User Guide
Serving student organizations, student government, and club advisors
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Welcome
Welcome to DVCsync!
DVCsync is your access to our online community to get and stay connected
with engagement activities and events.
As a user you will be able to do the following with ease:
 Check out the community calendar to see what events are going on
 Search involvement opportunities and request to join student
organizations
 Strengthen internal collaboration and communication with organization
members and leaders as well as staff and faculty advisors
We truly welcome your feedback and suggestions. Please email the Student Life
Office with any questions, comments or concerns.
The Student Life Office Team
Find us in the Margaret Lesher Student Union
DVCStudentLife@dvc.edu

Program Coordinator: John Christensen, 925-969-4265
Administrative Assistant II: TBD, 925-969-4272
Program Coordinator: TBD, 925-969-4269
Student Life Program Manager: Todd Farr, 925-969-4271
Office Assistant II: Ashley Murdock, 925-969-4267
Program Assistant – Food Pantry: TBD 925-969-2355
Student Life Student Assistants: 925-969-4267/925-969-4270
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What is DVCsync?
DVCsync is our online community for student involvement and engagement. The
intent of this online system is to create one central location for student clubs and
student government; enrich communication for all students; and streamline club
paperwork.
DVCsync features:
▪

File management

▪

People groups

▪

Polling

▪

Discussion board

▪

Direct messaging

The
available
download
Orgsync App

How do log

to DVCsync?

Log in to DVCsync using your DVC Insite portal username and password
Where to access DVCsync:
o https://orgsync.com/home/910
o http://www.dvc.edu/student-l ife and click the DVCsync logo
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What is a User Profile?
A user profile shares information about the student, staff, or faculty member.
The profile has a user’s name, email address, and space to add information
about yourself and your photo.
Complete your user profile (please use insite portal email address)
▪ Click your name on the upper right corner
▪ Click My Profile on the right side bar
▪ Don’t forget to add your picture!

To learn more, click here.
▪

There are privacy settings available under Profile

Settings
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What is the Side bar Menu?
The ‘Side bar Menu’ is where you can access the tools and settings that are
specific to you! Here you’ll be able to see upcoming events you’ve RSVP’d to,
complete forms, and update your personal profile.
To access the ‘Side bar Menu’, just click on your name/image at the top right
of the global navigation toolbar.
My Profile: Update/edit your basic
profile with user information and an
image.
Inbox: View your messages received
through DVCsync, sent messages, and
view notifications and pending
invitations.
Activity: Finish incomplete forms and
view form submission statuses, retrieve
exports, and view event requests and
organization registration
requests/renewals.
Calendar: View events from every
portal you are a member of and you
can even subscribe to this calendar
through your Outlook or Google
Calendar or even take with you on the
go using the Orgsync app.
To-Dos: Here you’ll be able to create
your own personal to-do lists as well as
find tasks that have been assigned to
you from other portals.
Settings: Under Settings, you can adjust
your notification and privacy settings,
merge accounts if necessary, and
change your password.

6

What is the Community Home Page?
The Community Home Page provides a single snapshot of everything going on
across all of the portals you are subscribed to. It’s a centralized location for all of
your involvement.

No matter where you are in DVCsync, you can always click the ‘DVCsync’ logo
in the upper left-hand corner to return to the Community Home Page.
From the Community Home Page, you can access all organization portals, view
featured portals, and check out the Student Life portal.

a portal?
A portal is a page for your group, club, or ASDVC. The purpose of a portal is to
have a space for all of the members of a group to communicate, collaborate,
store information, create calendar events, budget, and complete projects.
Joining an organization portal will allow you to become a member of that
organization. You’re already in the #involvement portal!
Portals should replace any listservs, google drives and USB’s.
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Why would I join a portal?
Join a portal to become involved in a group, club, or student government at
DVC. Click Organizations tab

Select a club from the list and select Join Now

May I create a portal?
Portals are only for sanctioned DVC student organizations. To start a
new club at DVC, view the requirements in the Student Organization
Handbook, and attend a New Club Workshop with the Student
Activities Coordinator to create a new portal.
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How do I adjust Organization Settings?
Every portal has a number of settings that allow the administrator to customize
the portal. To access these options, hover over the
on the right side of the
portal's top menu then select 'Organization Settings.'
If you do not see this option, you do not have administrator access within your
portal. In this case, send a message to your portal’s DVCsync administrator or
send an email to DVCStudentLife@dvc.edu to promote your status. After you
access the portal settings, you will notice it is divided into several sections. These
sections are described in detail below.
▪

Profile

▪

Cover Photo

▪

Permissions

▪

Welcome Message

▪

Custom Footer

▪

Social Media Links

▪

Dashboard

▪

Join Options

People Module
The ‘People’ module allows the administrator of the portal to manage users.
Administrators may segment people into groups by clicking on the arrows, or
edit permissions for other students. To learn more, click here.
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What are the Communication Tools?
Messaging
Communicate with members quickly
and efficiently with DVCsync messages.
To learn more, click here.
There are several methods for sending
messages, all of which are described
below.
▪ Messaging module
▪ People module

Discussions
The 'Discussions' module allows users to
facilitate active discussions and
collaboration. To learn more, click here.
News
The ‘News’ module allows you to keep your members updated. With a format
similar to a blog, members can view a quick summary of the most recent news
or drill down to view the full contents of each post. To access the ‘News’
module, select it from your portal’s main toolbar. To learn more, click here.
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What are the Data Tools?
Polls
Collect instant anonymous
feedback with polls. Use this
module to quickly survey people,
collect feedback about events,
choose the food to cater in for
your next meeting, or even host
elections! To learn more, click
here.

Forms
Go paperless by creating all of your forms online! It easy to create any type of
form, review all submissions and generate meaningful reports. To learn more,
click here.

Data Storage options?
Files
Create an organization knowledge base by storing all of your files online. By
keeping files in a central online location, you can ease officer transition and
prevent future members from duplicating work. To learn more, click here.
Photos
The 'Photos' module allows every organization to store unlimited amounts of
photos and albums. Albums hold up to 200 photos, but upload quickest in sets of
30 or less. To learn more, click here.
Videos
Unlike photos and files, videos cannot be uploaded directly to DVCsync. They
must first be uploaded to a third-party video site (like YouTube, Vimeo or
Facebook) and then added to DVCsync. To learn more, click here.

11

What are the Programming Tools?
Events
The ‘Events’ module allows you to manage your organization’s events from one
central location. To create events, select the event tab, then click Create an
Event. To learn more, click here.

Calendar
The ‘Calendar’ tool makes it easy to view all events created within a portal as
well as those being shared by the Student Life page. Add items to your portal
calendar by submitting the Create an Event form.
To-Do Lists
Create online to-do lists to help prepare for upcoming events and activities.
Keep your group organized by knowing who is responsible for each task. To
learn more, click here.
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How do I renew my club electronically?
To renew your club for the next semester, you should already have a portal.




Go to your club’s portal
Click the forms tab
Select the Renewal Form for the upcoming semester

In Order to Complete This Form, You Will Need
 6 club officer’s names and student ID numbers (these people should be
registered in at least 5 units for the upcoming semester and have a
2.0GPA or higher.
 Your club’s preferred meeting time
 3 options for a meeting room
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DVCsync Use

?

The College provides DVCsync as a resource to student organizations for the
purpose of assisting them in their performance of duties and the execution of
their programming.

Ownership
Electronic files created, sent, received, or stored on DVCsync are under the
custody and control of Campus Labs, Diablo Valley College and Contra Costa
Community College District. DVCsync is the exclusive property of Diablo Valley
College and the Contra Costa Community College District.

Requirements
1. User must familiarize themselves with the District Acceptable Technology
Use Business Procedure 10.06.
2. Users must not attempt to access any data, documents, email
correspondence or programs contained on the DVCsync system for which
they do not have authorization.
3. Users must not share their account(s), passwords, or similar information used
for identification and authorization purposes.
4. Users must not purposely engage in activity that may harass, threaten or
abuse others or intentionally access, create, store or transmit material
which the District or College may deem to be offensive, indecent or
obscene, or that is illegal according to local, state or federal law.
5. Users must report any incidents of possible misuse or violation to the
Student Life Manager or designee for follow up.

Content/Activity Prohibited
Determination of prohibited content and activity is at the sole discretion of
Campus Labs, Diablo Valley College and Contra Costa Community College
District. The following are examples of illegal and prohibited content and
activities on DVCsync:
1. Content which is patently offensive and promotes racism, bigotry, hatred
or physical harm of any kind against any group or individual;
2. Harasses or advocates harassment of another person;
3. Exploits people in a sexual or violent manner;
4. Contains nudity, excessive violence, or offensive subject matter or
contains a link to an adult website;
5. Constitutes or promotes information that you know is false or
misleading or promotes illegal activities or conduct that is abusive,
threatening, obscene, defamatory or libelous;
6. Contains restricted or password only access pages or hidden pages
or images (those not linked to or from another accessible page);
7. Violates the privacy rights, publicity rights, copyrights, trademark rights,
contract rights or any other rights of any person.
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Acceptable Technology Use Enforcement
Violation of either the Acceptable Technology Use, Contra Costa Community
College District Business Procedure 10.06 or the Student Code of Conduct, Contra
Costa Community College Student Services Procedure 3027 should be reported to
the Student Life Manager or designee.
Violations may result in disciplinary action, loss of access privileges, civil, or
criminal prosecution.
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