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Welcome to the MCC FabLab Orientation tutorial on OrgSync
During the tutorial, you’ll learn how to:
· Reserve time in the FabLab
· Reserve equipment in the FabLab, and 
· Order supplies for your FabLab projects

So . . . What is OrgSync?
· OrgSync is an online engagement tool for students to connect, join, and participate with various OrgSync groups, called Organizations, as well as activities outside of the classroom.
OrgSync Uses
· With OrgSync, students can join groups, participate in engagement activities, track extra-curricular involvement, create a co-curricular transcript, as well as create and manage an e-portfolio

Logging in to OrgSync
1. Go to OrgSync.org
2. Click Sign in / Sign Up
3. Type Metro in the search box to search for MCC
4. Select Metro Nebraska
5. Sign In using your student logon and password
(There are many organizations. Featured appear at the top left. A general message newsfeed appears in the middle. Common websites and pages appear in the Bookmarks section.
6. To access an organization, you must be a member of the organization. )
7. Click ORGANIZATIONS
8. Scroll down and select FabLab
9. Click the Join Now button
(You will see your screen update with information.)
(Review the site. Click on the tabs and scroll down through the screen areas to familiarize yourself with the Organization.)



Reserving time in the FabLab
1. In the Quick Links section, click Reservations Center. 
2. Check the Public Calendar to see what equipment is being used and when. 
3. You must reserve your time at least 24 hours in advance.
4. If the time you want is available, click Make Reservations.
5. Complete the online Reservation form. 
6. If you are a New User, you will need to create a Password for the Reservation System. The password you use for the Reservation Center is separate from your student user name and password that you use to sign in to OrgSync. Make sure you record the password you create in a safe place. You’ll need it each time you sign in to the Reservations Center from this point on. 
7. In order for you to have the best FabLab experience, please complete the notes section of the form letting us know what you’re working on, the materials and tools that you’ll be using, and whether you’ll need help with your project.
8. Be sure to include your contact information in case the status of the FabLab changes and we need to work with you to reschedule your reservation.
9. When you complete your reservation, the system we send a confirmation email to the email address that you provide when you create your reservation. Please keep the email until after your reservation date has passed in case you need to use it to cancel your reservation. 
10. If, during your visit to the FabLab, you’ll be working several pieces of equipment, complete a reservation for each piece of equipment that you’ll be using during your scheduled time in the FabLab.

How to Sign Out
1. From the FABLAB Organization Home page, click your name in the upper right corner.
2. An activity panel will slide open.
3. From the activity panel you can see your calendar, update your profile, create an eportfolio, and other tasks.
4. To sign out of OrgSync, select Sign Out at the bottom of the panel. 
5. After signing out, you will be returned to the sign in page. 

The next time you log into the MCC OrgSync site, simply select the My Memberships button to quickly access the organizations that you are a member of. 


We schedule staff hours and ensure tool/material/machine availability based on the reservations we receive. If you need to cancel your reservation, it’s important that you log into the OrgSync reservation system to cancel it. 

To Cancel a Reservation
· Send an email to the FabLab Staff letting us know your name as well as the date and time of the reservation you wish to cancel. 
· You may also contact the FabLab staff to cancel your reservation by calling: 402-457-2209. 


FabLab Store
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2. Click Sign in / Sign Up
3. Type Metro in the search box
4. Select Metro Nebraska
5. Sign In using your student logon and password
(There are many organizations. Featured appear at the top left. A general message newsfeed appears in the middle. Common websites and pages appear in the Bookmarks section.
6. To access an organization, you must be a member of the organization. )
7. Click ORGANIZATIONS
8. Scroll down and select FabLab
9. Click the Join Now button
(You will see your screen update with information.)
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Two primary reasons that you may use OrgSync are to reserve time on FabLab equipment and to purchase FabLab supplies. The process for both of these options is similar. Let’s start with requesting time on equipment.





Ordering Supplies
1. In the Quick Links section, click Storefront. 
2. When the Store screen displays, click Fab Lab Store.
3. The Fab Lab Store will open and the catalog of items will display.
4. Scroll through the list of items in the store that you would like to order.
5. Review the descriptions carefully to make sure you are ordering the correct items. 
6. If you are not sure what to order, contact a FabLab staff member for a consultation. The consultation can be over the phone, in person, or via email. 
7. Ordering Time on Equipment
After scheduling time in the FabLab, you’ll need to order and pay for the time you’ve scheduled. There are a variety of time options for you to choose from. For example: 4 hours, 6, hours, 15, hours, and 90 hours. The option your chose will depend on the course you’re taking and/or the project you’re working on. Read the descriptions thoroughly to make sure you’ve selected the correct amount of time. When in doubt, contact your instructor or a member of the FabLab staff. 
8. When you find an item that you want to order, click the + Add button below the image or description, to add the item to your cart. 
9. As you scroll, notice the message that says “You have of these items in your cart. As you are ordering, the FabLab store will keep track of the number and price of each item that you’ve ordered and will display that number below each item that you’ve ordered. 
10. To remove an item from your shopping cart, click the X Remove button. 
11. When you’ve selected all of the items you want to purchase, scroll to the top of the screen and click the Cart Checkout button. 
12. Review the Cart Checkout to review your list of items. If you need to make changes to your list of items, click the Return button next to the words Cart Checkout. This will take you back to the catalog where you may add or remove items as necessary. 
13. When your list is complete, select the drop down button to choose a payment option. 
14. Choose Pay Now. 
a. When you choose Pay Now, a Pay Now button will display. Current methods of payment are: MC, V, Amex, Discover, eCheck or PayPal. 
b. Enter your payment information for the method you’ve chosen. 
15. You will receive confirmation of your payment via the email you provide during the payment process. 
16. FabLab staff are notified when your payment is processed. This notification starts the process of making sure your ordered materials are ready for you when you arrive. 
17. If you need to cancel the time or supplies that you’ve ordered, contact a FabLab Staff member to discuss options for doing so. 
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MCC Diversity Statement

Metropolitan Community College believes that diversity, in many forms and expressions, is essential to its educational mission and to its success as an institution. We value the pluralistic nature of our society and recognize diversity that includes, but is not limited to, race, ethnicity, religion, culture, social class, age, gender, sexual orientation and physical or mental capability. We respect the variety of ideas, experiences and practices that such diversity entails. It is our commitment to ensure equal opportunity and to sustain a climate of civility for all who work or study at MCC, or who otherwise participate in the life of the College. We celebrate and embrace diversity as a way to promote respect and enhance academic experiences, making our college a welcoming place to learn and grow while meeting the needs of a diverse population.

Department of Labor Statement

This product was funded by a grant awarded by the U.S. Department of Labor’s Employment and Training Administration. The product was created by the grantee and does not necessarily reflect the official position of the U.S. Department of Labor. The Department of Labor makes no guarantees, warranties, or assurances of any kind, express or implied, with respect to such information, including any information on linked sites and including, but not limited to, accuracy of the information or its completeness, timeliness, usefulness, adequacy, continued availability, or ownership.
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