Welcome to the SMILE Program Teacher Help Guide

Here you will find step by step instructions for adding members to the club and logging club meetings
along with a teacher resource center and email functionality.

Logging into the system:

Follow this URL to the login screen (https://apps.ideal-logic.com/smile). Click the “Ideal-Logic Login”
button. NOTE: You will initially be invited to log into the system the first time by receiving an invitation
email from the SMILE Program. This invitation email will include a link that will help you set up your
password the first time.

Adding Students as Members to your SMILE Club:

Click on the “Membership Form Link” link in the green box. Your specific school
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In the “Membership Form Link” you will find the URL website address that is unique to your club (do not use the
one listed here in the help guide). You can provide this URL to any students that will be members of your club.
They can log in to the system via this URL and fill out their membership form.

The easiest way to have members fill out a membership form is to use the URL below.

| Test Elementary's unique member registration URL is:

< https://apps.ideal-logic.com/smile?key=SNYB-232YK_5878-CZ4R_c08041ac

People who click this URL will be able to complete a membership form and join your club
| without any further involvement from you.

This URL will work indefinitely, now and in future years - you may distribute it or link to it
freely.

—_m

At the beginning of a school year this will be the most effective way to invite new members in and to have
returning members update their information of getting students to re-fill out their membership form by using this
link.



https://apps.ideal-logic.com/smile

Emailing the Members to your SMILE Club:

To send emails to your members, click on the “Email Members” link on your dashboard.
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% Generic Message to Student

Step 1: Select People
Groups v [ Programs (A ¥
1 Person Selected

© Normal Message - Recipients cannot unsubscribe, and everyone wil be included.
Marketing Message - An unsubscribe link will be added, and anyane wiho has previously unsubscribed will be automatically excluded.

® "Test Elementary”

Step 2: Customize Email Message
<kami.hammerschmith@oregonstate.edu>
"SMILE" <smileprogram@oregonstate.edu>

[Z
I “Cedar Dunn" <cedar@ideal-logic.com>

Toi 1 Person (1 Message) Details

Subject:||
Insert Special
Attachi] [ Ado Attachments
Hello ¢&email_tosfirst_name),
[Type your message here]
Insert Special

Once you select
“Generic Message
to Members” you
have the ability to
edit the email text
om Step 2..

Step 3: Email Message Preview

Showing message 1 of 1

From: "Test Elementary” <kamihammerschmith@eregonstate.edu>
To: “Paul Bollmann” <paul@ideal-logic.com>

To: “Stephanie Bolimann" <sbollmann13@gmail.com>

Subject:

Hello Paul and Stephanie,

[Mype your message here]

Click to Log In. Sent from SMILE Club Portal, a service of Ideal-Logic, LG,

& ootogic

Exdlude This Message

“ancel) ‘Send Email

)

Once you enter the
text of the email
then you can click
the “Send Email”
button.




Fill Out Your Club Log:

Step 1. On your Club Dashboard, to fill out a new club log, click on the “New Club Log” link in the light
green box. Note: To view your old club logs, click on “Club Logs” link.
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Step 2. The Club Log window will open, allowing you to enter your meeting information.

Club Log

When

Date Start Time End Time
|m|w'dd:‘;,"yyy ‘ |AH Day | |Not Speciﬁ{

Attendance*
Who attended this meeting?

Select which type of activity this was.*

To enter the Attendees, click on the gray “Select a Person” button.
All of your current club members will be listed. Click the checkbox
to the left of each members name to mark who attended the
meeting and leave blank the members that didn’t attend. Then click
the green “Add Selected” button. Note: You can also click the
“Select All” link to make it faster.

Meeting

Field Trip

Family Math and Science Night
Community Project

Other:

Activities®
What activity (or activities) did the students engage in?

Where did you get the activity from?’

SMILE Teacher Workshop
SMILE's website: https://smile.oregonstate.edu/view-lessons
Other:

What was the length of activity? Round fo the nearest quarter hour.*

l:l Hours v

Youth Program Quality Assessment

Do you have a club meeting observation to submit?*

E
. Select a Person
! |\,,_1,,‘, |E v v " |More Filters...
@ Bollmann, Matthew
11 Years Olg
- Test, Child
15 Years Old
st e, CXZEED)
IS
Name of Activity* To add an activity, click on

Trip to the Museum

the gray “+Activity” button
and fill in the requested
information. Then press the
green “Add Activity”
button. You are able to add
multiple separate activities.

Description*

We received a tour of the museum and a handsfon activity

When you are done filling out all the required fields, click the green “Submit” button to submit your Club Log.



Resource Center and Calendar Features:

The Resource Center is where SMILE Administrators will be adding resource materials for you. The
calendar will be used by the SMILE administrators to add events and you can view your club logs in the
calendar view.
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Removing a Member From Your Club:

Step 1: To remove a member from your club, click on Members on your dashboard.
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Step 2: Click on the grey +Add/Update Member button.
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Status 4 Person Position  Dates Actions

Seart

J Matthew Bollmann

11 Years QId Member  Since Jun 12, 2019 Update | Details

Child Test

X 15 Years Old Member  Since Jun 7, 2019 Update | Details



Step 3: You will be prompted to select a person.

Add/Update

Person

Who is being added or changing positions?*

=D

Step 4: Click on the gray select button to the left of their name.

Add/Update

Person

‘Who is being added or changing positions?™*

2eleclabenen
Select a Person
Click the Seiect button next to your choice
|Bearch... | Groups... v [ Minor... v | Staff. * | More Filters...

Bolimann, Matthew
Seleel | ) vears oig

Bollmann, Paul
Gglecy . Idesl-Logic
Select, /' Dunn, Cedar
Select Hammer, Kami

Test, Child
*\ 15 Years Old

# Add a New Person

Step 5: The member (‘Child Test’) will be marked as a member: click on the check mark to unmark this.

Add/Update

Child Test
| 15 Years Old

Position
What is Child's new position with Test Elementary?®
Member Teacher End Position

[ Teacher




Step 6: Select the appropriate end position and click on the check mark next to it.

Add/Update

Child Test
15 Years Old

Position

What is Child's new position with Test Elgffentary?*

Member Teacher End Position
Member Teacher Graduated
MNo Longer Participating
Dropped Out of School
Moved
Unknown
GED/Alt
Did Not Graduate
Inactive/MNo Association
Ending Positions
The following positions will be ended automatically on the effective date specified above,
Status  Person 4 Position Dates
Child Test
X T Yesre O Member Since Jun 7, 2019

Step 7: You will then be prompted to add a date and click and click the green Submit button.

Child Test
15 Years Old

Position
What is Child's new pasition with Test Elementary?®

Member Teacher End Position

| Graduated
Mo Longer Participating
Dropped Out of Schaol
Moved
Unknown
GED/Alt
Did Not Graduate

When should this change take effect?® What is the Position title?

8/2/2019 Graduated Edit

Ending Position:

The following positions will be ended automatically on the effective date specified above,

Status Person A Position Dates
Child Test
v 15 Years Old Member Since Jun 7, 2019




