




 







 
 Before adding a new officer, use the scissors 

icon to DELETE the record of the incumbent. 
 

 Before adding a new Dean, create a Past Dean 
record for the outgoing dean. Term dates 
should be left blank on the Past Dean record.  
 

 Never update name or contact information on 
an officer record. 

 
 

 



 Click on the pencil icon 
 

 Update the term end date 
 
 
 

 Click Post Changes 
 Return to the officer roster by clicking View Officers at the 

top of the page. 



 
 Click the scissors icon 

 
 

  When asked to confirm, click ok 
 
 
 

 Note: This text is a little scary.  Don’t worry, you are only 
removing this person from the officer roster.  You aren’t 
removing them from the “current chapter” 

 
 



 Click the green plus sign 
 
 
 

 Follow the instructions in red on this page. 
 

 Remember to click post changes before 
leaving this page. 
 



 
 

 We are always here for you and can be 
reached at (212) 870-2310 
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