How to use swipe reader at RSO Events

1. Go to the drop down menu on your organization’s homepage and click “events.”
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2. Click on the event you would like to edit
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Name « Status * Start Date * Action =
Emerging Leaders @ Winter Program Approved 1/16/2015 1:00 Elli]
PM

Emerging Leaders @ Winter Program Approved 1/30/2015 1:00 Elln]
PM

17-18 Gold Leadership Learning Community Approved 9/4/2017 12:00 Edln]
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3. Click “Manage Event”. If you do not see the manage event button, you do not have enough
access to the page. You can talk with your RSO president or primary contact or email the RSO
Development Graduate Assistant at ose-rsodevelopment@wmich.edu for help.
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Cafe Critique (drop-in career
advising at Parkview)

() Date and Time
Thursday, March 21 2019 at 12:00 PM EDT to
Thursday, March 21 2019 at 3:00 PM EDT

Add To Google Calendar | iCal/Outlook

9 Location
Parkview Campus - Floyd Hall

Description
RSVP to Event

@ Iwill be attending
During 20-minute drop-in sessions, we will help you with any career topic, including: © Iwon't be attending

Cafe Critique is on Mondays (11 a.m. to 1 p.m.), Wednesdays (noon to 3 p.m.), and Thursdays (noon to 3
p.m.) in the Parkview Cafe at the Parkview Campus.

Connecting your major to career paths RSVP TO EVENT
Finding campus jobs

Finding internships

Resume and cover letter review

Job search strategies

Interviewing
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4. Click “Track Attendance”

w Action Center

= Career and Student Employment Services

4 Back to Events List

Cafe Critique (drop-in career advising at
Parkview)

Host Organization
Career and Student Employment Services

Location
Parkview Campus - Floyd Hall

9
Begins

E Thursday, March 21, 2019 at 12:00 PM EDT
B

Ends
Thursday, March 21, 2019 at 3:00 PM EDT

Event Details

STATUS VISIBILITY
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5. Click the url listed as “Swipe page” This will take you to a
the swipe access code and paste it in step 6.

et )
\"/  Action Center

L

= Career and Student Employment Services

& BACKTOEVENT

Track Attendance
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new tab (step 6). You will need to copy
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INVITEES ATTENDED ABSENT EXCUSED
Swipe Access Code
Z7ETING 0 Swipe page: https://wmich.campuslabs.com/engage/swipe
Attendees
Q
Attendees * Attendance Comment
Barry Earby
; . . Attended Absent Excused NA ADD
{barry.e.carby@wmich.edu)
T nee iy Absent Excused NA ADD

(dhirajanand.shetye@wmich.edu)
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6. Copy and paste the swipe access code from step 5.
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Enter access code

Contact an event administrator to get an access code



Now you are ready to swipe! Plug the swipe reader into the usb drive on your laptop and put
your cursor in the space below. Then you can swipe student IDs OR type in a student’s WIN.
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Cafe Critique (drop-in career advising at Parkview)

Ready to swipe





