
 
 

Creating projects in SOC 
 
Projects manage SOC opportunities.  All projects are linked to opportunities so there are a couple of steps to set up before creating your project. 
 
NOTE: if you will be using the same project year-to-year or semester-to-semester you should first create a project template.  You can then attach that template 
when you create your project which will allow you to copy the project in the future (see page 3). 
 

1.​ Create an application. To create an application go to applications/create 
2.​ Create an opportunity (image on page 2) 

a.​ Go to opportunities/create opportunity 
b.​ Attach the application you created 
c.​ Attach the community your created (if applicable) 
d.​ Turn on “Create a SOC project for this opportunity” 
e.​ Make sure the project is marked “hidden” until you are done working on it and ready to share it 

 
Once you have created the opportunity associated with your project, you can add assignments, admins and students to your project: 

1.​ Go to projects and select your project 
2.​ Add assignments to your project 

a.​ Go to projects and select your project 
b.​ Select assignment/create assignment 

3.​ Add students 
a.​  Go to projects/applications 
b.​ Admin receives an email whenever a student applies to a project and submits an assignment 
c.​ To add individual students: go to projects/students/invite students--Students added individually will get an email to apply.  Admin will 

need to approve the application 
d.​ To add students in bulk: go to projects/students/upload students--Students added in bulk will be automatically added to the project 
e.​ Note: if you email students the link to the project and your campus uses SSO to login, please make sure to indicate students need to select the 

SSO login option from the home screen.  Not doing so will prevent them from accessing the project.  
4.​ Approve applications 

a.​  Go to projects/applications to view and approve students who have applied or to bulk download applications (if  using application 
or adding student individually) 

0 

https://studentoc.zendesk.com/hc/en-us/articles/360009053274-How-can-I-add-an-opportunity-into-the-system-


 
 

b.​ Admin receives an email whenever a student applies to a project and submits an assignment 
 

5.​ Remove students 
a.​ To remove students from a project: go to the student’s name and select the trash icon on the right side 

6.​ Add admins 
a.​ Go to projects/admin/invite admin 
b.​ To remove an admin from a project: go to the admin name and select  the trash icon on the right side 

7.​ View students’ submissions  
a.​ Go to assignment/submission 

8.​ View analytics (images on pages 4 & 5) 
a.​ Go to progress/submissions to keep track of who has submitted which assignments 
b.​ Go to progress/analytics for a snapshot of the project  

9.​ Submit feedback (image on page 6) 
a.​ Go to progress/submissions.  From here you can select assignments that need your review and submit feedback  

10.​ Attach a project to a pathway--optional 
a.​ In your pathway, select “opportunity,” and then the opportunity to which you have attached the project 
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Creating a project 
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Creating a template for a project (to recreate the project and assignment from year-to-year or semester-to-semester): 
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View data analytics for your project--submissions table 
 

 

4 



 
 

 

5 



 
 
View data analytics for your project--charts & graphs 
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Submit feedback to students: 
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Projects from student view:  
 
Students can view projects from the “project” tab on the left-side navigation menu, selecting the project and then “open project.” 
They submit assignments from the assignments tab. 
*Students need to “save” assignments before submitting.* 
 
Admin receives an email whenever a student applies to a project and submits an assignment; Students receive an email when you submit your 
feedback. 
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