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Log In to Your My Activities Account

To Login to your My Activities account

1. Go to:www.clarion.edu/myactivites
2. Click onRSO/Agency Login
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3. Enter your User ID andPasswordprovided by the Transition Services Office and then
click Login

If you do not remember your User ID or Password contact the Transitions Services Office at
814-393-17660r Career Services at 813D3-2323.
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http://www.clarion.edu/myactivites

Main Activity Window

Your Main Accountwindow provides access to three tabs to manage your My Activities
account:

- Organizations: Enter or Edit your organization primary contact information
- Activities: Add, Edit or Delete activities
- Participants: Manage your volunteers

Notice that theParticipants tab is highlighted in red in the Main Account
Window each time you access the database until you select a different tab.

Note: You need to enable pop-ups by clicking on the yellow bar at the top of the
webpage window to always allow this site to open.
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Organizations Tab/Profile
To Edit your Organization Information:

1. Click on theOrganizations tab. You will see the name of your Organiat.

2. ClickintheBoxnext to your Organizationdés name.

3. Click Edit in the menu bar on the left to open a new window allowing you to edit your
Organization Profile .
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Organization Profile: Use this screen to edit your primary contact information.

- E-mall Address is a required field.
- Click Finish to close this window and return to your account Main
Account Menu
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* indicates required fields

Please tell us about your organization,

*Organization Mame |Clarion University Care Contact Person

Contact Position

Registered date: [oct | v |25« |z007 v | i
Day Phone 814-393-2323

Type | External Organization ~ |

|
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HH

Strest Address 1 114 Egbart Hall |

Cell Phone

Street Address 2 | |
Fax Phone |§14-393-2054
Emall adress

State | Pennsylvanis -
County | Choose a county |

Executive Director Phone
Zip 16214
Country | United States e ( PP )

Executive Director Mame

HH
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Activities Tab Information

The Activities TAB allows youto Add, Edit or Delete activities by selecting the respective

button (New, Edit or Delete) from the menu.
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When selecting New or Edit, the Activity Profile window opens. You will use these tabs to

add or edit your activity:

A Main Info : enter activity title and description.
A Organization: select the name of your Organization

A Contact Info: confirm or edit contact information for this activity

A Location: confirm or edt the location of theactivity

A Interest: select issue, interest and locations of activity to help the volunteer narrow down

their search options.

A Experience indicate what type of experience the volunteer will gain by participating in

the activity

SelectNext to move through the tabs. Seldéinish when complete.
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Adding and Editing an Activity
To Add aNew Activity:

A Click New in the menu bar otthe left. The Activity Profile window will open.

To Edit a Activity:

1. Selectthe box next to the activity you want to Edit.
2. Click Edit in the menu bar on the left. The Activity Profile window will open.




