Updating Your Organization Profile in ManeSync

Page |1

This guide will walk you through the steps for updating your organization profile on ManeSync. The
first step is to log into our ManeSync community.

1. Log into MyLeo.
2. Click on the “ManeSync” link in the top right of the page

3.
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If you have never logged into ManeSync before, you will be asked to complete some profile
information. Please fill out the required information and continue.
Next you will be taken to the community home. From here you can look through all of the

organizations you are a part of by hovering over the "Organizations” button at the top of the

page.
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5. Click your organization to continue. If your organization is not listed or nothing drops down
when you hover, you will need to be added to the organization before you can continue.
Please contact Joshua.Hardman@tamuc.edu for help.

6. Next you will see the home page for your organization. If you are an administrator of the portal
you will see a blue bar at the top with a message about updating your organization profile. If
you do not see this blue bar, you may not be an administrator for your group. Please contact
Joshua.Hardman@tamuc.edu for help.

7. Click "here” at the end of the message in blue to begin the update process.
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8. Now you will see a form for "Basic Organization Information.” Please make sure this
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information is correct before proceeding. You will be reviewing several pages like this so make
sure that you make any necessary changes. Click “Next” to continue.
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9. The next page will provide a link to the “Student Organization Handbook.” It is recommended
that you review this document if you have never done so before. Click “Next” to continue.

Thank you for starting the registration/renewal process!

This form will collect the information we need to approve your organization registration or renewal. If you have
questions about the registration process or what it means to be an official student organization at Texas A&M
University-Commerce, please contact Josh Hardman at joshua hardman@tamuc edu. Below is a link to a
document that outlines all policies and procedures for student organizations. Please look over it before
continuing this registration.

Student Organization Handbook &l

Previous Save & Finish Later MNexXt
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10. The next few pages will ask you about your organization, advisor, and officers. Please make
sure everything is as accurate as possible. If you have not elected officers yet for the new year,

please put information for the current officers.

11. The last page of information will include spots to upload relevant documents. Though you may
not need to update your organization EIN or constitution, you must upload a newly updated
roster of current members to complete the re-registration process. Please use the Roster

Template located at the link provided.

Please attach a digital confirmation of your organization's non-profit Employer ldentification Number *

*Attach your EIN confirmation here. It may be a .pdf or an image file. Contact Josh at joshua hardman@ta... for assistance.

The maximum size of a file upload is 20MB.

Upload
TAX EXEMPT FORM. pdf &

Please upload a list of the names and CWIDs of your prospective members. At least SIX members are required
an organization. Please use the ros te located
at hitps://orgsync.com/24085/Mles/575358/download.

Upload Organization Roster *

The maximum size of a file upload is 20MB.
— /

SGA members 2014-2015.x1sx remove

Please attach a copy of your proposed constitution. (8MB max) *

The maximum size of a file upload is 20MB.

Upload
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12. After you have completed all forms and uploaded your roster, you will see a final message

letting you know that you are almost done. Please click “Finish” to submit your registration
information.

Organization Registration

You may use the "Previous" button to review or change any of your answers.
Click "Finish" when you are ready to submit your form.

This form is not submitted until you press "Finish".

Previous Finish

ez

13. After completion you will see a message saying that your renewal was completed. The form will
be reviewed by A&M-Commerce staff. Please note that your changes will not take effect until
the submission is approved. You may re-open the form at any time to update any incorrect or
incomplete information.

Craganization renewal submitted successfully. Once approved the organization profile will reflect the updates.

Your Organization Profile

Your complete profile information shown below is available to administrators of A&M-Commerce Umbrella and members of your
arganization who have full administrator privileges. Any updates to your profile, including your profile picture, must be approved by
administrators of ARM-Commerce Umbrella and will not be published until approved.

Pending submission made by JOSHUAHARDMAN June 23, 2014 10:43 AM

Re-open and Edit Pending Submission

Thank you for re-registering your student organization at

Texas A&M University-Commerce!

Please direct any questions about this process to Joshua.Hardman@tamuc.edu.
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