
How To Renew My Existing Organization 
on BearCave



Step 1: Log into BearCave: unco.campuslabs.com/engage

https://unco.campuslabs.com/engage/


Step 1: Log into BearCave: UNC screen, click 
student or employee login



Step 2: Expand the menu by clicking the top left 
icon and then click to the “Organizations” tab



Step 3: Once on the “Organizations” page, 
click “Register An Organization”



Step 4: Find your current organization in the 
“Re-Register Existing” availability list

It will be marked as 
“Available” if your 
renewal is open. 

Click this blue “RE-REGISTER” 
button to renew your 
organization.



Step 5: Read Instructions. 
✓ RSOs need their entire 

roster & updated 
Advisor contact 
information

✓ RSOs need the official 
OSO Constitution 
Template filled out

https://www.unco.edu/clubs-organizations/RSO_Constitution_Fillable_2023update.pdf
https://www.unco.edu/clubs-organizations/RSO_Constitution_Fillable_2023update.pdf
https://www.unco.edu/clubs-organizations/RSO_Constitution_Fillable_2023update.pdf


Step 6: Report your entire organizational 
roster. 

✓ Organizations need an 
Advisor, Financial 
Authority (Treasurer), 
Vice President, and 
President for their roster. 

✓ Please include ALL 
MEMBERS, even if they 
do not hold an officer 
position

✓ Please use ONLY UNC 
bearmails & first.last
emails (no Gmails or 
other email addresses are 
accepted)



Step 7: Upload the Official OSO Constitution 

✓ RSO/Fraternity & 
Sorority Official OSO 
Constitution 
Template

✓ Club Competitive 
Sports Official OSO 
Constitution

✓ You may upload 
additional 
constitutional 
documents in your 
organizational profile 
once registered. 

https://www.unco.edu/clubs-organizations/RSO_Constitution_Fillable_2023update.pdf
https://www.unco.edu/clubs-organizations/RSO_Constitution_Fillable_2023update.pdf
https://www.unco.edu/clubs-organizations/RSO_Constitution_Fillable_2023update.pdf
https://www.unco.edu/clubs-organizations/RSO_Constitution_Fillable_2023update.pdf
https://www.unco.edu/clubs-organizations/Club_Sport_Constitution_fillabletemplate.pdf
https://www.unco.edu/clubs-organizations/Club_Sport_Constitution_fillabletemplate.pdf
https://www.unco.edu/clubs-organizations/Club_Sport_Constitution_fillabletemplate.pdf


Step 8: List your organization’s interests to 
build your profile.



Step 9: Submit your renewal registration!



Example: If your renewal gets denied, you will 
receive this email:

Click “View 
Registration 
Submission” to 
resubmit



How to Resubmit a Denied Renewal 
Registration



Example: if your renewal gets approved, you 
will receive this email



Accept Your Membership! 
It is required that Advisors & student members 
accept their invite.

Once your 
organization is 
renewed/approved, 
this is the email 
your entire roster 
will receive.


	Slide 1: How To Renew My Existing Organization on BearCave 
	Slide 2: Step 1: Log into BearCave: unco.campuslabs.com/engage
	Slide 3: Step 1: Log into BearCave: UNC screen, click student or employee login
	Slide 4: Step 2: Expand the menu by clicking the top left icon and then click to the “Organizations” tab
	Slide 5: Step 3: Once on the “Organizations” page, click “Register An Organization”
	Slide 6: Step 4: Find your current organization in the “Re-Register Existing” availability list
	Slide 7: Step 5: Read Instructions. 
	Slide 8: Step 6: Report your entire organizational roster. 
	Slide 9: Step 7: Upload the Official OSO Constitution 
	Slide 10: Step 8: List your organization’s interests to build your profile.
	Slide 11: Step 9: Submit your renewal registration!
	Slide 12: Example: If your renewal gets denied, you will receive this email:
	Slide 13: How to Resubmit a Denied Renewal Registration
	Slide 14: Example: if your renewal gets approved, you will receive this email
	Slide 15: Accept Your Membership!  It is required that Advisors & student members accept their invite.

