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Welcome, Community Partners!   

The Center for Civic Engagement is excited to introduce you to our new online database, 

Service Learning Pro (SLPro).  SLPro is a recruitment and management tool for community 

organizations working with service learning students at Washington State University.  By 

registering with SLPro, community partners can manage service opportunities for WSU 

students from beginning to end. 

By logging into SL Pro, community partners are able to:   

X Update organization information  

X Post detailed descriptions of ongoing, short-term, and special event  projects for 

WSU students 

X View current position roster 

X Search for and manage project matches with courses at WSU 

Thank you for encouraging our students to become civically engaged in their community! 
 
 

 
"Never doubt that a small group  

of thoughtful, committed citizens can change the world.  
Indeed, it's the only thing that ever has!" 

-Margaret Mead 
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How to get started with SLPro?  Create a Profile. 
 

To get started with SLPro, access the Community Partner page from the navigation bar on the Center for Civic 
Engagement website:   http://cce.wsu.edu.  On the right-hand side of the ǎŎǊŜŜƴ ǎŜƭŜŎǘ ά/ƭƛŎƪ ƘŜǊŜ ǘƻ ǊŜƎƛǎǘŜǊέ  
as a new community partner.  
 
 
 

 
 

  
 
 
 
 

 

http://cce.wsu.edu/
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The Community Partner Profile contains  

three sections. 
 

Section 1: Contact Information 
This section is about your agency.  In the first 
field you will put the name of your agency.  The 
Contact Name refers to the person who will serve 
as the main contact for the Center for Civic 
Engagement.  The field labeled as Position refers 
to the position held by the contact person listed.  
The fields labeled with  * are required, you will 
not be permitted to proceed until all required 
fields are completed.  If you do not have an e-
Ƴŀƛƭ ŀŘŘǊŜǎǎΣ ǘȅǇŜ άnoemail@noemail.comέ ƛƴǘƻ 
the Email field. 

 

Section 2: Log-In Information 
Section 2 asks that you select a Username and 
Password.  You will use these two items to gain 
entry into SLPro, select a Username and 
Password you will remember.  In the future, you 
will be able to change your password at any time. 

 

Section 3: About Your Organization 
In this section you are asked to provide information about the Purpose/Mission of your agency. This section is 
important to help the student understand the essence of your agency.  Specific details about your service 
ƻǇǇƻǊǘǳƴƛǘƛŜǎ όŎŀƭƭŜŘ ΨtƻǎƛǘƛƻƴǎΩ ƛƴ {ŜǊǾƛŎŜ-Learning Pro) will be entered later. 

 

In general, please include directions to your site using 
the WSU campus as the starting point. 
 

Submission 
If you have left any of the information on the form 
(such as E-mail or Zip-code) blank, you will be notified 
ά¸ƻǳǊ tǊƻŦƛƭŜ Lǎ bƻǘ /ƻƳǇƭŜǘŜΗέ wŜǾƛŜǿ ǘƘƛǎ ǎŎǊŜŜƴ ǘƻ 
make sure there are no typing mistakes, make 
changes, and then click άConfirm & Continueέ.  
Although registration is now complete, you will still 
need to enter more information before students will 
be able to find and sign up for your service-learning 
activities. You have provided background information 
about your organization; the next step will be to 
create a position (see Create a New Position). 
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Approval 
An email is automatically sent to Center for Civic Engagement staff when you complete the registration process.  
AfǘŜǊ ǿŜ ǊŜǾƛŜǿ ŀƴŘ ŀǇǇǊƻǾŜ ȅƻǳǊ ǊŜƎƛǎǘǊŀǘƛƻƴΣ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ŀƴŘ Ǉositions will be visible to 
faculty and students. You can login to the Control Panel immediately to start setting up your positions. 
 

 
 

Access Agreement  
The first time you login on SLPro you will be asked to agree to the following statement: 
 

 
 
 

This statement is an important agreement between the Center for Civic Engagement and the Community Partner.  It 
outlines some of the expectations the CCE has from our Community Partners.  Periodically, we will ask for this 
agreement to be updated. 
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Entering Positions 
 
Click on the άPositionέ link in the blue sidebar at the left of your control panel.  You will see a new form that looks 
like this: 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

There are six sections to this form, their titles are visible in the light gray tabs near the top (Information, Availability, 
etc.).  When you have finished the Information section, you will click άNextέ to move on. 

 

Information 
The Position Title is the name you want to use to refer to the project/service opportunity.  You will not need to 
include the name of your organization; you have already provided this information when you created your agency 
profile.  The position title is the first thing students see when they are searching for service opportunities.  For 
example: Child Care Aide, Information Desk Assistant, or First Aid Instructor.  

 
The Active button controls whether our students and faculty will be able to see the project after 
you submit it.  Usually you will want to set Active to άYesέ.  Only set Active to άNoέ if you are not 

ready to accept any registrations for the project (remember to log in again and set the project Active when you are 
ready to take registrations).  If you are setting up a project that will not take place until a future date, you can enter 
ǘƘŜ ǇǊƻƧŜŎǘΩǎ ŘŀǘŜǎ ƛƴǘƻ ǘƘŜ {Ŝǎǎƛƻƴ ƻǊ ŎŀƭŜƴŘŀǊ ŘŀǘŜ ōƻȄŜǎ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘƛǎ ǇŀƎŜΦ  SLPro will not let a student 
sign-up for a project that begins in a future Session (semester). 
 
Position Purpose is general information such as background or goals of the project.  This does not include any 
specifics about what the students will be doing-that information will come later in the Details section.  Use this 
section to indicate why this service position is important to your agency and the population you serve. 
 
Select a Session (semester) or a Start & End Date for the position.  If you choose a Session, the Start & End Dates will 
be filled in with the beginning and ending dates of our semesters.  If you choose to set your own Start & End Dates, 
please keep them within our semesters ς if position dates (especially end dates) extend beyond the session dates, it 
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could cause problems for reporting and recordkeeping.  Think of these Start & End Dates as:  ΨǿƘŜƴ ǘƘŜ ǎǘǳŘŜƴǘǎ ǿƛƭƭ 
ōŜ ŀōƭŜ ǘƻ ǎŜǊǾŜΩ ƛƴǎǘŜŀŘ ƻŦ ΨǿƘŜƴ ǿŜ ƘŀǾŜ ƻǇŜƴƛƴƎǎ ŦƻǊ ǎŜǊǾƛŎŜΦΩ 
If you want students to be able to see and register for your project before the Start Date, please set a Registration 
Opens date earlier than the Start Date. 

You can choose to make the 
project not available to 
faculty to request matches.  
Place a check in this box if 
you are not interested in 
having professors encourage 
their students to serve 
specifically with your 
organization. We 
recommend not checking this 
box.  It can be very beneficial 
for both you and them.  

The Supervisor list allows you 
to choose who will be 
directly responsible for 
managing this position in SLPro.  If you are the only person from your organization using SLPro, then this will be you.  
But if you choose to register more than one staff member, this option allows you to divide and delegate project 
management between your colleagues and staff. (See Update Community Partner Profile/ Authorized Users.) 

Availability 
In the Availability section, you will first want to check the box labeled Students.  If this box is not selected your 
project will not be made available for students.  At this time we are only using the Students section, please do not 
select the Non-Students box.  
 
 
 
 
 
 
 
 
 
Sign-Up Limit- If there is a limit to the number of students your organization is able to work with at one time, enter 
that number here.  If there are no limits to the number of students your organization can work with, leave this box 
blank which will signify unlimited or N/A. 
 
Minimum Time Commitment- In this space, enter the minimum number of hours students should plan on 
committing to your organization this semester. 
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Orientations 

/ƘƻƻǎŜ ǘƘŜ ōǳǘǘƻƴ ƻǇǘƛƻƴ ǘƘŀǘ ōŜǎǘ Ŧƛǘǎ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ƻǊƛŜƴǘŀǘƛƻƴ ǎȅǎǘŜƳΦ LŦ ȅƻǳ ŎƘƻƻǎŜ άL ǿƛƭƭ ŜƴǘŜǊ ǘƘŜ 
ƻǊƛŜƴǘŀǘƛƻƴ ŘŀǘŜǎΣέ ŀ ǎŜǘ ƻŦ ōƻȄŜǎ ǿƛƭƭ ŀǇǇŜŀǊ ŦƻǊ ȅƻǳ ǘƻ ŜƴǘŜǊ ŀ 5ŀǘŜΣ ¢ƛƳŜΣ ŀƴŘ bƻǘŜǎ ŀōƻǳǘ ǘƘŜ ƻǊƛŜƴǘŀǘƛƻƴ ǎŜǎǎƛƻƴΦ 
Click the blue άAddέ on the right to submit the orientation details, and if you have more than one orientation time, 
you can enter another and then click άAddέ again. 
 
Detail 
Specific Tasks/Activities is the description that will tell the student what he/she will be expected to do while serving 
with your organization. Include any or all possible tasks here, alonƎ ǿƛǘƘ ŀƴȅ ŜȄǇƭŀƴŀǘƛƻƴ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ŀŘŘΦ  Use this 
space to appeal to the interests of student participants searching for service opportunities. 

Service Location/Address and Service 
Location/Phoneς if the service takes place 
ŀǘ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ Ƴŀƛƴ office please 
re-enter that here; if it happens 
somewhere else, this is the place to 
provide the address of the service site. 

Additional Service Cities ς if this position is 
available in multiple cities, you may note 
all involved cities here.  

Known Project Risks- this is where you will 
identify any potential hazards.  For 
example, this project involves working 
with tools and/or sharp objects.  If unsure 
ƻŦ ǇƻǘŜƴǘƛŀƭ ǊƛǎƪǎΣ ǇƭŜŀǎŜ ǘȅǇŜ άǳƴƪƴƻǿƴΦέ  
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Requirements 
If your position involves any physical requirements - such as heavy lifting, or moving through buildings which lack 
ramps or elevator access - please check the first box and note those requirements in one of the blanks below. If a 

ŘǊƛǾŜǊΩǎ ƭƛŎŜƴǎŜ ƻǊ ōŀŎƪƎǊƻǳƴŘ ŎƘŜŎƪ ƛǎ ǊŜǉǳƛǊŜŘΣ 
indicate this by checking one or both of the other 
boxes.  Lines are also provided for agencies to 
include any Other Requirements they may have, 
for example, TB tests, Food handler permits, etc. 

 
 
 
 
 
 
 
 
 
 

 
Service Areas 
The information you enter in this form is used by SLPro to categorize your position for searching.  If you check 
Hunger & Nutrition in answer to What community issue(s) does this project address?, then students or faculty will 
see this position when they search for service opportunities related to Hunger & Nutrition.  The same principle 
applies to the type of service and academic discipline choices. Please check all categories that apply when answering 
these questions.  

As you read through the list, think 
about the tasks you entered in the 
Details form. Ask yourself which of 
these disciplines would have students 
who would be interested in performing 
your kind of service.  Please check all 
areas that are applicable, but try not to 
reach too far ς if your position involves 
reading to elementary school students, 
then a student doing service-learning 
for a Chemistry course would not get 
an appropriate learning experience in 
that position (Child Development and 
English, however, would be natural 
matches). 
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Options 
Is this service suitable for first-year students? ς If your position can accommodate all students regardless of age, 
ǇƭŜŀǎŜ ƳŀǊƪ ά¸es.έ  If your position needs ŀ ǎǘǳŘŜƴǘ ǿƘƻ ƛǎ ŀōƭŜ ǘƻ άwork independentlyέ ŀƴŘ ŀ ȅƻǳƴƎŜǊ ǎǘǳŘŜƴǘ Ƴŀȅ 
need additional structure, please mark άNo.έ   

Will anyone from your organization be 
given significant unsupervised access 
to our participants in connection with 
their activities?  If there will be one 
main contact from your organization 
who will be working with the students 
in an unsupervised capacity you will 
want to mark άYesέ to this question.    

Will participants have regular contact 
with your personnel? - Are your staff 
going to be around, or will the 
student be working more 
independently? 
 
This activity involves working with vulnerable populations:  If this position (not your organization) will involve 
working with vulnerable populations (children, seniors, individuals with diverse abilities, etc.) then you will want to 
select άYes.έ 

What times can students serve? - Describe the days and hours when the students can be serving.  Many of our 
students are especially interested in evening/weekend opportunities, since they are working or in a class during 
weekdays, so if you have evening or weekend openings, be sure to check those boxes. Please choose either the 
checkbox method or the specific times method. If you try to use both, your information may not be understood 
correctly. 

This is the last form in the position creation. You can review what you have entered by clicking άBackέ, and you can 
edit the project information at any time through your Control Panel. 

Click άEdit Completeέ to submit the project after all required fields have been entered. 

An email will be sent automatically to staff at the Center for Civic Engagement, notifying us that a new position has 
been submitted. After we review and approve your project, it will be visible to students and faculty, and they will be 
able to register and match your project to their courses. The approval status of your project is shown in the list of 
projects in your Control Panel Main Page. 
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Update Community Partner Profile/ Authorized Users 
 

The Community Partner Profile 
section allows you to view and 
update information about 
your organization. The 
information here was entered 
at registration, but may need 
occasional updates. 

 
To update your ŀƎŜƴŎȅΩǎ 
Profile, click on the 
ά/ƻƳƳǳƴƛǘȅ tŀǊǘƴŜǊ tǊƻŦƛƭŜέ 
link at the left of the page, in 
the blue sidebar.  Review or 
change your information and 

ŎƭƛŎƪ ǘƘŜ ά{ǳōƳƛǘέ button to save your updates.   
 
SLPro allows you to register more than one person 
for your organization.  This function can be helpful if 
your positions are supervised by different people. 

 
 
 

To add another user, look in the blue sidebar at the left of your 
Control Panel, and click the άAuthorized 
Usersέ link under Quick Links.  A new 
άAdd Userέ link will appear in the 
sidebar, under the new heading Authorized Users. Click this new 
ά!ŘŘ ¦ǎŜǊέ link. 
 
You will be taken to the form on the left.  Lƴ ǘƘƛǎ ŦƻǊƳ ǘƘŜ ǳǎŜǊǎΩ 
information will be required as well as a Username and 
Password.   Information about your organization will fill in 
automatically according to the information listed in Community 
Partner Profile.  You can change this information if the new user 
works from a different location.  Once this form is complete 
select άAdd Userέ. 
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To view all authorized users for your agency select άAuthorized Usersέ from the blue sidebar on 
the left of the screen.  A screen will appear in which you may edit or delete the users for your 
organization.  On this screen you will be able to designate a Primary Contact.  The Primary 
Contact will be the person who will do the majority of communication for your agency. 
 

 
 
 
 
 
 
 
 

 
To edit an authorized users 

information, select the edit icon in the Authorized Users 
screen.  The Update User screen allows you to make changes 
to your contact information such as address, phone number, 
or email address, as shown on the right.  When all updates 
ŀǊŜ ŎƻƳǇƭŜǘŜ ƳŀƪŜ ǎǳǊŜ ǘƻ ǎŜƭŜŎǘ ǘƘŜ ά{ŀǾŜ /ƘŀƴƎŜǎέ ōǳǘǘƻƴ 
at the bottom of the screen. 
 
¢ƘŜ άMy ProfiƭŜέ link at the upper right of the page allows 
you to update your personal User Profile information such as 
changing your username and/or password, as shown below.  
When all updates are complete make sure to select the 
ά¦ǇŘŀǘŜ tǊƻŦƛƭŜέ ōǳǘǘƻƴ ŀǘ ǘƘŜ ōƻǘǘƻƳ of the screen. 
 
 
 
 
 
 


