
Updating Your Chapter Information & Officers (MHS) 
An Alpha Lambda Delta Tutorial 

 

STEP 1:  SIGN INTO MHS AND CLICK ON “CHAPTER PROFILE” (LEFT NAVIGATION BAR) 

 

 

STEP 2:  GENERAL TAB  

 

The general tab is 

where you can edit 

your Primary Liaison 

(primary advisor), local 

dues, and chapter 

website.  Feel free to 

enter your Social 

Media URL instead of a 

website, if that is 

where most of your 

communications 

happen.  Once done, 

be sure to click “Save 

General Info” at the 

bottom. 
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STEP 3:  EXTENDED TAB 

 

 

STEP 4: CONTACT TAB 

 

Be sure to have a primary address/phone selected. 

 

 

 

  

The extended tab is 

where you can edit 

the information 

about other honor 

societies on campus 

(if they exist), such as 

PES, NSCS, and 

Golden Key. Once 

done, be sure to click 

“Save Extended Info” 

at the bottom. 

 

The contact tab is 

where you can edit 

your mailing/shipping 

addresses, phone 

numbers, and social 

media site.  To edit 

an existing address, 

click the pencil.  To 

add an address, click 

“Add ----“ by the 

green + button. 
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STEP 5:  SPONSORS TAB 

To add an advisor, click the “Sponsors” tab and click the green + “Add Sponsor” button. 

To edit an advisor’s info, click the pencil with the green arrow. 

To delete an advisor, click the red – button. 

 

STEP 6:  OFFICERS TAB 

To edit an officer’s info, click the pencil. 
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To add an officer, click the “Officers” tab and click the green + “Add Local Officer” button.   

 

If the student has an MHS account created, you are able to link it to avoid entering in email 

address. If you’ve linked the student’s account, the name will be red in the menu. 

 

STEP 7:  LATE ACCEPTANCE TAB 

This is where you indicate your policy for late acceptances of invitations. 

 

Be sure to click “Save Late Acceptance Policy” if you are making any changes. 


