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Add a Group of Sponsors
[bookmark: _GoBack] 
Select "Sponsors" on the "My Bookshare" page, then select the "Upload Roster” icon.
[image: C:\Users\larar\Pictures\Step by Step Guide\Add Group of Sponsors.png]

Download the “New Member/Sponsor Roster Template”.
[image: C:\Users\larar\Downloads\Unnamed image (77).png]

The Template has three tabs: “Members”, “Sponsors”, and a “Help” tab. Select “Sponsor Roster” and enter names and information.
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Save and upload the file.
[image: C:\Users\larar\Downloads\Unnamed image (79).png]
Note: Sponsors will be added to your roster in 2-4 business days.
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Upload Roster

Ifyou have many Members or Sponsors you'd like to add to your roster at once, you can send these names to Bookshare
electronically using the Upload Roster function instead of adding each Member separately.

Step 1: Download New Member Roster (Excel template)

Download the roster template by selecting the link below and saving the file to your computer. The template is an Excel
workbook file with three tabs; new Members, new Sponsors, and a help tab.

NOTE: The roster upload function adds Members and Sponsors to your account; it does not replace or modify your current
roster. Each time you send a roster to Bookshare, start with a new, blank copy of the template to avoid creating duplications.
in your roster.

‘This form serves as proof of disability in place of sending signed documentation.
New Member/Sponsor Roster Template

Step 2: Upload a New Member Roster

Send the roster to Bookshare by uploading your saved copy below. Select the “Browse” button and choose your saved roster.
Then select the “Upload” button.

NOTE: Your Members and Sponsors will be added to your list after Bookshare has reviewed and processed your submission.
Please allow 2-4 business days for processing.

‘ Upload
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Sponsors are additional staff that download books for your students and manage your rosters.

Filterby: District AllDistricts ~  School  Allschools v

Sort: ByLastName Vv Search Sponsors Q

5results

[] | Edit| FirstName | LastName | District +School | Title Email Phone Number

I Jane Doe — Dir. Special Education | Jane.Doe@mail.org 415-111-222

I Edward Educator — Science Teacher edwarde-demo@bookshare.org | 6506443445

I Prima Sponsora — Teacher sponsorl@bookshare.org 650-644-3400

Q Jane Sponsor — Instructional Specialist | jane.sponsor@demo.org 301-555-1212
Tanya Teacher Demo District Language Arts tanyat@bookshare.org 650-555-1234

Sample School

emove Sponsor
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My Bookshare Manage Members | View Individual Members | Upload Roster
« My History
L Upload Roster
« Sponsors
+ Organization Info f you have many Members or Sponsors you'd like to add to your roster at once, you can send these names to Bookshare
« MyRequests electronically using the Upload Roster function instead of adding each Member separately.

« Download Reading Tools
* MyAccount Step 1: Download New Member Roster (Excel template)

Download the roster template by selecting the link below and saving the file to your computer. The template is an Excel
workbook file with three tabs; new Members, new Sponsors, and a help tab.

NOTE: The roster upload function adds Members and Sponsors to your account; it does not replace or modify your current
roster. Each time you send a roster to Bookshare, start with a new, blank copy of the template to avoid creating duplications
in your roster.

L jsalidiauio olace of sending signed documentation.
New Member/Sponsor Roster Template

Step 2: Upload a New Member Roster

Send the roster to Bookshare by uploading your saved copy below. Select the “Browse” button and choose your saved roster.
Then select the “Upload” button.

NOTE: Your Members and Sponsors will be added to your lst after Bookshare has reviewed and processed your submission.
Please allow 2-4 business days for processing.
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1 Add Sponsors

Use this form to add additional Sponsors to the account. Sponsors will be able to manage
the organization's member roster and download books for members. Sponsors must be
‘organizational staff and abide by the terms of the Organizational Agreement.

You, as the submitter of this roster, are already registered on Bookshare.org as a sponsor
2nd do not need to be added to the roster
‘Sponsor First Name | Sponsor Last Name Title District Schoal Email address Strest Address | City | State | Zip |Phone Number

| Member Roster |_Sponsor Roster | Help | &) [T D]
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