
WyoVita (Faculty 180) Tip Sheet 

How to Enter UW Community Marketing and 
Recruitment (April 2020) 
 

Student recruitment is a high priority for UW. This is an opportunity to document your events which 
support UW student recruitment goals. Examples would be UW Signing Days, organized visits to campus, 
career workshops/talks, etc. This tip sheet focuses on how to enter contacts you reached through UW 
Community Marketing and Recruitment. UW Community Marketing and Recruitment is reported under 
the UW Extension-Educational Programs and Contact Reporting section. 

TIP:  It is not necessary to enter each event and the contacts individually, group them as it makes sense 
based upon your role and the type of activity. In some instances two entries will be needed.  

When reporting UW Community Marketing and Recruitment you will ALWAYS complete the fields listed 
below. Your role in providing the opportunity will determine how to report the information. If your role 
was limited to organizing or coordinating the event the fields below are the only ones necessary to 
complete. If you taught a workshop, there will be additional fields to enter which are described toward 
the end of this tip sheet. 

A – Reporting Timeframe 
C – Program Description/Educator Role 
F – UW Community Marketing and Recruitment 
H – Number of Participants and Demographic Information 
 

Reporting Timeframe: 

To capture the calendar year, select J Term for the start semester and Fall for the end semester. 
Remember to select the appropriate year in which you are reporting. 

 

 

 

 

 
Program Description/Educator Role: 

Briefly describe the UW Marketing and Recruiting effort and your role. 

 

 

 

 

 

 



UW Community Marketing and Recruitment: 

TIP: This part is about the NUMBER of events/visits. The number of participants will be reported in 
H - Number of Participants and Demographic Information 

 

 

 

 

 

 

 

Participant Numbers and Demographics: 

Most UW Community Marketing and Recruitment efforts will involve DIRECT contacts. The number of 
youth and adult participants is required. Since it’s not part of the civil rights demographics, make your 
best guess. Because it is required you do need to enter a number. For example, if you do not have any 
adult or youth participants you will need to enter 0. 

The number for gender, ethnicity and race must equal the total number of participants. If participants 
have not self-disclosed their demographic information, you would enter the number of participants in 
the “Did Not Respond” line. 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 



If you taught a workshop that supports UW Community Marketing and Recruitment, complete the 
following parts as you would for any other educational program. 

A – Reporting Timeframe 
B – Educational Program Information 
C - Program Description/Educator Role 
D – Teaching/Program Results (if gathered) 
F – UW Community Marketing and Recruitment 
H – Number of Participants and Demographic Information 

 

If you conducted an event for UW Community Marketing and Recruitment that was part of another 
event, it will require two entries so that the program participants are reported separately. WESTI Ag 
Days is a good example. As part of WESTI Ag Days, an Ag Career Event for Youth and Parents was 
offered. The Ag Career Event required pre-registration and included dinner and an opportunity for 
participants to visit with college and industry representatives in an informal setting. In this case you 
would complete an entry for WESTI Ag Days and complete a separate entry for the Ag Career Event for 
Youth and Parents.   

TIP: Connect the two events by including the title of the “bigger” event in the Title of the 
Program/Activity field.  

An example of what the entry for the Ag Career Event held during WESTI Ag Days would look like is 
below. 
 

 

 

 

 



 

 

 

 

 

 

 

 

 

If you have additional questions about how to report events in UW Community Marketing and 
Recruitment in WyoVita, please contact Kim Reaman at kreaman@uwyo.edu. 

53 individuals participated in 
the Ag Career Event 

mailto:kreaman@uwyo.edu

