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Explore University of Northern Colorado

Welcome to BearCave!

Are you looking to get involved on UNC's campus? You are in the right place! Click around, join a club, attend an event posted on the
calendar, or start your own club.

All Events

VIEW MORE EVENTS

Student Involvement Fair

® Sunday, August 21 at 11:0...

@ North Candelaria Lawn

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.
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Explore University of Northern Colorado

Welcome to BearCave!

Are you [ooking to get involved on UNC's campus? You are in the right place! Click around, join a club, attend an event posted on the
calendar, or start your own club.

All Events

VIEW MORE EVENTS

Student Involvement Fair

© Sunday, August 21 at 11:0...

| @ North Candelaria Lawn

We will be
creating an
organization.

Let's click our
Menu

(indicated by the blue
arrow in the top left)
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@ Home
@ Events
B Organizations

News

(i

Forms

MY ORGANIZATIONS

Browse

+

Organizations

LINKS

Bear Code

Student Outreach and Su...
Title IX Report

Office of Student Org's Co...
Book a Space at UNC
Release Notes

Privacy

b e.onome

To add an
organization,
select:

+ Browse
Organizations

C @ uncocampuslabs.com

@% Q Search...

~
1l

Organizations

Q. Search Organizations

Categories

Select categoriesv

REGISTER AN ORGANIZATION

A

We looked everywhere!

We couldn't find what you were looking for.

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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Register an Organization

Re-Register Existing

Q Find an organization to re-register

Register New

REGISTER A NEW ORGANIZATION

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

New to Bear Cave: Organization
Registration 2022-2023 - Step 1 of 5

Registration Instructions

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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New to Bear Cave: Organization
Registration 2022-2023 - Step 2 of 5

Prode 10me basic information JHout your 0N 2aton

General Information

——

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

= @:ﬁ Q Search 0 0

New to Bear Cave: Organization
Registration 2022-2023 - Step 3 of 5

View Organization Roster Requirements

M et | Leadership
At least 1 Advisor

A beast & total participants

Add New Members and Assign Positions
A (oo TP b O I POSEIONS X Yoot rOsRey. Plesise e 3 SN0 2SS0 € {604 CA whn Ivng users 101
Add individual Members or Positions Add multiple Members in bulk

Position * Emal

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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Add New Members and Assign Positions

Add orF Add multiple Members in bulk
Position *Email

Advisor v asaley
First Name Last Name

Evan Welch

Add New Members and Assign Positions

Add individual Members or Positions Add multiple Members in bulk

All members may be added in
bulk by separating email

addresses with a comma, cl 254@bears.unco.edu
semicolon or line return, galghel @

Emal| Addresses

bears.unco.edu
spef [@bears.unco.edy

A tvew meembers o 5N Pasitions 10 your foster, Please use d chool associated e-mad {edu/.ca) when inviting users to this organization.

Add new members or assign positions to your roster. Please use a school associated e-mal (edu/ca) when inviting users to thisorganization.

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.

[
£
9
Review Roster ‘
After adding members, you will have a Tmmmm——
page that looks like this ---> Q
From the previous slide, if you added - M em:  fodtioes
members individually, it also has acio R i
their first and last name already i =0 > il
imported. PoSTION
Bbears.unco.ed Member EDIT POSIT
254@bears.unco.edu POSIT
Review Roster
Showing 1 -4 of 4
o :
2 J1@bears.unco.edu
Cutrentiy Assigned Positions: Member . .
= = As mentioned, you can edit added
izl ey members roles by selected EDIT POSITION
O ew inco.edu Evan M‘”w . .
‘ B next to their BearMail or name.
0 s mars.unco.edu President ===
. CANGEL E .
° B e Once you have adjusted roles and
SN et roas iy members to meet requirements, select
NEXT
Showing 1+ 40f4
10
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New to Bear Cave: Organization Registration
2022-2023 - Step4 of 5

Constitution/Bylaws Upload

* Upload Constitution/Bylaws

Choose File | beasoc_by.. s_TEST.pdf

it

Now it is time for your
Bylaws.

Please upload this as a
.doc, .docx, or .pdf
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New to Bear Cave: Organization Registration
2022-2023 - Step 50f 5

Organization Categories

Avpiiable Categones Assigned Categonies

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.

but ik may &

Be sure you have
everything you need

Submission © PRINT before submitting your

l In Progress

org for approval

pestiy A Socety If you would like to

) o save your

e documentation, select

p . the PRINT button and
; save it as a PDF to

- your device.
o SUBMIT = v N

13

My Submissions

D=

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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My Submissions

Here is what your page
will look like when your

°8 organization is
approved.

If your organization is
denied, Sarah will
provide feedback as to
why it was denied.
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Registration Confirmation: Bearly a Society

e.mail.campus om> £ 52 5 2

Wed 6/8/2022 2:15 PM

This message confirms that you submitted a

registration application for Bearly a Society on Here is what your
6/8/2022 at 2:14 PM. :

email updates from

Bear Cave should

Your submission will be reviewed and you will look like.
receive a message once it has been processed.




