Step-by-Step Guide to Renew Organization Application

*If you would like individual help, please feel free to come by SORC A, 1st floor of the Culp Center, and ask for Tricia (nguyen@etsu.edu) or the Grad. 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 All Student Organizations.
· On the Student Organization Directory page, click the Organization Log In (it is on the right side of the screen in the dark blue box).
3. Update Membership:

Click on the Membership folder (left side of the screen), then click on Membership List
· Fill in your officers as members (don’t forget to add your advisor as a member). 

· We need id#s, names, campus box and email addresses. 

4. Update Officers:

Under the Membership folder, click on Officers List
· Add each member to the appropriate officer positions (click on edit next to the officer position, and then select the member from the drop-down menu on the right side of the screen). Don’t forget to add your advisor.
5. Update Advisor

Under the Membership folder, click on Advisor info.

· Check over this information to ensure it is still correct. 

· If your advisor or advisor’s information has changed, you MUST include the current name, campus phone number, campus box number and email.

6. Renewing/Registering the Organization:
One of the folders says Registration. Click the Registration folder and then click the Renew Club Application sub-folder. 

· Under Registration Information, please fill out the information as it pertains to you and your organization.
· Answer the two questions provided. 
· Please read the Terms and Conditions of Organizations, New Student Organization Registration Process, and the Sample Constitution.
· Look over the notices. There is an email address for you to send an excel spreadsheet of member information to Tricia Nguyen, Director of Student Activities.

· Click on Save to finish the process
· The next page will thank you for finishing the process. If you would like a confirmation that the process is complete, please email this request to: studactv@etsu.edu. 

