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How to Report Officers Using vTools

A Guide to Reporting Your Chapter Officers

Before you begin the reporting process:

1. Have every officer’s IEEE Member number (All officers MUST be Active IEEE members.)
2. Only one individual should report ALL positions for the Chapter during a single submission. 
3. Make sure the position titles you fill start with: HKN (See slide 5.)
4. Your chapter may have officers whose titles do not exist in the vTools system (i.e. HKN-Webmaster or 

HKN-Compliance Officer). Please choose an appropriate title from those available: 
HKN-Department Head
HKN-Faculty Adviser
HKN-Chapter President
HKN-Chapter Vice President
HKN-Chapter Corresponding Secretary
HKN-Chapter Recording Secretary
HKN-Chapter Treasurer
HKN-Chapter Officer (You can add up to three officers using this title.)

5. For any questions, contact info@hkn.org



1. Go To:
http://sites.ieee.org/vtools/

2. Select:
vTools Officer Reporting

How to report officers using vTools
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http://sites.ieee.org/vtools/
https://officers.vtools.ieee.org/


1. Sign In using IEEE 
username and password.
You must be signed in to 

report officers.

2. Select “Manage Officers” 
to view and report officers 
of an organizational unit.

(Don’t forget to sign in first)

Sign In
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1. Enter your University or 
Chapter Name. The field will auto 
populate with matching results. 2. Make sure the result has an “HKN###” in front 

as shown on the LEFT. This way you will know you 
are reporting officers for your HKN chapter.

Select Organizational Unit
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2. Hover cursor over officer name to display term 
dates. Before clicking “Add Officer” make sure the 

current officer has an end date.

1. Select Position of 
officer to update

Important Note: 
Make sure the Position 
Title has HKN in front. 

Stacey Bersani

Stacey Bersani

For example: This officer does not have 
an end date. Input an end date by 

selecting “End Term”.

3. After adding an end 
date select “Add Officer”

Adding An Officer
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Add Officer number and term date

1. Enter member number 
and Term Start Date

2. Click on 
“Submit” 

to validate.

The system will retrieve member data 
and validate that (s)he is eligible to 
serve in the position based on IEEE 

rules.

Term Date updated 
automatically.
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Finding a IEEE number? (slides 7-9) 
a. Ask Chapter Officers for member numbers
b. Click “SAMIEEE” to search member number



Finding a Member Number
(If you clicked SAMIEEE you will see this page)

Click “Access IEEE OU Analytics”
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Finding a Member Number

Select “Members and Affiliates”
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Finding a Member Number
1. Select “Detail”

2. Select “All”
Click “Apply”

3. Search [member name].

4. Upon searching you will see 
the individual’s IEEE number in 

this column
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HKN-Chapter Corresponding Secretary (Chapter Corresponding Secretary)

Pending changes for a position 

Select “View and Confirm Pending Changes” to review and 
submit changes. 

Note: Multiple changes can be made before clicking on "View 
and Confirm Pending Changes". 

Officer name is now highlighted to show 
changes are pending. 
Note – tooltip includes details of change.
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Confirm Officer Changes 
A notification will be sent to HKN headquarters to confirm your officer update. A notification will be sent to HKN Headquarters to confirm your officer update. 

A list of changes 
will be shown. 

Click “Save” to confirm all changes. 

Click “Undo All Changes” to 
discard all pending changes. 
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Confirmation of report
This is the page you will see when 
your submission is complete. 
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