMG, JPEG, GIF format. File size limit 10 MB. |f ywour upload does not wark,, try a
smaller picture, We recommend square images of 150 x 150 pixels ar larger. The image will be uploaded when
the Sawe button below i= clicked.,

Group Description: *
B I U A -

Wielcome to the EL Paso Fuzzy Dogs Appreciation Group! Fellow Stanford alums are welcome. We get together
often for great events with fuzzy dogs.

343 Characters remaining P [il

1< | I | [&]

Done 8

Initial Fields

Group Name: Enter the group name here; the name can be edited in the future.

Upload new picture: Use the browse button to select a picture from your computer and upload it onto the site. This
picture will display as your Group Picture

Group Description: The required group description should be short, engaging, and get your point across as to what
your vision for the group is. This is displayed not only on your home page, but also as the blurb describing your group
in the general Group listing page. Think of this as the "introduction" many alums will get to your club.

Spotlight

The spotlight) section allows you to create a box of information at the top of your page that can serve to highlight
upcoming events, news, or anything you want your visitors to see immediately. The spotlight can be turned off,
changed, or updated at any time.

To create, check the "add spotlight" box, create a title for your spotlight and fill in the text for your message.
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Spotlight:

Add Spotlight
Spotlight Title:
EF Fuzzy Diog Stanford Picnic

BI 1
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Spotlight
B 7 U A -

Every year, the EFFD appreication Group gets together to hold a fantastic picnic, replete with cardinal-
colored Kool-Aid, J-ello, bundt cake, and more! Coming soon, stay tuned for details. Bring vour fuzzy dog, of
course!
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Group Settings

The settings(s) helps makes it easier to find for interested parties.

Group Join Type: A group can be set a public, private or semi-private. Once set, this cannot Once set, this cannot be
changed by the group owner. Contact the SAA if you need to edit this.

e Public: viewable to all, and anybody may join.
e Semi-private: viewable and searchable by all; the owner must approve requests to join.
e Private: cannot be searched for on the general site, and members can only join by invitation.

Group Categories: Select your most applicable category from the drop-down menu. Alumni will be able to filter for
your group category on the general Group page.
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Group Settings -~
Group Join Type: *

Group Categories: *
[ Life & leisure | v

Current Categories: Life & leisure

Region:

O Glaobal [default)

® Regional —
< ¥
Done

Region: This setting will determine whether your group is searchable by region in addition to the categories you
selected above.

e Regional: A group is regional if it is tied to a map-able location (i.e. Chicago, Northern California, Europe).
e Global: A group is global if the interest is not tied to a particular area. "Alums Who Love Ice-Cream" would be
one example of this.

Group Location

The required country and zip code fields will only appear if your group is regionala).

Country: defaults to the U.S. This is the main filter for international groups, so please be sure to change this to the
correct country if your group is outside the U.S.

Zip/Postal Code (for regional groups only): select a zip code to "map" your group to. This can be the location
where most events may be held, or simply a centrally-located zip associated with your city.

How do zip codes work and why do they matter? Stanfordalumni.org now allows alums and visitors to search for local
groups by city or zip code. Visitors will enter their own zip code and indicate the radius they would like to search within
that zip code. For example, a person could search for any club/group within 25 miles of zip code 94305. If the group
falls within that radius, it will be included in their search results.

Mailing Address - This is not required for alumni-created groups, but you may enter a mailing address if you wish to
keep one on file. This does not have to coincide in any way with the map-able address. Some clubs use a volunteer's
address to receive mail, others have set up a P.O. Box for club mail - such as mailed-in membership checks or
registrations.



Group Location

Country: *

Select the location you would like to be associated with wour group.
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[ Urited states

Zip/Postal Code: *

88007

Group Mailing Address

Country:

This address will have no effect on where a regional group is listed within the site and is onky used for either
alurnni or Stanford when they need to mail a group.

United States

Street Address:

2121 Happy Street

City:

|Narnia

State:

| Califormia

Zip Code:

| 94308

I B3

Group Modules

Optional group functionalities can be set here. The status can be set from Disabled (they will not show up on your
group page) to Enabled by pressing the "edit" link. Each module will be described in more detail in the document,
“Optional Module Setup.”

When disabling and enabling modules, you will be taken to a different page, so please make sure to save your work

first!
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<., Groups Admin Settings

Confirm Ed

This link will take vou to a new page. If you have any

unsaved changes, they will be lost, Press cancel to
return to the page and save changes or press continue
o go to wour selected page.

Done
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Saving

Once you are done with the steps above, you can "Make Live" and have your group become active on the SAA site, or
"save as pending" if you'd like to review later before sharing your group with the world. Be sure to check the content

certification box.
Once you've saved, you can be done, or explore the optional Group Modules below.

Your group will not be visible on the SAA page until you "Make Live." If you keep it as pending you can find the
club again by selecting "My Groups" from the Group homepage.

ADDITIONAL
PAGES

Admin Panel: Group Pages

Up to three additional “blank” pages are available for you to customize your group site. Use them link to other sites,
list past events, etc.

The Group Pagesq) tab is situated right beside the Group Settings tab.
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El Paso Fuzzy Dogs Appreciation Group: Admin Panel

Group Settings [RGCIHIE TS

Groups Pages

Past Events m

Past Group Event Planners [ET4

Edit Page

Page Name: *
Eest dog parks in El Paso

Status: *
Page Content: *
B 7 U & i= = |
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The best parks in EL Paso are..|
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Page Name: Name your page

Status: Set the status to "enable"



Page Content: The WYSIWIG (glossary) editor allows you to enter the content on your page without needing to know
HTML.

When finished, you may save and preview your page.

Edit group pages(): As you add more pages, they will be listed on the top section under the Group Pages heading,
and you may edit them by selecting the "edit" link beside each one.
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MAKING YOUR
GROUP EASY
TO FIND

Now that you've created group and completed your webpage, it's important to make it easy for alums to find your
group! Groups are searchable from several sections of the website:

From Where I Live, alums can search for groups, events or alumni in a radius from a selected location. Your group zip
code, which you entered in the group settings page if you are a regional group, is very important as it is what
determines where your club will pop up if an alum does this search:

w Where | Live - Stanford Alumni Association - Mozilla Firefox g@
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<. Where I Live - Stanford Alumni Asso... I -+ |

Where | Live

wwhether wou live just blocks from the Farm or on the other side of the world,
stanford is always right in yvour backyard. Find groups and clubs, events, and
alumni wherever yvou are—and wherever wvou go.
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Show me Stanford where | live: International
A iles of  San Joze L o | 95110 m

Groups & Clubs Events Alumni A
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Done




Alternately, alums can search for clubs using keywords in Groups and Club page. The Search Groups function pulls
from the group name and group description. However, to make your club even easier to find, you can tag your
club with different keywords that an alum may be searching for.

In the search below, we have searched for football alumni. Since the name of the group is the Stanford Football
Alumni, the club has appeared. But notice the description does not mention athletics, varsity sports or any of the
other search terms a common alum may use. If we were to search using just "varsity sports", the group would not

pop up.

@ Groups - Stanford Alumni Association - Mozilla Firefox g@
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J. '. Groups - Stanford Alumini Association | + | F
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hitps:ffalurnni, stanford, edufgetpageforoups ?search=Foctballal 7 - |

Search Groups
All types of Stanford groups are right here, Find a group of alumni who enjoyed

similar Stanford experiences or a group that's all about where yvou are in life now, faatball alumni
Wait—why pick just one? Join as many as you'd like, Or create your own using our

quick-start guide. m

Featured Groups

Groups You May Be
Interested In
Beyond the Farm Project Leaders
Sl Region: Global Join Group
IR Category: Wolunteering,Wolunteerng for Manage Group
Stanford,Volunteering in General
Members: 57 ihembers

s Stanford Club of

West Los Angeles
Ch - Loz Angeles

Stanford Club of
Description: The group iz for Project Leaders for the Bevond the Farm t, European Leaders
community service program or thoze who are interezted in learning maore about S | Global

thiz volunteer opportunity,
Stanford PASU
3 Alumni & Friends
Global
o Washington DC Stanford Association

b |. Jain Group See More »»
Manage Group

[ re——

win .| Region: Washingtan DC, dtaryland, Virginia,
and West “irginia
Category: Mone

Members: 1117 Members Club Leader Tools
Description: Whether vou want to meet new people, reconnect with fellow Everything vou need to know
alums or explore great D.C.-area activities, the Washington, DC Stanford about starting or running an
fzzociation (WDCSA) haz zomething for wou! official Stanford alumni club,

Join Taday Club Leader Resources »

| Filter by n | Select a school n | Sort By n m

Stanford Football Alumni

Region: Global Join Group
Category: Career/Professional Manage Group
Interest,5tanford Life M
[i] | I | m
Done L11




But if we tag the group with these keywords, then alums who use these terms will get the Stanford Football Alumni in
their results. Tags can be found in the right-hand corner of your club home page.

@ Groups: Group Overview - Stanford Alumni Association - Mozilla Firefox g@
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Stanford Football Alumni Group Links
Group Home
Contacts: Craig Albrecht [send message] ”":Emt'el"s
L Discussion
B Region: Global Gallery

Members: 7 Member(s]

The group serves as a resource for alumni of the

ErVEs Group Actions
Stanford University football team to meet, network,

and stay connected. Manage Group
Manage Member

alurnni. stanford. edus goto/ Stanford_Football_Alurnni Invite Lsers
Delete Group
Join Group

This growp Is an alomnlcreated grodp and is not @ chartered or official Stanford University groge.

Tags
MNewest Group Members See all members »

Football, warsity football

\ Add Tag:

kr. Aaron Jason Hazelrigg p—

1995 AB Economics #dd as friend

Home: Hermoza Beach, CA Enlauncdkau;eerssage

My tags | Al tags m
]

[i] 1 | Iil
Done Ili

Use a variety of keywords when tagging your group. For example, where there are multiple clubs and groups in a
state, groups can tag themselves with the state name. The El Paso Fuzzy Dogs Appreciation Group may want to use

the tag "TEXAS" in case someone is searching for all groups in Texas from the search field, instead of going to the
Where I Live page.

Tagging markedly increases the chance of an alum finding your club.

If you wish to remove a tag, click on the "my tags" link, select the tag from the list you will be presented, and then
press delete in the page that follows.



MANAGING ACG
MEMBERSHIP

The membership module allows you to keep track of your group members, block members, message members, and
assign members roles (to post to the blog, for example)

Members can be accessed from the Manage Membersq) link under the Group Actions menu on your Home page.
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<. Groups Overview -

FPRIMT SHARE

Paso Fuzzy Dogs Appreciation Group Links
Group Home
Events
Discussions
Contacts: #As. Alegria Salaices . 2001 AB Psychology, g\zl:l::rs
2001 At4 Sociology [ send message ) Blog
R X Fast Events
Region: El Paso, Texas & Southeast Mew dMexico Past Group Ewvent Planners
Members: 3 Member(s)
Description:

Welcome to the EL Paso Fuzzy Dogs Appreciation
Group! Fellow Stanford alurms are welcome, We get
together often for great events with fuzzy dogs.

Group Actions

Manage Group
Manage Member
Invite Users
- - Delete Group
p
Fuzzy Dog Stanford Picnic [ Eait | Join Group
ry wear, the EPFD Appreication Group gets together to hold a fantastic picnic,

=te aith cardinal-calared Koal-aid - -slla boindt cake and marel Camino sann ot asw [1]

B[y
=

https:/fpgnet 13, skanford, edufget/pageigroupsfadminimember s group_id=00359941 34

From the membership page, see all current or cancelled members from the appropriate tabs.
As membership grows, you can easily find a specific member by searching for them within your membership.

You can also filter your membership based on group role (if they have been assigned one) or join date.
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Search Group Members

First Mame Last Name

semen [ Goar

Shaw Al n [ sort by last name (4-2) n

Tom Maravilla
1977 Math/Computat 5ci

Unofficial Group Default Plan Remoie
Member Since: 04/13/2010 Block
Send Meszage
Role:

.
< | 1y | [»]

Done a8

Specific Action
When you have located the group member you need, you have several action options.

e Make Contact: makes this member the Contact Person for your group. Their contact information will be
available for others to use as the main group contact.

¢ Remove: removes a person as a current member and makes them a cancelled member.

e Blocked: blocks the person from interacting with the group in any way and from receiving group
communications.

¢ Send message: opens a message window to only message this person, as opposed to the entire group
membership.

¢ Role: assigns a volunteer role to the member

Roles
The group owner is able to assign other volunteer roles to members. In the close-up below), ACG members have the

option of having blogging rights or becoming an owner. The current ACG owner can make another person an owner. A
group may have multiple owners - giving them administrative rights over the group.
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ths, Tina Turner

& 2001 B Biological Sciences
san Jose, CA Make Contact
Jnofficial Group Default Plan EEIEEUE
Member Since: 04152010 send Message
Rile:
Bloggzer
Blogzer
[] UL Cuner

Fv |
Done

Messaging the Membership

Through the Manage Group link under "Group Actions"@), one can message the entire group membership. This is an
ideal way to communicate about a group's upcoming event or disseminate any other information of interest to the
group at large.
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El Paso Fuzzy Dogs Appreciation Group Links

Group Home
G rou p’ Ewents

Dizcuzsions

Members

Gallery

Blog

Pazt Events

Pazt Group Event Planners

Contacts: ds. Alegria Zalaices , 2001 AB Psychology,
2001 A Zociology | send message |

Region: El Paso, Texas & Southeast Mew Mexico
Members: 3 tember(s)

Description:
VWelcame to the El Paso Fuzzy Dogs Appreciation Group Actions
Group! Fellow Stanford alums are welcome, We get
together often for great events with fuzzy dogs. Manage Group
Manage Member
Imvite Users
. . Delete Group
EP Fuzzy Dog Stanford Picnic [ Eait | Leave Group &
< | T | (>
https: /ipgnet13.skanford. edu/getipage/groups)admin/dashboard) sgroup_id=0032994134 L‘; y

Click on the manage group link to proceed to the MANAGE GROUP page.s)
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@ Groups Admin : Manage Group - Mozilla Firefox

BE X

Elle Edit View History Bookmarks  Tools  Help

| '. Groups Admin : Manage Group

1E3) | '. Groups Admin : Manage Group
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Group

Manage Members

El Paso Fuzzy Dogs Appreciation Group : rv1<':m<':1g;|c-:m

This is your one-stop spot for managing your group's web presence and communications with members. Add
email members, post pictures and rore. Your group's virtual world s in vour hands,

Manage Settings

There are & current members,
Wiew membership reports

HMessage Group

Gallery
1 Active albums with 5 pictures
Last picture upload to EPFD
Picnic 2009 on fay 11, 2010
12:24 p.m,

Manage gallery

Create a new photo album

Groups Pages:
Past Events
Past Group Event Planners
PastEvents 2
Past Trips
Past Trip groups

thanage flagged itemns
)

Discussion Board
Mewest topic - Fuzzy Dog Big

Farne Telecast Party - May 07,
20100 11:06 p.m.

Manage discussion board
Create a new board post

Blog Polls
ACTMITIES
Last Post: look at the kitty! - which dog rocks the hardesty -
RESOURCES May 7 2010 101 64k - 1 0 respanses
comments wWhat sweater color is best for
MEWYS & VIEWYS rry cute lil' pup? - © responses
YOLUMTEERIMNG
L
<] | I [2]
https:/fpgnet13.stanford, edufgetfpagegroupsadmin/edit Ll c

The Manage Group page is portal to your entire group, allowing you to edit the initial group settings, edit and upkeep
your group pages and any other optional modules you may have created for your group. Note how the left-
navigational menu also has links to all your management pages; once you enter one section, you can
easily move from one page to another by using the left nav. In order to send an email to the group
membership, click "Message Group" under the Manage Members headinggs).

13



Fil= Edit  View  Histary  Bookmarks Tools  Help

J “" Groups Admin : Manage Group | =

B
(]

PRIMNT

El Paso Fuzzy Dogs Appreciation Group : Manage
Group

This is wour one-stop-spot for managing your group's web presence and communications with members, 2dd
email members, create events, post pictures, and more. Your group's virtual world is in your hands,

Manage Members Manage Settings

There are 3 current members. Groups Pages:
Past Events

Hessage Group Past Group Event Planners
Manage Group Settings [i]

< w |

Cione

vl

Once you've selected "Message Group":
Your group membership will be automatically entered in the "To" field.

After you have completed your subject and Message, pressing "SEND" will send a message to your current group
membership. Members will receive the message in their messages box, and perhaps via email based on whatever
settings they set for their messaging preferences (immediate, daily, or weekly digests)

The message is in basic text format.
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J <" Messages | = | F
]
Messages
Inbox  Sent Messages

aso Fuzzy Do

Subject:
First ewer EPFD Group Park Meet!

Message:

The El Pago Fuzzy Dogs Appreciation Group iz all about fuzzy dogs and how much we ove them. Join us for our inaugural event -- |
bring your Stanford fuzzy-wuzzy to meet other Htanford alum's doggies on Sept

B3 =
[SJ 111 I LEJ

Done L}

You will receive a confirmation screen once the message is sent.
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