
Please follow these steps to request communications from the Alumni Association. For 
assistance, contact your OSUAA representative. See the accompanying video for a step-by-step 
walkthrough. 
 
Login here: https://osu.attask-ondemand.com/login 
Enter your society email and password 
 
Select the Alumni Society Communication Request form.  

 
Note: ADV COMM and UM forms are for internal use only. If you submit a request through these 
forms we cannot guarantee a response. 
 
 
Enter the subject: This is the name of your project 

 
 
Add documents: This is where you’ll upload Word documents, photo files, or PDFs to 
supplement your communication request. Drag the desired document into the box or click Add 
Documents to select the file from your computer 

 
Audience: Specify who this email will go to (i.e. society members, alumni in a specific area, etc.) 
 
Approver name and email: Please enter your name and preferred email here. 
 

https://osu.attask-ondemand.com/login


 
Requesting communications for: Select the type of request. You will be able to select specific 
deliverables related to this request further down on this form. 
 

• If you select Other, you will receive options for a print piece, email request or web 
update not related to an event, game day or membership drive. Please be sure to attach 
supporting materials that outline your specific request. 

 

  



Event, membership drive: Enter all of the details for your request in the boxes. Use the Other 
details box to give any additional information that doesn’t fit one of the provided categories. 
 

 
 
 

 
 
 
 
 



 
 
 
 
Will OSUAA take registration: If this is a paid event, you are able to use OSUAA for registration. 
Select Yes, and fill in the following questions. An OSUAA engagement services representative 
will contact you about this request to set up the registration. Please allow 3 weeks from the 
submission date for the start of registration. 
 

 
 
Select your deliverables: 

 
 
Print piece: Please indicate if this is a free piece and select the desired delivery date (allowing 
six weeks from request date). Upload any additional content for the print piece in a Word 
document to the Add documents box at the top of the page.  

 



 
 
Email request: Please enter your desired email text, a direct contact if we should not email the 
society .edu email with questions, and the desired send date (allowing two weeks from the 
request date).  

 
 
Web updates/new additions 
 
New addition: Select New addition and enter the desired update in the box provided. Upload 
additional content to the Add documents box at the top of the page. 
 
Update existing: Select Update existing, enter the link to the page to be updated and enter the 
desired update in the box provided. Upload additional content to the Add documents box at 
the top of the page. 

 
  
What happens next? 
 
Your OSUAA representative will review your request and will contact you if anything is missing. 
Once complete, the request will be submitted to the advancement communications team and 
they will work on a draft of the communication. When it is ready, they will send it to you for 
your review and approval.   
 


