Youth Programs Inventory
Instructions for Use

Link to the Youth Programs Inventory Page
https://app3.ohr.psu.edu/mr_inventory

|4l

Log On

Enter your PSU Access Account ID & Password

Add, Duplicate or Delete a Youth Program

From this screen, you can keep your listing of youth programs current

Click on the submit button to save the program in inventory

1. Logging on to the Youth Programs Inventory Page
Link to the following URL: https://app3.ohr.psu.edu/mr _inventory and log in using your PSU Access User ID

and Password.

PENN S_Ta\TF_
@ WebAccess
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Please enter your Access Account ID or Friends of Penn State 1D (e.g. xyz5000).

User ID' |

Password

Change Access Account Password Change FPS Account Password
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https://webaccess.psu.edu/?cosign-app3.ohr.psu.edu&https://app3.ohr.psu.edu/mr_inventory

2. Time Out Limit for Inactivity
To ensure the security of the system, a timeout for inactivity has been built into the system. The screen below
will appear if there has been inactivity or if the site is accessed from a bookmarked page without properly
logging into the system. In this event, click on the “Restart the Inventory Application”
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Youth Programs Inventory

YOUR SESSION HAS ERDED. You must log into the system again.

The most common reason for a session timeout &5 because of Inactivity. A time lmit for inactivity has been set to ensure the
security of our system. You may also have acoessed a bookmarked page without properly logging ito the system.

Restart Inventory application

3. Adding, Duplicating or Deleting Programs
Once logged into the Inventory, a page will appear that contains a list of any programs from your department
that are currently contained in the system. From this page, you can keep your list of programs current. You
may only be able to access those programs you have entered.

Add a Program

Programs in your area

Sponsoring -

i % $ . Pgm L  Pgm , | Contact _ N
Action ¥ Campusw Department Program ¥ TerT ¥ End T e @ Contact Info =
UP Office of the President | Youth Programs Test Entry 912013 972013 Regis Becker | RWB32@psu.edu
Access > it 814 865-8785
~ UP Office of the President ' Spring Honors Preview 32012 313112012 | Mitch Kirsch msk11@psu.edu
Duplicate 814 B63-4535
- UP Office of the President | Scholars' Day 912442012 9/24/2012 | Mitch Kirsch msk11@psu.edu
Duplicate 814 B63-4535
Duplicate UP Office of the President Summer Honors Close-up | 6M8/2012 G/18/2012 | Mitch Kirsch msk11@psu.edu
P 814 863-4535
B UpP Office of the President | Scholars’ Offer 4112012 41212012 Mitch Kirsch msk11@psu.edu
P session/sleepover 814 863-4535
Add a Program
Programs in your area
- Sponsoring Pgm Pgm Contact
Action 4 | Campus $ Department % Program + Begin % End * e % Contact Info %
You can only edit'delate uUprP Office of the Youth Programs Test | 9/1/2013 Q72013 Regis RWE32@psu.edu
programs that you added or are in President Entry Becker 314 B65-8785
your HR rep rights area.
You can only edit/delete UrP Office of the Spring Honors Preview = 3/31/2012 | 3/31/2012 | Mitch msk11@psu.edu
programs that you added or are in President Kirsch 814 863-4535
your HR rep rights area.

Non-Access > | ou can only edit/delete uP Office of the Scholars’' Day 924/2012 | 9/24/2012 | Mitch msk11@psu.edu
programs that you added or are in President Kirsch 814 863-4535
your HR. rep rights area.

You can only edit/delete UpP (QOffice of the Summer Honors Close | 6/18/2012 | 6/18/2012 | Mitch msk11@psu.edu
programs that you added or are in President -up Kirsch 314 863-4535
your HR rep rights area.

You can only edit/delete UprP Office of the Scholars' Offer 40172012 4212012 | Mitch mski1@psu.edu
programs that you added or are in President zession/sleepover Kirzch 814 863-4535

your HR rep rights area.



If a program is cancelled, you can delete the program prior to the start date. Please assist in keeping the inventory
up-to-date by removing any programs that are cancelled. A program can’t be deleted after the start date.

Clicking on the “Add a New Program” button will bring up a blank form. Proceed by choosing the appropriate
campus and sponsoring department and entering the requested program information. Only add programs that
are not currently in the system to avoid duplication of programs.

Add a Program, Workshop, or Camp

Fields marked with * are required.

Campus®; Sponsoring Department®;
UNIVERSITY PARK =] Office OF The President [=]
Program title™: Program start date™: Program end date™:

Program Description/Purpose™:

Program Website: Minimum Age™*: Maximum Age™®:

Location®: Anticipated Number of Anticipated Number of
© on Campus @ Off Campus @ Both Participants™: Program Staff*:

Residential/ Overnight™®:

© yes © no
Contact Person - First name™; Contact Person - Last name™;
Contact e-mail address™: Contact phone number:

Submit  Cancel

If the program has occurred in the past and it will repeat in the future, choose the “Duplicate” button. The screen
will prepopulate with the previous program information. From here, you can edit the field to include the current
information.

Add a Program, Workshop, or Camp

Campus®: Sponsoring Department™®:
UNIVERSITY PARK [=] Office of the President [=]
Program title*: Program start date*: Program end date*:

Youth Programs Test Entry
Program Description/Purpose™:
Test Entry for Training Purposes

Program Website: Minimum Age*: Maximum Age™*:
8 12
Location®: Anticipated Number of Anticipated Number of
@ oOn Campus © Off Campus © Bath Participants*: Program Staff*:
15 3
Residential/ Overnight*:
@ yes © no
Contact Person - First name™: Contact Person - Last name™:
Reg Becker
Contact e-mail address™: Contact phone number:

RWB32@psu.edu (814) 865-8785

Submit  Cancel



