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JMU Alumni Association 
            2002 Alumni Drive, MSC 4402 
            Harrisonburg, VA 22807 
            Phone: (540)568-6234    
            Fax: (540)568-3494 
                  

JMUAA Check Voucher  

Date: June 6, 10     Chapter/Group Name: Harrisonburg Chapter  

Name & Address 

  
 Aramark Catering (Name of person/place check goes to) 
 2002 Alumni Drive  (Address) 
 Harrisonburg, VA 22807 (City, State, Zip) 
  
         

            For Deposit Only   
 July APN Breakfast (Event) Cash Check Total 

 Breakfast Buffet (Description of what check is for)     
200.00 (Amt 
for Owed) 

        $                -    
       $                -    
       $                -    
       $                -    
       $                -    
       $                -    

       $                -    
All Expenditures Require Support By Original Invoice        200.00 
                  
Federal ID No. or Social Security No. Do not need to fill out  
            
Payment Requested By: Kemper Funkhouser 
      Print Name    Signature   
      
Approved by   Scott Rogers   Date:   

    
Chapter President or President-Elect              

(Required for expenses of $100.00 or more)        
                
Approved by   Stephanie Hamson    Date:   
    Assistant Director of Alumni Relations       
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Approved by       Date:   
    Director of Alumni Relations       
For Office Use Only 

FY/Period GL Acct Sub Fund Check # 
Check 
Date Date Inv. Rec'd 

Date Check 
Mailed Amt Designated 

        

               
       TOTAL $0.00 
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Event Summary  
 
Following your event (including Happy Hours), pleas e submit his form.  Attach an 
attendance sheet, a list of the volunteers, all ite mized receipts and complete 
reimbursement voucher if necessary.  You may either  e-mail or paper mail the form 
(e-mail preferred).  Please return to: The Office o f Alumni Relations, MSC 4402, 
Leeolou Alumni Center Room 3101, Harrisonburg, VA  22807.  Forms must be 
received NO LATER than four weeks after the event. 
 
Title of Event: Purple Pride Party  
 
Location: Duke Dog House 
 
Date: 6/7/10   Time: 6pm 
 
Chapter Contact: Duke Dog 
 
Vendor Contact: Dolley Madison 
 
# Pre-Registered: 60  Number Attended: 55 
 

Item Description  Expenses:  Income:  

�� �� �� �� ��Food 200.00  

�� �� �� �� ��Decoration 100.00 �� �� �� �� �� 

�� �� �� �� ��Pre-registration tickets  300.00 

�� �� �� �� ��Donations collected at door �� �� �� �� �� 200.00 

�� �� �� �� �� �� �� �� �� �� �� �� �� �� �� 

�� �� �� �� �� �� �� �� �� �� �� �� �� �� �� 

�� �� �� �� �� �� �� �� �� �� �� �� �� �� �� 

�� �� �� �� �� �� �� �� �� �� �� �� �� �� �� 

Total: �������� �������� �������� �������� �������� 300.00 500.00 

Funds raised for scholarship: �������� �������� �������� �������� �������� �� �� �� �� �� 200.00 

 
Suggestions for next time: 
Order less food and provide nametags for guests. Vendor contact was nice to work with and offered 
us discount rate in future.  
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Speaker Request Form  
 

Please complete and submit to the OAR at least 16 weeks in advance 
 

Group:  Boston Alumni Chapter 
 
Name: Blu Nordgren 
 
Email:  BostonChpt@alumni.jmu.edu       
 
Phone:  xxx-xxx-xxx 
 
Brief Description of event: 
We would like to host a professional development breakfast, focusing on mentoring current 
students and young alumni in Boston, with a focus on the Business school’s current 
programs and students. 
 
 
Type: 

 Lecture   Panel   Special Event   Other 

Explain: �� �� �� �� �� 
 
What type of speaker would you like? 

 Professor   Student Ambassador  Staff  Other 
If other, explain: Dean of Business School, Robert Reid 
 
Location: Marriott Hotel Conference Room 
 
Does location have audio/visual capabilities? yes 
 
Event Topic: mentoring students, current business school programs 
 
List possible speakers: 
First Choice: Robert Reid, Dean of Business School 
Second Choice: Denise Meadows, Coordinator of Business Relations and Networking 

Third Choice: �� �� �� �� �� 
 
Event date and time: Jan, 2011 
 
Second choice date and time: Feb, 2011 
 
Additional comments:       
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1. Visit the Harris Administrative Tool Web site: 
http://admin.alumniconnections.com/olc/admin/JMD/ad mintool/index.ht
ml  

2. You will be asked to log in: 
Sign In  

If you are already registered, sign in to access members-only 
areas of the community. 

User ID:  
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Password:  
 

   Sign In 
 

  Forgot your user ID or password?  

 

 
User ID: In most cases, this is the same title that is used for chapters’ alumni.jmu.edu 
email address.  Ex. TidewaterChpt)  
Password: jmu123 (same for all) 
 
Chapter presidents have this information if you experience trouble. If you have additional 
questions, contact your OAR representative* 
 
3. You will then enter the Harris Administrative site for your chapter. In the left 
navigation, click on the link titled Chapter Pages:  
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4. You will then be guided to your main chapter page. From here, you can 
edit your three chapter pages: Contacts, Events and Home. Click on the link 
for the page you’d like to edit:  
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5. You will then see your chapter page, where you will click Chapter: edit  

  

6. You will now see an HTML editor, which will allow you to easily edit the 
content of your selected page. Once you have made your desired edits, click 
“Save Changes.” Or, if you want to discard your changes, click “Cancel.”  
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7. Once you have clicked to Save Changes, you will return to your chapter 
page. You can click on any other sections you’d like to edit (Home, Events, 
Contacts).  

 

8. When you are finished editing and saving your pages, you will end up back 
on your chapter page. From here, click the Chapter Pages link in the left 
navigation.  
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9. You will be taken back to the administration page, where you will need to 
select the pages you’ve updated for publishing on the Web site. You can 
either click the Publish link for each page individually, or click the Publish All 
button to publish all of the pages at once.  
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10. Since all changes must be approved by the Office of Alumni Relations 
prior to being published, when you click Publish, you will be navigated to the 
“Request Publishing” page. Follow the on-screen instructions to Request 
Publishing: 

 
 
12. If you select “Cancel,” the publish request will not be made and you will 
be navigated back to the administration page. If you select “Request 
Publishing,” you will be navigated to the page below and an email will 
automatically be sent to the appropriate contact in the Office of Alumni 
Relations. Your edits will either be approved and published, or if there are 
problems, you will be contacted to make additional edits. From here, simply 
click “Continue,” and you will be navigated back to the administration page. 
The Office of Alumni Relations will post your edits, if approved, within 2 
business days of the email alert. In the case of a major event on either the 
part of the chapter or the OAR, arrangements can be made for the chapter to 
have temporary publishing rights, at the chapter’s request 
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OTHER NOTES 
 
If you have questions about Harris, the site offers an FAQ section with step-by-step 
instructions and assistance. Simply click on the “Assistant Help” link in the left navigation: 
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USING THE HTML EDITOR   
Below is a guide to using the HTML editor when you are on the editing page:  
 

 
 
EDITING TOOLBAR 
 

 
 
TOOLBAR FUNCTIONS  
 

 Maximize Editor 

 Minimize Editor 

  

 
 

 

Change heading style for a 
line or paragraph 

Change the font style Change font size 

  

 
Bold selected text 

 
Insert/Overwrite 
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Italicize selected text 

 
Save As 

 
Underline selected text 

 
Clear MSOffice Tags 

 
Strike through selected text 

 
Clear Inline Font Specifications 

 
Change font color of selected text 

 
Remove formatting 

 
Change the background color 

 
Toggle Borders 

 
View current style of selected text 

 
Split Block 

 
Insert subscript 

 
Direction left to right 

 
Insert superscript 

 
Direction right to left 

 
Left-align a paragraph 

 
Toggle HTML Source 

 
Center a paragraph 

 
Edit HTML for selected text 

 
Right-align a paragraph 

 
Spell Check 

 
Justify a paragraph 

 
Help using editor 

 
Number selected text 

 
About this editor 

 
Bullet selected text 

 
Table Properties 

 
Decrease indent 

 
Row Properties 

 
Increase indent 

 
Insert a row before 

 
Insert Horizontal Line 

 
Insert a row after 

 
Insert a Web link 

 
Delete row 

 
Insert an Anchor/Bookmark 

 
Split row 

 
Insert/Modify an Image 

 
Insert column before 

 
Insert a table 

 
Insert column after 

 
Undo last action 

 
Delete column 

 
Redo last action 

 
Split column 

 
Select all 

 
Cell Properties 

 
Print document 

 
Insert cell before 

 
Cut selected text 

 
Insert cell after 

 
Copy selected text 

 
Delete cell 

 
Paste text 

 
Merge cells 

    
 

Split cells 
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Insert Hyperlink 
1.       Highlight the text you 
wish to make a hyperlink. 
2.       Click the Insert Web 
Link  button: 

 
(An Insert/Modify Link  
popup will display.   
3.       Enter the full URL 
beginning with http:// . 
4.       Set the Target  to 
New Window . 
The new page will open in a 
new browser window.  This 
feature prevents the user 
from having to hit the 
browser BACK  button to 
return to the broadcast 
email.  
5.       Click the OK button. 

  

 

Insert Email Hyperlink 

1.       Click the Insert Web Link  button:  An Insert/Modify Link  popup will display.  
2.       Enter "mailto:" + email address. 
For example: The email link to nspivey@harrisconnect.com should be "mailto:nspivey@harrisconnect.com".  
Since this is an email link, there is no need to enter anything for the Target.  
3.       Click the OK button. 

Modify Hyperlink 
  

1.       Place the cursor on the link. 
2.       Click the Insert Web Link  
button:   

   

 Make the necessary modifications. 
3.       Click the OK button. 
  

 
  

Delete Hyperlink 
1.       Highlight the hyperlink. 
2.       Click the Delete key on the keyboard. 
3.       Re-type the text. 

  
Note:   Simply typing a full URL or email address and clicking somewhere else in the email message will 
automatically display URL and email address as a link.  The Target will default to none.  Modify the link to 
update the Target. 
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Insert Image 
1.       Select the image. 
2.       Click the Insert/Modify Image  
button: 

 
3.       An Insert Image  popup will 
display.   
4.       Enter the URL (full path and 
file name) for the image.   
5.       Enter the Alternate text . The 
Alternate Text is the text that 
appears when the user rolls over 
the image with the mouse.   It is 
also the text read by Browser 
Readers for the visually impaired 
users. 
6.       Click the OK button. 

  

 
  

  
IMPORTANT! 

Any images included must exist on a web accessible server.  
Use Image Library to upload images from your hard d rive to the Harris Server.  

  
  
Alignment  is used when you want to wrap text around the image. 

 
Align Left  

 
Align Right  

    
Spacing  refers to the Horizontal  and Vertical  spacing between the text and the image. 
Border Thickness  is used to display a border around 
the image.  When making an image a hyperlink, a blue 
border displays by default.  
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 Modify Image 
1.       Select the image. 
2.       Click the Insert/Modify Image  
button: 

 
The Insert Image  popup will 
display.   
3.       Make necessary 
modifications. 
4.       Click OK. 
  

 
  

Delete Image 
1.       Select the image. 
2.       Click the Delete button on the keyboard. 

  

HTML Tables 

Insert Table 
1.       Place cursor where you want the 
table to go. 
2.       Click the Insert Table  button: 

 
The Insert Table popup will display.   
3.       Enter the number of Rows  and 
Columns (Cols ). 
4.       Select Layout  and Spacing 
options, if necessary. 
5.       Click the OK button. 
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Width 
Determine the width of the table.  The units of measure are Percent, Pixel (px), and 
Em. 
  
Pixels are the little squares that make a computer monitor. An "em" unit or "1 em" is 
represented by the upper case letter X the default or "base" size for a rendered font 
assigned by the user email client. 
  
Fixed-width columns  have a specific numeric width, such as 300 pixels. 

Layout 
    

Alignment - Align the table layout. 
Border thickness - Enter the border thickness in pixels. 

 

Spacing 
    

Cell spacing - Controls the space between table cells.  The default is 1 
px. 

Cell padding - Sets the amount of space between the contents of the cell 
and the cell wall.  The default is 1 px. 

 

Modify Table 
1. Place cursor inside the 

existing table.  
2. Click the Table Properties  

button: 

 
The Table Properties  popup 
will display.   
3. Modify Description , 

Layout , Spacing, Padding , 
Frame, Borders , CSS 
(Cascading Style Sheets). 
Style  

  
Note:   Cascading Style Sheets are 
used to format the background 
color, background image, 
foreground color, and border color of 
the table.  The option to collapse the 
border is also located under CSS 
Style. 

4. Click the OK button.  

 

  

Delete Table 

1. Place the cursor on the line after the table.  
2. Click the Backspace key on your keyboard.  The table will be deleted.  
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Row Properties 
1. Place cursor in the 

appropriate row.  
2. Click the Row Properties  

button: 

 
The Row Properties  popup will 
display.   
3. Modify the Layout  and CSS 

Style , if necessary.  
4. Click the OK button.  

 

  
  

Layout  
  Width - Width of the row 
  Height - Height of the row 
  Text Align - Align the content of the row 
  Vertical Align - Vertically align the content of the row 
  
Note:   Cascading Style Sheets are used to format the bac kground color, background image, 
foreground color, and border color of the row.  

Insert Row 

1. Place the cursor in the row before or after where you want the new row to be inserted.  

2. Click either the Insert Row Before   or Insert Row After   button.  The row will 
appear.  

Delete Row 

1. Place the cursor in the row you wish to delete.  

2. Click the Delete Row button .  The row will disappear.  

Insert Column 

1. Place the cursor in the column before or after where you want the new column to be inserted.  

2. Click either the Insert Column Before   or Insert Column After   button.  The column will 
appear.  

Delete Column 

1. Place the cursor in the column you wish to delete.  

2. Click the Delete Column button .  The column will disappear.  
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Cell Properties 
1. Place cursor in the 

appropriate row.  
2. Click the Cell Properties  

button  

.   
The Cell Properties  popup 
will display.   

3. Modify the Layout  and CSS 
Style , if necessary.  

4. Click the OK button.  

 

  
  

Layout 
  Width - Width of the cell 
  Height - Height of the cell 
  Text Align - Align the content of the cell 
  Vertical Align - Vertically align the content of the cell 
  
Note:  Cascading Style Sheets are used to format the background color, background image, 
foreground color, and border color of the row. 
  

Insert Cell 

1. Place the cursor in the cell before or after where you want the new cell to be inserted.  

2. Click either the Insert Cell Before   or Insert Cell After   button.  The row will 
appear.  

Delete Cell 

1. Place the cursor in the cell you wish to delete.  

2. Click the Delete Cell button .  The cell will disappear.  
  

Merge Cells 

1. Place cursor in the one of the cells you wish to merge together.  

2. Click the Merge Cell button .  A prompt will display in the top left corner.  
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3. Enter the number of columns you would like to merge.  
4. Click the OK button.  A second prompt will display.   

  

 
  

5. Enter the number of rows you would like to merge.  
6. Click the OK button.  A second prompt will display.  The cells will merge together.  

�
�
�
�
�
�
�
�
�

�


