ClarkCONNECT Technical Support

Use this guide to help you answer technical support questions you may have about the
platform and troubleshoot issues with your ClarkCONNECT account

Setting and Managing Notifications

Your notification preferences allow you to control which notifications you'll receive from
ClarkCONNECT.

To edit notification settings:
1. Click your profile image in the upper right corner of your screen to open the profile drop-down
menu.

2. From the drop-down menu, select "My Preferences."
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My Profile

My Documents
My Job Posts
My Events

SHARE

My Preferences

Sign Out

3. You'll find yourself in the "Notifications" section of Preferences.
4. Cell Number: Enter and save your phone number to enable SMS Notification Preferences.

5. Email Preferences: Toggle the button to opt into/out of email notifications. Note that even if
you opt-out of these email naotifications, we'll still email you if someone reaches out to you on
the platform.

6. Notification Preferences: Here you can control whether you'd like to receive SMS and/or
email notifications for Connections & Messaging, Newsletters, and Discussion Posts. For each
category, you have the option of choosing SMS, email, both, or neither.



My Preferences
SMS Preferences
Notifications
Enter your mobile phone number to enable SMS (text) notifications. We'll let you know when

Privacy someone asks to connect, you have an upcoming meeting, or when you have a new message. Your
number will only be.visible to platform admins and advisor
Availability
SMS Phone Number
Account
=
Manage Calendar
Matching Quiz Save Changes

Notification Preferences

Set up emall and SMS notifications to receive connection and meeting updates.
Lnsat€Cribe from all emails

This will unsubscribe you from all emalls within this platform, except when someone
directly reaches out to you.

Configure Notifications

Choose communication you wish to receive and the type of communication medjum you prefer
for each.

Connegfions & Messaging

Ngflv meeting requests

Set notified when a new user sends you a connection request

Upcoming meeting reminders

Get notified for upcoming meetings

New messages

Get notified for new replies in an existing thread
Newsletters

Newsletter Digest

L Email
Get periodic updates about the platform
Discussion Posts
Platform Discussion Board G
ma
Cgt updates for new posts and comments on the platform discussion board
Groups Discussion Board s
Email B
Get updites for new posts on the group discussion boards
Programs Distussion Board
Fefail B

Get updates for nevgsts and comments on the program discussion boards.

Managing Your Account Preferences

Your account preference settings allow you to update things like time zone, email address, and
password. You can also delete your account from this portal.

To edit account settings:
1. Click your profile image in the upper right corner of your screen to open the profile drop-down
menu.

2. From the drop-down menu, select "My Preferences."



Alumni 2% ® > wee -

My Profile

My Documents
My Job Posts
My Events

My Preferences

Sign Out

3. From the menu on the left, select "Account.”

Email ID and Password

~iall Password

annap@peoplegrave.com Reset Password

| Save Changes

Timezone

Save Changes

Delete Account

Delete your profile and stop all emails. This action can not be undone. Delete Account |

4. Update your email and password: Here, you'll be able to see what email is currently
associated with your account. If you change it, we'll send a verification email to your new
address; you'll need to click the link in the verification email in order to finalize the switch to your
new email address.

You can also click the "Reset Password" to initiate a password change. You'll be sent an email
with a link (valid for 24 hours); clicking the link will take you to a page where you can enter your
new password. Remember to save your changes.

5. My timezone: Under "Current Timezone", use the dropdown box to choose your timezone.
By default, your current timezone will be chosen. This is the timezone your meetings will be
scheduled in if you schedule meetings on the platform. Remember to save your changes.

6. Delete your account: Click the red "Delete Account" button to fully remove your account
from the platform. Once you've deleted your account, you won't be able to recover it. If you just
want to deactivate your account for a while, consider submitting a support request asking us to
deactivate your account instead.



https://support.peoplegrove.com/hc/en-us/articles/360000960732-Still-confused-Here-s-how-to-contact-us#how_to_submit_help_ticket

Syncing a Personal Calendar to Clark CONNECT

1. Click on your profile picture in the upper right-hand corner of the screen

2. Choose “My Preferences” from the dropdown menu
3. Click on “Manage Calendar” in the left-hand column

4. Under Calendar Management, choose "Personal Calendar Sync". Click the blue "Setup
Calendar Sync" button.

My Preferences
Calendar Settings

Notifications Configure your calendar settings & preferences for your scheduled meetings.

Privacy
Calendar Management

Availabilit
ailability No Calendar Management
Account Platform Managed Calendar

Easily set your availability, appointment types, and blackout dates by having the platform managed calendar system.
Manage Calendar ® PersomalCalendar Sync

Sync your iCloud, Google, Office 3465, Outlook, or Exchange calendar to easily manage appointment availability & schedullig,
Matching Quiz while having appointments automatically added to your calendar. You can even set specific available days & time-slots for

added convenience.

Setup Calendar Sync

Meeting Contact Information

Select/Add phone number that you would like to be shared with other approved users on the platform.
Phone Number

Use my SMS Phone Number

(® Useadifferent Phone Number

Physical Location

7 Edit Location

Save Changes

5. A new window will open where you'll be prompted to choose your calendar type. From there,
follow the instructions provided to sync your preferred calendar to Clark CONNECT.



Test is using Cronofy to securely access your calendar so it can

« create calendar events

« delete events that this app creates

« read events in your calendars

« read free-busy information from your calendars

Warning! This application has not been verified
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Powered by Cronofy

Where do | edit my profile information after signing up?

e Click your profile image in the upper right.
e From the drop-down menu, select "My Profile.” This will take you to the "About" tab of
your profile.
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My Profile

My Documents
My Events

My Preferences

Sign Out

¢ Inthe menu on the left, you'll see a summary of the different sections of your profile.
e You can edit this content by clicking the pencil icon in each section’s upper righthand
corner.

About

Add Something About Yourself

Things in Common

These are things that you and Andre both have in common/share.

howard university Marketing Los Angeles, CA

How do | reset my password?

If you're logged into ClarkCONNECT and want to reset your password for security
reasons, take the following steps:
1. Click on your profile image in the upper right and then select "My Preferences" from
the drop-down.



My Profile

My Documents

Email ID and Password
My Job Pasts

*Email Passwerd My Events

Privacy annap@peoplegrove.com Reset Password My Preferences

Availability e Qut
Save Changes

Account
Manage Calendar

Timezone
Matching Quiz

Current Timezone

US/Central (CST) (-06:00)

Save Changes

Delete Account

Delete your profile and stop all emails. This action can not be undone. Delete Account ‘

2. Select "Account” from the menu on the left.
3. Enter your new password and click the "Reset Password" button. Remember to save

your changes!

If you're logged out of ClarkCONNECT and can’t get back in because you forgot your
password, take the following steps:

1. Visit clarkconnect.clarku.edu to get to the ClarkCONNECT landing page.

2. Click "Sign In" in the upper right corner

3. Select your sign in method from the options that appear

4. Click "Forgot password or create new password"

No account? Sign up here.
Email address

Password

SIGN IN

Forgot password or create new password

5. Enter your email and click "Send Password Reset Link"


http://clarkconnect.clarku.edu/

Forgot Password or Create New Password

Email address

SEND RESET PASSWORD LINK

Back

Check your email for the password reset email. (Don't see it? Check spam!)

IMPORTANT: When the password reset email arrives, right click on the link and "Open Link in
Incognito or Private Mode" so your device doesn’t autofill any information.

A new tab will open in which you can follow the instructions to create a new password and sign
in.
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Reset your password

Enter Password *

Minimum of 8 characters, including an uppercase letter, lowercase letter, and a
number.

Enter a password ) RGP

Enter Password is a required field.

Confirm Password *

Please enter your password again.

Confirm your password (O]

Confirm Password is a required field.



How can | link an external account after signing up?

You may have chosen to link up one of your external accounts like Facebook or LinkedIn during
signup. In the case you did not, you can do so after signing up by following these instructions:

e Click on your profile picture.

e Choose “My Profile” from the dropdown menu that appears under your profile picture.

e Select “Link Accounts” from the column on the left-hand side of the screen.

e Pick the social platform you want to link and provide your login info for that account.
Specific information from one or both accounts will auto-complete relevant areas of your
ClarkCONNECT profile.

BACKGROUND N My Preferences
Brief Bio LINK ACCOUNTS Sign Out
Backgmuﬂd Connecting your social accounts will auto-complete relevant areas of your profile. You will also be able to sign in using any linked

social account.
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What does linking an external account do?

Linking an external account will allow you to choose that account as a sign-in option and then
sign in using your login info for that account.

From LinkedIn and Facebook, we'll also be able to import some basic information to your
ClarkCONNECT profile:

e LinkedIn: We will be able to import your profile image, email address, and first and last
name.

e Facebook: We will be able to import your profile image, full work history, and full
education history

Can | unlink an external account?

You can unlink an external account from your ClarkCONNECT account at any time by visiting
the “Link Accounts” section of your profile and clicking the “unlink” button.
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