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Step 1:
Find the organization you wish to manage from the left-side menu on your screen.
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Step 2: 
Click your org’s icon to open the management tab for your organization.
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Step 3: 
Click the “About” button in the management tab.
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Organization Details - Summary:
The “Summary” section allows you to update your organization's tagline.

This is the public facing view
of what the “Summary”

section looks like.
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Organization Details - Full Description:
The “Full Description” section allows you to update your org’s biography.
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This is the public facing view
of what the “Full Description”

section looks like.



Contact Information:
The “Contact Information” section allows you to add ways for people to reach out to your organization.
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The “Address” section is where
you can list your organization’s

mailing address.

The “Email” section is where
you can add your

organization’s e-mail address.

The “Phone and Fax” section allows
you to add your organization’s

phone and/or fax numbers.

This is the public facing view
of where the contact

information is displayed.



The “Social Media” section allows you to add links
for your organization’s social media profiles. 

External Websites & Social Media:
The “External Websites” section is where you can add a link for your organization's website.
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This is the public facing view
of where the links for your

organization’s social media
profiles are displayed.



Additional Information:
The “Additional Information” section allows you to add meeting information for your organization and enter an
estimate of community service & philanthropy hours you all completed in the past year. This information is not
shown publicly.

To save any changes made to your
organization's Engage profile,
click the blue “Update” button.
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After your changes have been saved, this confirmation
message will appear at the top of your screen.



Have Questions? Need More Help?
Feel free to give us a call or send us an email!

(859) 622-3855 | studentlife@eku.edu
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