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AALHE’s central communications hub where AALHE volunteers, committee chairs,
board members, and staff may share information, manage committee efforts, and
maintain relevant documentation.

Provides a single location for communications, documents, and tasks.

Reduces extensive email chains and loss of information across volunteer
leadership and terms.

Houses AALHE documents in a central place.
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Logging

ACCESSING BASECAMP



= Go to basecamp.com or open the desktop app and login using the email associated
with your volunteer profile.

Association for the Assessment

Save Basecamp as a bookmark on your browser of choice. of beaming n Higher Education
Download the Basecamp App on your mobile device, if desired.
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https://launchpad.37signals.com/signin
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\ Find

A Notifications are on

= Select the profile icon in the upper right
corner to adjust your settings.

You're set to receive email and browser
notifications for everything all the time.

/A

= Select “Profile” to change your photo, Turn on Focus Mode
title, password, email address.

Change your notification settings

. . . Turn notifications off
= Email notifications from Basecamp may
be managed and/or turned off here.

Personal Settings

Profile, password, 2FA
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= Select the profile icon in the
ugper right corner and select
“Change your notification
settings.’

= Select your preferences for
what you receive notifications
for, how you receive them, and
when they come to you.

Notification settings and Work Can Wait

What?

o Notify me about everything
This includes new messages and comments, to-dos assigned to you, when someone
@mentions you, and Campfire chats and Pings you're part of.

O Only notify me when someone sends me a Ping or @mentions me
Basecamp will only send you a notification when someone sends you a Ping or
@mentions you anywhere. You can always check the Hey! and Campfire menus
manually to see what else is new for you.

How? =

Send me email notifications
. . . 4+ When?
Note: To prevent your inbox from overflowing, Basecamp will bundle Pinges o

if they happen within a few minutes of each other. You won't be emailed i
actively participating in a Ping or Campfire chat in the Basecamp app or ol
computer.

o Always! 24/7/365 no matter what.

Pop up notifications on my computer when Basecamp is ope O Work Can Wait! Only during my work hours...
Note: To prevent you from being annoyingly overnotified, you won't get pc
alerts about a particular message, to-do, or chat if you're looking right at it

Show the number of unread items ! )
You’ll see counts for each new Ping, Campfire, and Hey! notification i Save my settings

when Basecamp is open in your browser. C

My devices: iPhone 8 Plus

Use the settings on your device to turn notifications on or off. You won’t get
notifications on your phone or tablet while Basecamp is open on your computer in
the frontmost window. You'll get notifications again on your device when you switch
away to a different tab or window, close Basecamp or your computer goes to sleep.
See My Devices for details.
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HOME PAGE & TEAMS | Navigation

Overview




The “Home” page includes the
AALHE HQ and all your volunteer
committees or “Teams.”

AHome| = Lineup MPings GdHey! @ Activity © My Stuff Q Find °
Association for the Assessment
of Learning in Higher Education o* Adminland
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Make a new project Invite people

Pinned & recent below - View all in a list - Press | Ctrl+J | anytime to jump

m g TEAM g TEAM g

AALHE HQ AALHE staff Conference Committee
Association-wide announcements for AALHE Executive Director, Co-Chairs: Kathleen Gorski. The
volunteers and stuff everyone needs t... Administrative Assistant, and Executiv... Conference Committee plans and...

¢CiCCee® GODO L adcd (81 T (b
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= AALHE HQ: All volunteers have access to the HQ. It includes resources, documents,
and communications that all volunteers should have access to.

= Committee Teams: Each AALHE Committee has a separate Team. It includes
resources, documents, and communications specific to each Committee. All
agendas, meeting minutes, and files related to committee work should be saved to
the Committee Team.

= Committee Leadership: All Committee Chairs, Vice-Chairs, Board Liaisons, and Staff
have access to this Team. It includes resources, documents, and communications
that Committee Leaders should have access to, such as reminders to submit board
reports and Committee Leadership Conversations agendas.

= Board of Directors: All Board of Directors members have access to this Team. It
includes resources, documents, and communications that only the Board of
Directors needs.
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A)Home = Lineup | "™ Pings | &a Hey! © Activity @ My Stuff Q Find

Start a private chat with...

Recent Pings

2 6 B A 6. A

= Pings allow for private chats and conversations between specific
people.

= Conversations in pings will only be seen by people included.

= You can ping any volunteer assigned to any committee.

Association for the Assessment

Across Basecamp click on the “three dot menu” on the top right to of Learning in Higher Education
access additional features like "Bookmark” an item when viewing

documents or messages or “See all files posted here.”
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A Home < Lineup WPings | L.BHey! © Activity  © My Stuff Q Find

New for you Mark all read
e Mentioned you in: Re: AALHE-Provided Zoom and Gmail for Recruitment & Retention o
Committee

_ + Recruitment & Retention - 8:44am

Due soon: Update newsletter archive/webpage o
Basecamp - AALHE 5taff - 9:06am

Re: AALHE-Provided Zoom and Gmail for Emerging Dialogues Committee o
_ - Publications - 10:48am

= Heys! include notifications for you, @mentions, to-do
tasks, and documents uploaded in one of your Teams.

= Select a notification to view the communication, task,
or document in more detalil.

Manage Heys using features such as: 1) “Mark all read” 2) “Stop
notifying” or 3) “Mark as unread” to return an item to your "New for of Lasinireg In Hiohor Exueation
you” list.
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@Mention File uploaded

= The Hey! Notification icons
include information on the type
of activity associated with the
notification.

Comment Posted

°_o Answer to check-in

To-do task assigned Vo To-do tasks &

°
~r’ event reminders

= “@Mention” means a person
in Basecamp has included your
name with the @ symbol so you
receive a Hey! notification
linked to that comment.

To-do task completed Calendar event added

ee
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A Home <= Lineup "Pings “.,Hey! © Activity | O Mystuff  Q Find

All the latest activity 0 Someone’s assignments c Overdue to-dos
O Someone’s activity 0 To-dos added & completed @ Upcoming dates
Latest ActiVity Email me a daily summary

= Activity gives an overview of e
latest comments, to-do

completion, document E_ .,

uploads, and more.

= You can select different
options under Activity to :
review specific things, such o
as the activity from a specific " QO

Yes, thank you! This should make things much easier for

person or overdue to-dos. ALHE Stft B
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A Home " Pings L9Hey!

= View your “My Assignments” to see lists Your
of the to-dos assigned to you. AALHE Staff

0 Master Conference Budget.20:
= View your “My Bookmarks” if you’ve O conf2021budget.2021.3.2.x1sx

saved an item to return to. Finance

0 2021 Budget approved 11.20.2C

= View “My Drafts” if you started a
message or doc but didn’t post it yet.

Bookmark pages, conversations, or documents you’d like to return
to frequently. This option is included in the “three dot menu” on
many Basecamp items.

© Activity | © My Stuff

o My Assignments (27)
o My Bookmarks (3)
@ My Schedule

9 My Drafts

My Recent Activity

© My Boosts

Recently visited
My assignments
Boosts For You

My drafts

All the latest activity

Q, Find

Association for the Assessment
of Learning in Higher Education

PROMOTING ASSESSMENT FOR LEARNING



AyHome " Pings L?Hey! © Activity (O My Stuff Q Find

bylaws Reset

-

Files b= by Anyone b= AALHE HQ

4

NO SEARCH RESULTS
Try something less specific.

= Search for an item in Basecamp

by entering a piece of the e —

document or conversation title in |
the find field. | 75 =

=
B AALE
oo

= |f desired, narrow your search by .n;‘lﬁ.tt'.ia. ':::'h?:'s:;“ig‘_‘:z? ““h};zqzrﬁi°°'
item type, who posted it, or what | |
Team it is in.
=Use the File Name Guide to help
find documents within Basecamp
more effectively.
The File Name Guide policy document is in the Basecamp HQ Docs of Loaming In Highet Education

& Files.
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https://public.3.basecamp.com/p/Ykq2oQzbKbVtYnz8VzQpEZPB
https://public.3.basecamp.com/p/Ykq2oQzbKbVtYnz8VzQpEZPB

TEAM TOOLS | Basecamp Features




Tools within each
team and HQ
include:

= Campfire,

Message Board,

Docs & Files,

Schedule,

To-dos,

And Automatic
Check-ins.

& Home

B Pings @aHey! @ Activity (O My Stuff Q, Find

AALHE HQ

Association-wide announcements for volunteers and stuff everyone needs to know.

wwrne. @QOUOO 206G 0ICOVOPOMNOODBOO

Campfire

1% et
|

t's in the presenter resources on

9 Monica Stitt-Bergh 7:30pm =« +

PAS

c. Kara Moloney (she ... 12:46pm =+
| know the networking group ha..

9 Monica Stitt Bergh 9:28pm =+«

9 Monica Stitt-Bergh 9:38pm =« +
Position announcement -- job wit

Schedule

FRI, JUL 15

Complete AALHE Volunteer form )
Example To-Do list

7] MON, SEP 5
Labor Day - AALHE Offices Closed &
8:00am - 5:00pm

1 FRI, NOV 11

Veterans Day - AALHE Offices Closed @

8:00am - 5:00pm

Message Board

To-dos

Example To-Do list

Complete AALHE Volunteer form | "
Get excited for a new year with AALHE!

Jul1

Jul 15

Docs & Files

Committee Policies
Updates -
Committse BOD =
Lesdership Secretary = =
a Resources Basecamp
AALHE Webinar and News Support
Suggestion Box
-add your... == asL

Motez:

Automatic Check-ins

This check-in is paused.

What will AALHE activities will you be
working on this week?

D090 RO.

This check-in is paused.

What AALHE activities have you worked
on these past two weeks?

D090
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= Informal “water cooler” chats and -

conversations. € 3y
= Good for discussions that the entire &
committee/team needs to see. "9

= Everyone on the team will see
responses.

Type the “@” symbol to bring up a list of people who can be Aecociation for the Assesemont
mentioned specifically in that Team. This will show up as a of beaming In Higher Education
notification in their Hey! Menu.
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+ New message

= Announcements, questions, or
other more formal
communications and updates for
the entire team.

= Comments section on Message
Board posts allows for continued
conversation.

AALHE HQ

Message Board All messages

Wolunteering for 2022-2023
Curtis G. Jefferson » Jun 24 — Hi everyone, | hope the start of your summer is going well. This is just a quick
reminder that we do require everyone to "re-up” for volunteering from year to year, so please be sure to fill out

May Board Secretary Report Posted
Shannon Milligan = May 24 — Hi all, | hope everyone is doing as well as possible right now. The May Board o
Secretary report is now posted in Docs & Files, in a folder for Board Secretary Reports. Please let me know if you

DEl Program Review
Tara Rose = May 11 — Greetings assessment friends, | am searching for an administrative program review o

template with a specific focus on DEI. Thanks! Tara

DEI Program Review

a Tara Rose - May 11 - Notified 120 people

Greetings assessment friends,
| am searching for an administrative program review template with a specific focus on DEI.

Thanks!
Tara

@

May 12 @ Kathleen Gorski, President
Tara,
I worked on a project with the State of Illinois for cur program review. It hasn't been
released yet, but will very soon. | will send you a copy when the final is shared

a Thank you!! 1}

@ Add a comment here...

a
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AALHE HQ

+ Mew list To-dos @ -

0/2 completed
® Exam ple To-Do list

This contains examples of a To-Dao list with tasks similar to what AALHE volun...
Complete AALHE Volunteer form = © ”:J Fri, Jul 15

Get excited for a new year with AALHE! Fri, Jul 1

= Task lists and
assignments with due
dates for Team

members with attached Assigned to Type names to assign...
discussion and notes.

g ] Describe this to-do...

When done, Type names to notify...
notify

Due on Select a date...

Even if there is no hard deadline for a task, Notes Add extra details or attach a file...
due dates for tasks help prioritize. These
il appear sical order i
will appear in chronological order in My
Assignments.
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AALHE HQ

Docs & Files Uniored

Committee Policies Resources and
a Updates - BOD News

= Location for document storage. E = ™ ||=|&
= Set up folders and save documents O start 2 new doc = e —
and files within the folders. : ke e newtolder
2 Upload files
= “Start a new doc” will create a blank Orlink to files from..
text box in Basecamp_ @ Adobe Creative Cloud
P8 Airtable
= You can also upload or link existing ® Basecamp
files. box Box
¥ Dropbox
To group edit a document, add a link to a B Figma
Google Drive item under using the “+New” 8 Google briv Association for the Assessmnt
menu. & Cloud Drive
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AALHE HQ > Docs & Files

/' Edit
a ﬂ MO‘JE
= Click on the three dot ) i O con
AALHE Webinar Suggestion Box - add your sugde .
- Archive
menu to open a
View on Google 1 -
. B Put in the trash
n u m be r Of O ptl O nS fo r Last updated by Paula H. on Jan &, 2020 D Bookmark
managing documents. 1 clos commens
Notes:
We welcome any suggestions for topics or presenters -- please add any new idea to the Jist B pont Forget
name and contact info. if you're interested in helping to produce it! Share

¢’ Get a public link

+2 Send this to someone

Add a comment here... History
P G} View change log

== Mo one was notified

“Get a public link” will allow you to send a link to a specific document to a team Association for the Assessment
member of Learning in Higher Education
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BASECAMP HELP

If you have questions or would like additional

Basecamp training, ping or email Nancy
Short, Executive Director (info@aalhe.org).

Thank you for sharing your time and expertise
with AALHE as a volunteer!
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