
Welcome to
Bear Cave!

Click the blue sign-in 
button on the top right 

corner.

Students – use your 
bearmail/student log in

Faculty/staff - create 
an account with your 
employee first.last



To add an organization, select:

Organizations Tab



To begin registration of an organization, select:

REGISTER AN ORGANIZATION
(indicated by the arrow on the left side)



Select REGISTER A NEW ORGANIZATION button on the left side
For 2022-2023 academic year, all organizations are considered "new".



You will now be taken through the 5-step process of 
registering an organization through Bear Cave.

Once you have read all the instructions thoroughly. 
Select NEXT in the bottom right



Step 2: general 
information about your 
organization. 

These details can be 
adjusted later as your 
organization evolves.

Notes:
• When creating your 

"Organization Web 
Site URL", this is 
your custom URL that 
will link to your 
club's future 
BearCave Page



Step 2 continued:
general information 
about your 
organization.

Notes:
• the contact 

information field 
will be displayed on 
your organization's 
page – please 
refrain from putting 
your personal 
address in here.



Step 3: adding your 
members to your 
organization! See roster 
requirements.

UNC EMAILS ONLY. No 
Gmails.

Note: You can change 
member's roles after 
creation.



- If you add each member 
individually, you can 
also assign their role.

- If you add multiple 
members in bulk, you will 
have to assign roles 
after adding.



You can edit added members roles by 
selected EDIT POSITION next to their 
BearMail or name.
<---

After adding members, you will have a 
page that looks like this --->



Now it is time for your 
Constitution.

Please upload this as a 
.doc, .docx, or .pdf



Step 5 is giving your 
organization a category.

You can select multiple 
if you see your org 
fitting in different 
categories.



You have now completed 
all 5 steps and are 
taken to the review 
submission page.



After submitting, you 
will be taken to a 
page like this to view 
your submission and 
status.

Now you wait for 
approval!



Here is what your 
email updates from 
Bear Cave should 
look like.


