
NACURH Information Center

Affiliation Guide

Use this guide as a reference while 
affiliating your school with NACURH! 
This document will walk you through the 
process step-by-step.  It includes screen 
shots of the same pages that you will 
see when you log in to nacurh,org.  If 
you still have questions after reading this 
guide, please email nic@nacurh.org.
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Step 1: 
Log in to the Website

You should have received an email with your login name and password.  The new login system 
gives each school one login to be used by your schoolʼs RHA and NRHH.  It can be used by 
your NCC, RHA and NRHH Presidents, Advisors and anyone else at your school that needs to 
access features on the website requiring a login.  Your login is your official school name.  You 
can click on the “lost you password?” link to reset your password.  If your school did not receive  
a login or no longer has access to the information, you can go to this page: http://
www.nacurh.org/2010/05/12/new-login-information/
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Step 2:
Begin Affiliating 

Once you have logged in, you 
will see that a new table with a 
variety of options has appeared 
in the lower left hand corner.

To begin affiliating your school 
online, select “Affiliate Online.”



Step 3: 
Select Your Affiliation Type

Most schools should choose the “Full” option.  This is for schools that 
affiliate with NACURH on a regular basis or have affiliated with a full 
affiliation in the past.  The “Associate” membership option is for 
schools who are affiliating for the first time and want to give 
membership a trial run.  Associate schools will not be granted voting 
rights at conference.  Schools that are affiliating for the first time do not 
need to select the associate option and can choose to select the full 
membership.



Step 4:
Enter Your School 
Information

You will now be asked to enter 
information about your school.  Your 
name and region will already be 
there but you will need to add your 
schoolʼs full address, hall population 
and total number of enrolled 
students.

It is very important that you 
make sure that you have 
checked the appropriate boxes.  
If your school does not have an 
active NRHH, do not check the 
box.  If you do check the box and 
either your RHA or NRHH is not 
active on your campus (or does not 
exist), you will still be asked to 
supply information about  that 
chapter.  

On each page past this point, you 
will be asked to verify if the 
information that you have just 
entered is correct.  You must 
select this box to continue.  
Please double check the 
information that you have just 
input before checking the box and 
proceeding to the next page.



Step 5:
Enter Your RHA 
Information

You can now enter your schoolʼs RHA information.  You will need to enter 
the address and phone number.  You can also enter your chapterʼs fax 
number, email address and website should you have these and wish to 
share them.



Step 6:
Upload Your RFI File

Here you can upload your RFI file.  It must be in 
PDF format.  To make sure that your RFI is 
formatted properly, look at the documents on the 
“Affiliation Documents” page.  According to 
National Policy, your RFI file needs to be at least 
five pages long, have page numbers and have a 
cover sheet that includes your schoolʼs name, the 
title of the report, the affiliation year and an 
abstract.  



Step 7:
Enter Your NRHH
Information

You can now enter the same information you 
entered for your RHA chapter but this time for 
your NRHH chapter. If you have indicated that 
you do not have an active NRHH chapter, you 
will automatically by-pass this page.



Step 8:
Upload Your NRHH 
Constitution 

You will now be asked to upload 
your NRHH constitution.  It 
needs to be uploaded as a PDF.  



Step 9:
Enter Your NRHH 
Members List

You will now need to enter the names 
of the current members of your 
chapter.  You can copy and paste from 
a Word or Excel file or just type them 
into the box.



Step 10:
Enter Your Contact 
Information

Now you can enter the contact information for your RHA President, 
NCC and Advisor.  If you have an NRHH chapter, you will also be able 
to enter contact information for your NRHH president and Advisor.  
You will need to enter each personʼs first and last name, email address 
and phone number.  An AIM screen name is optional.  Supplying the 
NIC with this information will make it easier to get you important 
information later on.



Step 11:
Enter Your Payment 
Information

On this page you will enter how you intend to pay 
your affiliation dues.  If your method of delivery 
changes after you affiliate online you will not 
have a problem so long as it is received by an 
NIC member prior to the start of the conference 
at which you are attending



Complete!

Once you have gone through all of the necessary steps you will 
come to this page which tells you that the process is complete!  
You do not have to complete all of the steps at once.  Once 
you hit submit on a page your information will be saved.  You can 
then come back to the website and lick on “Affiliate Online” to 
resume the process.  



Checking Your 
Affiliation Status

To check the status of your 
affiliation, log in to the website 
and select “Your Schoolʼs 
Affiliation”



What Your 
Status Means

Here we can see that the University of 
Aliciaʼs affiliation is still in progress.  
This means that there are still pages 
that need to be completed before the 
material can be reviewed by an NIC 
staff member.  If you see this message 
for your school, you can click the link 
here to resume your progress or you 
can select “Affiliate online” from the 
menu.  

Here the University of Alicia is waiting 
for the NIC to verify its material.  If you 
see this, check back in a few days.  
Your status will change as soon as an 
NIC member as checked your 
submission.



What Your 
Status Means

Now the NIC is only awaiting payment from 
the University of Alicia.  If your status is 
listed as “Affiliation Error,” you will see a note 
explaining why in the “RHA Affiliation Notes” 
section.



What Your 
Status Means

Your regional AD NRHH will need to approve your NRHH 
constitution.  Once he or she has done so the NIC will 
update the website to reflect this.  If your constitution is 
not approved, you will see why in the “NRHH Affiliation 
Notes” box.



What Your 
Status Means

Congratulations! If you see this message, your school 
is now a fully affiliated member of NACURH! Do a 
happy dance and then utilize the RFI, vote on some 
legislation and enjoy reduced conference fees!

You will also be able to see your payment 
information.  If you paid via check, you will 
be able to see the check number in 
parentheses next to your payment method.  
Here it is listed as “transaction.”  



Still Have Questions?

If you still have questions after reading 
this guide donʼt hesitate to email the 
NIC! 
•If you have a question about dues 
payments, email the AD Finance at 
nic.finance@nacurh.org

•If you have a question about your 
affiliation material, email 
nic.affiliations@nacurh.org

•If you arenʼt sure who to direct your 
question to, email nic@nacurh.org and 
weʼll make sure that you get an answer!
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