
Student Group Recognition Overview 
Applying for Re-Recognition within Cougar Link 

Updated 4/2/16 



Student Group Recognition 
Overview Agenda 

1. Requirements for 
Student Group 
Recognition 

2. Completing the 
Student Group 
Recognition Form 

3. Next Steps… 
4. Common Student 

Group Recognition 
Form Errors 
 
 

5. Checking the Status of 
A Student Group 
Recognition Form 

6. Editing and Re-
Submitting Student 
Group Recognition 
Forms 
 
 
 
 
 



REQUIREMENTS FOR  
STUDENT GROUP 
RECOGNITION 

Kean University 



Student Group  
Recognition Requirements 

Student Groups  
& Organizations 
1. Complete recognition form each semester 
2. At least 10 active student members (including 

the Executive Board) 
3. An Executive Board consisting of a presiding 

officer (ex: President) and a record keeper 
(Ex: Secretary) 

4. A Constitution or Charter that complies with 
Kean University Guidelines 

5. A full-time faculty or staff Student Group 
Advisor (must complete a biannual advisor 
training requirement) 

6. Executive Board members complete an annual 
student group training requirement 

7. Each Executive Board member must complete 
a FERPA Release Form annually 

8. May not discriminate 

Greek Organizations 
1. Complete recognition form each semester 
2. At least 5 active members over 3 semesters 
3. Greek Senate Representative and participation 

in Greek Senate 
4. A Constitution or Charter that complies with 

Kean University Guidelines 
5. A full-time faculty or staff Student Group 

Advisor (must complete a biannual advisor 
training requirement) 

6. Executive Board members complete an annual 
student group training requirement 

7. Each Executive Board member must complete 
a FERPA Release Form annually 

8. Must pay Greek Senate dues and participate in 
Greek Senate mandated educational 
workshops and community service projects 

9. May not discriminate 



Student Group  
Recognition Deadlines 

It is the responsibility of the organization's Executive Board, 
preferably the President and/or Secretary, to complete the Student 
Group Recognition Process for recognized student groups on Cougar 
Link each semester. The Student Group Recognition Process must be 
successfully completed on Cougar Link by: 
 
• Fall Registration Date: the third Tuesday in April. 
• Fall LATE Registration Date: the first Tuesday in October (for new 

student groups who missed the fall deadline). 
 

• Spring Registration Date: the first Tuesday in December. 
• Spring LATE Registration Date: the first Tuesday in February (for 

new student groups who missed the spring deadline). 



COMPLETING THE STUDENT 
GROUP RECOGNITION FORM 

Student Group Recognition 



Sign In to Cougar Link 



Signing In To Cougar Link 

• Enter your Kean 
Google username 
(without 
“@kean.edu”) and 
password 

• Click “Sign In” 



Navigate To Your  
Organization’s Page  

Navigate to your organization’s 
page by using: 
• The link in the “My 

Organizations” area 
• The organization directory 



My Organizations 
MY ORGANIZATIONS 

Organization Leaders  can 
access their organization 
by selecting it from “My 

Organizations” or clicking 
“See all my 

Organizations” 



Organizations Directory 

Organization Leaders can 
also navigate to their 
organization using the 
Organizations Directory by 
selecting “Organizations” 
from the system navigation 
menu at the top. 



Navigating the  
Organizations Directory 

Organizations can be found by: 
• Searching for keywords 
• Applying filters: 

– Directory (Alphabetical) 
– Categories 

• Cultural Organization 
• Fraternity 
• Funded Group 
• Governmental Group 
• Greek Organization 
• Etc…  



Organization Page - Member View 

Normal View: Student Group Recognition: 



Accessing the Recognition Form 

When the Student Group Recognition 
Process is open, a banner will appear 
across of the organization’s 
homepage. To access the Student 
Group Recognition Form click the 
“Register” button on the right of the 
banner.  
 



Returning Groups:  
Recognition Form Steps 

1. Instructions 
2. Student Group Recognition Filer 

Information 
3. Organization Profile 
4. Organization Profile Picture 
5. Student Group Roster Instructions 
6. Organization Roster 
7. Student Group Recognition 

Acknowledgements 
8. Student Group Recognition Reminders 
 

 



Instructions (1 of 8) 

• Carefully read the 
instructions. 
 

• Once you open the 
recognition form, you 
may go back to it 
through your Cougar Link 
“Involvement” Menu, 
under the “Organization 
Registration” tab of the 
“Submissions” page. 



Next = Save 

• When you are done with each page click 
“Next” 
– Saves the recognition form information 
– Moves on to next page of the recognition process 



Student Group Recognition  
Filer Information (2 of 8) 

Complete the following: 
• Your Full Name 
• Contact Phone Number 
• Preferred Email Address 

 
• Will you be an Executive Board 

Member for the organization 
you are completing this Student 
Group Recognition Form on 
behalf of for the upcoming 
semester? 
– Yes. Please continue. 
– No. Do not continue. An upcoming 

semester Student Group Executive 
Board member (preferably 
President or Secretary) must 
resubmit this form. 



Organization Profile (3 of 8) 

• Carefully complete 
and update the 
organization profile. 
 

• Be sure to complete 
all required fields. If 
you do not complete 
all required fields, 
you will receive an 
error.  



Organization Profile (3 of 8) 

Organization Summary 
**Viewable in Organizations Directory** 

Organization Full Description 

Organization Acronym Organization Official Name 

Org. Cougar Link Website URL 
Org. External Website 

Org. Social Media Accounts 
Organization Email Address 

Organization Mailing Address 
and Phone Number 

Organization 
Student Group 
Advisor 
Information:  

• Name 
• Office/Dept./School 
• Campus Location 
Address 

• Phone Number 
• Email Address 

Please Note: 
Questions in RED are not 

publically viewable. 



Organization Profile (3 of 8) 
Advisor Contract Information 

Organization Type 

Primary Campus of Operation 

Organization Bank  
Account Information 

Executive Board  
Term of Office: 
Ex: May 1, 2016 to April 30, 2017 
Ex: January 1, 2016 to December 31, 2017 

Executive Board Member 
Contact Information 



Organization Profile (3 of 8) 

Additional Executive Board  
Member Information: You may only enter 5 
board members in the designated form fields. 
All additional Executive Board members must 
be entered here in this format: 
Kean Cougar, Vice President, 000001855, 908-737-5236, kcougar@kean.edu 

DO NOT ENTER BOARD MEMBERS HERE TWICE. 

For EACH Executive Board Member, complete 
the following information accurately. 
Incorrect or incomplete information will 
result in the recognition form being denied. 
 
• First Name 
• Last Name 
• Position 
• KUID 
• Phone Number 
• Email Address 



Organization Profile Picture  
(4 of 8) 

• If you would like to 
change your 
organization’s profile 
picture, you may 
select a new 
organization profile 
picture to upload. 



Organization Profile Photos 

PROFILE 
PHOTOS 



Organization Profile Photos 

• Organization Profile Photos can 
be uploaded in any common 
image format  
– File size limit: 10MB  
– Supported file types JPG, PNG, 

GIF 

• Uploaded images will be 
cropped to be circular 

• Profile photos are on the 
Organizations Directory, Event 
Pages and the Organization 
Homepage. 



Student Group  
Roster Instructions (5 of 8) 

As a part registration process, you will be asked to go through your student 
group's roster to remove all former members and add any new members. 

To remove members from your organization that are not currently 
members you may check the box to the left of each members name and 
click the "delete" button. 

To add new members, or assign new member positions (president, vice 
president, treasurer, secretary, etc...) you must enter in the members email 
address, select the position you wish to assign them too and then click the 
button for "add member" or "invite member". To invite new members, you 
MUST use the member's KeanGOOGLE email address. 

If members are current, and serving within their position (when 
appropriate) you may leave them as is.  

Prior to completing the roster step, you must ensure that all of your current 
members are actually members of your organization. If they are not a 
voting member of your organization or have not fulfilled your 
membership criteria (ex: attending meetings regularly), 
you MUST remove them. 

Before being able to 
proceed, you must enter 

your initials indicating that 
you fully understand the 

instructions and will remove 
inactive members. 



Organization Roster (6 of 8) 
You must correctly identify all of your 
Executive Board members for the semester 
you are applying for recognition in. This must 
match the Organization Profile information.  

To assign Executive Board member roles you 
will need to select the position and enter the 
Kean email address, first name and last name.  

Members can be added in bulk by using their 
Kean email addresses. 

Note: The number of members showing on the Organization 
Roster accounts for each executive board member as a 
Board member and an organization member. For example, a 
group with 4 Executive Board members and 6 members 
would show 14 members on the Cougar Link Organization 
Roster (4 Executive Board members + 10 general members). 



Organization Roster (6 of 8) 

Required 
Positions 

Available Positions 

Add Positions: 
Select the position and enter 
the Kean email address, first 
name and last name for each. 

Tabs to Add Positions  
or a Bulk Member List 

Information added 
here must match 
the Organization 
Profile Executive 

Board member 
information.  



Organization Roster (6 of 8) 

Members can be added in bulk by entering their Kean email 
address in the box. Email addresses must be separated by a 

comma, semicolon or line return. Only active voting members 
should be added as members.  



Organization Roster (6 of 8) 

Members who are no longer active, or no longer in their position, may be 
removed by checking the box to the left of their name and then selecting 
“Remove”. Be sure to use the “prev” and “next” links to review the 

entire list to remove inactive members.  



Student Group Recognition 
Acknowledgements (7 of 8) 

• Carefully review each 
statement and check the 
corresponding box that you 
acknowledge the directives. 
 

• At the bottom of the 
Recognition 
Acknowledgements page, you 
will be required to enter your 
name certifying that you read 
and understand the 
statements.  



Student Group Recognition 
Reminders (8 of 8) 

• Review all of the 
information and reminders 
regarding being a 
recognized student group 
at Kean University.  



Student Group  
Recognition Reminders  

• Campus Alert 
– All student group leaders are asked to register for Campus Alert, Kean University's emergency 

notification system. To learn more about Campus Alert, to register or update your Campus Alert 
account, please visit http://www.kean.edu/campusalert. 

• Student Group Toolkit 
– The Center for Leadership and Service has worked with various Kean University departments and 

offices to establish a Kean University Student Group Toolkit. This new Student Group Toolkit 
consists of a compilation of Kean University policies and procedures that are applicable to 
student groups and organizations as well as organizational resources and tips to help student 
group leaders run a prosperous student group. 

– The Student Group Toolkit is available online at http://www.kean.edu/offices/cls/clubs/toolkit 
and will be continuously updated. 

• F.E.R.P.A. Release Form 
– All student group leaders are required to complete a Family Educational Rights and Privacy Act 

(F.E.R.P.A.) Release form annually. The link provided during the recognition process should be 
forwarded to all members of your executive board to have them complete the FERPA form in a 
timely manner. Completion of the FERPA form by ALL executive board members is required. 



Student Group  
Recognition Reminders  

• Student Leadership Criteria 
– All student group leaders are reminded that they must comply with the Kean University Student 

Leadership Criteria to be eligible to serve in a leadership role. If a student becomes non-
compliant with the Student Leadership Criteria, they will be ineligible to remain in their 
leadership role and will be removed from their position. To learn more about the Student 
Leadership Criteria, please visit http://www.kean.edu/offices/cls/clubs/student-leadership. 

• Student Group Advisor Contract 
– All student group and organization presidents must meet with their student group advisor to 

complete a Student Group Advisor Contract. The Student Group Advisor Contract is only 
applicable for one academic year and must be updated as part of every Fall student group 
recognition. Every Kean University student group is required to have a full-time Kean University 
employee serve as a student group advisor. 

– To learn more about Student Group Advisor Roles and Responsibilities, please visit 
http://www.kean.edu/offices/cls/group-recognition/advisor. 



Review Submission 

Prior to submitting the completed 
Student Group Recognition Form, 
you will have the opportunity to 
review and make changes. To review 
or edit a page, click on the page 
name to reopen that form.  
 
To submit your Recognition Form, 
you must click “Submit for 
Approval”. Once submitted, you 
will receive an automated email 
receipt confirming the submission.  



NEXT STEPS… 

Student Group Recognition 



What’s Next For Your Group… 

• Advisor Contract 
– Must be submitted to the Involvement Center, located in 

Miron Student Center room 303 or emailed to 
groups@kean.edu 

• FERPA Release Forms 
– Each Executive Board member must complete one 

annually. Send your fellow board members the link 
• Annual Student Group Training 

– If your entire Executive Board does not fully satisfy the 
student group leader training requirement, your 
organization’s recognition and events may be in jeopardy 
for the upcoming semester. Additional information will be 
sent to each Executive Board member following the 
student group recognition process 



COMMON STUDENT GROUP 
RECOGNITION FORM ERRORS 

Student Group Recogntion 



Common Recognition Form Errors 

Here are some things to double check and avoid before submitting 
your Student Group Recognition Form: 
• Make Sure the Executive Board Member Term of Office on the 

Organization Profile has been updated to the current term/year. 
• Make sure you have fully completed the Executive Board Member 

contact information on the Organization Profile. You must have a 
first name, last name, position, KUID number, phone number and 
email address for ALL Executive Board Members. 

• Make sure the Executive Board members identified on the 
Organization Profile are also identified on the Organization 
Roster. The Organization Roster is what grants your Executive 
Board members administrative access to Cougar Link and is what is 
reflected on their Co-Curricular Transcript.  

• Make sure you have the correct number of active student 
members.  

• Make sure your organization’s Advisor information is accurately 
completed. 



CHECKING THE STATUS OF A 
STUDENT GROUP 
RECOGNITION FORM 

Student Group Recognition 



Check On Submission Status 

Status of 
Form 



Submission Status Definitions 

• In Progress – Recognition Form has been started by 
the user, but is incomplete and/or not submitted for 
approval 

• Pending – Recognition Form has been submitted, but is 
pending review. Full approval may require multiple 
layers of approval or additional items to be completed 
by the group (ex: Advisor Contract)  

• Approved – Recognition Form has been approved and 
the organization is viewable for students 

• Denied – Recognition Form has been reviewed and is 
denied. Comments for a denial should provide a 
rational for the denial. Denied forms may be edited 
and resubmitted for approval.  



EDITING AND RE-SUBMITTING 
STUDENT GROUP 
RECOGNITION FORMS 

Student Group Recognition 



Return to A Recognition Form 

A user can return to an incomplete or denied group recognition form and submit/resubmit it at any 
time. Cougar Link forms are saved each time you click “Next” while completing a submission. 



Return to A Recognition Form 

In addition to recognition submissions, a user can return to a form submission, election 
voting ballot, and event submission. Use the “ORGANIZATION REGISTRATIONS” tab to view 

student group recognition forms.  



My Submissions –  
Organization Registrations 

Filter by Status 

Recognition 
Form Status Organization Name Status Date Date 

Submitted 
View 
Controls 

Click on the “eye” icon to the right of a Student Group 
Recognition Form to enter the submission to review it, make 
edits and/or resubmit the Recognition Form. 



Review Submission 

Review and/or complete all recognition 
forms by clicking on form name. 
 
Click “Submit for Approval” to submit your 
Student Group Recognition Form for review 

Export Icons 
View your submission in a printable format 
or export as a PDF to email or save. 

Submission Forms 
Click on a form name to open 
the form and edit it. 

Submission Status 
The status of your recognition form will appear in this area. In 
addition to the status, you will see the reviewer’s name and the 
date and time it was processed along with any comments 
associated with the submission. 



QUESTIONS? 



For More Information 

• Cougar Link Support 
– cougarlink@kean.edu 

• Involvement Center  
– Miron Student Center rm 303 – 908-737-5270 

• Center for Leadership and Service 
– Miron Student Center rm 219 – 908-737-5170 
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