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As a brand new branch administrator, you have access to all kinds of great tools to help you manage
organizations and activities within your branch. We've assembled this guide to help you locate the most
important resources to get the ball rolling within your branch. Click on any of the links below to view more
about a specific topic. 

What is a Branch Administrator?

Read our  for a summary of what Branch Administrators can do and learnBranch Administrator Overview
how to assign additional Branch Administrators.

Depending on your specific access and needs, your community administrator may also choose to give you
certain forms of  beyond your branch - these additional privileges are not covered in thislimited access
article, so do not be afraid to use the search functionality or refer to your consultant for more information. 

Branch Administrator Training

In order to ensure you don't miss any great tools and features in your branch, be sure to watch the following
three core trainings:

: Engage Navigation & Organizational ToolsBranch Administer Training 1
: Organization Management & RegistrationBranch Administer Training 2

: The Event ProcessBranch Administrator Training 3

In order to access these trainings, you will need to create an account on our training site. If you need a little
extra help, be sure to check out this . brief video on navigating the training site

Navigating Engage

As a branch administrator, you have access to the   and   views of Engage. To get started, beExplore Manage
sure you are comfortable  between these views. navigating

Managing Organizations

As a branch administrator, you have access to most tools within our . InManaging Organizations section
particular, start by reviewing:

Organization Statuses, Types, and Categories
The Life Cycle of Managing Organizations
Managing the Organization Re-Registration Process

Managing Events

https://blackboard.my.site.com/Support/s/article/360000712703-Branch-Administrator-Overview
https://blackboard.my.site.com/Support/s/article/360000858026-Administrative-Management-Access-Overview
https://training.campuslabs.com/recorded_training/engage-branch-admin-training-1
https://training.campuslabs.com/recorded_training/engage-branch-admin-training-2
https://training.campuslabs.com/recorded_training/engage-branch-admin-training-3
https://blackboard.my.site.com/Support/s/article/360017738211-Using-the-Campus-Labs-Training-Site
https://blackboard.my.site.com/Support/s/article/115003508546-Navigating-the-Engage-Switchboard
https://engagesupport.campuslabs.com/hc/en-us/sections/200722374-Managing-Organizations
https://blackboard.my.site.com/Support/s/article/360001200206-Organization-Statuses-vs-Organization-Types-vs-Organization-Categories
https://blackboard.my.site.com/Support/s/article/360000800563-The-Life-Cycle-of-Managing-your-Organizations
https://blackboard.my.site.com/Support/s/article/360000823843-Managing-the-Organization-Re-Registration-Process


Start with the , then review your  and make sure you understand basics event submission process how to
 as well. review Events

Other Tools

Don't forget that your branch is its own organization too, and will act as an example to your other users!
Study up on  and other  at your disposal. Forms important organization tools

You also have the unique ability in your branch to  users will receive related toconfigure the notifications
registration submissions, events, and more from organizations in your branch. 

Training Other Users

As you introduce general users to the organizations within your branch, you may decide to offer training for
your portion of the campus community. Consider the following resources as a first step. 

Our  is a great first stop for any organization officerStudent Leader Resource Guide
Familiarize yourself with  so you are equipped to answer organization officerPositions & Rosters
questions, as well as the  for more general questions. Account/User Drawer
Consider  to support your training efforts! using Engage itself
Whether your branch works with students or staff, our  webinar provides great tips forTrain the Trainer
training a variety of offices on Engage, or you can consult our  forResources for Functional Areas
videos of more specific training content
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https://blackboard.my.site.com/Support/s/article/115001594463-Events-Walkthrough
https://blackboard.my.site.com/Support/s/article/204031984-Setting-up-your-Event-Submission-Process
https://blackboard.my.site.com/Support/s/article/204032004-Reviewing-Submitted-Events-as-a-Reviewer
https://blackboard.my.site.com/Support/s/article/204032004-Reviewing-Submitted-Events-as-a-Reviewer
https://engagesupport.campuslabs.com/hc/en-us/sections/200722324-Forms
https://engagesupport.campuslabs.com/hc/en-us/sections/200722534-Organization-Tool-Menu
https://engagesupport.campuslabs.com/hc/en-us/search/click?data=BAh7CjoHaWRsKwjeZ7jRUwA6CXR5cGVJIgxhcnRpY2xlBjoGRVQ6CHVybEkibmh0dHBzOi8vZW5nYWdlc3VwcG9ydC5jYW1wdXNsYWJzLmNvbS9oYy9lbi11cy9hcnRpY2xlcy8zNjAwMDA4MDg5MjYtQ3VzdG9taXppbmcteW91ci1TeXN0ZW0tTm90aWZpY2F0aW9ucwY7B1Q6DnNlYXJjaF9pZEkiKTFkZTkxNjVmLTMyZDgtNDVjYy04NjA3LTk2MTg2ZWIxNjZlNgY7B0Y6CXJhbmtpCA%3D%3D--639e3c5c37d88514e5abc4963722108b97e0cd3d
https://blackboard.my.site.com/Support/s/article/360016011492-Student-Leader-Resource-Guide
https://engagesupport.campuslabs.com/hc/en-us/sections/200722484-Positions-and-Rosters
https://engagesupport.campuslabs.com/hc/en-us/sections/200722464-Account-User-Drawer
https://engagesupport.campuslabs.com/hc/en-us/search/click?data=BAh7CjoHaWRsKwjqbdbGGgA6CXR5cGVJIgxhcnRpY2xlBjoGRVQ6CHVybEkid2h0dHBzOi8vZW5nYWdlc3VwcG9ydC5jYW1wdXNsYWJzLmNvbS9oYy9lbi11cy9hcnRpY2xlcy8xMTUwMDUwOTEzMDYtVXNpbmctRW5nYWdlLWZvci1TdHVkZW50LU9yZ2FuaXphdGlvbi1UcmFpbmluZwY7B1Q6DnNlYXJjaF9pZEkiKWIyOWY4OTg3LWMyNWItNDExNy05MjMwLTdmMzk2NTAzOGZhNwY7B0Y6CXJhbmtpBg%3D%3D--5d22e0de7ec9c1ab2c5836b927f643bcc9b30df1
https://blackboard.my.site.com/Support/s/article/360001239886
https://engagesupport.campuslabs.com/hc/en-us/sections/360000069043-Resources-for-Functional-Areas

