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Accessing the Online Roster

Access to the Online Roster requires an Internet connection and Internet Explorer.

To access the Online Roster, go to the following URL:

https://www1.baylor.edu/onlineRoster/
You will be redirected to a secure location, where it is safe to type your Bear ID and password. You need your Bear ID and password to enter the system.

My Organizations

Once inside the Online Roster, you will be presented with the My Organizations Page, which will display a list of organizations you are involved in. If you are a member of an organization that is not listed please contact Liz_Webb@baylor.edu from Student Activities.
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Clicking on the Organization Name will take you to the View Roster page; this page lists the members of the organization. 

View Roster 
The View Roster page lists the members of the organization. Their status indicates whether that have been approved or rejected by the Advisor. A pending status means they are waiting for approval from the Advisor.
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Registration Form

Roster Managers have access to the “Registration” tab. Clicking on this tab displays organization information such as contact numbers and meeting dates/times. The Registration Form data can be modified by the Roster Manager.
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Grade Release

Roster Managers have access to the “Grade Release” tab. This allows them to print a list of the current roster members, along with their Bear IDs which will need to be signed by every member and returned to Student Activities.
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View Roster - Advisor

Advisors should have an extra tab for “Advisors Approve” for approving added members, and approving re-enrollment requests.
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Re-enroll

Roster Managers, Advisors, and Online Roster Administrators have access to the Re-enroll page. Unless the organization is new, Roster Managers or Advisors should first re-enroll members for the semester. This is done before adding new members. The Re-enroll page is accessible by clicking the 'Re-enroll' tab from the menu. If the 'Re-enroll' tab is not visible, the organization has already re-enrolled for the current semester. 
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The Re-enroll page allows the user to select members from the previous semester's roster to be in the current semester's roster by checking the checkboxes adjacent to the members displayed on list and then clicking on the Submit button. This will send an e-mail request to the Advisor who will need to approve the members for the following semester's roster.

Approve, Question, Deny a Roster

Advisors and Online Roster Administrators have access to the Advisors Approve page where they are able to Approve, Question, or Deny a Roster. The Advisors Approve page is accessible by clicking the 'Advisors Approve' tab from the menu.
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To add or deny a new roster, click on the 'Re-enroll' link in the Requests column. A list of the members will be displayed.
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To approve the new members click on the 'Approve' button. To submit a question regarding the new roster to the Roster Manager, click on the 'Question' button. To reject the new members click on the 'Deny' button.

Add Members

Roster Managers, Advisors, and Online Roster Administrators have access to the Add Members pages. Members should only be added after a roster has been re-enrolled, otherwise members will not be added to the current semester roster. The Add Member pages are accessible from the tab menu and clicking on the 'Add Members' tab.
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Members are added by typing a Bear ID in each text box and then clicking on the Submit button. This will send an e-mail request to the Advisor who will need to approve the member for the roster.

Add Bulk Members

For adding a long list of BearIDs that are separated with a comma, click on 'Add Bulk Members' tab from the menu.
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Members are added by typing the BearIDs into the large textbox, separating each BearID with a comma, and then clicking on the Submit button. This will send an e-mail request to the Advisor who will need to approve the member for the roster.

Approve, Question, Deny Members

Advisors and Online Roster Administrators have access to the Request page where they are able to Approve,Question, or Deny Members. For requests to add new members, an 'Add new members' link will be displayed under the Requests column. For requests to re-enroll members, a 'Re-enroll' link will be displayed under the Requests column. 
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To add or deny new members, click on the 'Add new members' link in the Requests column. A list of the members will be displayed.
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To approve the new members click on the 'Approve' button. To submit a question regarding the new members to the Roster Manager, click on the 'Question' button. To reject the new members click on the 'Deny' button.

Service – Service Chair

The Service Chair of an organization will have access to the Service page. When logged in, the user will have 3 tabs to choose from, the “My Organizations” tab, “View Roster” tab, and “Service” tab.
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By clicking on the “Service” tab, the user will be able to add a service event. Clicking on the “select” link next to the “Date” field will pop up a small calendar from which users can select the date of the service event. After submitting the service event, an email will be sent to Student Activities for approval of the event, until approval is given, the event will be shown as pending.
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After submitting the service event, an email will be sent to Student Activities for approval of the event. Until approval is given, the event will be shown as pending.
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Assign Roles

Roster Managers, Advisors, and Online Roster Administrators have access to the Assign Roles pages. The Assign Roles pages are accessible from the 'Assign Roles' tab from the menu .The Assign Roles pages enable a user to give members access to various parts of the Online Roster. For example, Roster Manager access allows users to add members, re-enroll members for the semester, assign roles to members, modify registration information, and access to the Grade Release Form. The Calendar Manager will (in the future) have access to the Event Calendar system. The Webmaster access will (in the future) allow users to access their web site for modifications. A user set as a Contact role will receive updates from Student Activities from the Online Roster. The Service Chair access will have access to the Service page, which enables users to submit community service hours and funds for approval by Student Activities.
The Assign Roles page lists the members of the organization, with role checkboxes next to each member, and a textbox for inputting the member's phone number

[image: image16.jpg]My Organizati o Roster Y _Add Mermbers WREEEEIEG S

Roles Contact Number,

g Oew Owm Ot Ose

Soring 2006 Members

David_Seage [approved|

W Clew O Oer Ose

‘vonne_Loredo [approved|

[[Submit ] [ Cancel ]








PAGE  
8
Student Activities, Spring 2006


