
How to Use the 
Members Area
For Commanders and Recorders
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Members Area Login
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Step 1: Login to 
Members Area



Members Area Login 
Logging In

Steps to Log-in

▪ Enter Username 
& Password
▫ If you have 

forgotten your 
password, utilize 
forgotten 
password link
‣ Instructions will be 

sent to the email 
utilized when you 
signed up as a 
member

3



Welcome Page
Welcome Page

Pages
▪ Verify Candidates

▫ Used to verify 
Candidates 

▪ Verify Initiates
▫ Used to verify Initiates

▪ Roster Information
▫ Used to make roster 

updates(graduation, 
leaving school, 
expulsion, etc.)

▪ Officer Information
▫ Updating officer roles

▪ Chapter Contact Info
▫ Updating contact 

information for chapter
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Roster Information
Roster Information

When to Use
▪ Graduation

▪ Leaving School/Studying 
Abroad
▫ Only to be used for students 

who leave your university via 
transfer or dropping out.

▫ Additionally, can be used for 
members who study abroad 
for the academic term.

▫ NOT to be used for members 
who wish to “Drop” or go 
“Early Alumni Status”. These 
are not recognized by Sigma 
Nu Fraternity. 

▪ Disciplinary Action
▫ Proposed Suspended and 

Proposed Expelled should 
only be utilized if this action 
is taken through The Trial 
Code. 
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Roster Information
Roster Information

How to Use
▪ Select Change

▪ Select Date
▫ Utilize date picking calendar 

by clicking on calendar icon.

▫ If calendar icon does not 
appear, please clear cache, 
utilize different browser, or 
utilize private browsing 
window.

▪ If “Graduated”, “Alumni 
Left-School”, or “De-
pledge” do not appear
▫ These statuses not 

appearing means that you 
are unable to make these 
changes

▫ This may be because of 
unpaid Candidate or 
Initiation Fees

▫ Contact 
Anthony.Tornini@sigmanu.o
rg if you find this issue
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Officer Information
Officer Information

When/How to Use
▪ Officer Elections

▫ Any time there are changes 
to officers, this should be 
updated

▪ Select Name
▫ Select name for new officer

▪ Select Date
▫ Select date utilizing calendar

▫ DO NOT utilize a future date 
for officers
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Verify Candidates
Verify Candidates

When/How to Use
▪ Within 72 hours of 

Candidate Ceremony

▪ Select Status
▫ Select “Approved” if they 

were made a Candidate

▫ Select “Disapproved” if they 
were not made a Candidate 
and removed from the 
process.

▫ Select a date utilizing the 
Calendar selector

▪ Inability to make 
changes
▫ If the NCSID says “Queue”, 

wait 1-2 business days as 
they are processing through 
our database.

▫ If you encounter late 
reporting fees because of 
the delay, please contact 
Anthony.Tornini@sigmanu.o
rg. 
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Verify Initiates
Verify Initiates

When/How to Use
▪ Within 72 hours of 

Initiation Ceremony

▪ Select Status
▫ Select “Initiate” Check Box if 

they were made an Initiate of 
the chapter.
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Verify Initiates
Verify Initiates

When/How to Use
▪ After Submitting

▫ Input Initiation Ceremony 
date utilizing the calendar

▫ Input the Initiate Number

‣ This may also be 
known as a badge or 
pin number

‣ DO NOT skip badge 
numbers

‣ Skipping badge 
numbers will result in 
an automatic 
correction.

‣ If you need the current 
badge number, please 
contact 
Members.Area@sigma
nu.org
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