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Welcome to
Bear Cave!

(Student perspective, 
logged in with my 

BearMail)

If your browser looks 
different – there 

should be a gray bar at 
the top of your page 
indicating a “New 
Navigation” alert. 

Click – “Try It Out!” & 
refresh your page a few 

times. 

We will be 
creating an 

organization.

Let's click our 
Menu

(indicated by the blue 
arrow in the top left)
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To add an 
organization, 

select:

+ Browse 
Organizations

After selecting that 
Browse option. You 
will be taken here.

Currently, we do not 
have any registered 
organizations on 
Bear Cave, which is 
why there is a 
magnifying glass.

To begin 
registration of an 
organization, 
select:

REGISTER AN 
ORGANIZATION

(indicated by the arrow on 
the left side)
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In the REGISTER AN 
ORGANIZATION menu, 
you have the option 
to re-register an 

existing 
organization & 
register a new 
organization.

For this 
presentation, we 
will be utilizing 
the Register New 

section.

Select REGISTER A 
NEW ORGANIZATION
button on the left 

side

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
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Step 2 pertains to 
general information 
about your 
organization. These 
details can be adjusted 
later as your 
organization evolves. 
When completed, select 
NEXT in the bottom 
right.

Notes:
• "Organization 

Description" is all 
about your org and 
"Organization 
Description Summary" 
is a summary of your 
provided description

• When creating your 
URL, you can use 
underscores

Step 3 is adding your 
members to your 
organization! Please be 
sure you meet 
requirements before 
selecting NEXT in the 
bottom right.

Note: You can change 
member's roles after 
creation.
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Here is a deeper look 
into each Add New Members 
and Assign Positions 
function.

- 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.

As mentioned, you can edit added 
members roles by selected EDIT POSITION 
next to their BearMail or name.
<---

Once you have adjusted roles and 
members to meet requirements, select 
NEXT

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

From the previous slide, if you added 
members individually, it also has 
their first and last name already 
imported.
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Now it is time for your 
Bylaws.

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

Be sure you have 
everything you need 
before submitting your 
org for approval

If you would like to 
save your 
documentation, select 
the PRINT button and 
save it as a PDF to 
your device.

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

Updates will be sent 
to your BearMail and 
the Bell Icon in the 
top right.
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Here is what your page 
will look like when your 
organization is 
approved.

If your organization is 
denied, Sarah will 
provide feedback as to 
why it was denied.

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