
How to  Ente r Your 
Eng a g e d  Le a rning  

in to  LOCUS



1) Log  onto  LOCUS a nd  c lick the  
“Aca d e m ic  Re cord s” t ile



2) Click on the  Eng a g e d  Le a rning  
ta b , the n hit  the  “Ad d  a  Re cord ” 
b u t ton



3) Re a d  a nd  a cce p t  the  Pa rtne rship  
Ag re e m e nt  p op -up



4) Sta rt  b y filling  ou t  your 
cu rre nt  te rm



5) The n to  fill in  your course , h it  
the  m a g nifying  g la ss
This  will p u ll up  a ll of your cu rre nt  e ng a g e d  le a rning  course s



6)Click on the  course  you  wou ld  
like  to  a d d  to  your re cord



7) Ne xt , c lick on the  “Org / Ins t itu t ion 
Se a rch” b u t ton to  se a rch for your 
org a niza t ion’s  s ite



8) Ente r a  s ing le  word  in to  the  “Phra se ” fie ld , 
the n hit  the  “Se a rch” b u t ton
NOTE: Hit t ing  Ente r on  your ke yb oa rd  WILL NOT b ring  a ny 
re su lt s ; YOU MUST hit  the  “Se a rch” b u t ton



NOTE:
If your org a niza t ion  is  with in  a  Loyola  De p a rtm e nt , it  m ost  like ly a lre a d y 

e xis t s . If noth ing  com e s up  in it ia lly, ke e p  se a rching  us ing  d iffe re nt  
ke yword s  for the  d e p a rtm e nt  a nd  a d d  Loyola  with in  your se a rch .

For Exa m p le : Fine  (for De p a rtm e nt  of Fine  & Pe rform ing   Arts) & Loyola  (in  
se p a ra te  b oxe s) or

Mock (for De p a rtm e n of Polit ic a l Sc ie nce ) & Loyola  (in  se p a ra te  b oxe s)

If a fte r se a rching  m ult ip le  t im e s  nothing  com e s  up , the n 
skip  to  s lid e  14 to  a d d  a  ne w org a niza t ion.



9)Se le c t  the  org a niza t ion tha t  
m a tche s  yours  a nd  c lick “Ok”

NOTE: You  m a y ha ve  to  s lid e  to  the  rig ht  in  ord e r to  vie w 
the  “se le c te d ” se c t ion



10)Cont inue  to  fill in  a ll of the  fie ld s
For the  “Sup e rvisor/ Re se a rch Me ntor Conta c t  Inform a t ion” se c t ion , fill in  you  
p rofe ssor’s  inform a t ion if your org a niza t ion  is  with  Loyola . If your org a niza t io  
is  not  with  Loyola , the n fill in  your sup e rvisor’s  inform a t ion



11)At  the  b ot tom  of the  p a g e  c lick “Ap p ly”, 
the n “Ok” to  sub m it  your inform a t ion, the n 
ce le b ra te ! Note  tha t  cont inua l e d it s  ca n  b e  m a d e  to  

th is  d ocum e nt  unt il it  is  a p p rove d



How to  Ad d  a  Ne w 
Org a niza t ion in to  

LOCUS
ONLY a d d  a  ne w one  if your 
org a niza t ion  wa s  not  lis te d  in  
your in it ia l se a rch



1) Fill a ll of the  fie ld s , b u t  skip  only the  
“Loca t ion” fie ld

For the  “Sup e rvisor/ Re se a rch Me ntor Conta c t  Inform a t ion” se c t ion , fill in  you  
p rofe ssor’s  inform a t ion if your org a niza t ion  is  with  Loyola . If your org a niza t io  
is  not  with  Loyola , the n fill in  your sup e rvisor’s  inform a t ion



2) Click the  “Ap p ly” b u t ton
A p op -up  will a p p e a r, re cog nizing  tha t  you  d o not  ha ve  a n  
org a niza t ion  s ite  fille d  in



3) Re a d , the n c lick “Ok”
Notice  tha t  the re  is  now a  ne w “Ad d  Org a niza t ion Form ” b u t ton in  
the  “Eng a g e d  Le a rning  Site ” se c t ion



4) Click the  “Ad d  Org a niza t ion 
Form ” b u t ton



5) Fill in  your org a niza t ion’s  inform a t ion, 
the n c lick “Ap p ly”
Note  tha t  to  fill in  the  “Org a niza t ion Typ e ” fie ld , c lick on the  
m a g nifying  g la ss , the n se le c t  wha t  typ e  of org a niza t ion it  is . Also  
note  tha t  your re q ue s t  s ta tus  will now sa y p e nd ing



6)Click “Ok”, the n you  will b e  ta ke n b a ck to  the  m a in  
sc re e n.



7) Once  in  the  m a in  p a g e , a ll you  ha ve  to  d o is  c lick 
“Ap p ly” a nd  the n “Ok”. The n ce le b ra te , you  ha ve  
e nte re d  your Eng a g e  Le a rning ! 
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