
Instructions for Adding New Initiates 
To view this form’s due dates go to: phisigmapi.org/duedates  
 
 
Log in to: chapteradmin.phisigmapi.org 
Select “Initiate Class” and then “Add New Initiates” 

 

 

Start the 5 Step Process 

Step 1: Read through the Directions and then click ”Continue”. 

 

 
 

https://www.phisigmapi.org/duedates


Step 2: Add each Initiate by providing the First Name, Last Name and their email address. Then hit 
“Add Person”.  

 

Only 10 Initiates can be added at a time and then you must click “Continue”. 

 

  



Step 3: Add the Pinning Date (the date they were pinned as Initiates) and then click “Continue”.  

 

Step 4: Type in your name and date as it appears on the bottom and then click “Continue”.

 
  



Step 5: Print the receipt and confirmation page for your records. 

 

Repeat as needed in batches of 10 Initiates. 

You are finished. 


