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Access the CE Database via the myFSU portal under 
“Community Engagement.”
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Click the link to 
access the 
landing page 
FSU Community 
Engagement 
Activities Hub To get started with the database, there are three steps:

• Create a profile
• Add activities to your profile
• Search for activities or community partners in the database
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First, create a 
profile for 
yourself.
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Click “+ Create a new PI/Lead profile”
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• Enter your information 
and then click “Submit” to 
create a PI/Lead Profile.

• Now you are ready to 
enter your community 
engagement activities!
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Next, Add Your 
Community 
Engagement 
Activity
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Click “+ Add another CE Activity”
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• You will not be able to 
submit activities without 
selecting an activity PI/Lead, 
and you won’t be able to 
select yourself as the 
PI/Lead until you’ve created 
a profile.

• You will be able to link 
activities to your profile.
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• Indicate the number of 
community partners involved 
in this activity – limit of 5 per 
activity entry.

• If you are working with a 
community partner that is not 
already listed in the 
dropdown, please click “New 
organization not listed” to 
open the fields below to enter 
partner information. 

• This will trigger an alert to the 
database administrator to 
integrate these new partners 
into the database.

• Please allow up to one 
business day for new partners 
to be fully integrated into the 
database.
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Enter activity information 
and then click “Submit” to 
enter your activity in the 
database.
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• This page lists a return code 
that will enable you to 
return and edit your 
specific  activity.

• It is recommended to enter 
your email to receive a 
confirmation email with the 
return code.

• When your activity is 
submitted, a new window 
will open.
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Enter return code to return and edit an activity.
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Lastly, you can 
query each of 
the community 
database pages.

• You can find your activities in real time in the Community 
Engagement Activities database.

• You can find information about Community Partners in the 
Community Partners Database.
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• All CE activities in the 
database are listed by 
default.

• Narrow your search by 
utilizing filters and 
checking “Submit”

• It is recommended to 
refresh the page when 
performing new searches.
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• All community partners in 
the database are listed by 
default.

• Narrow your search by 
utilizing filters and 
checking “Submit”

• It is recommended to 
refresh the page when 
performing new searches.
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Frequently Asked Questions
• When to use the database?

• Recommended to enter community engagement (CE) activity when it 
happens. 

• What is the time limit for an older partnership?
• CE activities can be added 90 days retroactively.

• What constitutes a CE activity? 
• CE activities include CE research and CE programmatic projects, CE 

services, CE events (i.e., health fairs, trainings and workshops).
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Questions?

Contact the REDCap Team
REDCap@fsu.edu 

mailto:REDCap@fsu.edu
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