
Campus Ministry System (CMS)

Instructions for Use



The Campus Ministry System (CMS) Web Page Portal is at:
www.cm.vaumc.org



User ID’s and Password’s can be provided by those with administrative 
access to your Campus Ministry Portal



This is the “main menu” that provides access to the system capabilities. 
We will go through each item. We will start with “Administration.”



The Administration area allows you to (1) Prepare a mailing list for monthly reports, (2) Set up 
user management, and (3) Enter school information. (4) The Events button is the “return to main 
page” link.

We will start with the Mailing List Management



The intent of the CMS Mailing list is to provide your stakeholders with a monthly report of events 
and participation. Stakeholders are local board members, the student leadership team, and your 
district superintendent.  Others can be included – that is your call. 

The how-to instructions are in the blue box 



Going back to the Administration Menu – our next action will be to setup User 
Management



User Management allows you to provide system access establish and user roles – the instructions are 
contained in the blue box.  The Student Leadership Team should be involved in data entry and analysis.



Going back to the Administration Menu – our next action will be set up School 
Information



This page allows you to enter basic information about your school, to include your vision 
statement – let’s look a the Core Group Goals next.



Hopefully, your campus ministry has a strategic plan that includes “Core Group Goals.”  Your 
core group consists of the students who call your ministry “home” – a parallel is church 
membership. Set your goals each academic year and then track your progress in achieving 
these goals. The expectation is that each campus ministry core group would equate to 1% of 
the undergraduate on-campus population. For this example, it  would be 63 students as the 
on-campus population is 6284.



Next, we go to the main menu and start event reporting. Click on Set-up button.



First – Identify the type of event – Explore, Engage or Embody

Enter Event Name

Next Enter Event 
Data as Shown –
the system allows 
you to repeat 
events – just 
change the date 
and numbers



After you have entered the event information for a given month, you will report the 
data to your stakeholders – Starting from the Main Menu – click on reporting



This menu allows you to review your report in PDF format before sending. When 
you click on this you will see graphs indicating your Explore, Engage and Embody 
events with participation for a particular month and graphs showing year-to-
date totals by month. If the report is ok –click on the Distribute Report link



Going back to the main menu – you also have the option to download your reports 
into an Excel Spreadsheet. The spreadsheet will show your event information in detail 
as well as information from all other campus ministries – click on the Download 
Events



When ready – click on the Export to Excel link – If you are serious about meeting goals –
improving your ministry – and looking at “What Works” use the analytics that are available! 



This is a copy of the Excel Spreadsheet – Showing the Basics for Every Event for the year 
– or – many years!



Going back to the main menu – note that there is an “Assistance” feature – if you are having any 
difficulties (with the system ☺) it sets up an email to send to the conference tech staff. 
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