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How to Navigate the Basic Collegiate Link Tabs

How to log on to Collegiate Link 

· Go to > https://neiu.collegiatelink.net/
· Log in with your NEIUport information (Same Username & Password as NEIUport).
If this is your 1st time logging in, then you will be taken to another window where you will be asked basic information about yourself. 
· Then after you have logged in you will be taken to the home page of collegiate Link. If you see a bulletin board with upcoming events & news you have successfully logged in.

Basic Collegiate Link information

On the front page you have four different tabs which are Home, Organizations, Events, and Campus Links. 
· The Home tab takes you to the front page where the events & news bulletin board are.
· The Organizations tab lets you see all of the NEIU registered organizations.
This is where you can search for specific organizations and also ask to join an organization. 
· The Events tab allows you to see all of the upcoming events by date order as well as it gives you all the basic information about the event such as Date, Time, and Location. 
· The Campus Links tab is very important; here you can find the one time forms you may have to fill out for when you’re traveling, requesting copies etc.
When you click on the tab it opens up a scroll down window with links to various forms including: Travel Agreements, Graphics Request Form, etc. 

How to create an event on Collegiate Link

Keep in mind that only those listed as officers on Collegiate Link have access to uploading an event flier. 
· Go to the organization for which you want to create the event.
· Left hand of the screen go to Events, click on it. 

During this time you will be taken to an empty page where on the TOP RIGHT HAND CORNER you will see a Create Event tab, click on it and start filling out your events information. Remember that at this point you can also upload your flier and request funding. 










How to upload an event flier on Collegiate Link

Keep in mind that only those listed as officers on Collegiate Link have access to uploading an event flier.
· Go to Events, click on Manage Events where you’ll be asked if you want to edit the event.
· Click edit event, then choose file and look for your flier. 
It is better if your flier is a jpeg. It is the easiest to upload. 
· When you’re done uploading your flier click done. 

Stress importance of updating personal interests and the interests of the club! 

Updating Organization Details

Remember to update your individual AND organization “interests.” It is a great way for students to find organizations that mean their interests and goals. Interests include: service, fundraising, etc. Make sure to update your Collegiate Link page and link your Facebook, and twitter page so that other people can stay connected with you on those sites as well. 
· To upload your personal interests go to the top left hand corner where you see your name.
· Click on your name it will then scroll down a menu, click on the link that says interests.
· You will then be taken to another page where you will have the opportunity to choose what your interests are. 

To update your organizations interests you need to be an officer or an alternate officer, you must be listed as one of the four main officers. (President, Vice President, Treasurer, Secretary)
· Go to your organization page.
· On the left hand side of the browser Go under Manage
· Then select Organization Interests. 
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