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*If you would like individual help, please feel free to come by SORC A, first floor of the Culp 
Center, and ask for Tricia (nguyen@etsu.edu) or the Graduate Assistant (studactv@etsu.edu) and 

they will be glad to help. Or call 439-6633. 
  

1. Log-in Information: 
Club ID:    etsu______   
Password: _________ 
This should be given to you when you first become an organization (ex. etsu123). The 
password will be the default password: 12345. If you forget your password at any time, 
we can retrieve it for you.   
 

2. Go to this website:  
• http://etsu.netclubmgr.com/webservices/appMain_club.aspx?uid=etnstu (advice: 

save this link to keep from having to type it in each time).  
• From there, click Club and log in with the information provided above.  
• There is also a link to the site from the SORC homepage (www.etsu.edu/sorc). 

Click the Student Organizations link, then on the Student Organization Directory 
page, click the Organization Log In (it is about half way down the page on the left). 

 
3. Password information: 

Before creating the actual website, first you need to change your password. To do this, 
click the Maintenance folder (on the left side of the screen), then hit the Change 
Password link. Type the old password, and then create a new password. Once this is 
confirmed, you are now ready to create the website. 
 

4. Modifying the Website: 
One of the folders on the left will say Modify Website. This is where you will need to 
add pictures, information about your club, and tell what your club has to offer. Click on 
the folder to begin altering your website.  
• First, change the Home section of the webpage. This will be the first site that the 

prospective students will see, so it needs to have information about the club and a 
catchy phrase. In the Welcome Text box, the first 100 characters will be seen on the 
main page, so it is important to have something catchy so that the student will want 
to find out more about your club. The Home section is also where you can add your 
existing website link to the page. To do this, enter the web address at the bottom of 
the page in the Home Page URL space (make sure you have the http://, or it wont 
work). Don’t forget to click save before going to the next page, or you will lose 
all your information!!! 

• The other two main sections, About and Request Info, also need to have information 
and pics to fully utilize the site. Many clubs are using the About to tell more about 
what the clubs do, how to join, what the student would get out of the club, and some 
honors that the club has received. The Request Info page is where the student can 
ask for more information about your site, so it isn’t as important to have a lot of 
information, but it could be helpful to tell the meeting times and an email address 
for them to contact you another way. Don’t forget to click save! 
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• The final section is the Events, which is where you can advertise events coming up 
(of course). Just hit the new event button and fill in the blanks, it’s that simple. 
Don’t forget to update this section regularly! Don’t forget to click save! 

 
5. Membership Roster 

Once you have built the site, it is important to fill out the excel spreadsheet that is the 
roster of your club (this is found in the ICS Folder on your handbook CD). Please fill in 
the blanks, and send it through an email to either studactv@etsu.edu or 
nguyen@etsu.edu.  
• You MUST include at least the id#s, names, campus box number and email, but the 

others can be blank if you do not have the information.  
• The roster is important because the site will allow you to email the entire roster as 

well as keep up with alumni in the future.  
 

6. Manually entering membership  
Under the Membership folder you can add members by clicking Member List.  
• Fill in your officers as members too!! (don’t forget to add your advisor as a 

member). 
• We need your id#, name, campus box and email.  
• To add the officers, click Officer List, and add them appropriately by click edit next 

to each position and selected the member from the drop down screen on the right 
(ex: add advisor under “ADVISOR” label).  

 
7. Adding Advisor Information 

This is located under the Membership folder as “Advisor info”. It is very important that 
you fill in this information.  
• You MUST include at least the name, campus phone number, campus box number 

and email. 
 
8. Website Use 

Please use this site as a way to recruit new members, not advertise for parties. We do 
have the ability to make the site inactive, and they will be monitored, so please refrain 
from putting up inappropriate pictures and information. That said, please play with the 
site, and see what it can do and what features can help you.  
 
This site allows you to do so much more than just maintain a website. You can: Manage 
your roster, add new members easily, run reports on your members, send specialized 
emails to members, potential members, or both! Most importantly, you can increase the 
awareness and visibility of your organization, which leads to more members and better 
programs!  

 
Remember to check the site often, new members will send requests to this site! We are 
sending every freshman to this site in the summer, and every student in the fall, so do 
not forget to check your page often and to keep it updated! Thanks! 


